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Part 3. Leading and managing others
Kris Cole has added even more value in this latest edition, now covering
additional units for BSB51915 – Diploma of Leadership and
Management, and BSB42015 – Certificate IV in Leadership and
Management.
 New chapter on budgeting addresses the diploma elective unit of
competency BSBFIM501 – Manage budgets and financial plans.
Using many practical examples, this chapter introduces students to
the language of finance, balance sheets, cash flow, income statements,
financial planning and how to monitor and control financial plans
 New chapter ‘Presenting information and negotiating persuasively’
addresses elements of BSBLDR503 – Communicate with influence
 More leadership content including leading vs managing, autocratic
managers, scheduling and prioritising
 New section on ethics, now critical to an organisation’s survival
 New and updated coverage of contemporary leadership and
management topics including casualisation of the workforce,
telecommuting, virtual teams and freelancing, working to strengths,
resilience and managing stress, communication, emotional intelligence,
trust and working with different personality styles, and providing
positive performance guidance

10. Understanding leadership
11. Understanding engagement, motivation
and retention
12. Assigning work and delegating duties
13. Building productive work teams
14. Leading today’s teams
15. Providing formal and informal
performance guidance
16. Managing underperformance
Part 4. Managing operations
17. Managing budgets and financial plans
18. Providing quality and engaging with
customers
19. Increasing performance and productivity
with the five keys, continuous
improvement and innovation
20. Developing, managing and monitoring
operational plans
21. Planning and managing projects

MindTap - the personalised eLearning solution
MindTap is a flexible and easy-to-use platform that helps build student
confidence and gives you a clear picture of their progress. We partner
with you to ease the transition to digital – we’re with you every step of
the way.
MindTap for Leadership and Management includes a Test Bank for
instructors, new self-assessments, concept check quizzes, concept clip
videos, ‘You make the decision’ case branching activities, as well as
case studies, checklists, templates, revision quizzes and end-of-chapter
questions.
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MORE LOCAL TITLES TO SUPPORT YOUR BSB COURSES
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Go beyond the risk-management model and think critically
Based on health and safety best practice principles
applicable to all Australian workplaces, Archer’s WHS: A
Management Guide has become the leading text of its kind in
Australia.
The latest edition features:


NEW up-to date Australian and New Zealand legislation
and policies so that instructors and students can ensure
they are working with current issues



NEW case studies and a strong focus on ethical issues
equip students for the challenges of on-the-job work
health and safety practice



NEW Test Bank available for instructors to save you time
teaching your course



Extensive instructor resources to support your teaching

EDITION 5

Dwyer’s The Business Communication Handbook now in its 10th
edition, has been the go-to guide for a generation of business
students.
Supporting BSB40215 Certificate IV in Business and
BSB41015 Certificate IV in Business Administration, the
text covers two new competencies - Recordkeeping, and
Implement and monitor environmentally sustainable work
practices.
Your students benefit from relatable content and trends, the
latest research and reports, and 44 case studies that promote
critical thinking and an understanding of situations arising in
the workplace.


Social media integrated throughout showing how it has
become an important aspect today



NEW icon links students to online material, research, cases
and more



Focus on sustainability in the business environment

Manage Budgets and
Financial Plans, 5e

Professional
Business Skills, 3e

Rumble | Anandarajah
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Supporting BSBFIM501 Manage Budgets and Financial
Plans, this text has been written to provide managers who
are non-financial specialists with a clear understanding of
financial management principles.
This edition features:


NEW additional instructor and student resources,
including Excel templates to accompany the quantitative
chapters

Perlitz, Professional Business Skills, 3e covers two qualifications:
BSB30115 Certificate III in Business and
BSB30415 Certificate III in Business Administration.
The latest edition is loaded with excellent features that equip
students with the skills to navigate a successful career in
business:


NEW assessments, cases and activities develop skills and
provide real-world context



The addition of revising author, Sharon Rumble, who
teaches this unit at TAFE NSW





Inclusion of more examples on non-manufacturing-based
sectors, such as retail, logistics, etc. to help managers
grasp concepts from contextual perspectives

Revised content on handling customer complaints,
sustainability, and social media impacts develops practical
understanding of relevant issues



Makes teaching and learning easier with instructor
support package and student companion website

cengage.com

Business Administration, 2e
Cole
ISBN: 9780170387033 © 2018

Designed to support BSB50215 Diploma of Business, and BSB50415 Diploma of
Business Administration, Business Administration, 2e is mapped to units of these
qualifications, addressing the current training package.


All NEW digital resources to underpin your teaching, including: Instructor
Manual, Test Bank, PowerPoints, cases, online research activities, and solutions



NEW mapping grid



NEW revision quizzes



Resource guide showing updated designs and assets

Offer your students real-world experience aligned to the training package, with
end-of-chapter case studies throughout as well as a continuous case following the
development of one person’s team in real-world decision making, contextualising
student learning.

Kris Cole is a management consultant, keynote speaker and Australia’s best-selling
business author. She is also an authority on productivity, performance management,
leadership and effective communication.
Her books are known for their down-to-earth and engaging style. They offer practical ideas
backed by solid knowledge, pertinent research and integration of everyday examples of
how to lead, communicate, prioritise tasks and thrive in a changing work environment.

Request an inspection copy

Place an order
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