
Date:		Sept. 29, 2018
To:		Sahil Patel
From:		Song Yee
Subject:	Response to the interview invitation

Hello Sahil,

I am very glad that you gave me an opportunity to do an interview for this valuable position. Thank you for your consideration. I will be able to meet you on Friday, September 28 at 3:00 PM in your office.

I have attached a document at the bottom of this email. It includes the bibliographical information for my two books, such as book names, authors, summaries, etc.

I am looking forward to meeting with you on Friday.

Sincerely,

Song Yee

Attachment

Allen, D. (2001). Getting Things Done: The Art of Stress-Free Productivity. London, UK: Penguin.

· Introduces problems that the worker has to face in a new working environment, and the solution to overcome its problems
· Explains methods that maximize the worker’s productivity and efficiency
· Compares needs and demands of workers in the professional working place, in contrast to the personal time management
· Approaches to managerial principles, such as office culture, the organization, the variety of managerial skill, etc.
Discussion Question: How can you implement managerial skills and methods in the real-world situation

Grove, A. S. (1995). High Output Management. New York, NY: Vintage Books.

· Introduces the idea of how the organization is operating by team members and how the team can allocate resources
· Describes how managerial abilities can significantly increase organizational output
· Lists organizational tools, such as meetings, seminars, etc.
· Defines managerial skills and functions for the organization in order to become successful
Discussion Question: What would be the best ability to attain the maximum output as a manager?
