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Disclaimer
This book is written to educate, inspire and guide. It is not a substitute for professional legal, financial,

medical, psychological or human-resources advice. Every workplace, country and team is different.

Before you make important decisions about hiring, firing, contracts, health or money, please speak with a

qualified professional who understands your situation.

The author has worked hard to make the information in this book accurate and useful. The company

case studies are based on publicly reported events and are simplified for learning. They are told to draw

out leadership lessons, not to give a full history of any organisation. Facts about companies can change

after a book is published, so please check current information before you rely on it for business decisions.

Many stories in this book use people such as "Ravi", "Meera" or "Daniel". These are composite characters.

They are built from common patterns seen in real teams, but names and details have been changed or

created so that no real person can be identified. Any similarity to a real person is coincidence.

The quizzes, assessments and scorecards are tools for self-reflection. They are not scientific psychological

tests and should not be used to make hiring, promotion or medical decisions about anyone.

By reading this book you accept that the author and publisher are not responsible for any loss or damage

that may come from applying the ideas in it. Leadership is a practice. Use your own judgement, respect

the law, and treat people with dignity.
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Dedication

To every person who was never given a title, but stood up anyway.

To the first-time manager who stays awake at night wondering if they

are good enough.

And to my readers at Amazebazaar, who keep asking better questions.

Suman Biswas
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Preface
Most people do not decide to become leaders. It happens to them. A manager leaves and you are asked to

"look after the team for a while". A college event needs someone to organise it and every eye in the room

turns to you. Your family business needs a younger person to step in. Your startup grows from three

friends to thirty employees and suddenly you are the boss of people you used to share lunch with.

In that moment, very few people feel ready. They feel the weight of other people's expectations. They

wonder whether to be strict or friendly, whether to decide alone or ask everyone, whether to speak up or

stay quiet. They search for answers and find two kinds of advice. The first kind is too academic: long

theories with no practical steps. The second kind is too shallow: "be confident", "think positive", "lead by

example", without explaining how.

I wrote this book to sit between those two. How to Lead is a practical handbook. It explains the ideas

behind good leadership in simple English, and then it turns each idea into something you can do on

Monday morning. Every chapter has a story, a set of core concepts, visual frameworks, a real or

illustrative case study, exercises, reflection questions, a short quiz and an action plan. You do not need an

MBA to understand it. You do need the courage to try things, notice what happens, and adjust.

The book is organised in eight parts. It starts with the foundations: what leadership actually is and why it

matters. Then it turns inward, because the first person you must lead is yourself. After that it moves

outward to leading individuals, building teams, communicating, leading a business, growing your own

career, and finally the advanced challenges of crisis, global teams, ethics, digital change and artificial

intelligence.

At the end you will find a large toolkit: fifty lessons, a hundred quotes, fifty daily habits, the twenty-five

most common mistakes, thirty challenges, a journal, templates, checklists, a final exam with answers, a

30-day challenge, a 90-day roadmap and a 365-day planner. These are not decoration. They are there

because reading about leadership changes very little. Practising it changes everything.

One promise before you begin. You do not need to be loud, tall, charismatic or extroverted to lead well.

Some of the finest leaders I have studied were quiet, patient and almost shy. What they shared was

something any of us can build: clarity about what matters, care for people, the discipline to keep

promises, and the humility to keep learning.

If this book helps you become that kind of leader, even a little, it has done its job.

Suman Biswas

Kolkata, India
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About the Author
Suman Biswas is an author, designer and educator from Chapra, Nadia, now based in Kolkata, India. He

writes practical, easy-to-read guides on leadership, personal growth, communication, career skills and

technology, and publishes them through his digital bookstore, Amazebazaar.

Suman studied Political Science at the University of Kalyani, where he first became curious about power,

influence and how groups of people make decisions. That curiosity grew into a long-term study of

leadership: how ordinary people earn trust, how teams fall apart, and how a single person's choices can

change the mood of an entire organisation.

He later trained in UI/UX design and front-end development. Design taught him a lesson that shapes all

of his books: people do not want more information; they want clarity. That is why his books use simple

language, visual frameworks, worksheets and step-by-step action plans instead of long lectures.

Suman's books are written for students, first-time managers, small-business owners, team leads and

experienced professionals who want a clear, honest and practical guide. He speaks English, Bengali and

Hindi, and he believes that leadership is a learnable skill, not a gift reserved for a few.

To explore more books by Suman Biswas, visit Amazebazaar at https://amazebazaar.com
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How to Use This Book
This is a working book. You will get the most from it if you treat it less like a novel and more like a

training programme. Here is how.

1. Read in order the first time, then jump around
The eight parts build on each other. Part I sets the foundation, Part II builds you, Part III teaches you to

lead individuals, and Part IV teaches you to build teams. Parts V to VIII widen the view. After the first

reading, use the clickable Table of Contents to go straight to the chapter you need when a real problem

appears.

2. Understand the chapter layout
Every chapter follows the same pattern, so you always know where to look:

▦  Chapter Sections at a Glance

Section What It Gives You

Learning Objectives What you will be able to do after the chapter

Introduction and Real Story Why the topic matters, shown through a human story

Core Concepts The main ideas, explained simply

Infographics and Tables Visual frameworks you can remember and redraw

Examples and Case Study How the idea works in real organisations

Expert Tips and Warnings Shortcuts and traps

Exercises and Reflection Practice and honest self-review, with space to write

Quiz A quick check of understanding (answers at the back)

Action Plan Four or five steps to apply the chapter this week

Summary, Takeaways, Reading A fast review and where to go deeper

3. Write in the book
The lines after reflection questions are there for you to use. If you are reading on a screen, keep a

notebook or print the pages. Writing forces clarity. A leadership idea you have written about is one you

are far more likely to use.

4. Use the navigation
Every entry in the Table of Contents is clickable. Every chapter opening has a "Back to Contents" link.

Every quiz links to the Answer Key, and every Answer Key entry links back to its quiz. The PDF also has

bookmarks, so you can open your reader's bookmark panel and move around the book quickly.
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5. Practise one thing at a time
Do not try to change ten habits in one week. Pick one action from each chapter. Practise it until it feels

normal. Then move on. The 30-day challenge, the 90-day roadmap and the 365-day planner at the end of

the book are designed to help you do exactly this.

6. Learn with others
Leadership is social. Read a chapter with a colleague, a friend or your team and discuss the reflection

questions. You will learn more from one honest conversation than from ten silent readings.

7. Choose a reading path
Different readers have different needs. Here are suggested paths if you want to start where you will

benefit most.

▦  Suggested Reading Paths

Reader Start With Then Read

Students and young
professionals

Part I, Part II and Part VII Part V for communication skills

First-time managers Part I, Part III and Part IV Part II for self-leadership

Experienced managers Part III, Part IV and Part VI Part VIII for advanced challenges

Business owners and
founders

Part VI, Part IV and Part VIII Part II for personal sustainability

Senior executives Part VI, Part VIII and the case studies Part VII for long-term success

★  SUCCESS TIP

If you are short on time, read the Learning Objectives, the infographics, the Key Takeaways and the
Action Plan of each chapter first. Then return to the full text when you can.
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