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This revised eighth edition of the text focuses on writing skills and emphasizes the process of communication by explaining a
concept and then illustrating this through an example.
Communication in the workplace, fundamentals of business writing, basic pattern of business messages, fundamentals of report
writing, and other forms of business communication, ...
In a knowledge-based economy, the ability to communicate information in clear and concise terms is becoming more critical. This
book on Business Communication is intended to meet the demand for students who are trained to communicate effectively in the
current globalized context. It provides readers a comprehensive view of communication, its scope and importance in business.
Besides this, the text develops an awareness of the importance of succinct written expression in modern business
communication.This book covers a number of key business communication topics that aim to develop specific skills and
competencies:• Communication process. To gain an understanding of communication as a socio-cultural process.• Intercultural
communication skills. To know important factors while communicating with audiences of diverse backgrounds in the global
business, professional and political environment. • Letter writing skills. To convey the message precisely through letters, memos
or emails, paying attention to the writer’s objectives, the readers’ needs, the reader–writer relationship and the context.• Listening
skills. To become an effective listener to develop new ideas, options and goals.• Presentation skills. To become more effective
speakers and deliver persuasive presentations.• Report writing skills. To understand the fundamentals of the report writing
process and develop the critical skills necessary to produce convincing written reports.The book will be of immense use to the
students of management, animation and multimedia, engineering, science, media studies, journalism and related fields of study.
Besides this, the professionals—managers, advertising, marketing and public relations executives, businessmen and HR
experts—will also find it extremely useful.
Effective Business Communication emphasises the managerial as well as the business perspective of communication. The
theoretical approach is well complimented by its implementation in real organisational lives. This approach makes it easy to not
only understand the concepts taught but also making the reader aware of different situations that they have to deal with on a day-
to-day basis. With topics such as Business and Dining Etiquette and Effective Cross Cultural Communication and a rich pedagogy,
the book responds to all communication needs of students of management. This book is helpful to all who want to understand the
concept of communication in its entirety as well as to fine-tune the nuances of basic as well as high-level communication at work.
Today, acquiring English language skills has become so essential, especially for those who are looking for new jobs in reputed organizations
as well as for the practising professionals. Many engineering students, even though they have adequate knowledge of their subject, are
unable to express themselves well in English. Taking this into account, engineering colleges/institutes have introduced exclusive English
Language Laboratories where students are drilled in the practical aspects of the English language. This compact and comprehensive book is
a step-by-step practical guide to students, telling them how to prepare technical reports and how to acquire the basic communication
skills—listening, speaking, reading and writing. The book deals with conversation, situational dialogues and role plays, and Group Discussions
(GDs). It also gives detailed discussion about Interviews—step-by-step preparation, practical and psychological preparation, the dos and
don’ts for interview—besides dealing with different kinds of interviews: telephonic, videoconferencing, and others. In addition, the text stresses
the importance of researching the organization, and salary negotiations. Finally, the book shows the students how to make powerpoint
presentations (PPTs), the structure of presentation and using audio visuals. This activity based, skill-oriented, learner centred book is
designed according to the WBUT syllabus on Technical Report Writing and Language Laboratory Practice for the B.Tech. students. However,
it would be equally useful for B.Tech./B.E. students across the country. DISTINGUISHING FEATURES : A practical and student friendly text,
the stress being on the functional aspects of the language and various activities for acquiring the language. Gives the Methodology of
conducting activities such as GDs, Interviews and Presentation. Provides model GD topics and the step-by-step process of making PPTs.
Clearly spells out all the details, right from preparing a good job application, researching the company (including its financial health), to
preparing the job portfolio, to wearing the proper dress, handling questions, and negotiating salary. Provides an extensive list of probable
questions along with their answers to prepare students for mock interviews. Also gives well-crafted questions at the end of each lesson.
For undergraduate business communication courses Learn Business Communication Skills by Example Students need to have excellent,
effective, and practical business communication skills in order to succeed in today's business world. Excellence in Business Communication
delivers an abundance of the most realistic model documents and tools, helping students learn business communication skills by example.
Technology, globalization, and other forces have dramatically changed the practice of business communication in recent years. The Eleventh
Edition offers in-depth coverage of new and emerging media skills and concepts, as well as chapter-opening vignettes, figures, and
communication cases that expose students to professional use of social media and other new technologies. MyBCommLab for Excellence in
Business Communication is a total learning package. MyBCommLab is the online study tool that helps you transform business
communication students into polished professionals, ready to tackle the rigors of today's business landscape. It helps students better prepare
for class, quizzes, and exams-resulting in better performance in the course-and provides educators a dynamic set of tools for gauging
individual and class progress. This program will provide a better teaching and learning experience--for you and your students. Here's how:
Personalize Learning with MyBCommLab: Inspire the exchange of new ideas and foster intriguing discussions with the abundant resources
found in MyBCommLab. Help Students Apply Knowledge from the Text to the Real World: Cases give students the opportunity to solve real-
world communication challenges. Promote Active Learning and Stimulate Critical Thinking: Examples, exercises and activities help students
practice vital skills and put knowledge to immediate use. Offer the Latest Information on Today's Hottest Topics and Trends: In-depth
coverage of new and emerging media skills and concepts, as well as chapter-opening vignettes, figures, and communication cases that
expose students to professional use of social media and other new technologies. Note: You are purchasing a standalone product;
MyBCommLab does not come packaged with this content. If you would like to purchase both the physical text and MyBCommLab search for
ISBN-10: 0133806871/ISBN-13: 9780133806878. That package includes ISBN-10: 0133544176/ISBN-13: 9780133544176 and ISBN-10:
0133545814/ISBN-13: 9780133545814. MyBCommLab is not a self-paced technology and should only be purchased when required by an
instructor.
Business Communication: Developing Leaders for a Networked World, by Peter Cardon, puts students at the center of business
communication through the author's unique focus on credibility woven throughout the textbook chapters, forward looking vision built on
traditional concepts and practitioner and case-based approach. Students are more likely to read and reflect on the text, and are better
positioned to understand the essentials of efficient and effective business communication, thereby transforming them into leaders for a
networked world.
Today, the need for communication skills has become more important than ever before. Communication plays a vital role — be it the
preparation one has to do to face an interview or deal with diverse business deals, or interacting with colleagues, superiors, and others. The
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Second Edition of this text, based on the feedback received from the readers, continues to highlight the vital skills one needs for effectively
communicating in diverse situations. Divided into five parts, the text shows the power of three V’s of communication — the verbal, the visual
and the vocal, examining at the same time the role of formal and informal communication methods, and stressing the significance of
grapevine in organizations. It also demonstrates how important listening is, and the basic skill-sets needed by a manager for business
dealings. Further, the text gives the nuances of verbal communication and the factors necessary for preparing a presentation besides giving a
comprehensive view of non-verbal communication. It highlights the role of written communication, the importance of business writing, the
formats of business letters, memos, and report writing, and how flawed thinking impedes written communication. The text concludes by
emphasizing the crucial role played by corporate communication in enhancing an organization’s image. What’s New to This Edition : New
concepts such as Fog Index/Readability Index, Business Terms, Acronyms, Abbreviations, e-mail Etiquette, Virtual Team Skills, and Social
Skills. Many exercises and other inputs. Written in a clear and straightforward style and in a student-friendly fashion, this concise and
compact text is intended both for students of management and for young executives and managers.
Basic Business CommunicationSkills for Empowering the Internet GenerationIrwin/McGraw-HillBasic Business Communication: Skills For
Empowering The Internet Generation (Book + Cd)Tata McGraw-Hill EducationBasic Business CommunicationIrwin Professional
PublishingLesikar's Basic Business CommunicationMcGraw-Hill College
Ensure you are job-ready with the number one choice in the field -- Guffey/Lowey's ESSENTIALS OF BUSINESS COMMUNICATION, 11E.
In a time when writing and communication skills rank high on recruiters’ wish lists, this tried-and-true book helps you develop job-readiness
for the 21st century. ESSENTIALS highlights best practices and strategies backed by leading-edge research to strengthen professionalism,
expert writing techniques, workplace digital savvy and resume-building skills. Learn how writing is central to business success, regardless of
the communication channel. ESSENTIALS discusses best practices for social media and mobile technology while equipping you with critical
skills using grammar exercises, documents for editing and grammar practice other books don't offer. Important Notice: Media content
referenced within the product description or the product text may not be available in the ebook version.
Business communication has undergone a major change in the past few years but the basic concepts remain the same. This book integrates
the age-old concepts of communication with the new-age concepts thereby providing a seamless equilibrium of conceptual and practical
aspects of the subject. Written in an anecdotal style, the book does not only impart knowledge but also makes for a very interesting read. This
approach helps in learning and retaining the concepts.
The Murphy book gives strong emphasis to completeness, conciseness, consideration, concreteness, clearness, courteousness, and
correctness in business communication. These "seven Cs" guide student-readers to choose the content and style that best fits the purpose
and recipient of any given message. Pedagogically rich, most chapters in this paperback text include checklists, mini-cases and problems,
"Communication Probe" boxes which summarize related research, and sidenotes that isolate significant points that should not be missed.
Two new chapters are devoted to ethics and technology respectively.
The Business Communication field is at a crossroads as communication technologies are reshaping how people communicate in
the workplace. Business Communication: Developing Leaders for a Networked World, by Peter Cardon, puts students at the
center of business communication through the author's unique focus on credibility woven throughout the textbook chapters,
forward looking vision built on traditional concepts, and practitioner and case-based approach. Students are more likely to read
and reflect on the text, and are better positioned to understand the essentials of efficient and effective business communication,
thereby transforming them into leaders for a networked world.
A book that addresses the need for skills-building in today's competitive business environment, Business Communication Today
has been completely revised and reworked to provide the most cutting-edge information available on the market. Combining a
solid foundation of communication fundamentals with practical advice and insights, readers will be effectively prepared for the
challenges they'll face when entering the job market. Thorough coverage and thoughtful integration of business communication
technology sets this book apart from the competition. Every essential technology is covered, successfully demonstrating the
importance of business etiquette, teamwork, proper short communication (memos, email, instant messaging, etc.), and effective
business reports and proposals. An especially useful tool for those entering the job market, this book is also a must-read for
corporate trainers, office managers, and others that need to utilize effective communications on a day-to-day basis.
Freedom. Flexibility. Focus. Business Communication: Building Critical Skills was built to provide the ultimate in freedom, flexibility,
and focused classroom. Broken into 30 modular chapters, this text provides topic-focused modules, allowing instructors to
customize their resources piece-by-piece to best suite their course and teaching style. Each module has a strong workplace
activity orientation, supporting students to build critical skills in writing, speaking, and listening. Locker/Kaczmarek is grounded in
solid business communication fundamentals, and supports students to piece together what is needed to be a successful
communicator for the 21st century.
This text provides both student and instructor with all the tools needed to navigate through the complexity of the modern business
communication environment. The book provides realistic examples that are both consumer-and business-oriented.
Business and Administrative Communication (BAC) is flexible, comprehensive & up-to-date, specific & interesting. BAC uses a rhetorical
emphasis of audience, purpose, and context allowing communicators to shape their messages appropriately for all channels and purposes.
BAC conveys the best possible advice to students while Connect Business Communication allows students to apply concepts and practice
skills. In short - Connect + BAC = An effective communicator
This 13th edition of Lesikar's Business Communication: Connecting in a Digital World, by Kathryn Rentz, and Paula Lentz brings the
contemporary perspective of two expert teachers to Ray Lesikar's classic textbook. Taking a unique problem-solving approach, it integrates
current technologies and trends throughout, while maintaining an emphasis on the fundamentals: careful analysis of the communication
problem, development of an audience-focused solution, and clear, correct use of language and visuals. Combined with abundant realistic
examples, exercises, and cases, this approach makes Lesikar one of the most pedagogically effective books in the field.
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