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The market-leading Managerial Communication: Strategies and Applications equips students
with the communication strategies and skills that managers need in today’s workplace.
Authors Jennifer R. Veltsos and Geraldine E. Hynes provide a holistic overview of
communication supported with a solid research base, and a focus on competencies that lead
to managerial and organizational success. The Eighth Edition features new and expanded
coverage of timely topics, including remote working, virtual presentations, cultural sensitivity,
and crisis communication.
This reference guide is intended for anyone who processes the written word, covering the
basic rules of grammar and communication essentials. Information is arranged alphabetically.
The book is specifically tailored to the needs of the community college student, with a minimum
of extraneous information.
Communication Yearbook 31 continues the tradition of publishing rich, state-of-the-discipline
literature reviews. This volume offers insightful descriptions of research as well as reflections
on the implications of those findings for other areas of the discipline. Editor Christina S. Beck
presents a diverse, international selection of articles that highlight empirical and theoretical
intersections in the communication discipline. Chapters in this volume include reviews of
literature on silence in dispute, communicating about cancer, interpersonal conflict, trauma,
identity, work relationships, communication and community, and media content diversity. This
volume will be valuable to scholars across the communication discipline. Communication
Yearbook 31 will be particularly beneficial to scholars in the areas of interpersonal, health,
organizational, family, and intercultural communication; language and social interaction, and
media studies.
Texas Rules of Evidence Manual provides an updated comprehensive reference to Texas
evidence for both civil and criminal cases. The book provides a rule-by-rule analysis of each
Rule of Evidence. This sturdy hard-cover text is designed for heavy use in the courtroom. This
text helps those who are bound to use the Texas Rules of Evidence, whether it is the bench or
the bar or those studying evidence. While the text contains some academic discussions, the
book is designed to explain what a particular Rule requires or prohibits, to indicate what the
appellate courts have said about the Rules, and to offer some practical pointers on using the
Rules. The book itself has been designed to make it as useful as possible to the harried judge,
counsel, and student who must quickly find the "law." Following each Rule is an editorial
commentary on the Rule explaining how the Rule works, what the Texas courts have said
about the Rule, and how it compares with the Federal Rule, because Texas courts often review
federal precedent where they find it helpful in applying a Texas Rule. When appropriate,
practical pointers are also provided on how to use the Rule. Where the Rules apply in the
same fashion for both civil and criminal cases, those points are discussed together. On the
other hand, where they diverge, the authors have used separate headings for "Civil" and
"Criminal" when that seems appropriate. One of the objectives of the Editorial Analysis in this
text is to deal with the interrelationships of the various Rules. The authors have noted those
areas where the Rules differ from pre-Rules case law or statutory provisions. Some of the
Rules changed the prior Texas evidence law and, althoughmany of the Texas Rules agree with
the Federal Rules, a number differ significantly.
Organized around the coherent and cohesive Generalist Intervention Model, this guide to
generalist social work practice incorporates the knowledge, skills, and professional values
needed to work with individuals and families, as well as the foundation to work with groups,
communities, and organizations. Updated with new material on empathy, interdisciplinary
collaboration, working with LGBTQ clients and clients with disabilities, and other topics, the
book focuses on micro levels of social work practice while also discussing the interrelationship
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among the micro, mezzo, and macro levels. Part of the Brooks/Cole Empowerment Series,
UNDERSTANDING GENERALIST PRACTICE, 8th Edition, clearly identifies content related to
the latest Council on Social Work Education (CSWE) Educational Policy and Accreditation
Standards (EPAS) with icons throughout the text. Learning objectives, correlated to chapter
headings and summaries, guide students' reading and reinforce their understanding. Important
Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
This book, Basic Business and Administrative Communication, is written with the ultimate aim
of providing readers with basic business communication and administrative concepts. The
book considers communication as a vital tool to the success of every business, and therefore
presents in-depth coverage of the following topics: • Overview of communication • Models of
communication • Context, levels, media, and barriers to communication • Lines of
communication • Oral communication • Non-verbal communication • Listening in business
communication • Essentials of effective business writing • Written communication • Job
hunting, preparing resumes and interview guidelines • Meetings as an administrative function
in organisations • Requisites of valid meetings • Roles of the secretary and chairperson at
meetings • Report writing • The role of information communication technology in business
communication The author recognises the importance of skill development and provides
practical examples of business documents such as business letters, memos, and itinerary that
readers can follow to create their own to maximise their effectiveness and contribute to
organisational success. The book is essential reading material for undergraduate and higher
national diploma business students.
This is the eBook of the printed book and may not include any media, website access codes,
or print supplements that may come packaged with the bound book. Learn Business
Communication Skills by Example. Excellent, effective, and practical business communication
skills are necessary 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 readers learn business communication skills by example. The tenth edition is a more
efficient, rigorously revised textbook that maintains solid coverage of fundamentals while
focusing on today’s social media revolution and the impact it will have on readers’ future
careers.
Wie viele Präsentationen haben Sie in Ihrem Berufsleben bereits verfolgt? Und Hand aufs
Herz: Wie viele davon haben einen bleibenden Eindruck bei Ihnen hinterlassen? Wirklich gute
Präsentationen sind noch immer die Ausnahme, denn nur selten werden die Möglichkeiten
dieses Mediums optimal genutzt. Wer sein Publikum nachhaltig überzeugen möchte, muss
seine Ideen verdichten und in stimmige Bilder umsetzen. slide:ology setzt hier an und führt Sie
in die Kunst des visuellen Erzählens ein. Die Autorin Nancy Duarte weiß, wovon sie spricht:
Sie leitet Duarte Design, das Unternehmen, das unter anderem die Slide-Show in Al Gores
Oscar-prämiertem Film Eine unbequeme Wahrheit entwickelt hat. In slide:ology gewährt sie
tiefe Einblicke in ihr umfangreiches Wissen als Designerin. Anhand von Fallstudien bringt sie
Ihnen darüber hinaus die Visualisierungsstrategien einiger der erfolgreichsten Unternehmen
der Welt nahe. slide:ology zeigt Ihnen unter anderem, wie Sie: - Ihr Publikum gezielt
ansprechen - Ihre Ideen auf den Punkt bringen und ein stimmiges Design entwickeln - Ihre
Aussagen mit Farben, Bildern und prägnantem Text unterstützen - Grafiken erstellen, die Ihren
Zuhörern das Verständnis erleichtern - Präsentationstechnologien optimal nutzen
One of the most important factors in language change is synchronic variation due to social
differences including gender-specific language use. The papers in the present volume all
address this topic in connection with the history of English. They range from Chaucer's and
Shakespeare's forms of address to questions of political correctness today; they also include
the discussion of attitudes to regional variation and of the influence of social variation on
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syntax and phonology as well as the role of standardization in a social context.
A world list of books in the English language.
A guide to the winning strategies of the most successful telecom firms and how to capitalize
from them With the dramatic increase in media deals, Web businesses, research, and
investment, telecommunications has grown into an $850 billion industry. Drawing from his
former position as director of KPMG's lucrative telecommunications practice, the author reveals
the best strategies of today's top telecom firms. Readers will discover the steps they'll need to
take in order to implement these strategies in their own businesses and capitalize on telecom's
most advanced technologies. Joseph Bonocore (Corte Madera, CA) is the founder and CEO of
Eclipse Networks. Prior to founding Eclipse, he was senior partner at KPMG where he held
several positions including national director for the Telecommunications Industry, co-managing
partner for KPMG's Information, Communication & Entertainment (ICE) Consulting Practice.
He is a frequent speaker at industry events and is considered a highly regarded expert and
strategist in the area of telecommunications.
Due to the vast size and complexity of the U.S. health care system--the nation's largest
employer--health care managers face a myriad of unique challenges such as labor shortages,
caring for the uninsured, cost control, and quality improvement. Organizational Behavior,
Theory, and Design, Second Edition was written to provide health services administration
students, managers, and other professionals with an in-depth analysis of the theories and
concepts of organizational behavior and organization theory while embracing the uniqueness
and complexity of the healthcare industry. Important Notice: The digital edition of this book is
missing some of the images or content found in the physical edition.

Accounting and Auditing Research, 10th Edition prepares students and early-stage
practitioners to use well-established research solutions in a broad range of practical
applications, from financial accounting and tax planning, to investigating fraud and
auditing various business problems. Emphasizing real-world skills development, this
fully-updated textbook covers the current tools, techniques, and best practices in
applied professional research and analysis. The authors provide comprehensive yet
accessible coverage of the entire research process, explaining how to utilize major
research databases and audit software packages in a clear and systematic manner.
The tenth edition features carefully revised content designed to enhance effectiveness,
increase readability, and strengthen learning and retention. The book’s classroomproven pedagogy features expert tips for performing common research tasks, sidebar
boxes that summarize and expand upon key concepts, and a variety of end-of-chapter
exercises that reinforce the material and develop readers’ skills.
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.
This Book Is A Sincere Attempt To Explain The Operating Functions Of Management
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And Tools Of Communications In A Simple And Lucid Language. The Primary Object
Of Writing This Book Is To Meet The Requirements Of C.A. (Professional ExaminationOne) Students. However, This Book Will Also Be Very Useful For The Students Doing
B.Com., M.Com., Mba And Other Professional Courses. Even A Layman Who Is
Interested In Knowing Basics Of Management Principles And Communication Skill Will
Find This Book Extremely Useful.
The Reading Quest provides instruction and practice with the fundamental
comprehension and vocabulary strategies students need to become effective college
readers. The book shows students how to make reading an active process in which
their meaningful engagement is key to their learning. The book takes an integrated
approach by offering reinforcement and practice of already learned skills in subsequent
chapters. The book views reading improvement as an organic process involving the
ongoing assimilation of more effective reading habits and the progressive accumulation
of new vocabulary and concepts. The book engages students with meaningful content,
with practice material being drawn from topics relevant to students' lives and from
college disciplines. For anyone interested in the learning skills of the reading process.
COLLEGE ENGLISH AND BUSINESS COMMUNICATIONComputer-Mediated
Communication for BusinessTheory to PracticeCambridge Scholars Publishing
This collection is a guide to greater communication efficiency in both clarity and timemanagement for any professional or aspiring professional. It guides the reader through
the ways in which communicating through technology rather than face-to-face can alter
their perceptions of others and the perceptions others make of them. Each chapter
concisely summarizes existing studies from the fields of communication, psychology,
philosophy, and engineering to lead the audience to very practical guidelines to make
their professional communication world easier and more efficient. The book is divided
into three sections. The first focuses on the more abstract components of
communication, such as creating connections and navigating humor. The second part
deals with more applied knowledge, offering guides to specific and common
technologies used for communication such as email and video conferencing. The final
section focuses on training for both trainers and trainees. The volume gathers together
contributions by 29 scholars, all of whom offer their own unique expertise and guidance
to the audience.
READING KEYS - the first in a three-book reading series by Laraine Flemming - offers a
comprehensive introduction to reading skills and strategies, from using context clues to
identifying purpose and bias. Clear, accessible explanations present reading concepts without
oversimplifying the process of reading comprehension. To ensure students' understanding,
reading keys or summaries follow the explanations, breaking them down into manageable
chunks. Throughout each chapter, a variety of steadily more difficult exercises assess
students' understanding of the material and promote improved comprehension and criticalthinking skills. This incremental approach to instruction and assessment makes it easier for
beginning readers to absorb and master new information. The Fourth Edition includes new
chapters on analyzing arguments and sentence relationships. In addition, there is a greater
emphasis on recognizing and understanding verbal clues to meaning, new discussions on how
the brain learns and remembers new information, and several new engaging readings.
Important Notice: Media content referenced within the product description or the product text
may not be available in the ebook version.
There is a fundamental, powerful, and universal desire amongst humans to interact with
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others. People have a deep-seated need to communicate, and the greater their ability in this
regard the more satisfying and rewarding their lives will be. The contribution of skilled
interpersonal communication to success in both personal and professional contexts is now
widely recognised and extensively researched. As such, knowledge of various types of skills,
and of their effects in social interaction, is crucial for effective interpersonal functioning.
Previous editions have established Skilled Interpersonal Communication as the foremost
textbook on communication. This thoroughly revised and expanded 6th edition builds on this
success to provide a comprehensive and up-to-date review of the current research, theory and
practice in this popular field of study. The first two chapters introduce the reader to the nature
of skilled interpersonal communication and review the main theoretical perspectives.
Subsequent chapters provide detailed accounts of the fourteen main skill areas, namely:
nonverbal communication; reinforcement; questioning; reflecting; listening; explaining; selfdisclosure; set induction; closure; assertiveness; influencing; negotiating; and interacting in,
and leading, group discussions. Written by one of the foremost international experts in the field
and founded solidly in research, this book provides a key reference for the study of
interpersonal communication. This theoretically informed yet practically oriented text will be of
interest both to students of interpersonal communication in general, and to qualified personnel
and trainees in many fields.
To support the broadening spectrum of project delivery approaches, PMI is offering A Guide to
the Project Management Body of Knowledge (PMBOK® Guide) – Sixth Edition as a bundle
with its latest, the Agile Practice Guide. The PMBOK® Guide – Sixth Edition now contains
detailed information about agile; while the Agile Practice Guide, created in partnership with
Agile Alliance®, serves as a bridge to connect waterfall and agile. Together they are a powerful
tool for project managers. The PMBOK® Guide – Sixth Edition – PMI's flagship publication has
been updated to reflect the latest good practices in project management. New to the Sixth
Edition, each knowledge area will contain a section entitled Approaches for Agile, Iterative and
Adaptive Environments, describing how these practices integrate in project settings. It will also
contain more emphasis on strategic and business knowledge—including discussion of project
management business documents—and information on the PMI Talent Triangle™ and the
essential skills for success in today's market. Agile Practice Guide has been developed as a
resource to understand, evaluate, and use agile and hybrid agile approaches. This practice
guide provides guidance on when, where, and how to apply agile approaches and provides
practical tools for practitioners and organizations wanting to increase agility. This practice
guide is aligned with other PMI standards, including A Guide to the Project Management Body
of Knowledge (PMBOK® Guide) – Sixth Edition, and was developed as the result of
collaboration between the Project Management Institute and the Agile Alliance.
For B.Com., BCA, BBA, MBA and as per the UGC Model Curriculum.
The book on emerging informatics brings together the new concepts and applications that will
help define and outline problem solving methods and features in designing business and
human systems. It covers international aspects of information systems design in which many
relevant technologies are introduced for the welfare of human and business systems. This
initiative can be viewed as an emergent area of informatics that helps better conceptualise and
design new world-class solutions. The book provides four flexible sections that accommodate
total of fourteen chapters. The section specifies learning contexts in emerging fields. Each
chapter presents a clear basis through the problem conception and its applicable technological
solutions. I hope this will help further exploration of knowledge in the informatics discipline.
150 powerful bite-size techniques for supercharging all your business communications: print,
web, e-mail, and in person! Three full books of indispensable, practical advice on virtually
every form of business communication! Discover how to write e-mails, reports, proposals, and
web content that really pack a punch… build presentations around what people really want to
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know… communicate successfully in every negotiation scenario, even the most frustrating or
unexpected… and much more! From world-renowned leaders and experts, including Natalie
Canavor, Claire Meirowitz, James O’Rourke, and Leigh Thompson

Es ist über ein Jahrzehnt her, dass Verne Harnish Bestseller Mastering the
Rockefeller Habits in der ersten Auflage erschien. Scaling Up ist die erste große
Neubearbeitung dieses Business-Klassikers, in dem praktische Tools und
Techniken für das Wachstum zum branchenführenden Unternehmen vorgestellt
werden. Dieses Buch wurde geschrieben, damit jeder – vom einfachen bis zum
leitenden Angestellten – gleichermaßen zum Wachstum seines Business beträgt.
Scaling Up konzentriert sich auf die vier Haupt-Entscheidungsbereiche, die jedes
Unternehmen angehen muss: People, Strategy, Execution und Cash. Das Buch
beinhaltet eine Reihe von neuen ganzseitigen Arbeits-Tools, darunter der
aktualisierte One-Page Strategic Plan und die Rockefeller Habits Checklist™, die
bereits von mehr als 40.000 Firmen in aller Welt für ein erfolgreiches Scaling Up
verwendet wurden. Viele von ihnen schafften ein Wachstum auf $10 Millionen,
$100 Millionen oder gar $1 Milliarde und mehr – und konnten den Aufstieg sogar
genießen! Verne Harnish hat bereits in viele Scaleups investiert.
Skills for Academic and Career Success focuses on the essential skills you need
to be successful in your studies and in your future career. This original textbook
aims to improve and enhance your study skills; it also introduces some important
aspects of business and professional communication. An integrated approach is
used to bring together these key fields of academic skills and business
communication competency. The emphasis throughout the book is on practical,
applied learning. It has been developed to complement Australian tertiary
education curricula in the areas of study skills and professional communication
and is designed to enhance learning outcomes for students within the Australian
and Pan-Asian context.
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