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Readers refresh and strengthen language skills with proven grammar instruction
and extensive learning resources found in BUSINESS ENGLISH, 12E by Mary
Ellen Guffey and Carolyn Seefer. The market leader in grammar and mechanics
since its first publication, BUSINESS ENGLISH uses a three-level approach to
divide topics into manageable units that help readers hone the critical skills
needed most. Packed with insights from the authors’ more than 60 years of
combined classroom experience, this edition helps readers develop the strong
language skills necessary to perform confidently in today’s digital classroom and
tomorrow’s workplace. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
Improve your language skills with the proven grammar instruction, helpful
learning features and corresponding online resources in Guffey/Seefer's marketleading BUSINESS ENGLISH, 13E. This outstanding leader in grammar and
mechanics books uses a three-level approach to separate topics into
manageable units that help you hone the critical skills needed to communicate
professionally. Packed with insights from the authors’ more than 60 years of
combined classroom experience, this edition is the only book of its kind on the
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market that provides prompt feedback with answers and explanations from the
authors so that you know immediately if you have answered correctly. Updates
now reflect contemporary examples of language use, including grammar in
entertainment, the news and social media. Strong learning features help
strengthen language skills to perform confidently in today’s digital classroom and
tomorrow’s workplace. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
BUSINESS COMMUNICATION: PROCESS AND PRODUCT, 9E prepares
readers for success in today's digital workplace. This book introduces the basics
of communicating effectively in the workplace, using social media in a
professional environment, working in teams, becoming a good listener, and
developing individual and team presentations. Authors Mary Ellen Guffey and
Dana Loewy also offer a wealth of ideas for writing resumes and cover letters,
participating in interviews, and completing follow-up activities. Optional grammar
coverage in each chapter, including a comprehensive grammar guide in the endof-book appendix, helps readers improve critical English language skills.
Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
BUSINESS COMMUNICATION: PROCESS AND PRODUCT is a market-leading
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text that gives instructors the most current and authoritative coverage of
communication technology and business communication concepts while retaining
a concise, logical 16-chapter organization. Written by award-winning author Mary
Ellen Guffey, the 6th edition provides unparalleled instructor and student
resources to help instructors plan and manage their courses. With the book's 3 x
3 writing process, coverage of recent trends and technologies in business
communication, and an unmatched ancillary package, you and your students will
find that teaching--and learning--business communication can be enjoyable and
easy.
4LTR Press solutions give students the option to choose the format that best
suits their learning preferences. This option is perfect for those students who
focus on the textbook as their main course resource. Important Notice: Media
content referenced within the product description or the product text may not be
available in the ebook version.
21??????????·??????
A trusted market leader, Guffey/Loewy’s ESSENTIALS OF BUSINESS COMMUNICATION,
10E presents a streamlined approach to business communication that includes unparalleled
learning resources for instructors and students. ESSENTIALS OF BUSINESS
COMMUNICATION includes the authoritative text and a self-teaching grammar and mechanics
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handbook at the back of the text as well as extraordinary print and digital exercises designed to
build grammar, punctuation, and writing skills. As students learn basic writing skills, they are
encouraged to apply these skills to a variety of e-mails, memos, letters, reports, and resumes.
Redesigned, updated model documents and extensively updated exercises and activities
introduce students to the latest business communication practices. The latest edition of this
award-winning text features complete coverage of social media communication, electronic
messages, and digital media to prepare students for workplace communication success.
Important Notice: Media content referenced within the product description or the product text
may not be available in the ebook version.
Karen K. Kirst-Ashman's introductory book enhances readers' ability to grasp the essence and
spirit of generalist social work and the issues in social welfare that social workers address
every day. Giving those who are contemplating a career in social work a solid introduction to
the profession, Kirst-Ashman presents a balanced introductory look within a unifying theme of
critical thinking that trains readers to be more evaluative of key concepts. This fifth edition is
completely updated in every chapter, and includes practice concepts, social welfare policy
concepts, history and current state of the profession, the contexts of practice and populations
served, and professional development. Written in a clear and straightforward manner, the book
provides numerous case examples to illustrate social work practice. Important Notice: Media
content referenced within the product description or the product text may not be available in
the ebook version.
Business Communication: Process and Product offers the most up-to-date and best
researched text on the market. The 5th brief edition includes new, interactive student
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resources and comprehensive coverage of workplace technology. This innovative coverage
enhances the hallmark features of this textbook: the 3-x-3 writing process, three-part case
studies, abundant use of model documents, and complete coverage in a 16-chapter textbook
while retaining unparalleled teaching resources to help instructors plan and manage their
courses. The fifth edition is available with MindTap which offers a clear online path to success
for business communication students, so whether your course is in-person, hybrid, or fully
online Business Communication: Process & Product has a solution for you.
"This text provides students and instructors with a detailed examination of communication in
the criminal justice system. Specific issues confronting criminal justice practitioners in their
daily activities, including interactions with the public, are explored. The text demonstrates
appropriate methods of communication and provides direction for overcoming difficulties in the
communication process." —Brooke Miller, PhD, University of North Texas "I would certainly
describe this book as a must-have as an addition to any course that has a writing component.
The information contained is necessary for students of criminology . . . [and] will aid students in
formal writing as well as those going into the criminal justice field." —Dianne Berger-Hill, MAS,
Old Dominion University Effective Communication in Criminal Justice is the perfect companion
for any criminal justice course that discusses communication and writing. Authors Robert E.
Grubb and K. Virginia Hemby teach students how to be both effective writers and
communicators—essential skills for anyone interested in criminal justice. Going beyond report
writing, this book helps readers become more confident presenters and digital communicators
while encouraging students to adapt their communication styles to meet the needs of diverse
populations. Students will not only improve their communication and writing skills but also gain
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specific strategies for succeeding in careers related to policing, courts, corrections, and private
security.
ESSENTIALS OF BUSINESS COMMUNICATION, 9TH EDITION presents a streamlined
approach to business communication that includes unparalleled resources and author support
for instructors and students. ESSENTIALS OF BUSINESS COMMUNICATION provides a fourin-one learning package: authoritative text, practical workbook, self-teaching
grammar/mechanics handbook, and premium Web site. Especially effective for students with
outdated or inadequate language skills, the Ninth Edition offers extraordinary print and digital
exercises to help students build confidence as they review grammar, punctuation, and writing
guidelines. Textbook chapters teach basic writing skills and then apply these skills to a variety
of e-mails, memos, letters, reports, and resumes. Realistic model documents and structured
writing assignments help students build lasting workplace skills. The Ninth Edition of this awardwinning text features increased coverage of electronic messages and digital media, redesigned
and updated model documents to introduce students to the latest business communication
practices, and extensively updated exercises and activities. Important Notice: Media content
referenced within the product description or the product text may not be available in the ebook
version.
Winning E-Learning Proposals illustrates how to make significant profits in the competitive elearning industry by revealing proven methods for preparing winning proposals. It provides stepby-step instructions for an effective capture strategy, designing a persuasive written proposal
and creating a winning sales presentation.

Business Communication: Making Connections in a Digital World, 12/e by Lesikar,
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Flatley, and Rentz provides both student and instructor with all the tools needed to
navigate through the complexity of the modern business communication environment.
At their disposal, teachers have access to an online Tools & Techniques Blog that
continually keeps them abreast of the latest research and developments in the field
while providing a host of teaching materials. Business Communication attends to the
dynamic, fast-paced, and ever-changing means by which business communication
occurs by being the most technologically current and pedagogically effective books in
the field. It has realistic examples that are both consumer-and business-oriented.
BUSINESS COMMUNICATION: IN PERSON, IN PRINT, ONLINE, 9E offers a realistic
approach to communication in today's organizations. The text covers the most
important business communication concepts in detail and thoroughly integrates
coverage of today's social media and other communication technologies. Building on
core written and oral communication skills, the ninth edition helps readers make sound
medium choices and provides guidelines and examples for the many ways people
communicate at work. Readers learn how to create PowerPoint decks, use instant
messaging and texting effectively at work, engage customers using social media, lead
web meetings and conference calls, and more. Important Notice: Media content
referenced within the product description or the product text may not be available in the
ebook version.
Myriad forms of communication occur within the criminal justice system as judges and
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attorneys speak to juries, law enforcement officers interact with the public, and the
news media presents stories of events in courtrooms. Hindrances abound, however.
Law enforcement officers and justice system personnel often encounter challenges that
affect their ability to communicate with others, ranging from language barriers, to
conflicting accounts of witnessed events, to errors caused by malfunctioning
technology. Examining the relevancy of the U.S. Constitution to modern
communications, The Foundations of Communication in Criminal Justice Systems
demonstrates how information is conveyed from multiple perspectives in a range of
scenarios, enabling readers to see how these matters relate to and affect the criminal
justice system. Topics covered include: How to use the communications process within
the justice system from the crafting of messages through the solicitation of feedback
Effective methods for persuading individuals and audiences Federal regulations in the
workplace and workplace communications tactics How law enforcement and public
safety entities use marketing and advertising to influence the general public How to use
multimedia resources when communicating Using multiple communications styles to
support effective leadership The book concludes with discussions on innovations in
communication technology, natural language processing, cybernetics, and other
emerging concepts. With an emphasis on logical reasoning in communication, the book
explores the perspectives of numerous players in the justice system, from patrol officers
to attorneys. Supplemented by examples of written communication templates that can
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be adapted within a law enforcement organization, it provides readers with solid
theoretical and applied approaches to the subject matter.
Comprehensive guide which is a must for business students, professionals or anyone
looking to broaden their business vocabulary. 6-page laminated guide packed with
100's of daily business terms.
By combining research sources with an annotated bibliography this reference title
locates the sources that offer practical solutions to business and technical
communication problems.
This Answer Key provides answers and solutions from the book authors for you to
check your work immediately.
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.
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This softcover text centers on the communication skills necessary for conducting a successful
job search or making a change in jobs. The ability to conduct research online, present a
professional image, and communicate well with potential employers is critical to any job
search. The workshops provided give instruction on how to create effective resumes and cover
letters, search for job information, prepare for a successful interview, understand job
expectations, and make a job change. Multimedia components enhance the impact of the
workshops so users can complete a variety of exercises on the computer, watch video footage
of people effectively communicating on the job, and use the Internet to conduct further
research.
"Healthcare has a history of promoting employees because they excel in their clinical role. Yet
when they move into a leadership role they often lack the training to make those around them
better. Matt has the insight, creativity and tools to teach managers to become leaders who
positively impact their organizations." Michael C. Patterson CEO with 30 years' experience with
American Medical Int., Tenet, CHS, and not-for-profit "SHINE! offers a unique perspective on
leadership dynamics that specifically outlines the tools and skill sets necessary to master
leadership roles. From explaining the fundamentals of leadership to identifying and exploring
the intimate details necessary for leadership growth and development, Matt has created a
complete and comprehensive guide that is a must read for new and seasoned leaders who
wish to be the best leaders they can be. In 30+ years of healthcare management, SHINE! is
the best resource available for aspiring leaders to become great leaders no matter their area of
expertise." Dr. Ronald J. Rejzer President of Physician Practices, Administrative Director of
Hospitalist programs, and CMO for many prominent healthcare organizations "Over my career
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I've seen a major deficit in leadership training. Often the best clinical applicant is promoted and
expected to become a leader on the job. Matt has developed a concise leadership system that
provides MBA quality tools in a nutshell. I recommend the SHINE! Leadership Academy to any
facility that is seeking a cost-effective approach to better leadership." Tom Thompson CFO for
25 years with HCA, Lifepoint, Epic, and other for-profi t hospitals "As a participant in the
SHINE! Leadership Academy, I gained valuable insight into the complexities of healthcare
leadership which immediately translated into more confidence and effectiveness from me and
improved satisfaction from my employees." Jude Ziolkowski Doctor of Pharmacy, BCPS Director of Pharmacy Services
Business Communication: Process and Product, 6th Brief Canadian Edition, prepares students
for a career in an increasingly digital and global workplace. Through innovative resources and
comprehensive coverage, this new edition enhances what has made this product so successful
in the past: the 3-x-3 writing process, pioneered by Mary Ellen Guffey, the two-part case
studies, and coverage of the latest technologies impacting business today. With content
delivered in both print and our digital platform, MindTap, our product provides students with
information, instruction, and opportunities to practise and apply what they are learning.
MindTap has been completely reimagined to bring a more focused and applicable learning
experience to students. Within the MindTap platform there are several experiential learning
activities for the students to apply what they have learned and build a portfolio that can be
used in the future to showcase their work. For instructors, we have a well-developed and
curated site of additional resources that are built to support any course using our learning
resources. Guffey, Loewy, Griffin: Your authoritative and trusted brand in Business
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Communication!
Designed as a grammar/mechanics text, this fast-paced, economical text/workbook develops
proficiency in grammar, punctuation, usage, and style. With the assistance of Dean Elizabeth
Tice at the University of Phoenix, co-authors Mary Ellen Guffey and Carolyn M. Seefer have
produced an accelerated refresher course guide aimed at motivated students. Essentials of
College English is a no-frills grammar/mechanical review that combines value with authoritative
coverage.
Show Me the Money is the definitive business journalism textbook that offers hands-on advice
and examples on doing the job of a business journalist. Author Chris Roush draws on his
experience as a business journalist and educator to explain how to cover businesses,
industries and the economy, as well as where to find sources of information for stories. He
demonstrates clearly how reporters take financial information and turn it into relevant facts that
explain a topic to readers. This definitive business journalism text: provides real-world
examples of business articles presents complex topics in a form easy to read and understand
offers examples of where to find news stories in SEC filings gives comprehensive explanations
and reviews of corporate financial, balance sheet, and cash flow statements provides tips on
finding sources, such as corporate investors and hard-to-find corporate documents gives a
comprehensive listing of websites for business journalists to use. Key updates for the second
edition include: tips from professional business journalists provided throughout the text new
chapters on personal finance reporting and covering specific business beats expanded
coverage of real estate reporting updates throughout to reflect significant changes in SEC,
finance, and economics industries. With numerous examples of documents and stories in the
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text, Show Me the Money is an essential guide for students and practitioners doing business
journalism.

Writing skills are becoming more and more important in today's workplace. In the
past, businesspeople may have written a couple business letters a month, but
now they can receive and send hundreds of email messages weekly. Their
writing skills are showcased in every message they send. To help students
develop the skills they need to succeed in today's technologically enhanced
workplace, we have responded with a thoroughly revised Fifth Canadian Edition
while maintaining the streamlined, efficient approach that has equipped past
learners to be successful in their future careers.The convenient text/workbook
format of Essentials of Business Communication presents an all-in-one teaching
and learning package that includes concepts, workbook application exercises,
writing problems, and a combination handbook/reference manual.
A unique approach to a hands-on course, written by the same author of Business
and Administrative Communication, this completely new approach is devised and
created with the assistance of a community college colleague. The innovative
module structure allows instructors to focus on specific skills and provides
greater flexibility for short courses and different teaching approaches. While
grounded in solid business communication fundamentals, this paperback takes a
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strong workplace activity orientation which helps students connect what they
learn to what they do or will do on the job.
There are many books on project management and many on embedded
systems, but few address the project management of embedded products from
concept to production. Project Management of Complex and Embedded
Systems: Ensuring Product Integrity and Program Quality uses proven Project
Management methods and elements of IEEE embedded software development
techniques, to explain how to deliver a reliable complex system to market. This
volume begins with a general discussion of project management, followed by an
examination of the various tools used before a project is underway. The book
then delves into the specific project stages: concept, product development,
process development, validation of the product and process, and release to
production. Finally, post-project stages are explored, including failure reporting,
analysis, corrective actions, and product support. The book draws heavily on
information from Department of Defense sources as well as systems developed
by the Automotive Industry Action Group, General Motors, Chrysler, and Ford to
standardize the approach to designing and developing new products. These
automotive development and production ideas have universal value, particularly
the concept of process and design controls. The authors use these systems to
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explain project management techniques that can assist developers of any
embedded system. The methods explored can be adapted toward mechanical
development projects as well. The text includes numerous war stories offering
concrete solutions to problems that might occur in production. Tables and
illustrative figures are provided to further clarify the material. Organized
sequentially to follow the normal life cycle of a project, this book helps project
managers identify challenges before they become problems and resolve those
issues that cannot be avoided.
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