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From respected philosopher and writer Jonathan Wolff, this brief introduction to ethics stimulates independent thought,
emphasizes real-world examples, and provides clear and engaging introductions to key moral theories and the thinkers behind
them. The new Second Edition offers expanded coverage of moral reasoning, as well as two thoughtful and contemporary new
chapters on applying moral philosophy and the ethics of race. A companion primary source collection, Readings in Moral
Philosophy, amplifies issues discussed in the text, connecting them to problems in applied ethics.
In systems analysis, programming, development, or operations, improving productivity and service - doing more with less - is the
major challenge. Regardless of your management level, the Handbook gives you the advice and support you need to survive and
prosper in the competitive environment. It is the only comprehensive and timely source of technical and managerial guidance,
providing expert information on the latest IT management techniques from top IS experts. This edition explains state-of-the-art
technologies, innovative management strategies, and practical step-by-step solutions for surviving and thriving in today's
demanding business environment. The IS Management Handbook outlines how to effectively manage, adapt and integrate new
technology wisely, providing guidance from 70 leading IS management experts in every important area. This reference enables its
readers to ensure quality, contain costs, improve end-user support, speed up systems development time, and solve rapidly
changing business problems with today's IS technology.
A trusted market leader, BUSINESS COMMUNICATION: PROCESS AND PRODUCT presents the market's most innovative
coverage of workplace communication skills with an expanded emphasis on digital writing. Compelling, new infographics and a
vibrant new design appeal to today's visual learners. Most importantly, the hallmark features that made Guffey the market leader ?
abundant model documents, the 3x3 writing process, case studies, and an efficient 16-chapter format ? continue to enhance
student learning and comprehension. Vast instructor resources, including new video-enhanced PowerPoint slides, help new and
veteran instructors plan and manager their courses.
Of previous editions: '... breaks new ground in its readability ... It is concise, wise, and firmly pragmatic'. British Medical Journal
'Since it was first published in 1994, Peter Tate’s The Doctor’s Communication Handbook has been essential reading to improve
GP registrars’ communication skills'. Practical Diabetes International This bestselling title has established itself as the ultimate
guide to patient communication for all doctors, whatever their experience and wherever they practice. Highly respected by many
and acclaimed for its light, conversational tone, this completely updated and expanded eighth edition remains a key text for
doctors at all levels and in all settings, particularly candidates sitting for the Membership of the Royal College of General
Practitioners. Key features: Unique and accessible approach to this vital and frequently poorly practiced aspect of medicine
Addresses the change in practice where traditional doctor consultations are increasingly being done by other health professionals,
including nurse practitioners and paramedics Reflects the dissolution of the primary/secondary care boundary, and the increasing
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importance of shared responsibility for patient communication in clinical and social care Covers the new types of consultation
including telephone triage and virtual consultation and the associated risks and benefits Retains all the features praised in
previous editions ? brevity, readability and humour As patients become participants, doctors are increasingly adjusting to new roles
and forms of communication ? from orators and governors to confidants and interpreters. The Doctor's Communication Handbook
continues to provide an invaluable 'one stop shop' to help students, practicing doctors, nurses and other healthcare practitioners
value and improve their skills in this area.
Listening explores the process and role of listening in human communication as a cognitive process, as a social function, and as a
critical professional competency. While introducing students the theory and research of listening scholarship, Worthington and
Fitch-Hauser also help students to build practical skills and achieve the desired outcomes of effective listening.
A concise, practical guide to writing effectively in the world of business. ¿ This eighth edition of Impact: A Guide to Business
Communication continues to offer a direct, concrete approach and an opportunity for hands-on application of effective writing
strategies. ¿¿¿¿¿¿¿¿¿¿¿ Impact will help you build confidence and competence to speak in public, create and give oral
presentations, handle a job interview, or run a meeting. It offers advice on writing, including letters, memos, and reports and
specific strategies for attacking common business-writing problems. Its practical approach covers tips for collaboration and
teamwork and contains explanations and exercises to give you better results.
Lesikar and Flatley's, Basic Business Communication (BBC): Skills for Empowering the Internet Generation, has long been known
as a solid introductory business communication book that gets to the writing skills sooner than most other texts and gives students
true 'how-to' skills in all areas of business communication. It has solid examples, and is both consumer-and service-oriented. Its
strength has also been its use of margin notes, cartoons and photos that relate to the concepts and use of cases. Recent editions
have established BBC as truly cutting edge; it was the first text in the market with PowerPoint as part of its package, the first to
have an online chapter, and with the 9th Edition is now the first to offer writing tips and templates for PDAs (personal digital
assistants).).
An established key text for all doctors, this edition is completely up-to-date in regards to recent major changes in GP
training and assessment.
Essentials of Business CommunicationCengage Learning
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: 0134088255/ISBN-13: 9780134088259 .
That package includes ISBN-10: 0133896781/ISBN-13: 9780133896787 and ISBN-10: 0133931137/ISBN-13:
9780133931136 . Building Modern Communication Skills to Launch Your Career Business Communication Essentials
equips students with fundamental skills for a career in the modern, mobile workplace. With comprehensive coverage of
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writing, listening, and presentation strategies in a contemporary context, this text balances basic business English,
communication approaches, and the latest technology in one accessible volume. Over the last two decades, business
communication has been in constant flux, with email, web content, social media, and now mobile changing the rules of
the game. In the Seventh Edition, Bovee and Thill provide abundant exercises, tools, and online resources to prepare
students for the new reality of mobile communications and other emerging trends, ensuring a bright start in the business
world. Also available with MyBCommLab® MyBCommLab is an online homework, tutorial, and assessment program
designed to work with this text to engage students and improve results. Within its structured environment, students
practice what they learn, test their understanding, and pursue a personalized study plan that helps them better absorb
course material and understand difficult concepts. 0134088255/ 9780134088259 Business Communication Essentials
Plus MyBCommLab with Pearson eText -- Access Card Package, 7/e Package consists of 0133896781/ 9780133896787
Business Communication Essentials, 7/e 0133931137 /9780133931136 /MyBCommLab with Pearson eText -- Access
Card -- for Business Communication Essentials, 7/e
This text's user-friendly format, manageable length, and up-to-date real world examples enable students to experience
business firsthand. 'Business in Action' takes students on an engaging exploration of the fundamentals, strategies, and
dynamics that make the business world work.
NOTE: This edition features the same content as the traditional text in a convenient, three-hole-punched, loose-leaf
version. Student Value Editions also offer a great value; this format costs significantly less than a new textbook. Before
purchasing, check with your instructor or review your course syllabus to ensure that you select the correct ISBN. For
Student Value Editions that include MyLab(tm) or Mastering(tm), several versions may exist for each title -- including
customized versions for individual schools -- and registrations are not transferable. In addition, you may need a Course
ID, provided by your instructor, to register for and use MyLab or Mastering platforms. For courses in business
communications. Students launch their careers using modern communication skills For the past two decades, business
communication has been in a constant flux, with email, web content, social media, and mobile devices changing the rules
of the game. Business Communication Essentials: Fundamental Skills for the Mobile-Digital-Social Workplace equips
students with the fundamental skills for a career in the modern, mobile workplace. With a balance of basic business
English, communication approaches, and the latest technology, the text covers writing, listening, and presentation
strategies in a contemporary manner. In the 8th Edition, Bovee and Thill provide numerous exercises, tools, and online
resources to prepare students for the new reality of mobile communications, and emerging trends, for a bright start in the
business. Also available with MyLab Business Communication By combining trusted authors' content with digital tools
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and a flexible platform, MyLab personalizes the learning experience and improves results for each student. NOTE: You
are purchasing a standalone product; MyLab(tm) Business Communication does not come packaged with this content.
Students, if interested in purchasing this title with MyLab Business Communication, ask your instructor to confirm the
correct package ISBN and Course ID. Instructors, contact your Pearson representative for more information. If you would
like to purchase both the loose-leaf version of the text and MyLab Business Communication, search for: 0135246334 /
9780135246337 Business Communication Essentials: Fundamental Skills for the Mobile-Digital-Social Workplace,
Student Value Edition Plus MyLab Business Communication with Pearson eText -- Access Card Package Package
consists of: 0134729625 / 9780134729626 Business Communication Essentials: Fundamental Skills for the Mobile-
Digital-Social Workplace, Student Value Edition 0134732618 / 9780134732619 MyLab Business Communication with
Pearson eText -- Access Card -- for Business Communication Essentials: Fundamental Skills for the Mobile-Digital-
Social Workplace
Addressing communication on a global scale, this text introduces a comprehensive system by which business can be
conducted across cultures. The text's premise is that by following a framework for asking the right questions, students
can develop the skills needed to communicate in international business. Using a system known as the LESCANT model,
the book encourages the assessment of needs in any international business interaction by isolating and evaluating those
aspects of culture most likely to affect communication.
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.
BUSINESS COMMUNICATION: IN PERSON, IN PRINT, ONLINE, 8TH EDITION, 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 foundational written and oral
communication skills, the 8th edition helps students make sound medium choices and provides guidelines and examples for the
many ways people communicate at work. Students learn how to create PowerPoint decks, use instant messaging and texting
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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.
This handy guide to excellent business communications is perfect for anyone, whether preparing for a career, launching a career,
or advancing in a career. Future savvy business professionals understand that every organization expects employees to be
exceptional business communicators and this book will get you there. Inside, the authors lead you through the most frequently
encountered business communication situations with a combined 30 years of marketing and communication experience. Their
success will give you very accessible, entertaining, and informative answers to your questions. Also included are real anecdotes
from business professionals from different industries.
A Practical, Strategic Approach to Managerial Communication Managerial Communication: Strategies and Applications focuses on
communication skills and strategies that managers need to be successful in today’s workplace. Known for its holistic overview of
communication, solid research base, and focus on managerial competencies, this text continues to be the market leader in the
field. In the Seventh Edition, author Geraldine E. Hynes and new co-author Jennifer R. Veltsos preserve the book’s strategic
perspective and include new updates to reflect the modern workplace. The new edition adds a chapter on visual communication
that explains how to design documents, memorable presentations, and impactful graphics. New coverage of virtual teams, virtual
presentations, and online communication help students avoid common pitfalls when using technology.
BUSINESS COMMUNICATION: PROCESS AND PRODUCT, 8e, is designed to prepare students for success in today's digital
workplace. The textbook presents the basics of communicating in the workplace, using social media in a professional environment,
working in teams, becoming a good listener, and presenting 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 end-of-book appendix,
helps students improve their English language skills. Important Notice: Media content referenced within the product description or
the product text may not be available in the ebook version.
The Handbook of Communication Skills is recognised as one of the core texts in the field of communication, offering a state-of-the-
art overview of this rapidly evolving field of study. This comprehensively revised and updated fourth edition arrives at a time when
the realm of interpersonal communication has attracted immense attention. Recent research showing the potency of
communication skills for success in many walks of life has stimulated considerable interest in this area, both from academic
researchers, and from practitioners whose day-to-day work is so dependent on effective social skills. Covering topics such as non-
verbal behaviour, listening, negotiation and persuasion, the book situates communication in a range of different contexts, from
interacting in groups to the counselling interview. Based on the core tenet that interpersonal communication can be conceptualised
as a form of skilled activity, and including new chapters on cognitive behavioural therapy and coaching and mentoring, this new
edition also places communication in context with advances in digital technology. The Handbook of Communication Skills
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represents the most significant single contribution to the literature in this domain. Providing a rich mine of information for the
neophyte and practising professional, it is perfect for use in a variety of contexts, from theoretical mainstream communication
modules on degree programmes to vocational courses in health, business and education. With contributions from an
internationally renowned range of scholars, this is the definitive text for students, researchers and professionals alike.
This is a wide-ranging, up-to-date introduction to modern business communication, which integrates communication theory and
practice and challenges many orthodox views of the communication process. As well as developing their own practical skills,
readers will be able to understand and apply principles of modern business communication. Among the subjects covered are:
interpersonal communication, including the use and analysis of nonverbal communication group communication, including
practical techniques to support discussion and meetings written presentation, including the full range of paper and electronic
documents oral presentation, including the use of electronic media corporate communication, including strategies and media. The
book also offers guidelines on how communication must respond to important organizational issues, including the impact of
information technology, changes in organizational structures and cultures, and the diverse, multicultural composition of modern
organizations. This is an ideal text for undergraduates and postgraduates studying business communication, and through its direct
style and practical relevance it will also satisfy professional readers wishing to develop their understanding and skills.
In this new and updated ultimate filmmaker’s guide, Louise Levison gives you easy-to-use steps for writing an investor-winning
business plan for a feature film, including: A comprehensive explanations for each of the eight sections of a plan Full financial
section with text and tables A sample business plan A companion website with additional information for various chapters and
detailed financial instructions ? advanced math not needed An explanation on how feature documentary, animated and large-
format films differ A guide to pitching to investors: who they are, what they want and what to tell them Words of advice: Filmmakers
share their experiences raising money from equity investors
For courses in business communications. Students launch their careers using modern communication skills For the past two decades,
business communication has been in a constant flux, with email, web content, social media, and mobile devices changing the rules of the
game. Business Communication Essentials: A Skills Based Approach equips students with the fundamental skills for a career in the modern,
mobile workplace. With a balance of basic business English, communication approaches, and the latest technology, the text covers writing,
listening, and presentation strategies in a contemporary manner. In the 8th Edition, Bovee and Thill provide numerous exercises, tools, and
online resources to prepare students for the new reality of mobile communications, and emerging trends, for a bright start in the business.
Also available with MyLab Business Communication By combining trusted authors' content with digital tools and a flexible platform, MyLab
personalizes the learning experience and improves results for each student. Note: You are purchasing a standalone product; MyLab
Business Communication does not come packaged with this content. Students, if interested in purchasing this title with MyLab, ask your
instructor to confirm the correct package ISBN and Course ID. Instructors, contact your Pearson representative for more information. If you
would like to purchase both the physical text and MyLab Business Communication, search for: 0134890566 / 9780134890562 Business
Communication Essentials: A Skills Based Approach Plus MyLab Business Communication with Pearson eText -- Access Card Package, 8/e
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Package consists of: 0134729404 / 9780134729404 Business Communication Essentials: A Skills Based Approach 0134827287 /
9780134827285 MyLab Business Communication with Pearson eText -- Component Access Card (1 semester)
COMMUNICATING IN BUSINESS, 8E, International Edition 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 foundational written and oral communication skills, the 8th 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.
Integrated Business Communication applies communication concepts and issues from various fields such as marketing, public relations,
management, and organizational communication and packages them into a dynamic new approach – Integrated Communication. It is
designed to give business students a basic knowledge and broad overview of communication practices in the workplace. Ultimately, the book
should be seen as a practical guide to help students understand that communication is key to decision making and fundamental to success in
a global marketplace. This book uses an interdisciplinary approach to its discussion of integrated communication by incorporating theory,
application, and case studies to demonstrate various concepts. Theory will be introduced when necessary to the understanding of the
practical application of the various concepts. This co-authored book will be broad enough in scope and method to be used as a core text in
business communication. Case studies will be an integral part of the material. The book focuses on the practical application of theory and
concepts Presents case studies from many sectors to illustrate concepts The book will have an interdisciplinary approach utilizing examples
from communications, mass communications, marketing, public relations, management, and intercultural and organizational communication
being used in many countries throughout the world There will be a strong pedagogical structure within the text with a website providing
additional materials for students and lecturers Contributions from Katherine Van Wormer, Theresa Thao Pham, Charles Lankester, Elizabeth
Dougall, Jean Watin-Augouard, Kristi LeBlanc, Geof Cox
“After teaching a course to college students pursuing trade careers, George Searles realized his students needed a book that focused on
practical applications, rather than theory—and that explored workplace communication in a user-friendly tone. Workplace Communications:
The Basics takes a down-to-earth approach to writing and communicating on the job, teaching the essentials in an accessible style
appropriate for any student or course. The clear, concise nature of the book meets the needs of not only its originally intended audience, but
the needs of students taking technical communication at a wide range of institutions for any major as well. The Seventh Edition retains and
enhances the text’s pedagogical aids, rich examples, and practical exercises, preparing students to communicate successfully in any
workplace environment.”--Publisher’s description.
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 four-in-
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
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assignments help students build lasting workplace skills. The Ninth Edition of this award-winning 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.
Prepare to Think and Act like a manager with the powerful insights, solid concepts, and reader-friendly approach in ORGANIZATIONAL
BEHAVIOR: MANAGING PEOPLE AND ORGANIZATIONS, 12th Edition. This text equips you with the skills and practical understanding to
meet modern management challenges. You will delve into the fundamentals of employee behavior in today's organizations as the book
balances classic management ideas with thorough coverage of the most recent organizational behavior developments and contemporary
trends. Memorable examples from organizations and managers you will instantly recognize are woven throughout the book and work with
new cases and boxed features that focus on pressing issues and reinforce the book's practical perspective. You'll also learn more about your
strengths and areas where you need development though an array of self-assessment activities. Important Notice: Media content referenced
within the product description or the product text may not be available in the ebook version.
The ability to apply written, oral and interpersonal communication skills are essential if you are to succeed in your chosen career. Successful
people are able to apply and adjust these skills to suit the various situations they encounter in the workplace. The eighth edition of THE
BUSINESS COMMUNICATION HANDBOOK builds on the previous editions to provide an understanding of communication principles that
can then be applied in the workplace. This user-friendly text is divided into four parts: Workplace Communication, Workplace Relationships,
Workplace Documents and Career Development. Each chapter includes learning objectives and a list of key terms at the beginning of each
chapter, margin notes to highlight key ideas, a comprehensive glossary and end-of-chapter summaries that review the essential concepts
presented in the chapter. Coverage of employability skills has also been incorporated into the new edition, with Ready For Work activities at
the end of each section that enable students to reflect on their readiness for work and career advancement or promotion. A Companion
Website at pearsoned.com.au/dwyer provides further online resources for teachers and students and includes: True/False questions, Internet
exercises, Good/Bad practice and research topic questions. This provides teachers with additional assessments and tasks, an exam revision
tool and the opportunity to integrate technology into course delivery.
Help your students launch their careers with modern communication skills For the past two decades, business communication has been in a
constant flux, with email, web content, social media, and mobile devices changing the rules of the game. Business Communication
Essentials: Fundamental Skills for the Mobile-Digital-Social Workplace equips students with the fundamental skills for a career in the modern,
mobile workplace. With a balance of basic business English, communication approaches, and the latest technology, the text covers writing,
listening, and presentation strategies in a contemporary manner. In the 8th Edition, Bovee and Thill provide numerous exercises, tools, and
online resources to prepare students for the new reality of mobile communications, and emerging trends, for a bright start in the business.
The ability to communicate effectively is critical for success in today's business environment. The new edition of this "back to the basics" book
was specifically designed to help users develop their communication skills. The authors offer complete coverage of fundamental business
English topics and concepts, with extensive practice and end-of-chapter review. Three chapters focus on essential oral and nonverbal
communication skills. Facing-page models, a hallmark feature of this text, provide students with good and bad examples of business writing.
This new edition also integrates technology throughout, using numerous Internet activities combined with a dedicated, completely updated
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chapter on technology issues and even more material on coordinating effective media presentations. Information on business and casual
dress for interviews and electronic resumes helps readers prepare for the realities of today’s workplace.
Learn business communications your way with Lehman/DuFrene/Walker's BCOM, 10E from 4LTR Press. This inviting, easy-reference book
guides you through mastering today's business communication concepts and skills. Visually engaging, brief chapters offer numerous learning
features and helpful study tools like Chapter Review Cards that consolidate review material into a ready-made study tool. You choose the
format that best suits your learning preferences. BCOM, 10E is perfect if you prefer to use the printed book as your primary learning tool and
reference resource for refining your business communication skills. Important Notice: Media content referenced within the product description
or the product text may not be available in the ebook version.
A GUIDE TO CUSTOMER SERVICE SKILLS FOR THE SERVICE DESK PROFESSIONAL, the definitive service desk text now available in
a fully revised fourth edition, teaches technical professionals the skills and work habits needed to successfully interact with customers and
achieve job satisfaction. Each chapter describes a specific business skill, soft skill, or self-management skill required to deliver effective
technical customer support while providing proven, how-to techniques for mastering that skill. Research and references have been updated in
each chapter, and the latest ITIL vocabulary and concepts are reflected throughout the text. 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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