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Viva Books, 2011. Softcover. Book Condition: New. 5th or later edition. Create more engaging presentations,
more actionable emails and more persuasive memos. The need for sharp writing skills in business is greater
today than ever before. We?re surrounded by mountains of text on our virtual and actual desktops every day.
Learn how to choose the most powerful words and write the most effective documents and give yourself a
much needed edge. Better Business Writing begins with a self-assessment quiz so you can review your current
abilities. Then you?ll learn how to: ? Master the basics of business writing ? Recognize and correct common
mistakes ? Avoid redundancies and stay "on message" ? Address special issues such as bad news and sensitive
topics ? Understand and write to your audience Contents: Part 1: Back to the Basics ? Mastering Spelling,
Punctuation, and Usage ? Six Tips for Better Spelling ? Punctuation Pointers ? Part 2: Choosing Your Words
Carefully ? Sharpening Your Writing Style ? Deleting (Unnecessary) Redundancies ? Forming Parallel
Construction ? Recognizing Cliches ? Avoiding Sexist Language ? Part 3: Improving Your Business Writing ?
Strengthening Your Memos ? Using Email Effectively ? Ten Tips for a Better Memo ? How to Begin ? Part 4
Writing for Special Circumstances ? Special Kinds of Business Writing ? Conveying Bad News Tactfully ? When
the News Is Especially Sensitive ? Writing Persuasively ? Using the Motivated Sequence Outline ? Part 5: Know
Your Audience ? Identifying Communication Styles ? Writing to Specific Styles ? Ten Techniques for Effective
Communication ? Voluntary Learning Contract ? Appendix ? Appendix to Part 1 ? Appendix to Part 2 ? Appendix
to Part 3 ? Appendix to Part 4 Printed Pages: 108.
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PDF Education by Marjorie V. Fields ISBN: 9780136035930
| | 2009. Softcover. Book Condition: New. 5th. 8.25 x 11 in. Never HIGHLIGHT a Book Again!

Includes all testable terms, concepts, persons, places, and events. Cram101 Just the FACTS101
studyguides gives all of the outlines, highlights,...
Download Document »

The Well-Trained Mind: A Guide to Classical Education at Home (Hardback)
pDF WW Norton Co, United States, 2016. Hardback. Book Condition: New. 4th Revised edition. 244
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| | x 165 mm. Language: English . Brand New Book. The Well-Trained Mind will instruct you, step
by step, on how to...
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PDF Tate Publishing. Paperback. Book Condition: New. Paperback. 28 pages. Dimensions: 8.7in. x
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