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Get to the Point! Second Edition Elizabeth Danziger 2010 Thousands of readers have gained
from reading this witty, no-nonsense guide to powerful business writing. Hailed as "The
Elements of Style for the 21st century" by New York Times best-selling author Michael Levin,
Danziger's book carries readers through the entire writing process, from the moment they wish
they could run screaming from the job until they complete a polished, clear document. An
extensive section on writing for email and social networking sites sets the second edition apart
from the first. This is a quick, easy read that provides a vital reference for all business readers.
Research and Information Management Ferguson Publishing 2010 In today's information age, it
is easy to feel bewildered by the vast amount of data that is readily available. The importance of
research and knowing how to analyze information is essential in many careers. Research and
Information Management, Third Edition helps students learn how to acquire and manage all
types of information. Coverage includes the different ways of approaching research and
information management with special box features, a new appendix of Web sites, true-or-false
quizzes in every chapter, and much more. Chapters include: Welcome to the Information Age
Acquiring Research Skills Evaluating Information Now What Do I Do with It? Creating Effective
Presentations and Memos Making the Presentation Fit the Data Staying Sane in the
Information Age.
Get to the Point Elizabeth Danziger 2001 Offers information on writing for business, including
proofreading, concise writing, revising, grammar, and punctuation.
The Complete Guide to Writing Effective and Award Winning Business Proposals Jean Wilson
Murray 2008 The text covers the three key phases of a business proposal--preparation, writing,
and presentation--and includes examples of different types and styles of business proposals,
such as sales proposals to clients, letters and memos as business proposals, proposals to
government entities, internal proposals to top management, and business plans as a special
type of business proposal.
The Effective Health Care Supervisor Mcconnell 2018-02-15 Part I -- The Setting -- The
evolving supervisory roles -- The volatile healthcare environment -- The nature of supervision:
Health care and everywhere -- Management and its basic functions -- Part II -- The supervisor
and self -- Delegation and empowerment: Forming some good habits -- Time management:

Expanding the day without stretching out the clock -- Self-management and personal
supervisory effectiveness -- Part III -- The supervisor and the employee -- Interviewing: Start
strong to recruit successfully -- Leadership and the supervisor -- When the employees are
professionals -- Motivation: Intangible forces and slippery rules -- Performance appraisal:
Cornerstone of employee development -- Criticism and discipline: Guts, tact, and justice -- The
problem employee and employee problems -- The supervisor and the human resource
department -- Part IV -- The supervisor and the task -- Ethics and ethical standards -Decisions, decisions -- Management of change: Resistance is where you find it -Communication: Not by spoken words alone -- How to arrange and conduct effective
meetings -- Budgeting and cost control -- Quality and productivity: Sides of the same coin -Teams, team building, and teamwork -- Methods improvement: Making work-and life- easier -Reengineering and reduction-in-force -- Continuing education: Your employees and you -- The
supervisor and the law --The manager and HIPAA -- Organizational communication: Looking
up, down, and laterally -- Unions: Avoiding them when possible and living with them when
necessary.
Improving Writing Skills Arthur Asa Berger 1993-09-02 "Educators, academics, or business
persons will find this book convenient and irreplaceable--a must to have on hand, whether
writing for the first time or after years of experience. Arthur Asa Berger's guidelines and
suggestions are suitable for all types of written work. . . . The entire book is a good example of
practicing what you preach in that he writes with style, economy, and purpose. Read and apply
Berger's writing skill techniques to enhance the effectiveness of your next writing project." -Canadian Home Economics Journal When academics speak of their writing, they are almost
always referring to their books and articles. Yet, in their scholarly career, more time and effort
will be spent on business correspondence--memos, letters, reports, proposals--than the items
that appear on a vita. And, in most cases, no training is ever provided about how to effectively
produce and present these kinds of documents. Arthur Asa Berger's brief, practical guide does
just that, taking the reader through the most common kinds of business correspondence that a
university professor is required to produce and offering useful advice to make these
communications as effective as possible. He covers important genres such as letters of
recommendation, tenure, letters, and grant proposals. In the second half of the book, Berger
offers general suggestions on effective writing--brainstorming and collaborating, persuasion,
outlining and revising, designing documents, avoiding writer's block, and using computers,
among other topics. Just as the quality of your published pieces affects your career, so can the
quality of your correspondence help or hinder academic success. Improving Writing Skills
demystifies and guides you through this process.
The Right Way to Write Rupert Morris 1999 Improve your writing and communication skills and
break free from bad writing habits.
Business Communication Marty Brounstein 2010-05-03 In order to succeed in today?s
competitive environment, it?s imperative that students learn how to speak and write effectively
for the business world. Presented in clear, everyday language, Business Communication,
Canadian Edition takes the basic concepts that every business professional must know and
conveys them in an accessible, easy to understand format. Students will also learn strategies
and tools, for successfully applying their communication skills to achieve their goals. To meet
the needs of a diverse student population, Business Communication, Canadian Edition focuses
on the fundamentals, identifies core competencies and skills, and promotes independent
learning. The book is organized using a four–step learning process called the CASE Learning
System (Content, Analysis, Synthesis, Evaluation). Based on Bloom’s Taxonomy of Learning,
CASE presents key business communication topics in easy–to–follow chapters. As a result,
students not only achieve academic mastery of business communication topics, but they
master real–world business communication skills.

Communicating Professionally, Third Edition Catherine Sheldrick Ross 2013 An updated and
expanded version of the training guide Booklist called "one of the most valuable professional
publications to come off the presses in a long time," the new third edition of Communicating
Professionally is completely revised with new sections outlining the opportunities offered by
contemporary communication media. With more resource information on cross-cultural
communication, including new applications of communication principles and the latest researchbased material on communication in general, this comprehensive manual covers Fundamental
skills such as listening, speaking, and writing Reading others’ nonverbal behavior How to
integrate skills, with tips for practicing Sense-making, a theory of information as communication
Common interactions like speaking one-on-one, working in groups, and giving presentations
Training others in communication skills, including a special section on technology-based training
Schaum's Quick Guide to Great Business Writing Suzanne Sparks FitzGerald 1999 This
straight-to-the-point guide will help you develop a vigorous style of writing for all your business
communicationsÑwhether to professors, prospective employers, business colleagues, clients or
customers. It shows you how to command and keep your readerÕs attention, inform, instruct
and persuade, enlist respect and prompt a positive response. It even tells you how to couch
bad news. YouÕll find time-tested formats you can adapt right away for your correspondence
and reports. And dozens of doÕs and donÕts save you time and help you steer clear of
common errors. Thoughtful questions and invaluable checklists make important points
memorable.
E-mail Verna Terminello 2002 This easy-to-read, in-depth book contains comprehensive
information and expert advice on communicating effectively and responsibly through e-mail. It
provides readers with learning activities, tools, and tips to help them actually change behaviors
and learn this critical workplace skill.Five chapters cover a variety of e-mail topics: saving
valuable company time; increasing the effectiveness of communications; learning this basic skill
of the workplace; avoiding e-mail troubles; avoiding miscommunications and
misunderstandings; avoiding lawsuits; increasing productivity; increasing sales; improving job
performance; reducing junk and personal e-mail; reducing time and effort reading and writing email; helping keep a company's e-mail database from growing out of control; protecting and
strengthening an individual's and company's brand, reputation, and image; limiting virus attacks
from careless habits; limit the potential for illegal and unethical e-mail; taming the e-mail
monster; improving internal and external customer service and relations; and building loyal
customer partnerships.For executives, secretaries, professional/technical staff, and other avid email users.
Business Writing Baden Eunson 2012-01-30 The ability the write well in professional situations
is a much sought-after and all too rare skill. Business Writing takes a hands-on approach to
help you excel in writing a range of hard-copy and electronic documents. Learn how to write
effective: letters memos emails reports website text. Expert communicator Baden Eunson
shows you how to design documents, employ persuasive techniques and how to recognise
(and foil) the mind games some people play. Also, discover how to avoid the pitfalls of planning
and editing documents to become a proficient and fluent writer. Effective writing is a skill that
everyone can develop and is a vital attribute for those who wish to succeed in the highly
competitive business world.
Leading & Managing Occupational Therapy Services Brend Braveman 2016-02-19 Put theory
and research into practice for real-world success. Here’s your introduction to the use of theory,
research, and evidence in guiding your practice as an occupational therapy manager. From
leadership and supervision to policies, program development, and continuous quality
improvement, you’ll find complete coverage of the full range of issues and functions managers
encounter in the real worlds in which they practice. Whatever your role, the practical knowledge
and the guidance you’ll find here will help you become a more effective OT, colleague, and

manager.
How to Book of Writing Skills J. H. Hood 2013 Have you ever been frustrated by your boss
constantly making changes to your documents? Annoyed at the time it takes to write
something? Sick of sending emails that don't get read? Been asked to write a report and don't
know where to start? Are people just not getting your message? Then this guide is for you! In
this 90 page guide you will find practical and proven techniques to write clearly, concisely and
quickly. Each section of the guide covers key points for writing well at work, including: the
importance of identifying your audience, and then how to write for it using Plain English to get
your message across how to structure your document the seven secrets to good email how to
write sharp, accurate letters and memos how to use the simple tool of the mind map to improve
your writing what to consider when you have been asked to write a report the key points of a
resume, a cover letter and the job application getting on top of punctuation, spelling and
confusing words Good workplace writing is about getting a positive answer to the question: Will
your reader understand what you want them to know or do? This guide will give you the skills to
get that positive answer-quickly and well.
Writing that Works Kenneth Roman 1995
Take Command of Your Writing Jill Meryl Levy 1998
Perfect Phrases for Business Letters Ken O'Quinn 2005-12-14 Whether it’s writing a proposal,
motivating employees, or reaching out to customers, the Perfect Phrases series has the tools
you need for precise, effective communication. Distilling complex ideas into specific phrases
that diplomatically and honestly depict the concepts at hand, this invaluable series provides:
The best techniques to communicate messages and goals in business letters and proposals
Tips for bringing out the best in every employee in every business Dialogues and scripts to
practice interactions with customers or employees—tailorable to any industry or company
culture Phrases for each step of the sales process
Procedures & Theory for Administrative Professionals Karin M. Stulz 2012-01-01
PROCEDURES AND THEORY FOR ADMINISTRATIVE PROFESSIONALS, 7TH EDITION
prepares students seeking entry-level assistant positions or who are transitioning to a job with
greater responsibility. Instruction and activities target new technology and build communication
and human relation skills. Emphasis on critical thinking, creative problem solving, and
professional development prepare students for challenges they will face in today's global
market place. The seventh edition has been reorganized to offer more thorough coverage of
key topics ranging from new technologies, the changing workplace, leadership, and personal
finance. This text is packed with professional pointers, technology, and practical activities that
prepare students for success in today's global workplace. Important Notice: Media content
referenced within the product description or the product text may not be available in the ebook
version.
Agricultural Communications in Action: A Hands-On Approach Ricky Telg 2011-10-14 Packed
with real-life illustrations and practical applications, AGRICULTURAL COMMUNICATIONS IN
ACTION: A HANDS-ON APPROACH helps students become better equipped as effective
communicators. With a high degree of correlation to the AFNR Standards, this exciting First
Edition is focused specifically on skills-building and communication concepts. It helps students
understand the broad methods utilized in communication--whether it be in journalism, through
social media, or in other outlets. With the text's breadth and depth of coverage, students can
master communications development concepts quickly and then immediately put them into
action. Current communication trends are integrated throughout this practical, how-to text. It
also includes insight from real professionals in various agriculture-related industries, illustrating
how they tackle communication issues and problems. Communications skills are critical to
student success in high school, college, and their careers. By learning and applying the
contents of this book, students will be better able to communicate the importance of agriculture
to the world around them. Important Notice: Media content referenced within the product

description or the product text may not be available in the ebook version.
Strategic Business Letters and E-mail Sheryl Lindsell-Roberts 2004 E-mail and computer
keyboards may have replaced dictation and typewriters in the business world, but the
importance of clear and effective written communication has never been greater. In her all-new
book, business-writing expert Sheryl Lindsell-Roberts offers practical advice on writing
messages guaranteed to get results. Drawing on her experience leading writing workshops for
Fortune 500 companies, Lindsell-Roberts walks the reader through a variety of letter-writing
exercises and shows how a well-crafted message can make any writer stand out in the crowd.
Getting from a blank page or screen to a results-oriented message is easy with LindsellRoberts's proven Six Step Process. And numerous tips and reminders help make the central
point that a successful message should always focus on what the primary reader needs to
know. Best of all, Strategic Business Letters and E-mail is designed to save the user time and
effort. Specific chapters on such areas as sales and marketing, customer relations, and
personal business offer hundreds of sample letters, memos, and e-mail messages that can be
used verbatim or with minimal alteration to fit a particular circumstance. Opening this invaluable
book is the first step to jump-starting effective business communication.
Business Communication: Concepts, Cases, and Applications P. D. Chaturvedi 2011 The
second edition of Business Communication: Concepts, Cases, and Applications builds on the
key strengths of the first edition, clear writing style and comprehensive content, by updating the
material to reflect the latest research and technological developments in business
communication and presenting it in a style that engages the reader.
The Encyclopedia of Business Letters, Faxes, and E-mail Robert W. Bly 2009-01-01 A practical
guide to drafting time-saving and effective e-mails, faxes, and memos for every occasion
comes complete with three hundred model letters and instructions for adapting each one to fit a
particular need. Original.
Get to the Point! : Writing Effective Email, Letters, Memos, Reports, and Proposals Ronald
Stanley Blicq 1999 Designed for courses in Business Communication. Following in the tradition
of their bestselling Guidelines for Report Writing, Blicq and Moretto now apply the same
succinct, real-world oriented approach to the basics of business communication. This book will
help readers write more effective business letters, memos, reports, and proposals, by showing
them how to create messages that achieve the desired results and encourage recipients to take
action. The authors show how to apply the proven pyramid method, while providing easy-to-use
templates that help structure coherent letters, reports, and proposals.
The Effective Health Care Supervisor Charles R. McConnell 2003 The fifth edition is packed
with strategies, techniques, and tools to build or reinforce your management skills and meet the
never-ending challenges that you face daily as a health care supervisor.
Write It Down Janet Gough 1999-10-01 A well-understood tenet exists among the FDA and
other regulatory bodies: if you didn't write it down, it didn't happen! And if it didn't happen, your
company stands to lose time, money, and perhaps its competitive edge. This book provides
writers with the tools they need to put effective documentation in place. It offers a broad range
of documents representative of the types of writing in the healthcare industry, from the
laboratory and QA to manufacturing and regulatory affairs. The book offers valuable insights
into managing systems and producing documentation that meets the requirements of the
binding regulations.
Business Writing for Results Jane K Cleland 2014-04-16 Effective writing is accessible,
professional, and direct. In the business world, the best writing must be friendly but not too
conversational, professional without being dry, and results driven without feeling like a “hard
sell.” Business Writing for Results shows you how to write emails, reports, proposals, and other
action-oriented communications that meet these standards—in three easy steps. You’ll write
cleaner, more polished communications in far less time than you ever thought possible. Using
engaging and thought-provoking examples and interactive exercises, the lessons in this book

will help you express your ideas clearly, concisely, and persuasively. You’ll discover how to
write: Proposals that generate new business Reports that illuminate key points Emails that are
easy to read and respond to Training workbooks that facilitate deep understanding and resultsbased learning Letters that get you job interviews, business opportunities, and donations Using
a reader-focused approach, you’ll learn professional tips and tricks that are easy to
remember—and that work. Business Writing for Results helps you get your points across
clearly, quickly, and effectively in order to produce the outcomes you want. PRAISE: “A life ring
in disguise. I feel like I’m drowning at work and through this book, the rescue boat is in sight
and coming my way. Thank you, Jane.” —Karen A. Polan, Senior Field Specialist, First Energy
“Jane’s real life examples helped me understand the concepts.” —Christine Lotz, Product
Research Technician, Hillshire Farms “After implementing several of [her] suggestions, we
boosted the bottom line by 15-20 percent. Thanks, Jane.” —Denise Dennis, Office Manager,
Eye Surgery Associates “Business Writing for Results is terrific! I’ve been in business for twenty
years, so it takes something special to get through the haze of habit! Jane’s book does it!”
—Nancy Hartman, Writer, TKR Cable “Our highest rated trainer—by far—is Jane Cleland!”
—Candace Cross, Manager, Training, IBM Corporation
The Effective Health Care Supervisor
The Effective Health Care Supervisor Charles McConnell 2011-09-24 Offers proven, hands-on,
practical applications of both classic and current management principles in the healthcare
setting. Packed with strategies, techniques, and tools to build or reinforce your management
skills and meet the never-ending challenges that one may face daily as a healthcare
supervisor--Publisher.
Writing Effectively Institute of Leadership & Management 2007-06-01 With forty well structured
and easy to follow topics to choose from, each workbook has a wide range of case studies,
questions and activities to meet both an individual or organization's training needs. Whether
studying for an ILM qualification or looking to enhance the skills of your employees, Super
Series provides essential solutions, frameworks and techniques to support management and
leadership development.
The Essential Department Chair Jeffrey L. Buller 2012-01-24 THE ESSENTIAL DEPARTMENT
CHAIR This second edition of the informative and influential The Essential Department Chair
offers academic chairs and department heads the information they need to excel in their roles.
This book is about the "how" of academic administration: for instance, how do you cultivate a
potential donor for much-needed departmental resources? How do you persuade your
department members to work together more harmoniously? How do you keep the people who
report to you motivated and capable of seeing the big picture? Thoroughly revised, updated,
and expanded, this classic resource covers a broad spectrum of timely topics and is now truly
more than a guide—it's a much-needed desk reference that tells you "everything you need to
know to be a department chair." The Essential Department Chair contains information on topics
such as essentials of creating a strategic plan, developing and overseeing a budget, key
elements of fundraising, preparing for the role of chair, meeting the challenges of mentoring to
increase productivity, and creating a more collegial atmosphere. The book also explores the
chair's role in the search process, shows how to conduct a successful interview and what to do
when it's time to let someone go. And the author includes suggestions for the best practices to
adopt when doing an evaluation or assessment. The Essential Department Chair, Second
Edition, contains a wealth of new, realistic case studies to equip leaders in this pivotal position
to excel in departmental and institutional life.
Technical Writing for Success Darlene Smith-Worthington 2010-02-08 Taking an applied
approach to teaching workplace writing, TECHNICAL WRITING FOR SUCCESS 3E is a
comprehensive text designed to focus on skills that employers demand in today's workplacethinking, listening, composing, revising, and editing. Students are encouraged to acquire many
workplace skills through integrated and applied instruction so that mastering technical writing is

relevant and exciting. Abundant model documents reflect Office 2007 formats and include
questions providing critical thinking opportunities. This comprehensive text features an
engaging writing style, student and real-world models, write-to-learn activities, expanded oral
presentation coverage, and much more. TECHNICAL WRITING FOR SUCCESS 3E provides
instruction on the less common documents not covered in general communication texts, e.g.,
proposals, news releases, science lab reports, and instructions. Chapter contents include
technical research; writing for the Web; brief informative, brief investigative and
recommendation reports; as well as technical reading. Important Notice: Media content
referenced within the product description or the product text may not be available in the ebook
version.
Technical Communication for Readers and Writers Brenda R. Sims 2002-09 Sims' Technical
Communication for Readers and Writers, Second Edition, guides students in planning, writing,
and designing effective documents to meet the needs of users and readers. Thoroughly
revised, expanded, and redesigned in full color, this edition gives students the tools they need
to create appropriate technical documents for a multitude of writing situations and audiences.
The text takes a process approach rather than the model-based approach of older tech writing
texts.
Write to the Point Salvatore J. Iacone 2003-01-01 Provides practical, proven techniques for
making business writing more effective and less stressful. Includes step-by-step procedures for
generating effective e-mail, memos, letters, and reports.
A Practical Guide To Business Writing Khaled Al-Maskari 2012-09-18 Nowadays, letters,
reports and emails are vital components of business practice. Communication is increasingly
global, but it’s not any easier to understand or contribute to for non-fluent English speakers.
There is increasing pressure to be able to produce effective documents for a business
environment but little help out there to do so efficiently, resulting in wasted time and
uncomfortable business communication. This book provides a wealth of practical information for
any person who aims to produce short, effective documents within the work environment. It
offers sensible, valuable and helpful rules for producing effective short reports, memos, letters
and e-mails that are clear, concise and easy to read for the busy manager or supervisor
working in the demanding setting of modern industry or commerce. But it goes further: not only
are rules provided for the inexperienced business writer, but models are proposed which
provide solutions for a whole host of business situations – providing help, support and
encouragement for the many thousands of business writers who need to feel confident in their
writing.
Just Commas Diane Lutovich 2000
Writing Effectively Clare Donnelly 2003 With forty well structured and easy to follow topics to
choose from, each workbook has a wide range of case studies, questions and activities to meet
both an individual or organization's training needs. Whether studying for an ILM qualification or
looking to enhance the skills of your employees, Super Series provides essential solutions,
frameworks and techniques to support management and leadership development. ·Developed
by the ILM to support their Level 3 Introductory Certificate and Certificate in First Line
Management ·Well-structured and easy to follow ·Fully revised and updated
Writing That Works, 3rd Edition Kenneth Roman 2010-08-31 The classic guide that helps you
communicate your thoughts clearly, concisely, and effectively. Essential for every professional,
from entry level to the executive suite, Writing that Works includes advice on all aspects of
written communication—including business memos, letters, reports, speeches and resumes,
and e-mail—and offers insights into political correctness and tips for using non-biased language
that won’t compromise your message. Concise and easy-to-use, Writing that Works features an
accessible, at-a-glance style, full of bulleted "tips" and specific examples of good vs. bad
writing. With dozens of samples and useful tips for composition, Writing That Works will show
you how to improve anything you write: E-mails, memos and letters that get read—and get

action Proposals, recommendations, and presentations that sell ideas Plans and reports that
get things done Fund-raising and sales letters that produce results Resumes and letters that
lead to interviews Speeches that make a point And much more.
Business Communication Today Courtland L. Bovée 2002 This best-selling book brings all the
pieces of business communication together to give learners a realistic understanding of the
fundamental concepts involved .It powerfully demonstrates how to communicate effectively
through real-world company examples and real-life business situations. Readers will learn the
concepts behind effective communication while developing and refining their skills to compete
more successfully in today's job market A seven-part organization covers: understanding the
foundations of business communication; applying the three-step writing process; writing letters,
memos, e-mail, and other brief messages; finding and communicating information; planning,
writing, and completing reports and proposals; designing and delivering oral presentations; and
writing employment messages and interviewing for jobs. For corporate business communication
trainers.
Writing for Business Institute of Leadership & Management 2012-07-26 Super series are a set
of workbooks to accompany the flexible learning programme specifically designed and
developed by the Institute of Leadership & Management (ILM) to support their Level 3
Certificate in First Line Management. The learning content is also closely aligned to the Level 3
S/NVQ in Management. The series consists of 35 workbooks. Each book will map on to a
course unit (35 books/units).
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