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Business Communication: Connecting at work is a comprehensive textbook designed
especially for the post graduate students of business management. It takes a practice
oriented approach to explain the core concepts of business communication with the
help of examples, case studies, exhibits and illustrations.
As per the guidelines of Choice Based Credit System (CBCS) for all Central
Universities, including the University of Delhi, and written specifically for the Ability
Enhancement Compulsory Course (AECC) in English, the book introduces students to
the theory, fundamentals and tools of communication to help them develop vital
communication skills that would be integral to personal, social and professional
interactions.With minimal textual emphasis and optimal use of practice exercises, an
effort has been made to make learning a pleasure for the students. While some
sections have been included from theoretical point of view, several passages have
been introduced to expose the reader to more interesting materials.KEY FEATURES•
Easy language• Equal emphasis on theory and practice• Interactive worksheets
incorporated to improve communication skills• Equips students to tackle the problem
areas in reading and comprehension
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Business Communication 2e provides comprehensive and in-depth coverage of the
concepts and key applications of business communication. The second edition of this
text for management students has been revised to reflect recent changes in the
business environment and the needs of students.
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Especially effective for students with outdated or inadequate language skills, the Ninth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 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.
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Combines an overview of the field of mass communication with a discussion of
theoretical issues and the role of the mass media within the context of American society
The book for the first time explores in-depth the life and work of Herta Herzog
(1910-2010), an Austrian-American social psychologist. Herzog spent most of her
working life in the United States, where she moved to in the 1930s, following her first
husband Paul Lazarsfeld into migration and working with him at the famous Office of
Radio Research in Princeton and Columbia. The chapters by scholars from the U.S.,
Israel, Germany and Austria show the amazing scope of Herzog's work as both, one of
the founders of empirical communication research and the "grand dame" of market and
motivation research. Herzog crossed many borders, moving from Europe to the U.S.
and back again, stepping over disciplinary lines as well as restrictions by gender.
Effective communication is the key to success in life. We live in an era where words
and gestures play an important role in effective communication. Businesses operate in
various circumstances and it is paramount that the communication between different
parties concerned is clear and effective and also takes into account the cultural
sensitivities. This is where the concept of Business Communication comes to play. This
book, written in accordance with the syllabus of the University of Delhi, is an attempt to
equip the readers with skills required to communicate effectively in a business situation.
It would also be useful for the students of BCom, BBA, and MBA of other universities,
and for anyone looking to learn the nitty-gritties of business communication. KEY
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FEATURES • Analysis of vital components of business communication • Informative
use of illustrations, examples, diagrams and pictures • Inclusion of review questions
and university examination questions • New tools for business communication like,
emails, teleconferencing, video conferencing, telex, fax discussed in detail
This anthology of hard-to-find primary documents provides a solid overview of the
foundations of American media studies. Focusing on mass communication and society
and how this research fits into larger patterns of social thought, this valuable collection
features key texts covering the media studies traditions of the Chicago school, the
effects tradition, the critical theory of the Frankfurt school, and mass society theory.
Where possible, articles are reproduced in their entirety to preserve the historical flavor
and texture of the original works. Topics include popular theater, yellow journalism,
cinema, books, public relations, political and military propaganda, advertising, opinion
polling, photography, the avant-garde, popular magazines, comics, the urban press,
radio drama, soap opera, popular music, and television drama and news. This text is
ideal for upper-level courses in mass communication and media theory, media and
society, mass communication effects, and mass media history.
Communication is one of the most important aspects of the business world.
Professional men and women use communication for getting ahead, resolving
interpersonal conflicts and working collaboratively with others to achieve unified goals.
Since communication is such a necessary business component, business people must
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familiarize themselves with communication techniques that will be most effective for
them and their professional counterparts. The importance of communication skills can
be seen when good, quality communication occurs that prevents misunderstandings,
miscommunication and conflict. It produces productive work and performance which
ultimately impacts the company's bottom line. Business Communication is any
communication used to promote a product, service, or organization - with the objective
of making sale. In business communication, message is conveyed through various
channels of communication including internet, print (publications), radio, television,
outdoor, and word of mouth. There is a good chance that you may not know what kind
of listener you are. After all, until the topic arises, most people do not tend to think
about the issue. So now is the time to think about it. There are different types of
listeners out there, and learning about some of the different ways that people listen may
help you use that information to improve your listening skills. This book covers all the
aspects of Business Communication. It is hoped that this book will meet the
requirements of teaching, training and development programme. Besides, the text will
provide valuable guidance to any individual who is keen on improving his/her
communication skills.
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
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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 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.
Previously overlooked in the workplace, this book explores how internal communication
is conducted across the different sectors and in organisations of differing sizes and
complexity.
The International History of Communication Study maps the growth of media and
communication studies around the world. Drawing out transnational flows of ideas,
institutions, publications, and people, it offers the most comprehensive picture to date of
the global history of communication research and education. This volume reaches into
national and regional areas that have not received much attention in the scholarship
until now, including Asia, Latin America, Africa, and the Middle East alongside Europe
and North America. It also covers communication study outside of academic settings: in
international organizations like UNESCO, and among commercial and civic groups. It
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moves beyond the traditional canon to cover work by forgotten figures, including
women scholars in the field and those outside of the United States and Europe, and it
situates them all within the broader geopolitical, institutional, and intellectual
landscapes that have shaped communication study globally. Intended for scholars and
graduate students in communication, media studies, and journalism, this volume
pushes the history of communication study in new directions by taking an aggressively
international and comparative perspective on the historiography of the field.
Methodologically and conceptually, the volume breaks new ground in bringing
comparative, transnational, and global frames to bear, and puts under the spotlight
what has heretofore only lingered in the penumbra of the history of communication
study.
The Murphy book gives strong emphasis to completeness, conciseness, consideration,
concreteness, clearness, courteousness, and correctness in business communication.
These "seven Cs" guide student-readers to choose the content and style that best fits
the purpose and recipient of any given message. Pedagogically rich, most chapters in
this paperback text include checklists, mini-cases and problems, "Communication
Probe" boxes which summarize related research, and sidenotes that isolate significant
points that should not be missed. Two new chapters are devoted to ethics and
technology respectively.
Embedding Counselling and Communication Skills provides step-by-step learning for
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those looking to gain theoretical and practical understanding of using counselling and
communication skills within the helper role and explores how to apply these skills in the
context of professional practice. Becky Midwinter and Janie Dickson introduce the
reader to a new Relational Skills model which demonstrates the phases of relationship
development. The authors show what happens within each phase and identify how and
when to use skills appropriately. Learning is brought alive through the use of online
unscripted video clip sessions of a real helper/client relationship giving the reader
opportunities and encouragement to reflect and evaluate their learning. Written in a
clear and accessible teaching style, Embedding Counselling and Communication Skills
progresses through the ‘initial helper’ communication skills that are used in every day
life, to the more complex and in-depth counselling skills required in a helper
relationship. Knowledge of reflective practice, aspects of the relationship and how to
manage change ensures the text considers the full range of general and specific skills
and abilities required in a helper role situation, whilst the supporting online material is
an invaluable tool to deepen and embed the theoretical understanding; practical
application and self-reflection. This book will be an essential resource for students
taking an introductory counselling skills course and qualified professionals who wish to
enhance their knowledge of embedding counselling skills into their work and practice.
It is said the future belongs to Communication. And rightly so. For today, more than
ever before, the need for effective communication is being felt. This is particularly true
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of business communication because, organizations in their efforts to excel in business
and outdo their competitors, have to be precise and extremely effective in their
communication to satisfy all its stakeholders—be they suppliers, distributors, advertisers
or customers. This book on Business Communication, now in its Second Edition, brings
to fore the multidimensional aspects of Business Communication—ranging from
listening, speaking, developing skill sets, to exhibiting correct body language. The book
emphasizes that understanding the perceptions and mindsets of the communicators
and the context are crucial for business communication. This book, which is the
outcome of the rich and the vast experience of Dr. Asha Kaul and her interaction with
the brilliant young minds at IIM Ahmedabad and other B-schools, should be of immense
value to the budding as well as practicing managers. All readers will find this new
edition extremely useful, refreshingly different, and delectably delightful. What’s New to
This Edition : • Extensive use of examples, anecdotes, and brief case studies to
exemplify the points/issues. • Checklist and Summary which are ready reckoners for a
student hard pressed for time yet desirous of learning and change. • Learning
Objectives for each chapter and section, which bring focus to the text. • Activities in
which the student can participate and test communication competence. •
Comprehensive section on exercises at the end of each chapter, which are application
oriented and test the student’s grasp of the subject. The book is recommended by
AICTE for PGDM course. The link is www.aicte-india.org/modelsyllabus.php
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Covers grammar, usage, style, and the writing process for letters, memorandums,
proposals, reports, meetings, and job descriptions
Three points of view-parent's, therapist's, and child's-make this the most practical guide
on the market for raising a child with Attention Deficit Hyperactivity Disorder or other
behavioral issues. Traditional parenting and discipline books aren't effective for parents
who are dealing with kids with ADHD, OCD, depression or other disorders. They need a
guide that will help them with the unique discipline and organization challenges kids
with these issues have. When getting up, going to school, completing homework,
helping with chores, and getting to bed all become battlegrounds, the step-by-step
proven techniques presented here will help parents achieve peace in their households.
It will teach parents how to: * Engage in proactive, not reactive, parenting * Discipline
consistently and effectively * Deal with stalling, forgetting, overreacting, and other
everyday behavior problems * Work with a child's teachers, and more.
In this completely updated edition covering Excel 2019, previous versions, and Office
365, Microsoft Excel Functions & Formulas 5/E demonstrates the secrets of Excel
through the use of practical and useful examples in a quick reference format. Easy to
use and equipped with a variety of functions, Microsoft Excel is the tool of choice when
it comes to crunching numbers, building charts, and analyzing tables. The book’s
extensive examples and added video tutorials make it an excellent resource for all
Excel users who want to understand, create, and apply formulas. Experienced users
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will also find Microsoft Excel Functions & Formulas 5/E an excellent reference for many
of the program’s advanced formulas and functions. The text is easy to understand with
numerous step-by-step instructions and the actual, ready to use, Excel screenshots of
the input and output from the formulas. The book includes companion files with video
tutorials, over 250 worksheet files of examples for numerous functions, formulas, and
all the figures from the text. FEATURES Includes companion files with video tutorials,
over 250 Excel worksheet examples, and all of the figures from the text (including
4-color) Completely updated to cover Microsoft Excel 2019, previous versions, and
Office 365 Saves hundreds of hours with the latest Excel tips, worksheets, and
shortcuts Written by a proven author with Microsoft Valued Professional(MVP) status
The Companion Files are also available for downloading from the publisher by emailing
proof of purchase to info@merclearning.com.
With more than 300 entries, these two volumes provide a one-stop source for a
comprehensive overview of communication theory, offering current descriptions of
theories as well as the background issues and concepts that comprise these theories.
This is the first resource to summarize, in one place, the diversity of theory in the
communication field. Key Themes Applications and Contexts Critical Orientations
Cultural Orientations Cybernetic and Systems Orientations Feminist Orientations Group
and Organizational Concepts Information, Media, and Communication Technology
International and Global Concepts Interpersonal Concepts Non-Western Orientations
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Paradigms, Traditions, and Schools Philosophical Orientations Psycho-Cognitive
Orientations Rhetorical Orientations Semiotic, Linguistic, and Discursive Orientations
Social/Interactional Orientations Theory, Metatheory, Methodology, and Inquiry
Business Communication: Making Connections in a Digital World, 12/e by Lesikar,
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 for Managers is a student-friendly, practical and example-
driven book that gives students a thorough knowledge of business communication,
covering all the major communication topics included in MBA syllabi across the country.
The book teaches students how to communicate effectively and efficiently with the help
of a chapters on communication theories, numerous exhibits, anecdotes, extensive role
plays, hundreds of end-of-chapter questions, etc. The lucid language and the easy-to-
follow structure of the book make this an invaluable resource for the MBA student.
Lists and describes the various types of general business reference sources and
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sources having to do with specific management functions and fields
One of the country's most popular parenting guides. Helps parents meet the challenges
of raising a family today. The Parent's Handbook shows parents how they can become
more knowledgeable, confident and successful in relating to their children. Discusses
misbehavior, communication, encouragement, natural and logical consequences, family
meetings, drug and alcohol abuse prevention. The STEP approach to parenting is
based on the belief that every child and every parent has equal human worth and
dignity. All are entitled to mutual respect. The system of discipline taught in STEP
stresses this type of relationship. The authors believe that parents should provide
opportunities for children to make decisions, within limits, allowing children to be
responsible for their decisions. Other skills that are taught: identifying the four goals of
misbehavior understanding beliefs and feelings encouraging your child and yourself
reflective listening and I messages helping children cooperate discipline that makes
sense Each chapter has activities titled "This Week", "Just for You" and "For Your
Family". When you study and apply the STEP ideas, you are on your way to becoming
a more effective parent, building a happy home. There is a Spanish edition of this book
available: Guía para los padres.
By combining research sources with an annotated bibliography this reference title
locates the sources that offer practical solutions to business and technical
communication problems.
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Communication is the lifeblood of every business organization. This book on
Business Communication aims to bring about the relevance/importance of
communication in business. It highlights the different types of formal and informal
communication taking place in an organization. Various forms of written and oral
communication; including letters, memos, orders, interviews, group discussions,
meetings etc., have been discussed in detail. Besides, the importance of non-
verbal communication has also been elucidated. Effort has been made to keep
the text simple and comprehensible, including a lot of examples and case
studies. Students' exercise at the end of every chapter has been added to
inculcate interest in readers for higher and deeper learning. There is
comprehensive coverage of all topics on Business Communication prescribed for
study for the students of Commerce, Management, Hotel Management and MCA
etc. This book is not only helpful for the students of Business Communication, but
is also a helpful guide to those who want to improve their communication skills.
This book Business Communication: Essential Strategies for Twenty-first Century
Managers brings together application-based knowledge and necessary workforce
competencies in the field of communication. The second edition utilizes well-
researched content and application-based pedagogical tools to present to the
readers a thorough analysis on how communication skills can become a strategic
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asset to build a successful managerial career. With the second edition, Teaching
Resource Material in the form of a Companion Website is also being provided.
This book must be read by students of MBA, practicing managers, executives,
corporate trainers and professors. KEY FEATURES • Learning Objectives: They
appear at the beginning of each chapter and enumerate the topics/concepts that
the readers would gain an insight into after reading the chapter • Marginalia:
These are spread across the body of each chapter to clarify and highlight the key
points • Case Study 1: It sets the stage for the areas to be discussed in the
concerned chapter • Case Study 2: It presents real-world scenarios and
challenges to help students learn through the case analysis method • Tech
World: It throws light on the latest advancements in communication technology
and how real-time business houses are leveraging them to stay ahead of their
competitors • Communication Snippet: It talks about real organizations/people at
workplaces, their on-job communication challenges and their use of multiple
communication channels to gain a competitive edge • Summary: It helps
recapitulate the different topics discussed in the chapter • Review and Discussion
Questions: These help readers assess their understanding of the different topics
discussed in the chapter • Applying Ethics: These deal with situation-based
ethical dilemmas faced by real managers in their professional lives • Simulation-
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based Exercise: It is a roleplay management game that helps readers simulate
real managers or workplace situations, and thereby enables students to apply the
theoretical concepts • Experiential Learning: It provides two caselets, each
followed by an Individual Activity and a Team Activity, based on real-time
business processes that help readers ‘feel’ or ‘experience’ the concepts and
theories they learn in the concerned chapter to gain hands-on experience •
References: These are given at the end of each chapter for the concepts and
theories discussed in the chapter
Express yourself clearly and confidently at work with this practical guide to written
business English and global business English, for native and non-native
speakers alike.
Communicating a message effectively needs precision—be it verbal or non-verbal.
At the professional front, the accuracy of the message to be shared becomes all
the more important as the business decisions may depend on the same. This
book, in its second edition, continues to detail on the pre-requisites of
communicating effectively in the corporate environment and generally. Beginning
with an overview of business communication, the book educates on the principles
of communication—oral and written. Divided into nine chapters, the first two
chapters deal with oral communication and the next seven deal with different
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forms of written communication. The book teaches how to write effective letters
and prepare persuasive resumé. The chapters are well-supported with many
examples and illustrative exhibits wherever required. A new chapter (Chapter 9)
has been added titled ‘Writing to Communicate’ which presents incorrect use of
language and phrases that rob the text, be it a report or a letter, of authenticity
and credibility. The chapter also presents correct use of the examples and the
rationale or logic in the form of explanations. Designed as a textbook for the
management students, this book would be equally useful for the management
professionals and executives. Key features • Observes a simple pattern of Read-
Comprehend-Test-Follow • Discusses strategies for identification and
improvisation of communication skills (both oral and written) • Provides
numerous examples and illustrations that facilitate proper grasp of the topics
discussed.
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
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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.
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