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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 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 Bschools, 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
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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.aicteindia.org/modelsyllabus.php
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.
Covers grammar, usage, style, and the writing process for
letters, memorandums, proposals, reports, meetings, and job
descriptions
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.
This book is the ultimate, single-source guide for writing clear,
effective business documents. A comprehensive, easy-to-use
reference book packed with valuable information, useful
techniques, practical tips and guidelines.
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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 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.
This brief, practical guide illustrates the most common
kinds of business correspondence that a university
professor is required to produce and offers useful advice
to make these communications as effective as possible.
The author also offers general suggestions on effective
writing, including brainstorming and collaborating,
persuasion, outlining and revising, and designing
documents.
Globalization has brought in numerous opportunities for
the teeming millions, with more focus on the students
overall capability apart from academic competence.
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Many students, particularly those from non-English
medium schools, find that they are not preferred due to
their inadequacy of communication skills and soft skills,
despite possessing sound knowledge in their subject
area along with technical capability. Keeping in view their
pre-employment needs and career requirements, the
book will help the students to change their traditional
mindsets from controlling to creativity; to employee
empowerment and organizational learning; to gain skills
in the language which has become the international
lingua franca, a language of global economy. All the
chapters are full of gems and rubies, but the chapters
based on resume writing group discussion, conducting
meetings, interview skills, grammar, etc., are the black
pearls in the treasure trove. Also the chapters are dainty,
detectable and delightful as part and parcel of your
reading, writing, and speaking skills. This book will surely
empower students with the language and life skills they
need to carry out their career goals. It also provides
ample opportunities for the students to build awareness
and practice the language in real-life scenarios. Its
integrated skills approach develops the students selfconfidence to survive and succeed in professional and
social encounters within the English speaking global
community.
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
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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
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 ReadComprehend-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.
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 workplace-thinking, 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
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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.
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.
Want to know the easy way to approach and make
conversation with new people? In this book you'll discover
simple ways to ensure you always have something interesting
to talk about.
Supercharge your writing skills . . . by the end of the week! In
the workplace, your writing speaks volumes about you.
Whether you’re crafting a three-line message or a 300-page
report, you need to write in a polished, professional
way—regardless of your position or profession. The McGrawHill 36-Hour Course in Business Writing and Communication
puts you on the fast track to becoming a strong, persuasive
business writer. Complete with exercises, self-tests, and an
online final exam, this multifaceted business writing “course”
teaches you how to: SEIZE READERS’ INTEREST
INSTANTLY ELIMINATE NONSPECIFIC WORDS AND
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PHRASES MANAGE CROSS-CULTURAL WRITING CRAFT
COMPELLING ONLINE COPY CREATE POWERFUL
PRESENTATIONS Present yourself at the top of your game
in every e-mail, memo, report, and presentation with The
McGraw-Hill 36-Hour Course in Business Writing and
Communication!
This softcover text centers on the communication skills
necessary for conducting a successful job search or making a
change in jobs. The ability to conduct research online,
present a professional image, and communicate well with
potential employers is critical to any job search. The
workshops provided give instruction on how to create
effective resumes and cover letters, search for job
information, prepare for a successful interview, understand
job expectations, and make a job change. Multimedia
components enhance the impact of the workshops so users
can complete a variety of exercises on the computer, watch
video footage of people effectively communicating on the job,
and use the Internet to conduct further research.

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 will also
find Microsoft Excel Functions & Formulas 5/E an
excellent reference for many of the program’s advanced
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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.
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 emails, memos, letters, reports, and resumes. Realistic
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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.
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.
Language Arts: Integrating Skills for Classroom Teaching
provides a clear and succinct introduction to teaching the
language arts to elementary students, focusing on
integrating the six language arts with other subject areas.
This practical, hands-on text adroitly incorporates the
IRA/NCTE Standards and provides guidance on
differentiating instruction to bring out the best in the
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rapidly growing numbers of students with special needs
English Language Learners in the regular classroom.
Three points of view-parent's, therapist's, and child'smake 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.

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.
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
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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.
Lists and describes the various types of general
business reference sources and sources having to
do with specific management functions and fields
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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 NonWestern Orientations Paradigms, Traditions, and
Schools Philosophical Orientations Psycho-Cognitive
Orientations Rhetorical Orientations Semiotic,
Linguistic, and Discursive Orientations
Social/Interactional Orientations Theory, Metatheory,
Methodology, and Inquiry
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