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2009. Hardcover. Book Condition: New. 322 This book presents the intricacies of business communication as no
other book in the market does. It introduces the subject in an absorbing way, is stimulating and motivates
readers. This book gives the foundation for practical and effective business communication. It covers in detail-
letters, brief messages, memos, e-mail, reports and oral presentations. This is a must-have book for everyone
engaged in business communication. About The Author:- Madhukant Jha has served at various senior
managerial positions in a variety of companies. Beginning in 2003, he came into the field of management
education. He has taught in diverse settings, such as universities, management schools, and has given lectures
to management professionals. Contents:- Contents # Preface ix.: 1. Communication Strategy 1.: Driving Changes
in Business Communication.: Benchmarking and.: Teamwork.: Companywide.: Team.: and Individual
Perspectives.: Deciding Communication Strategy.: Company-Level Decisions.: Team-.. Level Decisions.:
Individual Decisions.: Implementing Communications.: Strategy.: Developing Intraorganizational Effective
Business.: Communication.: Company-Level Business Communication Trends.: E-mail.: Document Management
Systems.: Developing Individual.: Business Communication Skills.: Integrated Supply Chains and.: Resource
Management.: Supply-Chain Linkages in Non-manufacturing.: Environments.: Management Styles and
Communication Strategies.: Effecting Change.: Summary.: 2. Management of Documentation in Electronic Era
13.: Document Life Cycles.: Training.: Security.: Summary.: 3. Writing and Editing Process 19.: Using Writing and
Editing Processes.: Make the Process a Habit.: Clarify.: Your Goals.: Prewriting.: Avoiding Writers Block.: Key
Differences.: between Editing and Drafting.: Editing.: Summary.: 4. Logic and Structure of Documents 31.: Think
First.: Create an Organizational Plan.: Direct and Indirect.: Organizational Plans.: Building Strong Arguments.:
Using Figures and.: Tables.: Designing Effective Tables and Figures.: Summary.: 5. Document Layout and Design
39.: Layout and Design During the Prewriting Step.: Templates and Style.: Sheets.: Using Style Sheets from Word
Processing and Presentation.: Programs.: Layout and Design During the Drafting and Editing Steps.: Applying
Layout...
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How to Make a Free Website for Kids (Paperback)

Createspace, United States, 2015. Paperback. Book Condition: New. 229 x 152 mm. Language:
English . Brand New Book ***** Print on Demand *****Table of Contents Preface Chapter # 1:
Benefits of Having a Website Chapter...

Download Book »

Houdini's Gift

Independent Publishers Group (IPG) - Chicago Review Press, 2009. Hardcover. Book
Condition: New. Revisiting well-loved characters from a past adventure, this picture book
presents animal-loving Ben with the challenge of having another pet after losing...
Download Book »

Six Steps to Inclusive Preschool Curriculum: A UDL-Based Framework for
Children's School Success

Brookes Publishing Co. Paperback. Book Condition: new. BRAND NEW, Six Steps to Inclusive
Preschool Curriculum: A UDL-Based Framework for Children's School Success, Eva M. Horn,
Susan B. Palmer, Gretchen D. Butera, Joan A. Lieber, How...
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Art appreciation (travel services and hotel management professional services
and management expertise secondary vocational education teaching materials
supporting national planning book)(Chinese Edition)

paperback. Book Condition: New. Ship outin 2 business day, And Fast shipping, Free Tracking
number will be provided after the shipment.Pages Number: 146 Publisher: Higher Education
Pub. Date :2009-07-01 version 2. Thisbookis...
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Learn em Good: Improve Your Child s Math Skills: Simple and Effective Ways to
Become Your Child s Free Tutor Without Opening a Textbook (Paperback)
Createspace, United States, 2010. Paperback. Book Condition: New. 229 x 152 mm. Language:

English . Brand New Book ***** Print on Demand *****.From a certified teacher and founder of
an online tutoring website-a simple and...
Download Book »
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