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Achtung-Panzer! - Heinz
Guderian 1995
This is one of the most
significant military books of the
twentieth century. By an
outstanding soldier of
independent mind, it pushed
forward the evolution of land
warfare and was directly
responsible for German

armoured supremacy in the
early years of the Second
World War. Published in 1937,
the result of 15 years of careful
study since his days on the
German General Staff in the
First World War, Guderian's
book argued, quite clearly, how
vital the proper use of tanks
and supporting armoured
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vehicles would be in the
conduct of a future war. When
that war came, just two years
later, he proved it, leading his
Panzers with distinction in the
Polish, French and Russian
campaigns. Panzer warfare had
come of age, exactly as he had
forecast. This first English
translation of Heinz Guderian's
classic book - used as a
textbook by Panzer officers in
the war - has an introduction
and extensive background
notes by the modern English
historian Paul Harris.
Warren Oates - Susan A.
Compo 2009-04-17
Though he never reached the
lead actor status he labored so
relentlessly to achieve, Warren
Oates (1928--1982) is one of
the most memorable and
skilled character actors of the
1970s. With his rugged looks
and measured demeanor, Oates
crafted complex characters
who were at once brazen and
thoughtful, wild and subdued.
Friends remember the hardliving, hard-drinking actor as
kind and caring, but also
sometimes as mean as a blueeyed devil. Married four times,

partial to road trips in his RV
affectionately known as the
"Roach Coach," and famous for
performances for directors
ranging from Sam Peckinpah to
Steven Spielberg, Warren
Oates remained a Hollywood
outsider perfectly suited to the
1960s and 1970s
counterculture. Born in the
small town of Depoy in rural
western Kentucky and reared
in Louisville, Oates began his
career in the late 1950s with
bit parts in television westerns.
Though hardly lucrative work,
it was during this time Oates
met renegade director Sam
Peckinpah, establishing the
creative relationship and
destructive friendship that
produced some of Oates's most
unforgettable roles in Ride the
High Country (1962), Major
Dundee (1965), and The Wild
Bunch (1969), as well as a
leading part in Bring Me the
Head of Alfredo Garcia (1974).
Though Oates maintained a
close association with
Peckinpah, he had a penchant
for working with a variety of
visionary directors who
understood his approach and
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were eager to enlist the subtle
talents of the consummate
character actor. With
supporting roles in In the Heat
of the Night (1967), The Hired
Hand (1971), Badlands (1973),
1941 (1979), and Stripes
(1981), Oates delivered solid
performances for filmmakers
as diverse and talented as
Norman Jewison, Peter Fonda,
Terrence Malick, Steven
Spielberg, and Ivan Reitman.
Oates's offscreen personality
was just as complex as his onscreen persona. Notorious for
being a nightlife reveler, he
was as sensitive and
introspective as he was
outgoing and prone to periods
of exuberant, and at times
illegal, excess. Though he
never became a marquee
name, Warren Oates continues
to influence actors like Billy
Bob Thornton and Benicio Del
Toro, as well as directors such
as Quentin Tarantino and
Richard Linklater, all of whom
have cited Oates as a major
inspiration. In Warren Oates: A
Wild Life, author Susan Compo
skillfully captures the story of
Oates's eventful life, indulgent

lifestyle, and influential career.
Business and Technical
Writing - Agency for
Instructional Technology 2002
Learner guide contains 10
workshops highlighting key
workplace communication
topics, special features,
appropriate literature
selections, Internet
connections and project-based
exercises. Business and
Technical Writing focuses on
the skills necessary to write
clear and concise documents in
the workplace. Workshops
provided give instruction on
how to develop an action plan,
how to organize and develop a
document and how to use
charts and graphics to enhance
work. 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 extend
learning and conduct research.
Solving Business Problems
Using A Calculator Student
Text - Mildred Polisky
2002-08-12
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This consumable spiral-bound
text-workbook contains 34
lessons in six sections that
teach students how to use the
efficient 10-key touch method
to solve business problems on a
calculator.
Thinking Critically - John
Chaffee 1991
Thinking Critically, 8/e, teaches
the fundamental thinking,
reasoning, reading, and writing
abilities that students need for
academic success. The text
begins with basic skills related
to personal experience and
then carefully progresses to
the more sophisticated
reasoning skills required for
abstract, academic contexts.
Thinking Critically introduces
students to the cognitive
process while teaching them to
develop their higher-order
thinking and language abilities.
A number of distinctive
characteristics make the text
an effective tool for both
instructors and students.
Exercises, discussion topics,
and writing assignments
encourage active participation,
stimulating students to
critically examine their own

and others' thinking.
An Introduction to Moral
Philosophy - Wolff, Jonathan
2020-09-01
From respected philosopher
and writer Jonathan Wolff, this
brief introduction to ethics
stimulates independent
thought, emphasizes real-world
examples, and provides clear
and engaging introductions to
key moral theories and the
thinkers behind them. The new
Second Edition offers expanded
coverage of moral reasoning,
as well as two thoughtful and
contemporary new chapters on
applying moral philosophy and
the ethics of race. A companion
primary source collection,
Readings in Moral Philosophy,
amplifies issues discussed in
the text, connecting them to
problems in applied ethics.
Contemporary Leadership in
Sport Organizations - David
Scott 2014-03-03
Contemporary Leadership in
Sport Organizations blends
research on leadership with
practical application of the
skills and knowledge that
students will need on the job.
This text provides sport
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management students with a
comprehensive understanding
of the complex topic of
leadership in sport through a
presentation of foundational
and contemporary research,
numerous practical examples
and analytical exercises, and
thought-provoking selfassessments and quotes. More
than leadership tips from a
sport personality,
Contemporary Leadership in
Sport Organizations translates
classic and contemporary
research in leadership into
leadership skills and behaviors
that are useful in present-day
sport settings. Synopses of
research findings are
presented in table format for
an accessible approach to
understanding the three Rs of
leadership: relationships,
results, and responsibility. In
addition, a variety of learning
features reinforce content: •
Practical examples provide
opportunities to critically
consider the concepts under
discussion. • Chapter-opening
objectives, as well as pre- and
postchapter self-assessments,
help students measure their

understanding of chapter
content. • Specific examples
and case studies applicable to a
broad range of sport leadership
roles put research into
practice. • On the Sidelines
stories, Your Thoughts boxes,
and questions at the end of
chapters are incorporated
throughout the book to provide
examples and stimulate
discussions applicable to a
broad range of sport leadership
roles across youth, amateur,
intercollegiate, professional,
and commercial sport
organizations. Part I of the text
offers a leadership primer,
introducing the elements of
business and educational
environments in which sport
organizations operate.
Students will learn how leaders
in sport organizations typically
assume both managerial and
leadership roles and how these
roles integrate and diverge,
and they will review the
historical foundation and
evolution of leadership theories
from the academic literature.
Part II covers applied
leadership thought and action
and how leaders can become
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more effective in addressing
critical challenges of the
present and future. Key topics
such as decision making,
organizational change,
emotional intelligence, vision,
strategic planning, and crisis
management are discussed.
Professional growth and
development are the focus of
part III, considering multiple
approaches and tools for
improving self-understanding,
personal development, and
leadership mentoring.
Contemporary Leadership in
Sport Organizations provides a
foundational and
contextualized body of
information regarding thought
and practice in leadership to
inform and inspire students of
sport management. Whether
preparing for leadership roles
in sport organizations or
preparing for teaching,
research, and academic study
in the field of sport leadership,
students will gain a solid
understanding of the
theoretical foundations of
leadership in sport and how it
is applied to sport-related
organizations of all types and

sizes.
Effective Human Relations:
Interpersonal And
Organizational Applications
- Barry Reece 2016-01-09
Master the human relation
skills you need to become
successful in today's workplace
with one of the most widely
used human relations texts
available. EFFECTIVE HUMAN
RELATIONS incorporates
hundreds of examples of real
human relations issues and
practices in successful
companies. This
comprehensive 13th edition
explores goal- setting, the root
causes of negative attitudes,
the use of personal branding
and social media in the job
market, emotional intelligence,
positive psychology and
happiness, and how companies
create a dynamic company
cultures. Self-assessments and
self-development opportunities
throughout the book teach you
to assume responsibility for
improving your personal skills
and competencies. This text
will help you gain the insights,
knowledge and relationship
skills you need to deal
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successfully with the wide
range of people-related
challenges in business today. It
is a text you can continue to
refer to throughout your life!
Important Notice: Media
content referenced within the
product description or the
product text may not be
available in the ebook version.
Gregg College Keyboarding &
Document Processing (GDP);
Lessons 1-60 text Frank Wood's Business
Accounting Volume 1 - Alan
Sangster 2013-02-06
The world’s best-selling
textbook on book-keeping and
accounting, Business
Accounting Volume 1 continues
to provide an indispensible
introduction for students and
professionals across the globe.
It is renowned for clarity, with
easy-to-understand language
and a plethora of examples to
aid your understanding. The
12th edition is updated to be
fully compliant with
International Financial
Reporting Standards (IFRS).
Other updates include new
coverage of professional ethics,

disaster recovery, and over 70
new examples to test your
understanding. ‘A benchmark
for all accounting books.’ Sarah
Knight, former Finance
Courses Coordinator,
Huntingdonshire Regional
College ‘The writing style of
the book is ‘‘spot-on’’ and just
the right tone – well done! I
consider all chapters to be at
the appropriate level, very
practical and structured in
manageable ‘‘bite-sized’’
chunks.’ Alison Fox, Lecturer,
University of Dundee This title
can be supported by
MyAccountingLab, an online
homework and tutorial system
designed to test and build your
students understanding.
MyAccountingLab provides a
personalised approach, with
instant feedback and numerous
additional resources to support
their learning. For students · A
personalised study plan ·
Worked solutions showing
them how to solve difficult
problems · An eText for quick
reference · Case studies to help
them apply what they’ve
learned · Audio animations and
videos Use the power of
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MyAccountingLab to accelerate
your students learning.
Skilled Interpersonal
Communication - Owen Hargie
2004-06-01
Previous editions ('Social Skills
in Interpersonal
Communication') have
established this work as the
standard textbook on
communication. Directly
relevant to a multiplicity of
research areas and professions,
this thoroughly revised and
updated edition has been
expanded to include the latest
research as well as a new
chapter on negotiating. Key
examples and summaries have
been augmented to help
contextualise the theory of
skilled interpersonal
communication in terms of its
practical applications.
Combining both clarity and a
deep understanding of the
subject matter, the authors
have succeeded in creating a
new edition which will be
essential to anyone studying or
working in the field of
interpersonal communication.
The Architecture of the
Universe - William Francis

Gray Swann 1934
Indiana Source Book Willard C. Heiss 1977
Business for the Glory of God Wayne Grudem 2003-11-06
Can business activity in itself
be morally good and pleasing
to God? Sometimes business
can seem so shadymanipulating the "bottom line,"
deceiving the consumer, or
gaining promotions because of
whom you know. But Wayne
Grudem introduces a novel
concept: business itself
glorifies God when it is
conducted in a way that
imitates God's character and
creation. He shows that all
aspects of business, including
ownership, profit, money,
competition, and borrowing
and lending, glorify God
because they are reflective of
God's nature. Though Grudem
isn't naïve about the easy ways
these activities can be
perverted and used as a means
to sin, he knows that Christians
can be about the business of
business. This biblically based
book is a thoughtful guide to
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imitating God during
interactions with customers,
coworkers, employees, and
other businesses. See how your
business, and your life in
business, can be dedicated to
God's glory.
The Administrative
Professional: Technology &
Procedures, Spiral Bound
Version - Dianne S. Rankin
2016-01-01
The Fifteenth Edition of this
trusted text focuses on
preparing students for
employment in today's
increasingly dynamic, digital,
and global environment. The
authors emphasize helping
students to understand
employers' expectations; build
confidence; and develop the
knowledge and skills necessary
to become strong, competent
employees and leaders. THE
ADMINISTRATIVE
PROFESSIONAL:
TECHNOLOGY AND
PROCEDURES, Fifteenth
Edition, features updated
content, an appealing design,
an abundance of practical
applications, and a new
MindTap website to enhance

learning and engage students
right from the start. Important
Notice: Media content
referenced within the product
description or the product text
may not be available in the
ebook version.
Survey of ECON - Robert
Sexton 2016-02-05
4LTR Press solutions give
students the option to choose
the format that best suits their
learning preferences. This
option is perfect for those
students who focus on the
textbook as their main course
resource. Important Notice:
Media content referenced
within the product description
or the product text may not be
available in the ebook version.
Introduction to Law - Jaap
Hage 2017-08-07
This book is exceptional in the
sense that it provides an
introduction to law in general
rather than the law of one
specific jurisdiction, and it
presents a unique way of
looking at legal education. It is
crucial for lawyers to be aware
of the different ways in which
societal problems can be solved
and to be able to discuss the
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advantages and disadvantages
of different legal solutions. In
this respect, being a lawyer
involves being able to reason
like a lawyer, even more than
having detailed knowledge of
particular sets of rules.
Introduction to Law reflects
this view by focusing on the
functions of rules and on ways
of arguing the relative qualities
of alternative legal solutions.
Where ‘positive’ law is
discussed, the emphasis is on
the legal questions that must
be addressed by a field of law
and on the different solutions
which have been adopted by,
for instance, the common law
and civil law tradition. The law
of specific jurisdictions is
discussed to illustrate possible
answers to questions such as
when the existence of a valid
contract is assumed.
Applying Wisdom to
Contemporary World Problems
- Robert J. Sternberg
2019-07-03
This book presents
perspectives from world
experts in the field of wisdom
studies to propose how wisdom
can provide the foundation

upon which solutions to social
and global problems can be
grounded. The authors argue
that where society has come to
rely on leaders with skills
relating to knowledge and
intelligence; instead we should
focus on wisdom-based acumen
for our leaders in government,
business, and the military. In
this book the authors offer
evidence-based definitions of
wisdom and apply these to
world problems they believe
could potentially be solved
using wise solutions. Among
the case studies confronted are
terrorism and war, poverty and
economic disparity, climate
change, increasing antibiotic
resistance and political
corruption. Focusing on the
cognitive, social and emotional
processes involved in everyday
decision-making, this book
presents a compelling
argument for the application of
wise problem-solving to
complex world issues that will
appeal in particular to those in
leadership, teaching and policy
roles, and open new pathways
in the fields of wisdom-studies,
psychology, sociology and
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political theory.
Essentials of the Legal
Environment Today - 2015
English for Business
Communication - Mable Chan
2020-01-06
This textbook provides a
comprehensive introduction for
students and professionals who
are studying English for
business or workplace
communication and covers
both spoken and written
English. Based on up-to-date
research in business
communication and
incorporating an international
range of real-world authentic
texts, this book deals with the
realities of communication in
business today. Key features of
this book include: use of
English in social media that
reflects recent trends in
business communication;
coverage of the concept of
communicative competence;
analysis of email
communication; introduction to
informal English and English
for socialisation as well as
goodwill messages, such as
thank you or appreciation

messages, which are a part of
everyday interaction in the
workplace; examination of
persuasive messages and ways
to understand such messages;
an e-resources website that
includes authentic examples of
different workplace genres and
a reference section covering
relevant research studies and
weblinks for readers to better
understand the topics covered
in each chapter. This book goes
beyond the traditional
coverage of business English to
provide a broad and practical
textbook for those studying
English in a workplace setting.
Essentials of College English Mary Ellen Guffey 2000-12
Designed as a
grammar/mechanics text, this
fast-paced, economical
text/workbook develops
proficiency in grammar,
punctuation, usage, and style.
With the assistance of Dean
Elizabeth Tice at the University
of Phoenix, co-authors Mary
Ellen Guffey and Carolyn M.
Seefer have produced an
accelerated refresher course
guide aimed at motivated
students. The second edition
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contains fewer chapters, with
more examples and
reinforcement exercises to
facilitate quick comprehension
for career-oriented students.
Essentials of College English is
a no-frills grammar/mechanical
review that combines value
with authoritative coverage.
Betas of Achievement William Raimond Baird 1914
The Principles of English
Grammar (Classic Reprint) Adolphus Spalding Worrell
2018-05-05
Excerpt from The Principles of
English Grammar The author
does not claim absolute
perfection in the pre sent work;
but he does claim that, while
he has embodied in this work
the best that he could obtain
from other sources, he has
presented, in a clearer, fuller
light, the science of the English
language, than any other one
author of his acquaintance.
About the Publisher Forgotten
Books publishes hundreds of
thousands of rare and classic
books. Find more at
www.forgottenbooks.com This
book is a reproduction of an

important historical work.
Forgotten Books uses state-ofthe-art technology to digitally
reconstruct the work,
preserving the original format
whilst repairing imperfections
present in the aged copy. In
rare cases, an imperfection in
the original, such as a blemish
or missing page, may be
replicated in our edition. We
do, however, repair the vast
majority of imperfections
successfully; any imperfections
that remain are intentionally
left to preserve the state of
such historical works.
Business English (Book
Only) - Mary Ellen Guffey
2013-01-01
Provide a description about the
book that does not include any
references to package
elements. This description will
provide a description where
the core, text-only product or
an eBook is sold. Please
remember to fill out the
variations section on the PMI
with the book only information.
Important Notice: Media
content referenced within the
product description or the
product text may not be
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available in the ebook version.
Gregg College Keyboarding
& Document Processing
(GDP), Lessons 1-60,
Student Text - Scot Ober
2001-07-05
The ninth edition of this
industry leader provides a
highly flexible format on CDROM and 3.5" disks that will
work with your current
computer setup. New content
reflecting changing technology
and workplace needs is
presented in four-color, sidespiral bound texts. Multiple
software enhancements and a
flexible Web-Based Instructor
Management Web site support
the program's strong content.
The software, textbook, and
manuals are integrated to
provide students with a total
learning experience.
Instructors will appreciate the
flexibility of using a program
that can be successfully
implemented in a variety of
classroom environments.
Business English - Mary Ellen
Guffey 2016-01-02
Readers refresh and
strengthen language skills with
proven grammar instruction

and extensive learning
resources found in BUSINESS
ENGLISH, 12E by Mary Ellen
Guffey and Carolyn Seefer. The
market leader in grammar and
mechanics since its first
publication, BUSINESS
ENGLISH uses a three-level
approach to divide topics into
manageable units that help
readers hone the critical skills
needed most. Packed with
insights from the authors’ more
than 60 years of combined
classroom experience, this
edition helps readers develop
the strong language skills
necessary to perform
confidently in today’s digital
classroom and tomorrow’s
workplace. Important Notice:
Media content referenced
within the product description
or the product text may not be
available in the ebook version.
Effective Small Business
Management - Norman M.
Scarborough 2011-11-21
This is the eBook of the printed
book and may not include any
media, website access codes,
or print supplements that may
come packaged with the bound
book. Discover how to
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successfully launch and
manage a small business. Open
your mind to the possibilities,
challenges, and rewards of
becoming a small business
owner with Effective Small
Business Management. This
text provides readers with the
tools they need in order to
launch and manage a small
business. This edition features
new and current examples,
updated information on ethics
and social responsibility, and
several new pedagogical
features.
Fire and Emergency
Services Company Officer IFSTA 2012-12-01
The 4th edition of Fire and
Emergency Services Company
Officer provides emergency
services personnel with
information necessary to meet
the JPRs of NFPA® 1021,
Standard for Fire Officer
Professional Qualifications for
level I and II fire officers. The
manual presents information
specific to the duties of firstline supervisors and midlevel
managers. The information in
this manual provides officer
candidates and current officers

with supervisory and
managerial knowledge for
developing successful
leadership and administrative
skills.
Legal Writing in Plain
English, Second Edition Bryan A. Garner 2013-08-26
Admirably clear, concise,
down-to-earth, and
powerful—all too often, legal
writing embodies none of these
qualities. Its reputation for
obscurity and needless legalese
is widespread. Since 2001
Bryan A. Garner’s Legal
Writing in Plain English has
helped address this problem by
providing lawyers, judges,
paralegals, law students, and
legal scholars with sound
advice and practical tools for
improving their written work.
Now the leading guide to clear
writing in the field, this
indispensable volume
encourages legal writers to
challenge conventions and
offers valuable insights into the
writing process that will appeal
to other professionals: how to
organize ideas, create and
refine prose, and improve
editing skills. Accessible and
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witty, Legal Writing in Plain
English draws on real-life
writing samples that Garner
has gathered through decades
of teaching experience.
Trenchant advice covers all
types of legal materials, from
analytical and persuasive
writing to legal drafting, and
the book’s principles are
reinforced by sets of basic,
intermediate, and advanced
exercises in each section. In
this new edition, Garner
preserves the successful
structure of the original while
adjusting the content to make
it even more classroomfriendly. He includes case
examples from the past decade
and addresses the widespread
use of legal documents in
electronic formats. His book
remains the standard guide for
producing the jargon-free
language that clients demand
and courts reward.
Speak Business English Like an
American - Amy Gillett 2006
CD and book designed to teach
idioms and expressions used in
the American business world.
Professionalism - Lydia E.
Anderson 2013-08-04

ALERT: Before you purchase,
check with your instructor or
review your course syllabus to
ensure that you select the
correct ISBN. Several versions
of Pearson's MyLab &
Mastering products exist for
each title, including customized
versions for individual schools,
and registrations are not
transferable. In addition, you
may need a CourseID, provided
by your instructor, to register
for and use Pearson's MyLab &
Mastering products. Packages
Access codes for Pearson's
MyLab & Mastering products
may not be included when
purchasing or renting from
companies other than Pearson;
check with the seller before
completing your purchase.
Used or rental books If you
rent or purchase a used book
with an access code, the access
code may have been redeemed
previously and you may have to
purchase a new access code.
Access codes Access codes that
are purchased from sellers
other than Pearson carry a
higher risk of being either the
wrong ISBN or a previously
redeemed code. Check with the

15/18

seller prior to purchase. -Extends beyond a typical
resume/job search text to
seamlessly emphasize the
relationship between resume
development, job search skills,
and human relations.
Professionalism: Skills for
Workplace Success was
developed with input from
industry leaders, it addresses
topics students need to know
when transitioning from
campus to the workplace using
case examples, activities,
exercises, online video, and an
interactive website. Updated to
reflect the latest in technology
tools and the business climate,
this third edition sets the
standard by skillfully merging
self-management topics,
workplace basics, relationships
and career planning tools.
Just Enough Spanish
Grammar Illustrated Gabriele Stobbe 2008-01-03
Verb! Plural noun! Adjective!
See language in action and
never forget a grammar point
again! Through fun
illustrations and colorful
diagrams, you'll learn the
essential points of grammar.

Just Enough Spanish Grammar
Illustrated gives you visual
cues to the parts of speech and
their usage, so next time you
are speaking or writing in
Spanish, you'll know how to
use them correctly.
Magazines in the twentieth
century - Theodore Peterson
1972
Complete Student Key:
Answers to Reinforcement
Exercises for Guffey's
Business English - Mary Ellen
Guffey 2016-01-08
This Answer Key provides
answers and solutions from the
book authors for you to check
your work immediately.
Business Communication Mary Ellen Guffey 2009-06
Business Communication:
Process and Product, brief
edition takes students through
a well developed, consistently
applied approach to
communication that is
combined with integrated
application of current and
emerging business
technologies. Students learn a
process for solving future
communication problems, and
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how to use the Internet and
electronic media to deliver
their messages, resulting in a
tangible communication
strategy they can use
throughout their careers.NETA
TestbankThe Nelson Education
Teaching Advantage (NETA)
program delivers researchbased resources that promote
student engagement and
higher-order thinking and
enable the success of Canadian
students and educators. This
book's premium testbank is
designed to ensure top quality
multiple-choice testing by
avoiding common errors in
question and test construction.
If you want your students to
achieve "beyond
remembering", ask your Nelson
Sales Representative how
today!
Essentials of Business
Communication - Mary Ellen
Guffey 2003-02-01
Covering business
communication skills, this text
includes a grammar check,
writing improvement exercises
and cases which break down
the writing process into simple
components. E-mail, Web

research, team and critical
thinking exercises have also
been added to this edition.
Skills for Success - Donna
Price-Machado 1998
Keyboarding and Word
Processing Complete Course
Lessons 1-110: Microsoft Word
2016 - Susie H. Vanhuss
2016-01-15
Get ready for academic and
workplace success! This
comprehensive learning
package integrates
keyboarding, essential and
advanced word processing,
document formatting and
design, and communication
skills within a single text, along
with a strong emphasis on
honing skills by competing
projects in a realistic office
environment. Using Microsoft
Word 2016, you will format
advanced business
correspondence, tables,
reports, mail merge files,
graphics, and a broad range of
common document types,
including meeting, travel,
news, legal, medical, and
human resources/employment.
The text includes 15 modular
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projects and three
comprehensive projects to help
you apply what you learn and
prepare you to be productive
from day one when beginning
your professional career.
Important Notice: Media
content referenced within the
product description or the
product text may not be
available in the ebook version.
HBR Guide to Better Business
Writing (HBR Guide Series) Bryan A. Garner 2013-01-08
DON'T LET YOUR WRITING
HOLD YOU BACK. When you’re
fumbling for words and
pressed for time, you might be
tempted to dismiss good
business writing as a luxury.
But it’s a skill you must
cultivate to succeed: You’ll lose
time, money, and influence if
your e-mails, proposals, and
other important documents fail
to win people over. The HBR
Guide to Better Business
Writing, by writing expert
Bryan A. Garner, gives you the
tools you need to express your
ideas clearly and persuasively
so clients, colleagues,

stakeholders, and partners will
get behind them. This book will
help you: • Push past writer’s
block • Grab—and
keep—readers’ attention •
Earn credibility with tough
audiences • Trim the fat from
your writing • Strike the right
tone • Brush up on grammar,
punctuation, and usage
Essentials of College
English - Mary Ellen Guffey
2004
Designed as a
grammar/mechanics text, this
fast-paced, economical
text/workbook develops
proficiency in grammar,
punctuation, usage, and style.
With the assistance of Dean
Elizabeth Tice at the University
of Phoenix, co-authors Mary
Ellen Guffey and Carolyn M.
Seefer have produced an
accelerated refresher course
guide aimed at motivated
students. Essentials of College
English is a no-frills
grammar/mechanical review
that combines value with
authoritative coverage.
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