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The Treatment Improvement Protocol (TIP) series fulfills the Substance Abuse and
Mental Health Services Administration's (SAMHSA's) mission to improve prevention
and treatment of substance use and mental disorders by providing best practices
guidance to clinicians, program administrators, and payers. TIPs are the result of
careful consideration of all relevant clinical and health services research findings,
demonstration experience, and implementation requirements. A panel of non-Federal
clinical researchers, clinicians, program administrators, and patient advocates debates
and discusses their particular area of expertise until they reach a consensus on best
practices. This panel's work is then reviewed and critiqued by field reviewers.
Note: If you are purchasing an electronic version, MyWritingLab does not come
automatically packaged with it. To purchase MyWritingLab, please visit
www.mywritinglab.com or you can purchase a package of the physical text and
MyWritingLab by searching for ISBN 10: 0205991939/ ISBN 13: 9780205991938.
Technical Communication continues to be the best selling technical and professional
communication studies text in the market. The sixth edition offers new material in
response to the rapid changes taking place in communications technology, and looks at
how those changes have altered the way that technical communicators complete their
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tasks. With its focus on practical applications and advice on communications analysis,
writing processes, document structures, and effective language, the book functions as a
workplace tool that students can use for many years in their career.
"This 10-volume compilation of authoritative, research-based articles contributed by
thousands of researchers and experts from all over the world emphasized modern
issues and the presentation of potential opportunities, prospective solutions, and future
directions in the field of information science and technology"--Provided by publisher.
Technical know-how is not the only skill a computer professional needs to ensure
career growth - a firm command of effective written and verbal communication skills is
also required
George Bernard Shaw once famously said, “The single biggest problem in
communication is the illusion that it has taken place.” Although he died in 1950,
Shaw’s words live on, especially in the business world. Far too many executives,
salespeople, consultants, and even rank-and-file employees suck at communicating.
Some think that they’re speaking and writing effectively when they drop ostensibly
sophisticated terms like paradigm shift, synergy, net-net, form factor, and optics. Others
think that they’re being clever. No doubt that you know the type. (Maybe you’re even
one of them and don’t realize it.) These are the folks who regularly rely upon obscure
acronyms, technobabble, jargon, and buzzwords when plain English would suffice just
fine. They constantly invent new tech-laden words, bastardize others, and turn nouns
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into verbs. They ignore their audiences, oblivious to the context of their words. In other
words, they talk without speaking. If bad business communication is a disease, then the
prevalence of hackneyed and utterly meaningless terms is just one of its major
symptoms. Aside from using confusing language, many corporate folks depend almost
exclusively on a single communications vehicle: e-mail. In the process, they actively
resist new, powerful, and truly collaborative tools specifically designed to make people
work and communicate better. What’s the net effect of this near-pervasive failure to
effectively communicate while at work? The precise monetary figure is impossible to
accurately quantify. At the same time, though, it cannot be overstated. At a minimum,
communication breakdowns are directly responsible for myriad inefficiencies, duplicate
efforts, ineffectual campaigns, project failures, largely avoidable gaffes, internal political
squabbles, and forgone business opportunities. If that seems a bit lofty and abstract,
think about how many misunderstandings could have been averted at your organization
if two colleagues had simply engaged in a five-minute in-person conversation or
videoconference over Skype. Ask yourself how many technical problems could have
been solved with a quick phone call and a simple screen-sharing session. Fortunately,
business communication need not suffer from antiquated tools and a commensurate
mind-set. In Message Not Received, award-winning author Phil Simon demonstrates
how intelligent professionals and organizations are embracing simpler language and
new technologies to communicate in a much more straightforward and effective
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manner. No theoretical text, Simon takes us on a journey, stopping at progressive
companies like Klick Health, Sidecar, and PR 20/20 along the way. Message Not
Received examines how we communicate, use, and often misuse language and
technology at work. It’s high time to reexamine not only what we say while we’re on
the clock, but how we say it.
Effective Technical Communication is designed to serve as a practical guide and useful
resource for scientists, engineers, and researchers. It addresses the need of
practitioners engaged in the exchange of techincal information to effectively share their
ideas with, and make impact on, their peers. The book provides guidelines, technical
conventions, and graphical and visual aids for communicating effectively. It discusses
the use of scientific vocabulary and various forms of writing, starting from simple forms
such as paragraph and precis writing to more advanced forms such as scientific and
engineering reports and papers. Written in an wasy-to-understand style, the text is
supported with numerous illustrative examples. The correct use of language, the dos
and don'ts of communication and the effective use of speech communication have also
been discussed in detail.
Effective Technical Communication is designed to enhance the communication skills for
students pursuing technical courses. This book aims to enable the reader to master all
the four dimensions of communications—listening, speaking, reading and writing. Simple
language, step-by-step approach and practice modules will help students in mastering
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the subject. Salient Features: - New content-Addition of topics like Corporate
Communication, Digital Content Creation, Blogs, Websites, etc. - Learner Oriented
Approach-Simple presentation, step-by-step discussion, use of examples, and the
practice modules will enable students in mastering the subject. - Coverage-Crisp yet to
the point topical coverage. - Phonetics, principles of effective writing, report writing,
developing resume, other business letters and job interview specially the pre-interview
preparation techniques are very useful and effective for the Engineering students. Language-Lucid writing style backed by appropriate examples is easy to understand
compared to other books. - Rich Pedagogy-Learning Objectives, Review Tips, Progress
Checks, and Appendices have been incorporated for thorough understanding
Flatter, more collaborative organizational structures, combined with the pressure to
translate innovative ideas into action quickly, are increasing the need by technical
professionals-such as computer programmers, design specialists, engineers, and R&D
scientists-to expand their repertoire of communication and managerial skills. In this
highly accessible and practical book, Harry Chambers offers a wealth of strategies and
tactics for building these skills, to the benefit of individuals, teams, and companies. In
his trademark shoot-from-the-hip style, Chambers identifies specific real-world
challenges that technical professionals face in the workplace, and offers definitive
guidelines for enhancing their communication skills-from making presentations to giving
and receiving criticism to navigating office politics. Featuring interviews with people in
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the trenches, as well as self-assessment tools and exercises, Effective Communication
Skills will become a valued resource for technical professionals and their colleagues,
trainers, and HR departments in all industries.
This book focuses on the development of communication skills in the context of nontraditional procurement and construction projects. It helps readers to understand the
fundamentals of non-traditional procurement, and highlights the inherent
communication challenges that arise, as well as how to solve them. The book is divided
into four parts, the first of which provides an introduction to communication, discussing
the theoretical concepts and contextual nature of communication as well as its benefits.
The second part goes into more depth, discussing communication in the context of
construction project delivery and non-traditional procurement systems, what these two
terms actually mean, and what effective communication looks like in these contexts.
Part III offers solutions to the inherent challenges of communication, including the use
of information and communications technology, while the book’s fourth and final part
explores the future of construction communication. Given the scope of its content, the
book represents a valuable asset for researchers, professionals and students in the
areas of procurement management and construction management.
Thoroughly updated to discuss the use of tools such as Skype and social media, this
concise volume shows how effective communication—via written text and spoken
presentations—can positively impact project management in professional environments.
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• Maintains the quality of information that has made this text a longtime favorite while
featuring significant updates to encompass current technology • Provides readers with
clear guidelines for designing and writing a wide range of professional documents and
associated communications • Offers effective strategies for solving communications
problems • Includes primary source documents that illustrate the advice given
Effective communication is the most powerful tool a manager can use. This is
especially true for project managers who are tasked with coordinating the efforts of
every project member as well as maintaining an open dialog with senior executives.
Helping professionals achieve a high-level of communications expertise is the goal of
this second edition book and CD-ROM package. The book explains how to energize
projects, create momentum, and achieve success by talking and listening to staff
members. Moreover, it teaches how to effectively communicate project status and
requirements to executive management. The valuable CD-ROM supplies the “tools” to
do the job right… ready-to-use documents, forms, reports, and project templates that
help ensure effective, clear, and consistent communication. This second edition also
includes new changes from A Guide to the Project Management Body of Knowledge
(PMBOK), Fifth Edition, as well as new material on evolving tools such as social media.
As new technology has found its way to the marketplace, simple approaches from
years gone by are modified for cloud-sharing tools, social media, and other
considerations.
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Effective Communication for the Technical Professions is a core text aimed at the firstthrough third-year university and college levels. Using a theoretical and practical
approach, this text is a concise guide to technical communication that helps students
practise critical reading andanalysis skills, technical writing, as well as develop
communication skills employers value. By approaching communication as a human
process that requires not only clarity of purpose, but also a strong sense of audience,
the text is based on the premise that an understanding of basic rhetoricaltheory can
enhance one's practical communication skills.
Safety performance is a complicated issue, particularly in high-hazard environments,
where time and other constraints can be amplified, and result in numerous impacts.
From an organizational and business perspective, safety and production/performance
are often seen as competing goals. When production is increased, safety defenses and
barriers frequently decrease, and when programs are developed in an effort to improve
safety, employees may be unable to meet production goals within the safety
constraints. Team Leadership in High-Hazard Environments recognizes these
difficulties and constraints and proposes an approach to safety leadership in which
safety and organizational performance are inextricably linked; one that addresses
safety from both the systems and human factors perspectives. To that end, Randy
Cadieux introduces the nine essential components to team leadership. By studying
these areas and using the information in each chapter, organizational leaders,
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managers, and supervisors will gain an understanding of key factors that will help them
design, develop, and implement team training programs that improve the way
employees work together and the way they mitigate hazards. Additionally, the book
describes how work systems and work environments may be designed or shaped so
that teams are placed in a position to do their optimal work, maximizing the potential for
human and team performance. This is an important book that draws on techniques and
models developed from Crew Resource Management, human factors, risk
management, as well as more traditional HR management disciplines.
"This open textbook is designed to introduce readers to the basics of professional
communications in technical fields: audience and task analysis in workplace contexts,
clear and concise communications style, effective document design, teamwork and
collaboration, and fundamental research skills"--BC Campus website.
This unique volume is the first to go beyond the theory of team dynamics and project
management to present real world applications and practical techniques for building
successful high-performance project teams.
Intended to enhance treatment providers' knowledge concerning people who have a physical
or cognitive disability in addition to their substance use disorder. Explains the issues involved
in treating people with coexisting disabilities. Discusses how to screen for coexisting disabilities
& how to adapt substance use disorder screenings for clients who have a disability. Discusses
treatment planning & counseling, & how treatment can be modified to meet the particular
needs of people with coexisting disabilities. Discusses forming linkages with other service
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providers, & the proper language to use when referring to people with disabilities.
Supplying a breadth and depth of coverage beyond that found in most traditional texts,
Introduction to Human Factors and Ergonomics for Engineers, Second Edition presents and
integrates important methods and tools used in the fields of Industrial Engineering, Human
Factors and Ergonomics to design and improve jobs, tasks and products. It presents these
topics with a practical, applied orientation suitable for engineering undergraduate students.
See What’s New in the Second Edition: Revised order of chapters to group together topics
related to the physical and cognitive aspects of human-integrated systems Substantially
updated material emphasizes the design of products people work with, tasks or jobs people
perform, and environments in which people live The book has sufficient material to be used in
its entirety for a two semester sequence of classes, or in part for a single semester course,
focusing on selected topics covered in the text. The authors provide a set of guidelines and
principles for the design and analysis of human-integrated systems and highlights their
application to industry and service systems. It addresses the topics of human factors, work
measurement and methods improvement, and product design an approachable style. The
common thread throughout the book is on how better "human factors" can lead to improved
safety, comfort, enjoyment, acceptance, and effectiveness in all application arenas. Packed
with cases studies and examples, readers can use well beyond the classroom and into their
professional lives.
Annotation An engineer with experience in the automotive and chemical process industries,
Budinski has compiled material he used to train new engineers and technicians in an attempt
to get his co-workers to document their work in a reasonable manner. He does not focus on
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the mechanics of the English language, but on the types of documents that an average
technical person will encounter in business, government, or industry. He also thinks that
students with no technical background should be able to benefit from the tutorial. c. Book News
Inc
Technical Support Essentials is a book about the many facets of technical support. It attempts
to provide a wide array of topics to serve as points of improvement, discussion, or simply
topics that you might want to learn. The topics range from good work habits to the way
technical support groups establish their own style of work. This book applies theories, models,
and concepts synthesized from existing research in other fields—such as management,
economics, leadership, and psychology—and connects them to technical support. The goal is to
build on the work of others and allow their success to evolve the profession. The book’s broad
perspective looks at proven practices, legal issues, dealing with customers, utilizing resources,
and an array of other topics of interest to tech support professionals.
Effective Communication for the Technical ProfessionsOxford University Press, USA
Engineers must possess a range of business communication skills that enable them to
effectively communicate the purpose and relevance of their idea, process, or technical design.
This unique business communication text is packed with practical advice that will improve your
ability to— Market ideas Write proposals Generate enthusiasm for research Deliver
presentations Explain a design Organize a project team Coordinate meetings Create technical
reports and specifications Focusing on the three critical communication needs of engineering
professionals—speaking, writing, and listening—the book delineates critical communication
strategies required in many group settings and work situations. It demonstrates how to
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integrate a marketing strategy into every facet of engineering communication, from
presentations, visual aids, proposals, and technical reports to e-mail and phone calls. Using
situational examples, the book also illustrates how to use computers, graphics, and other
engineering tools to effectively communicate with other engineers and managers.
Effective communication on projects is a challenging, ongoing process for project managers
and stakeholders at all levels within an organization. Project managers experience the greatest
challenge due to the nature of their position. They set up and regulate communications that
support a project overall. Effective Communications for Project Management examines
elements of effective communications and describes the role that a Project Management
Information System (PMIS) has in helping project managers become better communicators.
Based on the author’s practical experience and insight as a project and program manager, the
book describes the role of personaltiy and its effect on the communications process. It also
details the seven elements of effective communications: Applying active and effective listening
Preparing the communications and establishing an issues management process Drafting and
publishing documentation Conducting meetings Giving effective presentations Developing and
deploying a project website Building a project war room Containing examples and checklists
that are adaptable to almost any project environment, this book is an invaluable resource that
not only demonstrates how to attain effective communications, but also how communications
can effect a project’s bottom line.
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