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Strengthen your business communication skills with the streamlined presentation and
unparalleled learning resources found only in the award-winning ESSENTIALS OF BUSINESS
COMMUNICATION, 10E. This unique four-in-one learning package includes an authoritative
text, practical workbook, grammar/mechanics handbook at the end of the book, and premium
Web site. You learn basic writing skills and then apply these skills to a variety of e-mails,
memos, letters, reports, and resumes. Realistic, updated model documents and new exercises
and activities introduce the latest business communication practices. Extraordinary print and
exercises help you build confidence as you review grammar, punctuation, and writing
guidelines. You'll find increased coverage of professional social media communication,
electronic messages and digital media. Innovative technology resources, including MindTap™,
Aplia™, and Write Experience, help you refine the business communication skills essential for
workplace success.
With an emphasis on written and oral communication skills in our technologically enhanced
workplace, the ninth Canadian edition of Essentials of Business Communication is designed to
help students gain confidence in their communication skills, better preparing them for both their
academic career and beyond. Our complete learning package is supported by three
components: a textbook, an integrated workbook, and MindTap, our online digital platform.
Within our complete solution, we provide students with the instruction and guidance to
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understand how important and necessary strong communication skills are for success in one's
career. Using real-life business examples, we bring the instruction to life and allow students to
immerse themselves in an experiential learning environment. For instructors, we have a welldeveloped and curated site of additional resources that are built to support any course using
our learning resources. Guffey, Loewy, Almonte: your authoritative and trusted brand in
Business Communication!
Dr. Mary Ellen Guffey's BUSINESS ENGLISH, 10th Edition, makes students into successful
communicators in any business arena with its proven grammar instruction and supporting intext and online resources. The market leader in grammar and mechanics since its first
publication, BUSINESS ENGLISH uses a three-tiered approach to break topics into
manageable units, and give you flexibility in planning your course. Important Notice: Media
content referenced within the product description or the product text may not be available in
the ebook version.
BUSINESS COMMUNICATION: PROCESS AND PRODUCT, 8e, is designed to prepare
students for success in today's digital workplace. The textbook presents the basics of
communicating in the workplace, using social media in a professional environment, working in
teams, becoming a good listener, and presenting individual and team presentations. Authors
Mary Ellen Guffey and Dana Loewy also offer a wealth of ideas for writing resumes and cover
letters, participating in interviews, and completing follow-up activities. Optional grammar
coverage in each chapter, including a comprehensive grammar guide in the end-of-book
appendix, helps students improve their English language skills. Important Notice: Media
content referenced within the product description or the product text may not be available in
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the ebook version.
BUSINESS COMMUNICATION: PROCESS AND PRODUCT, 9E prepares readers for
success in today's digital workplace. This book introduces the basics of communicating
effectively in the workplace, using social media in a professional environment, working in
teams, becoming a good listener, and developing individual and team presentations. Authors
Mary Ellen Guffey and Dana Loewy also offer a wealth of ideas for writing resumes and cover
letters, participating in interviews, and completing follow-up activities. Optional grammar
coverage in each chapter, including a comprehensive grammar guide in the end-of-book
appendix, helps readers improve critical English language skills. Important Notice: Media
content referenced within the product description or the product text may not be available in
the ebook version.
Ensure you are job-ready with the number one choice in the field -- Guffey/Lowey's
ESSENTIALS OF BUSINESS COMMUNICATION, 11E. In a time when writing and
communication skills rank high on recruiters’ wish lists, this tried-and-true book helps you
develop job-readiness for the 21st century. ESSENTIALS highlights best practices and
strategies backed by leading-edge research to strengthen professionalism, expert writing
techniques, workplace digital savvy and resume-building skills. Learn how writing is central to
business success, regardless of the communication channel. ESSENTIALS discusses best
practices for social media and mobile technology while equipping you with critical skills using
grammar exercises, documents for editing and grammar practice other books don't offer.
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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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.
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 fourin-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 awardwinning 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
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referenced within the product description or the product text may not be available in the ebook
version.
Stay on top of current and breaking news through The New York Times Guide-collections of
the best business related articles from The New York Times. The New York Times Guides are
more than just printed collection of articles. By purchasing this guide, you also gain password
access to an On-line collection of the most current and relevant The New York Times articles
that are continually posted as news breaks. Also included are articles from CyberTimes, the
online technology section of The New York Times on the Web. The pedagogy included in
these guides allows for integration into any course.
Business Communication: Process and Product introduces a unique teaching/learning
package that solves a major problem for instructors and students today. It provides the
atmosphere of an exciting real-life business environment for business communication -without sacrificing sound pedagogy. This means that students experience the enrichment of
real people and real business situations while at the same time learning a hands-on process
that they can carry with them to apply long after they leave the classroom...Business
Communication: Process and Product takes students inside some of the countryUs best-run
and most respected organizations, such as Liz Claiborne, Ben & JerryUs, American Airlines,
Bank of America, and Walt Disney Imagineering. More importantly, though, it balances this
exposure with a well-developed and consistently applied process approach to communication.
Students need more than real business settings in which to frame their learning. They need a
process that outlines specific steps to follow in solving future communication problems, a
tangible strategy they can apply in their careers. In addition to a process, we provide ample
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products of that process.
Never HIGHLIGHT a Book Again! Includes all testable terms, concepts, persons, places, and
events. Cram101 Just the FACTS101 studyguides gives all of the outlines, highlights, and
quizzes for your textbook with optional online comprehensive practice tests. Only Cram101 is
Textbook Specific. Accompanies: 9781285094069 . This item is printed on demand.
Never HIGHLIGHT a Book Again! Virtually all of the testable terms, concepts, persons, places,
and events from the textbook are included. Cram101 Just the FACTS101 studyguides give all
of the outlines, highlights, notes, and quizzes for your textbook with optional online
comprehensive practice tests. Only Cram101 is Textbook Specific. Accompanys:
9780324311907 9780324223040 9780324403510 9780324370553.
Never HIGHLIGHT a Book Again! Virtually all of the testable terms, concepts, persons, places,
and events from the textbook are included. Cram101 Just the FACTS101 studyguides give all
of the outlines, highlights, notes, and quizzes for your textbook with optional online
comprehensive practice tests. Only Cram101 is Textbook Specific. Accompanys:
9781111802066 .
Never HIGHLIGHT a Book Again Includes all testable terms, concepts, persons, places, and
events. Cram101 Just the FACTS101 studyguides gives all of the outlines, highlights, and
quizzes for your textbook with optional online comprehensive practice tests. Only Cram101 is
Textbook Specific. Accompanies: 9780872893795. This item is printed on demand.
Business Communication: Process and Product offers the most up-to-date and best
researched text on the market. The 5th brief edition includes new, interactive student
resources and comprehensive coverage of workplace technology. This innovative coverage
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enhances the hallmark features of this textbook: the 3-x-3 writing process, three-part case
studies, abundant use of model documents, and complete coverage in a 16-chapter textbook
while retaining unparalleled teaching resources to help instructors plan and manage their
courses. The fifth edition is available with MindTap which offers a clear online path to success
for business communication students, so whether your course is in-person, hybrid, or fully
online Business Communication: Process & Product has a solution for you.
This Answer Key provides answers and solutions from the book authors for you to check your
work immediately.
Business Communication: Process & ProductCengage Learning
Business Communication: Process and Product takes students through a well-developed,
consistently applied process approach to communication and combines it with integrated,
hands-on application of current and emerging business technologies. Students learn a process
for solving future communication problems, and how to use Internet and electronic media to
deliver their message, resulting in a tangible communication strategy they can use throughout
their careers. In addition, the text provides ample products of that process in the form of
business document examples.
Interested in making your skills future-ready and recession-proof? Guffey/Loewy's best-selling
BUSINESS COMMUNICATION: PROCESS AND PRODUCT, 10E, can help. This awardwinning book with the latest content guides you in developing communication competencies
most important for professional success in today's hyper-connected digital age. Refine the
skills that employers value most, such as superior writing, speaking, presentation, critical
thinking and teamwork skills. Two updated employment chapters offer tips for a labor market
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that is more competitive, mobile and technology-driven than ever before. Based on interviews
with successful practitioners and extensive research into the latest trends, technologies and
practices, this edition offers synthesized advice on building your personal brand, using
LinkedIn effectively and resume writing. A signature 3-x-3 writing process, meaningful
assignments and focused practice further equip you with the communication skills to stand out
in business today. 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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