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The best-selling legal skills textbook in the market, Legal Skills is the essential guide for law students, encompassing all the
academic and practical skills in one manageable volume.
The Penguin Writers' Guides series provides authoritative, succinct and easy-to-follow guidance on specific aspects of written
English. Whether you need to brush up your skills or get to grips with something for the first time, these invaluable Guides will help
you find the best way to get your message across clearly and effectively. This practical one-stop guide explains all the punctuation
marks you are ever likely to encounter - and gives advice for writing on computer, such as the use of italics and boldface type.
From apostrophes to accents, it shows you which marks to use and where to put them in a sentence, with helpful examples of
correct and incorrect use. Ideal for both quick reference and in-depth browsing, the guide provides all the tips and techniques you
will need for accurate punctuation.
A linguist with attitude, R. L. Trask was a steadfast soldier in the never-ending War of Words, fighting the good fight for standard
written English. Revered for its insight and legendary for its "cheek," Trask's Mind the Gaffe! is an indispensable guidebook for
wordsmiths and language mavens of every stripe, providing safe passage through the ubiquitous minefields of improper usage.
Artiste: This pretentious word . . . commonly means "fraud pretending to be an artist." Don't use it unless you mean to be insulting.
Amoral, Immoral: An amoral person is one who does not know the difference between right and wrong. An immoral person knows
the difference but does wrong anyway. Reaction: A reaction is a sudden and spontaneous response to a stimulus, such as
jumping, shrieking, or fainting. The word is not properly used as a fancy word for any kind of considered response. If you circulate
a policy document, you can ask others for their opinions, or for their criticisms, but do not ask them for their reactions unless you
hope to hear responses like "I burst into uncontrollable laughter."
"It’s .... an excellent piece of work which will help anyone who is prepared to learnabout the most effective manner of organising
and presenting information". Roy Johnson 2009Mantex Information Design "... this is one of the best handbooks on how to
manage continuously the handling of informationthroughout the whole process of formulating initial hypothesis towards the
endproduct – the dissertation..." Simonas Daukantas Vilnius Information Research August 2009 "This is a very engaging book on
research that, unusually, covers the neglected but strategically important information and knowledge aspects of the research
process, including writing, designing and dissemination. It is also unusual in that the authorstalk personally to the reader (lots of
practical advice offered), and for the 'real conversations' it furnishes from practising and recent researchers. It makes a
verywelcome change from those stereotypical research methods books that seem only ever to tell you what you already knew in a
remote, formalistic and repetitive fashion. By contrast this book is fresh, interesting, fills a real gap in the research literature and
the authors' passion for quality research is there for everyone to see." Professor David Nicholas, Director, School of Library,
Archive and Information Studies, and UCL Centre for Publishing, University College London. "I was delighted when I discovered
this treasury of useful advice and insight, and I recommend it to my research students. The book is based on interviews with real
research students (who are quoted at length), so it offers the solidarity of a shared experience, not just a lecture. The authors
understand the difficulties that students face as they try to organize their thoughts, their time, and the inevitable mountain of data
and references. They demonstrate the power of diagramming and clear typography in their own writing and their graphic
techniques are powerful ways to organize the processes of thinking and writing. The resulting clarity will also delight supervisors
and examiners." Rob Waller, Professor of Information Design, Department of Typography and Graphic Communication, University
of Reading. You can't do research of any kind without doing two things: 1 Finding and organizing relevant information 2
Transforming it into the end product on which your research will be judged and rewarded (or not!) Yet realistic and detailed
guidance on these vital activities is in short supply. The authors' unique design approach shows how the two are related and how
they can support each other throughout research. New features in this completely rewritten and re-designed edition include:
Stories from the experience of researchers Typographical page layout templates for each part of a dissertation 'Tips, time-savers
and troubleshooting' for dissertation writers
Aimed at students wishing to improve their writing skills, this guide deals with the key basics of grammar, punctuation and spelling
while also showing students how to construct a sentence, how to build a paragraph and how to structure an essay. This third
edition includes an expanded 'Spot the Mistake' section.
Whether responding to tender from a potential client or pitching a new IT project to the Board, a well-written proposal can be the
difference between success and failure. IT Project Proposals: Writing to Win can help you to create high quality, persuasive
proposals that will stand out from the crowd. The author explains how to determine the reader's basis of decision and the writer's
unique selling points. It discusses the structuring of documents, the secrets behind persuasive writing, and the basic grammar and
punctuation rules that will prevent writers from destroying a good argument through bad presentation. Case studies and numerous
examples show how the techniques described can be used in real-life situations. The book also introduces an automated
questionnaire allowing any IT proposal to be reviewed and rated. Written for IT managers, consultants and anyone else producing
internal or commercial proposals promoting software products or services.
Wilbur, the pig, is saddened when he learns he is destined to be the farmer's Christmas dinner. After some discussion, Charlotte, his spider
friend, decides to help Wilbur.
This book is aimed at students from all disciplines undertaking research projects for the first time. Unusually for a book of this kind it also
deals with the design issues involved in presenting information.
What really goes on inside a sentence? What is your subject, and where is your verb, and what is its tense, and where is your modifier, and
why does it matter? Where do you need a comma, and where do you not? Why are dashes and semicolons so misunderstood? When is it
which and when is it that? In The Little Green Grammar Book, Mark Tredinnick asks and answers the tough grammar questions - big and
small - with the same verve and authority readers encountered in The Little Red Writing Book. The Little Green Grammar Book does for
grammar what The Little Red Writing Book did for style. It will have you writing like a writer in no time.
The Penguin Guide to PunctuationPenguin UK
English is increasingly becoming the world's lingua franca. If we are not native speakers of one of the many varieties of English, then we may
be students of English, or use English regularly for academic or business purposes. The English Language series, which is international in
focus, aims to synthesize the wealth of existing linguistic research both on and in English. Each volume in the series is designed to present
these findings in an accessible, enlightening and entertaining way not only to students of English linguistics but to learners and users of
English across the globe. The English Writing System describes how writing is not simply ancillary to other aspects of language but vitally
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important to almost everything we do, from signing our wills to sending a text message. This book discusses the mechanics of the writing
systems of English; the different ways people process words on a page and the mistakes they can make; how children and second language
learners acquire these systems; the historical development of the language and the progress of writing technology: in short, the effectiveness
of the writing systems of English. Combining an academic perspective from linguistics and psychology with insights into everyday spelling
mistakes, The English Writing System will interest students and teachers of linguistics, literature, the English language, psychology and
education.
The Routledge Handbook of the English Writing System provides a comprehensive account of the English writing system, both in its current
iteration and highlighting the developing trends that will influence its future. Twenty-nine chapters written by specialists from around the world
cover core linguistic and psychological aspects, and also include areas from other disciplines such as typography and computer-mediated
communication. Divided into five parts, the volume encompasses a wide range of approaches and addresses issues in the following areas:
theory and the English writing system, discussing the effects of etymology and phonology; the history of the English writing system from its
earliest development, including spelling, pronunciation and typography; the acquisition and teaching of writing, with discussions of literacy
issues and dyslexia; English writing in use around the world, both in the UK and America, and also across Europe and Japan; computermediated communication and developments in writing online and on social media. The Routledge Handbook of the English Writing System is
essential reading for researchers and postgraduate students working in this area.

The Penguin Writers' Guides series provides authoritative, succinct and easy-to-follow guidance on specific aspects of
written English. Whether you need to brush up your skills or get to grips with something for the first time, these invaluable
Guides will help you find the best way to get your message across clearly and effectively. Many of us are spending more
and more time using emails, especially at work. This practical guide steers you through all the basics and 'netiquette' of
emailing strangers, business contacts and colleagues: from setting up an email account, presentation and formatting of
your emails to how to avoid offensive blunders and the legal issues surrounding this kind of writing. It offers
indispensable guidance for simple and direct writing - including cultural differences, appropriate language and common
pitfalls - so that your emails give the best possible impression.
The Penguin Guide to Punctuation is indispensable for anyone who needs to get to grips with using punctuation in their
written work. Whether you are puzzled by colons and semicolons, unsure of where commas should go or baffled by
apostrophes, this jargon-free, succinct guide is for you.
This no-nonsense book translates mathematics education research-based insights into practical advice for a student
audience. It covers every aspect of studying for a mathematics major, from the most abstract intellectual challenges to
the everyday business of interacting with lecturers and making good use of study time.
Encourages readers to use language that the intended audience will understand. It provides practical advice on plain
speaking and writing techniques and explanations of common NHS jargon, with alternatives.
Many students set out in further and higher education with little grounding in the skills required for academic writing. This
practical guide will give students a command of grammar, spelling and punctuation, enabling them to improve the quality
and accuracy of their writing. Good Grammar for Students includes: the basics of English grammar - how sentences are
structured help with spelling and punctuation tips on avoiding the most common mistakes and pitfalls advice on how
students can improve their writing in essays, reports and projects. The book is packed with examples to illustrate points
and highlight good and bad practice, and contains handy tips and student exercises. An indispensable companion for
undergraduate students on any Social Science, Humanities or Arts degree course, Good Grammar for Students is also
an ideal text for Study Skills modules at first year undergraduate level across the social sciences. SAGE Study Skills are
essential study guides for students of all levels. From how to write great essays and succeeding at university, to writing
your undergraduate dissertation and doing postgraduate research, SAGE Study Skills help you get the best from your
time at university. Visit the SAGE Study Skills website for tips, quizzes and videos on study success!
Can anything be described as 'very real'? There are so many obstacles on the way to writing clear, precise ('accurate'?)
English ('english'?) that it is a wonder ('wander'?) anyone ('any one' or 'anyone'?) can be understood. Fortunately, all
those who have ever feared being shown up by using one of the twenty worst words and phrases to be avoided at all
costs, or confusing the complex with the complicated, can now relax and even enjoy a trouble-shooting guide to good
writing. Trask's wonderfully readable and authoritative book adjudicates on hundreds of contentious issues from
politically correct language to whether to write 'napkin' or 'serviette'.
Simplified Chinese edition of a New York Times bestseller and the Pulitzer Prize-winning book ANGELA'S ASHES: A Memoir (Part
1 of 3) by Frank McCourt. Despite extreme poverty and desperation of his childhood McCourt recounts his early age in an affecting
and uplifting voice in this luminous memoir. In Simplified Chinese. Distributed by Tsai Fong Books, Inc.
With usage notes including details of common pitfalls and how to avoid them, the author presents the reader with advice on how to
write essays, letters, speeches and CVs. This book is a complete guide to every aspect of the art of writing.
Whether you are writing a proposal, a report, a presentation or an email, this book will show you how to write to persuade staff,
colleagues, board directors and customers. The Financial Times Essential Guide to Business Writing demonstrates how your
choice of language can influence your reader. It gives you clear examples to show you the dos and don'ts of successful business
writing and essential tips that are proven to make your writing more effective. It shows you how to write for different audiences and
in different media using style, structure and the psychology of language to your advantage. It also gives you the writing secrets
used by the world's best advertising writers, which you can use to great effect in your own business writing.
Should I say "He is taller than I" or "He is taller than me?" Do you spell it "blond" or "blonde"? If you’ve ever been stopped in your
tracks by questions like these, then this book is for you. A complete pocket guide to the ins and outs of everyday English, The
Basics of English Usage will tell you all you need to know about such topics as: correct spelling good grammar and style
punctuation and how to use it problem words that everyone gets wrong. Including guides to further reading and online resources,
The Basics of English Usage is an indispensable survival guide for anyone wanting to improve their writing and communication.
This no-nonsense book translates mathematics education research-based insights into practical advice for a student audience. It
covers every aspect of studying for a mathematics degree, from the most abstract intellectual challenges to the everyday business
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of interacting with lecturers and making good use of study time.
Literacy for QTLS is written specifically with the needs of all those training to teach or currently working in the lifelong learning
sector in mind. This highly practical and easy-to-use text will help you identify your areas of strength and weakness, develop your
knowledge and skills in order to pass the national literacy test and adopt strategies that you can use to support the language and
literacy skills of your own learners. Packed with test-your-knowledge questions, examples and recommendations for best practice,
this book, closely linked to the QTLS standards, is essential reading for all those needing to ensure that their level of literacy and
language is in line with the minimum core requirements.The text is accompanied by a Companion Website at
www.pearsoned.co.uk/hickey, providing an electronic version of the self-audit sections, downloadable templates and additional
resources.

This book takes students through the practical steps of how to take notes, how to check them and supplement them from
other reference materials and how to produce a relevant, accurate, concise and professional document from those notes.
Punctuation can make all the difference between a good piece of writing and a superb piece of writing. In The Art of
Punctuation, Noah Lukeman explores and demystifies each punctuation mark in turn. From the punchiness of the full
stop to the unacknowledged flexibility of the question mark, the manifold powers of punctuation are revealed in this
practical yet engaging guide. All kinds of writers will find invaluable tips to help improve their clarity of thinking and
expression of ideas. The Art of Punctuation will teach writers how to use punctuation to the greatest effect, regardless of
the context in which they are writing. Real examples from all types of well-known writers past and present are used to
illustrate specific points. Each chapter also contains practical exercises to help writers get to grips with their own writing
following the advice given in the book, making it ideal of use alongside creative writing courses and for teachers. Written
by a well-known and respected author of books on creative writing, The Art of Punctuation is the essential guide to using
punctuation creatively and effectively.
This is a succinct guide to the grammatical laws and idiosyncrasmies that govern the English language. It focuses on
current usage.
This book brings together papers dealing with essential issues in applied linguistics and multilingualism that have been
contributed by leading figures in these two fields and present state-of-the-art developments in theory and research. The
first part includes articles touching on various aspects of multiple-language acquisition, with a particular emphasis on the
role of affordances, the interfaces between language and thought, and factors influencing the process of language
learning. Part Two deals with individual variations in the acquisition of additional languages, focusing in particular on the
impact of such variables as age, aptitude, motivation and learning deficits. Finally, Part Three presents contributions
illuminating key issues in the acquisition of different subsystems and skills, such as grammar, phonology, lexis and
writing systems. Thanks to the diversity of perspectives on applied linguistics and multilingualism, as well as the cuttingedge nature of some of the proposals, this edited collection will be an important reference work and a source of
inspiration for theorists and researchers.
Criminology Skills covers both criminological study skills and research skills in one volume, giving you the skills you need
to succeed in the study of criminology. A three-part structure covers finding source materials, academic skills, study
skills, and research methodology, guiding you through a range of skills and methods which you will need to practise and
demonstrate in your degree. Topics covered include finding and evaluating criminological resources, referencing and
avoiding plagiarism, preparing for exams, planning a research project, data analysis and much more. Criminology Skills
first helps you to establish a strong and comprehensive skills foundation before building to a more advanced level,
increasing your competence and confidence with which to approach projects. The text is accompanied by an innovative
and dynamic Online Resource Centre which includes practical exercises, animated walk-throughs showing how to use
online databases, and activities to help test your understanding of ethical considerations and of the differences between
quantitative and qualitative research methods.
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