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As the first book ever published for public administration statistics courses,
APPLIED STATISTICS FOR PUBLIC AND NONPROFIT ADMINISTRATION
makes a difficult subject accessible to students and practitioners of public
administration and to non-profit studies who have little background in statistics or
research methods. Steeped in experience and practice, this landmark text
remains the first and best in research methods and statistics for students and
practitioners in public-and nonprofit-administration. All statistical techniques used
by public administration professionals are covered, and all examples in the text
relate to public administration and the nonprofit sector. Avoiding jargon and
formula, this text uses a step-by-step approach that facilitates student learning.
Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
FOUNDATIONS OF LEGAL RESEARCH AND WRITING, Fifth Edition is the
ideal resource for paralegals. The book's up-to-the-minute coverage tackles the
ever-evolving areas of computer-assisted research and Cyber law, in addition to
traditional legal research, analysis, and writing. Extensive research chapters
address primary and secondary sources, citating, Lexis/Nexis, the Internet, and
more, while writing sections center on drafting client opinion letters, pleadings,
contracts, office memos, memoranda of law, and appellate briefs. Every chapter
gives you practice writing opportunities, as well as traditional and computerassisted research assignments to help develop your skills. Detailed case
excerpts, samples, tips, and discussions further support the assignments, and
illustrate the many perils of inadequate research and poor legal writing. Readers
everywhere agree that FOUNDATIONS OF LEGAL RESEARCH AND WRITING,
Fifth Edition delivers the concepts you need for success in the most demanding
law firms and legal departments today. Important Notice: Media content
referenced within the product description or the product text may not be available
in the ebook version.
Never before has teaching the critical state-specific material that your paralegal
students need to know been easier or more organized! A truly innovative
resource, The New York Paralegal contains the information, documents, and
resources essential to paralegal students who will be working in New York State,
thus eliminating the need for instructors to gather this material piecemeal.
Instead, this book does it all for you by compiling all of this information into a
single, handy resource. Coverage includes an overview of the paralegal
profession, ethics, the legal system, research, and even a comprehensive legal
dictionary - all as they pertain to New York State laws and statutes. With all of
this vital content provided in such a user-friendly format, students will find this an
invaluable reference throughout their academic and professional careers. And
instructors will find that they can spend less time preparing to teach and more
time teaching. Important Notice: Media content referenced within the product
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description or the product text may not be available in the ebook version.
This fifth edition of THE CONCISE CENGAGE HANDBOOK provides up-to-date,
realistic advice for today's digital-age students. Instructors and students alike will
find it clearly written, thorough, easy to navigate, and indispensable for use in
college courses and beyond. As the authors of several composition handbooks,
Kirszner and Mandell are consistently praised for their instinct for teaching,
clarity, and student-friendliness, successfully bringing their student-centered
approach to their discussion of writing. This edition has been updated to reflect
guidelines from the 2016 MLA HANDBOOK, Eighth Edition. Important Notice:
Media content referenced within the product description or the product text may
not be available in the ebook version.
Packed with essential forms, letters, charts, and checklists, this easy-to-use kit
offers solutions for virtually any leadership or administrative challenge that
elementary school principals commonly face.
THE BRIEF CENGAGE HANDBOOK, 8th Edition, provides students with
extensive coverage of rhetorical concerns, the writing and research process,
composing in digital environments and in various genres, and other topics
essential for 21st century student writers. This versatile and proven text is a
uniquely effective guide to help students develop the critical thinking, reading,
and writing skills they need to become successful communicators in college and
beyond. Experienced teachers and collaborative writing partners throughout their
careers, Kirszner and Mandell bring an in-the-trenches pragmatic understanding
of instructor and student needs to every page of this edition. Each student text is
packaged with a free Cengage Essential Reference Card to the MLA
HANDBOOK, Eighth Edition. Important Notice: Media content referenced within
the product description or the product text may not be available in the ebook
version.
Tips and techniques to build interactive learning into lecture classes Have you ever looked out
across your students only to find them staring at their computers or smartphones rather than
listening attentively to you? Have you ever wondered what you could do to encourage students
to resist distractions and focus on the information you are presenting? Have you ever wished
you could help students become active learners as they listen to you lecture? Interactive
Lecturing is designed to help faculty members more effectively lecture. This practical resource
addresses such pertinent questions as, “How can lecture presentations be more engaging?”
“How can we help students learn actively during lecture instead of just sitting and passively
listening the entire time?” Renowned authors Elizabeth F. Barkley and Claire H. Major provide
practical tips on creating and delivering engaging lectures as well as concrete techniques to
help teachers ensure students are active and fully engaged participants in the learning process
before, during, and after lecture presentations. Research shows that most college faculty still
rely predominantly on traditional lectures as their preferred teaching technique. However,
research also underscores the fact that more students fail lecture-based courses than classes
with active learning components. Interactive Lecturing combines engaging presentation tips
with active learning techniques specifically chosen to help students learn as they listen to a
lecture. It is a proven teaching and learning strategy that can be readily incorporated into every
teacher’s methods. In addition to providing a synthesis of relevant, contemporary research
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and theory on lecturing as it relates to teaching and learning, this book features 53 tips on how
to deliver engaging presentations and 32 techniques you can assign students to do to support
their learning during your lecture. The tips and techniques can be used across instructional
methods and academic disciplines both onsite (including small lectures and large lecture halls)
as well as in online courses. This book is a focused, up-to-date resource that draws on
collective wisdom from scholarship and practice. It will become a well-used and welcome
addition for everyone dedicated to effective teaching in higher education.
Management Strategies in Athletic Training, Fifth Edition, prepares students and athletic
trainers to address the many administrative and managerial challenges they will face in an
increasingly complex and changing health care environment.
Handbook for Grants AssistantsEffective Tech CommunicationTata McGraw-Hill Education
A superb historical analysis of the philosophical and technological forces that led to the
development of communication genres and processes in the modern American corporation.
This handbook is THE go-to-guide for every kind of writing. With practical advice on topics
ranging from writing effective essays, paragraphs, and sentences to documenting sources and
writing in a digital environment, THE CONCISE WADSWORTH HANDBOOK, Fourth Edition, is
an essential tool. The handbook's numerous features--including checklists, Close-up boxes,
Grammar Checker boxes, and marginal cross-references--are valuable navigational tools that
will help you understand and apply important concepts to your writing. And, numerous
exercises throughout the text allow you to practice at each stage of the writing, revising, and
editing processes. Available with InfoTrac Student Collections http://gocengage.com/infotrac.
Important Notice: Media content referenced within the product description or the product text
may not be available in the ebook version.
This text book focuses on helping the students to develop skills in all the four dimensions of
communication, namely listening, speaking, reading, and writing. While maintaining a practiceoriented approach, the book also provides a comprehensive review of the principles of
technical communication. Simple presentation, step-by-step discussion, use of examples, and
the practice modules will help students in mastering the subject.

Management Strategies in Athletic Training, Fourth Edition, helps current and future
athletic trainers deal creatively with the management challenges they will face on the
job. Like the previous editions, the fourth edition uses a unique case-study approach in
teaching students the theories of organization and administration and their applications
to real-world situations in the profession of athletic training. The text, part of Human
Kinetics’ Athletic Training Education Series, is an excellent resource for building
comprehensive knowledge of management theory as well as the problem-solving skills
to put it to practical use. The book’s organization strategies can also be applied beyond
athletic training to a variety of fields related to sports medicine, making it a valuable
resource for any sports medicine professional. Management Strategies in Athletic
Training, Fourth Edition, has been significantly improved to align with the Health Care
Administration portion of the National Athletic Trainers’ Association (NATA) Role
Delineation Study. With extensive updates and new information, the fourth edition
emphasizes the practice of evidence-based medicine and offers 18 new sections of
material that include the following: •Health care financial management •Injury
surveillance systems •Advances in patient charting •Cultural awareness •Marketing a
sports medicine practice •OSHA requirements for health care facilities Designed to
encourage critical thinking, the fourth edition of Management Strategies in Athletic
Training opens and closes each chapter with realistic and fascinating case studies
presenting real-world dilemmas faced by athletic trainers. A series of questions at the
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end of these scenarios challenge students to analyze and apply the principles in the
chapters to solve the hypothetical situations and ultimately prepare them for the kinds
of problems they will face from day to day as professionals. To support learning, the
text includes tools such as chapter objectives, key terms, and review statements as well
as sample administrative forms that readers can both study and adapt to their own work
situations. Special elements and appendixes provide direction for deeper study by
referring students to Internet resources, other Athletic TrainingEducation Series texts,
sample forms for analysis of athletic training programs, and material on regulations and
ethics in athletic training. In addition, the fourth edition covers new material that
students will find helpful as they embark on their athletic training careers, such as
compensation, tips for finding a job, and negotiating skills for accepting a job. For
instructors, an ancillary package consisting of an instructor guide, test bank, and new
image bank will aid in course development. Loaded with additional case studies, course
projects, chapter worksheets, and a sample course syllabus, these materials can be
used for organizing classes, testing students’ knowledge, and creating exciting learning
experiences.
This seventh edition of THE POCKET CENGAGE HANDBOOK provides up-to-date,
realistic advice for today's digital-age students. Instructors and students alike will find it
clearly written, thorough, easy to navigate, and indispensable for use in college courses
and beyond. As the authors of several composition handbooks, Kirszner and Mandell
are consistently praised for their instinct for teaching, clarity, and student-friendliness,
successfully bringing their student-centered approach to their discussion of writing. This
edition has been updated to reflect guidelines from the 2016 MLA Handbook, Eighth
Edition. Important Notice: Media content referenced within the product description or
the product text may not be available in the ebook version.
The Understanding Research series focuses on the process of writing up social
research. The series is broken down into three categories: Understanding Statistics,
Understanding Measurement, and Understanding Qualitative Research. The books
provide researchers with guides to understanding, writing, and evaluating social
research. Each volume demonstrates how research should be represented, including
how to write up the methodology as well as the research findings. Each volume also
reviews how to appropriately evaluate published research. Research that occurs in the
context of emergencies and disasters requires attention to challenging contexts and
circumstances. Qualitative Disaster Research walks readers through the ways in which
those contexts can be managed to produce careful, rigorous, and scholarly work. Each
chapter provides an overview of approaches, methods, and techniques with illustrations
from established disaster studies. Step-by-step instructions outline ways to gather,
analyze, and write up qualitative field data. User-friendly examples show readers how
to move from initial research ideas to final publication. Throughout the volume, readers
find helpful suggestions for a range of field-based scenarios. Qualitative Disaster
Research stands out of the first volume of its kind with the singular intent to serve as a
guide to those new to or wanting a refresher course in disaster studies. Students and
faculty will find the book approachable and ideal for use in training the next generation
of disaster researchers.
THE BRIEF CENGAGE HANDBOOK, 8th Edition, provides students with extensive
coverage of rhetorical concerns, the writing and research process, composing in digital
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environments and in various genres, and other topics essential for 21st century student
writers. This versatile and proven text is a uniquely effective guide to help students
develop the critical thinking, reading, and writing skills they need to become successful
communicators in college and beyond. Experienced teachers and collaborative writing
partners throughout their careers, Kirszner and Mandell bring an in-the-trenches
pragmatic understanding of instructor and student needs to every page of this edition.
This edition has been updated to reflect guidelines from the 2016 MLA HANDBOOK,
Eighth Edition. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
This book emphasizes the practical aspects of writing and speaking for the world of
work. It avoids unnecessary theoretical matters, giving useful, concrete advice that both
undergraduate and graduate students can apply immediately.
This fifth edition of THE CONCISE CENGAGE HANDBOOK provides up-to-date,
realistic advice for today's digital-age students. Instructors and students alike will find it
clearly written, thorough, easy to navigate, and indispensable for use in college courses
and beyond. As the authors of several composition handbooks, Kirszner and Mandell
are consistently praised for their instinct for teaching, clarity, and student-friendliness,
successfully bringing their student-centered approach to their discussion of writing.
Each student text is packaged with a free Cengage Essential Reference Card to the
MLA HANDBOOK, Eighth Edition. Important Notice: Media content referenced within
the product description or the product text may not be available in the ebook version.

Supervision in the Hospitality Industry, 8th Edition focuses on the different roles
of employees from beginning leaders, newly promoted supervisor, or anyone
planning a career in the hospitality field. A market leader, this text is widely used
by thousands of students training for a career in the hospitality industry and
current hospitality supervisors alike. Supervision is unique in that it does not
solely rely on the supervisor’s point of view; instead, it considers the viewpoints
of all levels of associates to create an informed picture of management and
supervision in the hospitality industry.
Customer Service For Dummies, Third Edition integrates the unbeatable
information from Customer Service For Dummies and Online Customer Service
For Dummies to form an all-in-one guide to customer loyalty for large and small
businesses alike. The book covers the fundamentals of service selling and
presents up-to-date advice on such fundamentals as help desks, call centers,
and IT departments. Plus, it shows readers how to take stock of their customer
service strengths and weaknesses, create useful customer surveys, and learn
from the successes and failures of businesses just like theirs. Karen Leland and
Keith Bailey (Sausalito, CA) are cofounders of Sterling Consulting Group, an
international consulting firm specializing in quality service consulting and training
for such clients as Oracle, IBM, Avis, and Lucent.
Provides a guide to planning and drafting letters and memos, and includes
sample letters for different business situations
"This volume addresses the assessment of the most commonly encountered
disorders or conditions among adults, older adults, and couples. Evidence-based
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strategies and instruments for assessing mood disorders, anxiety disorders,
couple distress and sexual problems, health-related problems, and many other
conditions are covered in depth. With a focus throughout on assessment
instruments that are feasable, psychometrically sound, and useful for typical
clinical practice, a rating system has been designed to provide evaluations of a
measure's norms, reliability, validity, and clinical utility. Standardized tables
summarize this information in each chapter, providing essential information on
the most scientifically sound tools available for a range of assessment
needs."--BOOK JACKET.
Offers instruction and guidance on format, content, grammar, and mechanics for
business and technical writing, and includes tips for presentations.
"This book explains how to organize and write legal memoranda that will
communicate information to the reader clearly and effectively. It is written
primarily for first-year law students, but upper-class law students and practicing
attorneys can also use it, to produce more effective legal memoranda or written
legal analyses generally"-The papers included in this issue of ECS Transactions were originally presented at the the
Fifth International Symposium on Advances in Corrosion Protection by Organic Coatings, held
at Christ¿s College, Cambridge, on September 14-18, 2009.
This 40 page report presents new paleoseismic information for the main canyon fault and the
east canyon fault on the east and west sides of east canyon valley in Morgan and Summit
counties. The purpose of the study was to evaluate the activity of the two faults. While the
overall geomorphology and the trenching results indicate late Quaternary surface rupturing
earthquakes, the activity has occurred at a very slow rate.
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