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This handy reference is ideal for anyone interested in improving business, technical and scientific writing. It contains
samples of every major document type (resume', business letter, etc.) and showcases well-written documents that serve
as â€œhow toâ€ guides so readers can model the organization, structure and tone in their own writing assignments. It
emphasizes the writing process, the structure and design of writing, and related topics such as graphics and oral
presentations. Alphabetized for easy reference, a writing handbook is also included for quick checks of grammar and
spelling. Totally updated, this text provides a text-specific Companion Website with numerous activities
includinginteractive editing and revision exercises.Provides models of 17 different types of communications. Offers
helpful guidelines regarding other forms of communication skills that influence effective writing such as organization and
speech. Discusses the explosion of electronic communication and provides format guidelines and samples of effective email. Examines the role that writing plays in other communication arts such as graphics and oral presentations. Excellent
resource for corporate training seminars in writing.
This business writing book is for everyday use in the business environment. This book consists of twelve standalone
sections, where each section explains its material in steps with figures, images, and diagrams and examples to enhance
its understandability. This book covers the concepts of business communication and technical writing, the different type
of business letters, creating a brochure, creating user guide or instructional manual, project documentation, writing
online, writing business proposal, writing progress reports, writing laboratory reports, writing educational thesis and
dissertation, and employment documentation concepts.
Technical CommunicationA Practical Approach, Books a la Carte Plus NEW MyTechCommLab with Pearson
ETextLongman Publishing GroupTechnical Communication: A Practical Approach, 6/EPearson Education IndiaTechnical
Communication : a Practical ApproachPearson Prentice Hall
‘Communication Skills for Professionals’ is a time-tested book which aims to equip students, academicians and
professionals with all the necessary skills to communicate effectively, so that they can thrive in this competitive world.
WHAT DOES THE BOOK CONTAIN This compact and student friendly text is divided in several sections, and covers
several topics like Detailed section on Vocabulary. • Items of: grammar; verbs; phrasal verbs; voices; tenses;
transformation and synthesis of sentences. • ‘Rectification of Grammatical Errors’ in order to identify and correct errors.
• Analysis of the 4 skills of Listening, Speaking, Reading and Writing. • Skills of Technical Writing and Public Speaking. •
Body Language and Group Discussion. All these and more aims to make the learner a winner, not only in his personal
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life, but also in his Professional life. The book is easy to read and understand. Each point is illustrated with examples
from practical life. Even the grammar exercises and all other activity-based questions have been skillfully designed and
worked out in Classrooms. WHAT IS NEW TO THIS EDITION • In the modern business world where speed and ease of
communication is very important E-mails have become widely prevalent. An E-mail can even make or break a career. •
Detailed discussions have been shared in this Edition on how to write the perfect E-mail. • A completely new chapter has
been added on social media tools like LinkedIn, Facebook and Twitter. Job seekers would learn how to upload their
portfolios and highlight their skills and achievements and connect with prospective employers and collaborators. Book
Reviews "I have been a regular user of the book by Prof. Nira Konar and found it a very reliable resource. The chapters
on ‘Group Discussion and Body Language’ are particularly helpful. Besides, the chapter on ‘Communication Theory’
has been relevantly and effectively explained keeping in mind the needs of the students. Overall, the book is very
accessible by all levels of students. It is a part of recommended reading for my students." - Nandini Mukherjee Course
Coordinator, Department of Communicative English, St. Xavier's College, Kolkata "An extremely concise, lucidly written
and reader-friendly book, that serves as a handy reference manual for all in-service English language teachers of degree
engineering colleges. The B.Tech Communicative English syllabus has been closely followed, with detailed sections on
grammar, writing and comprehension. The chapters on vocabulary take an insightful look at etymology, word origins,
synonymy and antonymy. Detailed word lists and practice exercises make the section extremely helpful for practicing
teachers. The sections on grammar are fairly detailed, offering a thorough analysis of Verbs, Tenses, Voice, Narration,
Transformation of Sentences and Error Correction. There are plenty of practice exercises for the teacher to choose from.
Reading skills are well discussed and technical writing is given all the importance and predominance it usually occupies
in any course on technical communication. The section on report writing is extremely useful as a guide for teachers for
teaching students the formatting and writing essentials in documenting reports. There is a section on professional
speaking too, which enriches the content of the book. On the whole, the book is of continuing usefulness and relevance
in any technical English course and will be used by teachers and students alike for many years to come." - Dr Indrajit
Bose Assistant Professor of English, GNIT, Kolkata "Dr. Konar's book acts as a comprehensive guide to the students of
professional, technical as well as basic courses to hone their language skills. The language of the book is persuasive,
fluid and student-friendly which makes it useful even to the first generation learners of English. The scope of this book
extends from word-building to report writing and covers almost all the thrust areas of language training in a nutshell.
Hence, it deserves a shelf-space in the library of any institution." - Ayushman Banerjee, Assistant Professor in English,
Haldia Government College, Kolkata "This is one of the best books on 'Communication' available in the market. Dr. Nira
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Konar is a brand by herself whenever English Language Teaching (ELT) comes into discussion. This compact edition
discusses in detail the various aspects of language ranging from Vocabulary, Grammar, Syntax to effective
communication in business. The book gives a clear reading of LSRW skills such as writing, reading, listening, and public
speaking. It further confers different means of effective communication, situational dialogues, body language, and group
discussions. The book follows the present MAKAUT curriculum of English for B.Tech 1st year 2nd Semester (HM-HU 201
& HM-HU 291) thoroughly. It not only gives an overview of the Theory syllabus but also provides details of Language
Laboratory activities as well. “Communication Skills for Professionals” enables the readers to express themselves clearly
and communicate effectively at the workplace. This book not only deals with the rudiments of communication but also
gives insights into the body language and provides important tips on how to be successful at interviews and group
discussions. Primarily intended for students of engineering and technology, the book will also be useful for Management
students and the students of all disciplines who want to acquire the skill in corporate communication and excel in their
respective professional areas." - Sohini Datta Assistant Professor, Department of Management, IEM, Sector V, Salt Lake,
Kolkata "Easy and in-depth writing on the subject is the aim of this book. The author has put in here the fruits of teaching
the students from the wide-ranging and first-hand knowledge of business speaking and writing, and listening in a friendly
way. It is enriched with extensive references. On every page of the book the students will see how a simpler style of
English is balanced with their need." - Dalia Sen Assistant Professor, Bengal Institute of Technology (Under Techno India
Group), Kolkata
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:
9780135000502 .
The younger generation today aspires to work for multinational corporations, large organizations, or the civil services as
these are more remunerative or invest them with more power. And, with the competition becoming stiffer each passing
day, the ability to communicate effectively, precisely as well as acquiring communication skills has become an important
determinant in getting jobs and subsequent growth and development. A plethora of books have flooded the market to
capitalize on this frantic effort of the younger generation to become adept in communication and more so in technical
communication. This comprehensive book on Basic Technical Communi-cation strives to focus on the communication
skills needed by professionals. One of the major aims of this text is to enable students to acquire proficiency in the
English language. Divided into five parts and 19 chapters, the text deals with the four essential ingredients of
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communication—reading, writing, listening and speaking skills—as well as their importance, objectives, types, and methods
of improving these skills. The book also discusses how these skills can be effectively applied and provides considerable
practice exercises. KEY FEATURES : The text is logically organized with adequate practice in each part. Gives emphasis
on grammar and pronunciation. Provides plenty of vocabulary on commonly mis-spelt words, difficult words, foreign
words, and so on. This student-friendly book, suffused with practical examples, is primarily intended as a textbook for the
first year students of engineering (B.Tech.) of Uttarakhand Technical University for their course on Basic Technical
Communication. It will also be of immense benefit to undergraduate students and technical professionals across the
country.
Thoroughly revised considering the latest practices in business communication and the advancements in communication
technology. The book is divided into seven sections : Section I : Introduction Section II : Business Correspondence
Section III : Report Writing Section IV : Other Business Communications Section V : Job-related Communication Section
VI : Reading & listening skills Section VII : Grammar usage and mechanics of writing New chapters to the edition :
Technical Description, Technical Proposal, Personal Interview, Group Discussion, Personal Interview, Effective Listening.
This book shows professionals how to communicate effectively about technology in business and industry.
This book is meant as an easy-to-use guide for engineers, scientists, and college students in technical programs at all levels who
need to produce technical reports or make oral presentations. Standard technical communication textbooks tend to be complex
and lengthy, and consequently both harder to use and quite expensive. But because simplicity, conciseness, and
straightforwardness are crucial aspects of good technical communication, A Practical Guide to Technical Reports and
Presentations itself exemplifies the principles technical writers should embrace. It is concise, easy to use, clearly written, and
inexpensive enough to attract a broad readership, both within and outside the classroom. The central feature and greatest strength
of A Practical Guide to Technical Reports and Presentations is its organization: Each section explains the characteristics and
purposes of a specific report genre concisely, presents a simple template for a typical example of the genre, and concludes with a
sample document that demonstrates the features as they might actually appear. Additional useful features are its brief overview of
the main considerations in technical communication and its set of detailed appendices; the latter provide more in-depth treatment
of several topics that arise in the descriptions of the genres, such as language and usage, particular forms of organization, the use
and documentation of sources, and the design and use of graphics. The basic philosophy behind A Practical Guide is that a
communication book should help its readers learn to write clearly and directly, and that it should model the style it teaches.
Further, it offers both an analytical understanding of the elements of technical documents and a simple approach to their
incorporation. A Practical Guide gives both students and working technical professionals the tools they need for producing
standard industry documents.
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Adopting a direct, functional and practical approach, the book presents an exhaustive treatment of the basics of technical
communication, both oral and written.This is a comprehensive book specifically aimed at undergraduate students of engineering
and conforming to the syllabi of major institutes teaching this subject. Adopting a direct, functional and practical approach, the
book presents an exhaustive treatment of the basics of technical communication,both oral and written. It covers contemporary
topics such as technical proposals, research papers, technical theses, dissertations, and instruction manuals. Also included are
recent developments in communication technology such as the use of the Internet and contemporary software. With itsup-to-date
coverage and practical orientation, the book would prove to be an extremely useful text for students, while also serving as a ready
reference for day-to-day communication.
This sourcebook demonstrates the vigorous work being done in the field of technical and scientific communication. Collectively,
the essays offer researchers a basis from which to begin constructing the theoretical framework necessary for the study of
technical communication. The book begins with general concerns and progresses to particular applications. The chapters
comprising Part I outline larger theoretical perspectives from which to examine techical communication: humanistic approaches to
technical communication, the history of technical communication, communication theory and technical writing, and the teaching of
technical writing. Part II examines the relationship of technical communication to traditional rhetorical concerns such as invention,
audience, modes of organization, and style. Specific types of technical communication--proposals, reports, and business
correspondence, among others--are discussed in Part III. The use of the computer, oral presentations, and specialized forms of
technical communication are examined in Part IV. The appendixes offer guides to textbooks and style manuals and an overview of
the technical writing profession.
This book offers insight into engineering careers. With it, the reader may gain a better understanding about a possible career as an
engineer, including preparation that will serve in the process. The book offers a number of different engineering career
opportunities, looking at specialities and cross-specialty opportunities. The book also provides insight into areas infrequently
covered within the college curriculum, such as technical writing skills, presentations, career mentors, ethics, and intellectual
property. The book could be a handy reference text for career counselers in high school, college, and industry.
This practical, user-friendly guide explores common on-the-job writing/communication requirements. The book uses clear, simple,
concrete language, and avoids jargon. It reveals that technical writing/communication skills are an essential part of their career
preparation. The assignments provide realistic simulations of career requirements and work activities of technical and business
professionals. It offers a modular approach that allows you to choose among topics to fit particular needs and preferences. The
modules focus on a specific writing/communication situations -- rather than on general cases -- and on the logic of a particular
format for that situation.
This book offers an easy-to-use approach towards learning the fundamentals of technical writing. The author's writing style is
reader friendly and engages the student by providing a comprehensive overview of current topics in technical writing. The book
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encourages discussion on information used on a day-to-day basis, such as writing geared on an international level, including a
section on ESL, e-mail etiquette, and professional ethical decisions. The text further addressed the cutting-edge trends with
computers and the Internet; including Internet research, integrating color graphics to technical documents, and an Appendix on
writing that is geared for online audiences. For students and professionals who want to expand their knowledge on the cuttingedge information in technical writing.
This book is the second in a series of two about developing proficiency in English business and technical communication. University students
and teachers in courses such as Technical Communication, Advanced Business Communication, and Practical English Writing will find this
book instrumental to improving their understanding of or instruction in written English communication skills. The book comprises six units: (1)
Employment-Related Communication; (2) Summaries, (3) Definitions, Descriptions, Instructions, Guides, and Manuals; (4) Proposals; (5)
Reports; (6) Tenders/ Advertisements, Brochures, Questionnaires, and Web Pages. Each unit is organized with three components: (A)
Introduction (of text type), (B) Exemplars (with notes), and (C) Practice Tasks. The Practice Tasks are designed in three forms: (1) Fill-in-theBlank, (2) Proofreading & Editing, and (3) Writing. Suggested answers/guides are appended, in addition to text type feedback forms. The total
number of writing examples is 154.
Every engineer must eventually face their first daunting design project. Scheduling, organization, budgeting, prototyping: all can be
overwhelming in the short time given to complete the project. While there are resources available on project management and the design
process, many are focused too narrowly on specific topics or areas of engineering. Practical Engineering Design presents a complete
overview of the design project and beyond for any engineering discipline, including sections on how to protect intellectual property rights and
suggestions for turning the project into a business. An outgrowth of the editors' broad experience teaching the capstone Engineering Design
course, Practical Engineering Design reflects the most pressing and often-repeated questions with a set of guidelines for the entire process.
The editors present two sample project reports and presentations in the appendix and refer to them throughout the book, using examples and
critiques to demonstrate specific suggestions for improving the quality of writing and presentation. Real-world examples demonstrate how to
formulate schedules and budgets, and generous references in each chapter offer direction to more in-depth information. Whether for a co-op
assignment or your first project on the job, this is the most comprehensive guide available for deciding where to begin, organizing the team,
budgeting time and resources, and, most importantly, completing the project successfully.
By combining research sources with an annotated bibliography this reference title locates the sources that offer practical solutions to
business and technical communication problems.
The field of technical communication is rapidly expanding in both the academic world and the private sector, yet a problematic divide remains
between theory and practice. Here Stuart A. Selber and Johndan Johnson-Eilola, both respected scholars and teachers of technical
communication, effectively bridge that gap. Solving Problems in Technical Communication collects the latest research and theory in the field
and applies it to real-world problems faced by practitioners—problems involving ethics, intercultural communication, new media, and other
areas that determine the boundaries of the discipline. The book is structured in four parts, offering an overview of the field, situating it
historically and culturally, reviewing various theoretical approaches to technical communication, and examining how the field can be
advanced by drawing on diverse perspectives. Timely, informed, and practical, Solving Problems in Technical Communication will be an
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essential tool for undergraduates and graduate students as they begin the transition from classroom to career.
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 seller prior to purchase. -- Emphasizing the connection between writing and context, Technical
Communication: A Practical Approach 8e uses a fictional company (M-Global) and students' own school and workplace settings to introduce
the common genres of technical communication. Featuring numbered guidelines and an ABC format, the book shows how to write a variety of
technical documents including business proposals, white papers, scripts, research reports, digital documents and more! This edition features
earlier coverage of collaboration, more on software tools, expanded ABC formats, and the innovative MyWritingLab for Technical
Communication. 0133970531 / 9780133970531Technical Communication: A Practical Approach with NEW MyWitingLab with Pearson eText
Access Card 8/e Package consists of: 0132785781 / 9780132785785 Technical Communication: A Practical Approach 0133933296 /
9780133933291 MyWritingLab Generic -- Glue in Access Card 013393330X / 9780133933307 MyWritingLab Generic -- Inside Star Sticker
Appropriate for technical writing courses. This unique introduction to technical writing teaches students the practical and valuable ABC modelAbstract, Body, Conclusion. The text immerses students in various case studies and projects featuring a fictitious Canadian company, much
like a potential employer of college or university graduates. The new edition of Technical Communication continues to offer clear guidelines
for all documents, annotated writing models, realistic assignments, and a writing and grammar handbook, allowing students to place
themselves in professional roles and to respond to realistic technical writing challenges. Additionally, updated Instructor Supplements and
Text Enrichment Site allow for a more comprehensive study of the Technical Communications field.
This book examines Ghana’s use of the fingerprint biometric technology in order to further conversations about localization championed by
technical communication scholars. Localization, in this case, refers to the extent to which users demonstrate their knowledge of use by
subverting and reconfiguring the purpose of technology to solve local problems. Dorpenyo argues that the success of a technology depends
on how it meets the users’ needs and the creative efforts users put into use situations. In User Localization Strategies in the Face of
Technological Breakdown, Dorpenyo advocates studying how users of technological systems construct knowledge about the technology and
develop local strategies to solve technological breakdowns. By analyzing technical documents and interview transcripts, the author identifies
and advances three user localization strategies: linguistic localization, subversive localization, and user-heuristic experience localization, and
considers how biometric systems can become a tool of marginalization.

?????:????
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
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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 seller prior to purchase. -Effective Communication for the Technical Professions is a core text aimed at the first- through 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.
This book is designed to give quick access to the essentials of workplace writing. It is a guide to speed, organization,
visual appeal, and correctness in 16 different kinds of documents as well as guidelines for special topics like graphics,
speeches, and e-mails. For speed, this book gives you a 9-step process to write quickly and well. For organization, this
book gives you a three-part structure to organize all documents. For visual appeal, this book has tips for using white
space, lists, and headings. For correctness, an alphabetized handbook on style and grammar is included. - Publisher.
REACH for the Visionary Woman of God will help the centered Christian woman think seriously, live faithfully, and
develop a plan to fulfill the godly vision burning in her heart. A vision crafted by God has both earthly and heavenly
intentions for those known and unknown. Thus, prayer, steadfastness, biblical study, and an unrelenting faith are
required for the non-compromising Woman of REACH. A mans heart plans his way, But the LORD directs his steps.
(Proverbs 16:9, NKJV)
The Art of Technical Documentation, Second Edition, shows how to apply analytical thought to gather, dissect, and
understand technical information and how to organize and present it for the reader of print and on-line material. This book
has been completely updated to include new information on documentation design and development, indexing, technical
editing, help systems, Web presentation, use of color, animation graphics, SGML, and HTML. The Art of Technical
Documentation, Second Edition also covers issues such as working in teams with graphic designers and production
departments. Questions are provided at the back of each chapter for use in the classroom. Practical approach applies
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principles of technical writing to the workplace Revised to include information on preparing on-line work, including using
graphics for Web display and designing for on-line help Includes information on creating complete information sets,
containing both hard copy and on-line documentation
The comprehensive how-to guide to preparing students for the demands they’ll face on the job. Dwyer thoroughly
addresses the new-media skills that employees are expected to have in today’s business environment. Now titled
Communication for Business and the Professions: Strategies and Skills, the fifth edition presents these technologies in
the context of proven communication strategies and essential business English skills. With new and updated content on
social media and technology, Dwyer provides comprehensive coverage of communication strategies and skills by linking
theory and research with practical skills and examples. Dwyer believes in expanding our knowledge of what we can do to
interact effectively and provides us with working models to practise and refine how well we do it. This edition continues to
provide a solid background in communication, stimulate critical thinking, and promote active learning through a variety of
features and activities.
No dsicriptive material is available for this tile.
Addressing a wide range of interests for classes in which students from a variety of majors are enrolled, 'Technical
Communication', ninth edition, combines practical applications with clear writing and examples. Rhetorical principles are explained,
illustrated, and applied to an array of documents.
An explanation of how to gather, dissect and understand technical information and how to organize and present it for the reader.
Faculty have used Anderson's TECHNICAL COMMUNICATION: A READER-CENTERED APPROACH to prepare thousands of
students for the writing they will do in their careers. Known for its rhetorical treatment of workplace writing and speaking, this text
helps students learn practical, flexible strategies for creating useful and persuasive communications on the job. Reorganized and
streamlined to enhance student learning, the ninth edition includes greatly expanded attention to social media. It also introduces to
technical communication pedagogy a set of exercises and instruction that help students transfer their technical communication
knowledge and skills from school to workplace. 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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