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PHI Learning. Paperback. Book Condition: new. BRAND NEW, Communication Skills (2nd Revised edition), Leena
Sen, Today, the need for communication skills has become more important than ever before. Communication
plays a vital role - be it the preparation one has to do to face an interview or deal with diverse business deals, or
interacting with colleagues, superiors, and others. The Second Edition of this text, based on the feedback
received from the readers, continues to highlight the vital skills one needs for e ectively communicating in
diverse situations.Divided into five parts, the text shows the power of three V's of communication - the verbal,
the visual and the vocal, examining at the same time the role of formal and informal communication methods,
and stressing the significance of grapevine in organizations. It also demonstrates how important listening is,
and the basic skill-sets needed by a manager for business dealings. Further, the text gives the nuances of verbal
communication and the factors necessary for preparing a presentation besides giving a comprehensive view of
non-verbal communication. It highlights the role of written communication, the importance of business writing,
the formats of business letters, memos, and report writing, and how flawed thinking impedes written
communication. The text concludes by emphasizing the crucial role played by corporate communication in
enhancing an organization's image.It covers new concepts such as Fog Index/Readability Index, Business
Terms, Acronyms, Abbreviations, e-mail Etiquette, Virtual Team Skills, and Social Skills. It includes many
exercises and other inputs.Written in a clear and straightforward style and in a student-friendly fashion, this
concise and compact text is intended both for students of management and for young executives and
managers.
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Createspace, United States, 2010. Paperback. Book Condition: New. 229 x 152 mm. Language:
English . Brand New Book ***** Print on Demand *****.From a certified teacher and founder of
an online tutoring website-a simple and...
Read  Bo o k »Read  Bo o k »
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Pearson Education (US), United States, 2016. Online resource. Book Condition: New. 10th
edition. 279 x 216 mm. Language: English . Brand New Book. NOTE: Used books, rentals, and
purchases made outside of Pearson If purchasing...
Read  Bo o k »Read  Bo o k »
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Createspace Independent Publishing Platform, United States, 2012. Paperback. Book
Condition: New. 277 x 211 mm. Language: English . Brand New Book ***** Print on Demand
*****.Mr. George Smith, a children s book author, has been...
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Penguin Books Ltd, United Kingdom, 2013. Paperback. Book Condition: New. 222 x 150 mm.
Language: English . Brand New Book. In this classic fairy tale, the three little pigs leave home
and build their own
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read in g ( grad e 6) ( C h in ese Ed itio n )read in g ( grad e 6) ( C h in ese Ed itio n )
paperback. Book Condition: New. Ship out in 2 business day, And Fast shipping, Free Tracking
number will be provided a er the shipment.Paperback. Pub Date :2012-07-01 Pages: 92
Publisher: Tibet People's Publishing House basic information about
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Penguin Books Ltd. Paperback. Book Condition: new. BRAND NEW, Superhero Max- Read it
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Barron s Educational Series, United States, 2006. Paperback. Book Condition: New. 222 x 148
mm. Language: English . Brand New Book. This is volume nine, Reading Level 2, in a
comprehensive program (Reading Levels 1
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DK CHILDREN. Paperback. Book Condition: New. Nick Harris (illustrator). Paperback. 48 pages.
Dimensions: 8.4in. x 5.7in. x 0.2in.Discover the rollicking exploits of Robin and his merry men
as they take from the rich and give
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