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4LTR Press solutions give students the option to choose the format that best suits their learning preferences. This option is perfect for those
students who focus on the textbook as their main course resource. Important Notice: Media content referenced within the product description
or the product text may not be available in the ebook version.
Mary Ellen Guffey's BUSINESS ENGLISH, 9e, is the fast track to success in building language skills. With more than thirty years of
classroom experience in business communications, Dr. Guffey knows what teachers want and what students need --and in BUSINESS
ENGLISH, the market-leading grammar and mechanics textbook since its first edition, she delivers the best of tested and proven grammar
instruction supported by in-text and online resources that enhance teaching and learning. Its three-level approach gives you flexibility in
organizing your course and facilitates learning by breaking complex topics into small, manageable units. Important Notice: Media content
referenced within the product description or the product text may not be available in the ebook version.
This book provides a structured framework under which business students, business professionals, entrepreneurs and other professionals
can significantly improve their writing skills. Business English Writing helps you clearly say what you want to say and the best way to say it.
The chapters of this book will focus on: Employees Team Building Employees Staff Motivation Companies Start-Ups Activities Marketing
Money Strategies Success Companies Trends Activities Discussing Issues And More The activities and exercises present in the various units
seek to stimulate the student not so much to theoretical language learning, but to active communication in English and to re-flection on the
issues of greatest interest for modern businesses. It will be an invaluable resource for your studies and career in business. Scroll to the top of
the page and select the Buy Now button
This Answer Key provides answers and solutions from the book authors for you to check your work immediately.
Designed as a grammar/mechanics text, this fast-paced, economical text/workbook develops proficiency in grammar, punctuation, usage,
and style. With the assistance of Dean Elizabeth Tice at the University of Phoenix, co-authors Mary Ellen Guffey and Carolyn M. Seefer have
produced an accelerated refresher course guide aimed at motivated students. Essentials of College English is a no-frills grammar/mechanical
review that combines value with authoritative coverage.
A trusted market leader, Guffey/Loewy's ESSENTIALS OF BUSINESS COMMUNICATION, 10E presents a streamlined approach to
business communication that includes unparalleled learning resources for instructors and students. ESSENTIALS OF BUSINESS
COMMUNICATION includes the authoritative text and a self-teaching grammar and mechanics handbook at the back of the text as well as
extraordinary print and digital exercises designed to build grammar, punctuation, and writing skills. As students learn basic writing skills, they
are encouraged to apply these skills to a variety of e-mails, memos, letters, reports, and resumes. Redesigned, updated model documents
and extensively updated exercises and activities introduce students to the latest business communication practices. The latest edition of this
award-winning text features complete coverage of social media communication, electronic messages, and digital media to prepare students
for workplace communication success. Important Notice: Media content referenced within the product description or the product text may not
be available in the ebook version.

WebTutor is a content-rich, web-based learning aid that reinforces and clarifies complex concepts. Online quizzes offer automatic
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grading and feedback for students to reinforce learning.
Now students can master the nuances of Microsoft Office quickly with ILLUSTRATED MICROSOFT OFFICE 365 & OFFICE 2019
INTRODUCTORY, part of today's popular Illustrated Series. This focused, user-friendly approach uses a proven two-page layout
that allows students to work through an entire task without turning the page. Clear Learning Outcomes outline the skills for each
lesson, while large full-color screen images reflect exactly what students see on their own computers. Each module begins with a
brief overview of the principles covered in the lesson and introduces a real-world case scenario to engage students and reinforce
critical skills to make them successful in their educational and professional careers. In addition, MindTap and updated SAM (Skills
Assessment Manager) online resources are available to guide additional study and ensure successful results.
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 the ebook version.
Master the human relation skills you need to become successful in today's workplace with one of the most widely used human
relations texts available. EFFECTIVE HUMAN RELATIONS incorporates hundreds of examples of real human relations issues and
practices in successful companies. This comprehensive 13th edition explores goal- setting, the root causes of negative attitudes,
the use of personal branding and social media in the job market, emotional intelligence, positive psychology and happiness, and
how companies create a dynamic company cultures. Self-assessments and self-development opportunities throughout the book
teach you to assume responsibility for improving your personal skills and competencies. This text will help you gain the insights,
knowledge and relationship skills you need to deal successfully with the wide range of people-related challenges in business
today. It is a text you can continue to refer to throughout your life! Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
Learn business communications your way with Lehman/DuFrene/Walker's BCOM, 10E from 4LTR Press. This inviting, easyreference book guides you through mastering today's business communication concepts and skills. Visually engaging, brief
chapters offer numerous learning features and helpful study tools like Chapter Review Cards that consolidate review material into
a ready-made study tool. You choose the format that best suits your learning preferences. BCOM, 10E is perfect if you prefer to
use the printed book as your primary learning tool and reference resource for refining your business communication skills.
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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The 11th edition of Communicating at Work enhances the strategic approach, real-world practicality, and reader-friendly voice that
have made this text the market leader for three decades. On every page, students learn how to communicate in ways that
enhance their own career success and help their organization operate effectively. This edition retains the hallmark features that
have been praised by faculty and students--a strong emphasis on ethical communication and cultural diversity, discussions of
evolving communication technologies, and self-assessment tools--while incorporating important updates and ground-breaking
digital teaching and learning tools to help students better connect to the course material and apply it to real world business
situations.
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.
BUSINESS COMMUNICATION: IN PERSON, IN PRINT, ONLINE, 9E offers a realistic approach to communication in today's organizations.
The text covers the most important business communication concepts in detail and thoroughly integrates coverage of today's social media
and other communication technologies. Building on core written and oral communication skills, the ninth edition helps readers make sound
medium choices and provides guidelines and examples for the many ways people communicate at work. Readers learn how to create
PowerPoint decks, use instant messaging and texting effectively at work, engage customers using social media, lead web meetings and
conference calls, and more. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
Improve your language skills with the proven grammar instruction, helpful learning features and corresponding online resources in
Guffey/Seefer's market-leading BUSINESS ENGLISH, 13E. This outstanding leader in grammar and mechanics books uses a three-level
approach to separate topics into manageable units that help you hone the critical skills needed to communicate professionally. Packed with
insights from the authors’ more than 60 years of combined classroom experience, this edition is the only book of its kind on the market that
provides prompt feedback with answers and explanations from the authors so that you know immediately if you have answered correctly.
Updates now reflect contemporary examples of language use, including grammar in entertainment, the news and social media. Strong
learning features help strengthen language skills 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.
With global markets more crowded than ever, it is a major challenge for organizations to attract and retain customers due to the competition
they are faced with. This text is designed to teach exemplary customer service thinking in public or private, domestic or international
organizations and is written in a practical, common sense manner reflecting current customer service concepts and hints.
BUSINESS COMMUNICATION: PROCESS AND PRODUCT, 9E prepares readers for success in today's digital workplace. This book
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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.
Get ready for academic and workplace success! This robust learning package integrates keyboarding, essential word processing, document
formatting basics, and communication skills within a single text, along with a strong emphasis on honing skills by competing projects in a
realistic office environment . Using Microsoft Word 2016, you will format memos, letters, tables, and reports; work with graphics; and practice
real-time co-authoring on OneDrive. The text includes six modular projects and one comprehensive project to help you apply what you learn
and prepare you to be productive immediately when beginning your professional career. Important Notice: Media content referenced within
the product description or the product text may not be available in the ebook version.

Provide a description about the book that does not include any references to package elements. This description will
provide a description where the core, text-only product or an eBook is sold. Please remember to fill out the variations
section on the PMI with the book only information. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
Lucas' "The Art of Public Speaking" is the leading public speaking textbook in the field. Whether a novice or an
experienced speaker when beginning the course, every student will learn how to be a better public speaker through
Lucas' clear explanations. Creative activities, vivid examples, annotated speech samples, and foundation of classic and
contemporary rhetoric provide students a strong understanding of public speaking. When instructors teach from this
textbook, they benefit from Lucas' Integrated Teaching Package. The Annotated Instructor's Edition and Instructor's
Manual, both written by Steve Lucas, provide teaching tips and give outlines on how to use the various supplements. As
a result, instructors are able to see various teaching examples, how to integrate technology, and analyses and discussion
questions for video clips in class. The Annotated Instructor's Edition, Instructor's Manual, Test Bank, CDs, videos, and
other supplements provide instructors the tools needed to create a dynamic classroom. This edition has a supplement to
meet the needs of online classes, Teaching Public Speaking Online with The Art of Public Speaking.
Good communication skills are essential for companies in terms of marketing their services to the public, and for coworkers interacting with each other. BarCharts' new 3-panel guide addresses this important area of business, using a
format that breaks down each element into sections featuring comprehensive lists of key definitions, tips and
suggestions. It's a must-have for any businessperson's bookshelf.
In todaya s fast-paced business environment, communicating effectively with multiple audiences is more essentiala and
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more challenginga than ever. BCOM Asia Pacific edition is specifically aimed at business students studying
communication skills in a business degree. The blended learning BCOM package of text and online resources combine a
strong emphasis on sound writing principles with practical coverage of real-world spoken, electronic, and written
communication situations and strategies that play a vital role in modern business. To help students translate
communication theory into applied best practices BCOM has an abundance of model documents and local and global
examples. A new approach to learning the principles of business communication, BCOM is the Asiaa Pacific edition of a
proven and innovative blended learning solution. This being a concise and complete text alongside a suite of online
learning activities that will ensure student success in business communication.
Interested in making your skills future-ready and recession-proof? Guffey/Loewy's best-selling BUSINESS
COMMUNICATION: PROCESS AND PRODUCT, 10E, can help. This award-winning 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 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.
Essentials of Business CommunicationBusiness EnglishCengage Learning
MindTap? from Cengage Learning represents a new approach to a highly personalized, online learning platform. A fully online
learning solution, MindTap combines all of a students learning tools - readings, multimedia, activities and assessments into a
singular Learning Path that guides the student through the curriculum. Instructors personalize the experience by customizing the
presentation of these learning tools to their students; even seamlessly introducing their own content into the Learning Path via
"apps" that integrate into the MindTap platform. Additionally, MindTap provides interoperability with major Learning Management
Systems (LMS) via support for open industry standards and fosters partnerships with 3rd party educational application providers to
provide a highly collaborative, engaging and personalized learning experience. Learn more at www.cengage.com/mindtap. Learn
more at www.cengage.com/mindtap.
Maintaining a focus on preparing students for all levels of the office environment, THE ADMINISTRATIVE PROFESSIONAL:
TECHNOLOGY & PROCEDURES 13E focuses on the technological changes currently taking place. This text is designed to
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develop the knowledge and skills necessary for success in the workplace and to develop communication, human relations, and
time and stress management techniques.
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 four-in-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 award-winning 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 referenced within the product description or the
product text may not be available in the ebook version.
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.
This softcover text centers on the communication skills necessary for conducting a successful job search or making a change in
jobs. The ability to conduct research online, present a professional image, and communicate well with potential employers is
critical to any job search. The workshops provided give instruction on how to create effective resumes and cover letters, search for
job information, prepare for a successful interview, understand job expectations, and make a job change. Multimedia components
enhance the impact of the workshops so users can complete a variety of exercises on the computer, watch video footage of
people effectively communicating on the job, and use the Internet to conduct further research.
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