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THE MANAGER'S COMMUNICATION TOOLBOX

Viva Books Private Limited, 2015. Softcover. Book Condition: New. Description: The Manager?s Communication Toolbox focuses on management
development by improving communication for new managers as well as more experienced professionals. Like a star baseball player, every good
manager should aim to be a five-tool expert. Reading, writing, speaking, listening, and thinking are basic skills for any employee, but the manager
who stands out is the manager who commands these skills. To improve your standing with your employees and superiors, it?s essential to
understand each of these areas of communication. In The Manager?s Communication Toolbox, the authors offer tips, checklists, and examples,
along with other expert testimony for best practices. Over the years, the practice of these skills has changed as a result of technology. Everyone
emails these days, but in this book, the authors dig deeper into what to say, when to say it, and how to say it in a business setting. Rethink your
thinking skills-find more time in your day by being more aware of your tendencies. And for everyone who worries about giving speeches and
making presentations, find out how to improve, and the steps you can take to show off your managerial communication skills. Contents:
Introduction Part 1: How to Read Like a Manager Chapter 1 Read Quickly and Efficiently Chapter 2 What to Read Part 2: How to Write Like a Manager
Chapter 3 What Is Good Writing? Chapter 4 Write Effective Letters and Memorandums Chapter 5 Compose Emails That Get Action Chapter 6 Write for
the Web Part 3: How to Speak Like a Manager Chapter 7 Give Great Presentations Chapter 8 Use PowerPoint or Not Chapter 9 Work With the News
Media Part 4: How to Think Like a Manager Chapter 10 Think Like a Manager Chapter 11 Get Others to Think Chapter...
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Summer Fit Preschool to Kindergarten Math, Reading, Writing, Language Arts Fitness, Nutrition and Values
Summer Fit Learning. Paperback. Book Condition: New. Paperback. 160 pages. Dimensions: 10.6in. x 8.3in. x 0.5in.Summer Fit Activity
Books move summer learning beyond academics to also prepare children physically and socially for the grade ahead....

Download ePub »

Owen the Owl s Night Adventure: A Bedtime Illustration Book Your Little One Will Adore (Goodnight Series 1)
Createspace Independent Publishing Platform, United States, 2015. Paperback. Book Condition: New. Professor of Modern English
Literature Peter Childs (illustrator). 279 x216 mm. Language: English . Brand New Book ***** Print on Demand *****.Owen is...
Download ePub »

| Learn, | Speak: Basic Skills for Preschool Learners of English and Chinese

Paraxus International, Inc., United States, 2012. Paperback. Book Condition: New. 279 x216 mm. Language: English . Brand New Book
***** Printon Demand *****.Please go to // and shapes for some high resolution sample...
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Goodparents.com: What Every Good Parent Should Know About the Internet (Hardback)

Prometheus Books, United States, 2000. Hardback. Book Condition: New. 226 x 152 mm. Language: English . Brand New Book. The
Internet may now be the most powerful, single source of information in the world, and...
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Read Write Inc. Phonics: Orange Set 4 Storybook 2 1 Think | Want to be a Bee

Oxford University Press, United Kingdom, 2016. Paperback. Book Condition: New. Tim Archbold (illustrator). 209 x 149 mm.
Language: N/A. Brand New Book. These engaging Storybooks provide structured practice for children learning to read the Read...
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