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Packed with real-world examples, SUCCESSFUL WRITING AT WORK: CONCISE, 4e delivers a

practical yet succinct introduction to effective workplace writing for a variety of communication tasks.

Based on the market-leading SUCCESSFUL WRITING AT WORK, 10e, the CONCISE edition

covers the most essential skills for effective workplace communication. The text begins with writing

basics, emphasizing the characteristics of effective writing, the writing process, ethics, and the

importance of audience. It covers basic business correspondence, walks students through

formatting letters for a variety of business situations, and features a step-by-step chapter on getting

a job. More advanced chapters focus on document design and visuals, writing instructions and

procedures, writing reports, proposals, and making business presentations. The Fourth Edition

emphasizes ethical considerations throughout as well as integrates guidelines for greening the

workplace.
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Philip C. Kolin is the University Distinguished Professor in the Department of English at the

University of Southern Mississippi, where for 40 years he has taught courses in composition,

business and technical writing, literature, and research methods. He has extensive experience as

an editor of several scholarly journals and is the co-founder of STUDIES IN AMERICAN DRAMA

(1945-present). He received the Conference of Learned Journals award for the best new journal. In

addition, he was also named Southern Mississippi's first Distinguished Professor in the Humanities.



Dr. Kolin has published almost 40 books and 200 scholarly articles covering a variety of subjects,

including writing, drama, linguistics, and popular culture. He also has written an award-winning book

on professional writing for nurses and articles on writing for lawyers and other professionals. Over

the years, he has conducted workshops on technical business writing, the publication process, and

managing professional communications. He received his Ph.D. from Northwestern University.

great product, fast shipping

I loved it, this book is so helpful, it has all the great benefit tips for one to success.

Rental arrived in loke new condition. Great price.

This was required reading for a class I took, but I wish I had bought the book! It was super helpful.

It was what I was expecting

It was exactly what I was looking for

Needed it for a class. It was in okay condition.

It's a book , I have to have for school

Successful Writing at Work: Concise Edition Writing Mastery: How to Master the Art of Writing &

Write 3,000 Words Per Day - Overcoming Writer's Block (Make Money Online, Copywriting, Erotica

Writing, ... Writing Mastery, How to Write a Book) Writing for Radio: 2nd edition (Successful writing)

Elements of Business Writing: A Guide to Writing Clear, Concise Letters, Mem Successful Writing at

Work Business Plan Writing Guide: How To Write Successful & Sustainable Business Plans

(Business Plan Writing Guides Book 1) Left Hand Writing Skills: Book 3: Successful Smudge-Free

Writing (bk. 3) The Everything Guide To Writing Children's Books: From Cultivating an Idea to

Finding the Right Publisher All You Need to Launch a Successful Career (Everything (Language &

Writing)) The Practicum Companion for Social Work: Integrating Class and Field Work (4th Edition)

(Merrill Social Work and Human Services) Live & Work in Belgium, The Netherlands & Luxembourg,

3rd (Live & Work - Vacation Work Publications) Strong's Concise Concordance And Vine's Concise

http://privateebooks.com/en-us/read-book/2y2e3/successful-writing-at-work-concise-edition.pdf?r=dtw%2Fc%2Bz0IOyc8rQKXNQhwyY2fJ1zfGBzk1yX32HSuTU%3D


Dictionary Of The Bible Two Bible Reference Classics In One Handy Volume A Concise History of

Bolivia (Cambridge Concise Histories) A Concise History of Brazil (Cambridge Concise Histories)

Palgrave Concise Historical Atlas of Central Asia (Palgrave Concise Historical Atlases) A Concise

History of Japan (Cambridge Concise Histories) A Concise History of Russia (Cambridge Concise

Histories) A Concise History of Italy (Cambridge Concise Histories) A Concise History of the

Netherlands (Cambridge Concise Histories) A Concise History of Romania (Cambridge Concise

Histories) A Concise History of Sweden (Cambridge Concise Histories) 

https://kayon-ed3ba.firebaseapp.com/contact.html
https://kayon-ed3ba.firebaseapp.com/dmca.html
https://kayon-ed3ba.firebaseapp.com/privacy-policy.html
https://kayon-ed3ba.firebaseapp.com/faq.html

