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Business Communication

Business Communication 2e provides comprehensive and in-depth coverage of the concepts and key 
applications of business communication. The second edition of this text for management students has 
been revised to reflect recent changes in the business environment and the needs of students.

BUSINESS COMMUNICATION

Technical Communication: Principles and Practice is specifically aimed at undergraduate students of 
engineering. With its comprehensive coverage it conforms to be the syllabi of major institutes for their 
course in Technical Communication/Report Writing. Completely up-to-date in terms of communication 
technology, its discussion on contemporary software like LaTex for presenting technical documents in 
an added advantage.

Technical Communication

The text material has been restructured to provide a more balanced and exhaustive coverage of the 
subject.The text discusses the core concepts of technical communication and explains them with the 
help of numerous examples and practice exercises. The book also provides support for soft skills 
laboratory sessions through a companion CD.With its in-depth coverage and practical orientation, the 
book is useful not only for students, but also as a reference material for corporate training programmes.

Technical Communication

Technical Communication 2e is an all-inclusive textbook aimed at undergraduate students of engineer-
ing and conforming to the syllabi of major institutes teaching courses such as communication skills, 
technical English, soft skills, and professional communication.
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Nvention Of New Classroom Practices And Innovative Approaches To Designing Language Pro-
grammes And Materials Reflect A Commitment To Finding More Efficient And More Effective Ways 
Of Teaching Languages. The Classroom Teacher Has A Wider Variety Of Methodological Options To 
Choose From Than Ever Before. They Can Choose Methods And Materials According To The Needs 
Of The Learners, The Preferences Of Teachers And The Constrains Of Their Institution Or Educational 
Setting.Though Technology Can Play A Dominant Role In English Language Teaching (Elt) In The 
Contemporary Society, The Need For Developing The Four Basic Language Skills In Elt Classrooms 
Still Prevails. The Perspicacious Papers Presented In This Volume Provide An Insight Into The Deeper 
Understanding Of The Various Issues Involved In Teaching English At The University Level. These 
Papers Cover A Broad Spectrum Of Topics Under Elt Ranging From Theoretical Aspects Such As Form 
And Function In Language Learning To The Most Useful Practical Aspects Such As Communicative 
Language Teaching In A Multimedia Language Laboratory.Both The Teachers And The Researchers 
May Find This Volume On Elt Extremely Useful In Identifying, Appreciating And Comprehending The 
Nuances Of English Language Teaching.

Technical Communication

Business Communication: Connecting at work is a comprehensive textbook designed especially for 
the post graduate students of business management. It takes a practice oriented approach to explain 
the core concepts of business communication with the help of examples, case studies, exhibits and 
illustrations.

English Language Teaching

For B.Com., BCA, BBA, MBA and as per the UGC Model Curriculum.

Business Communication: Connecting at work (with CD)

Business Communication: Making Connections in a Digital World, 12/e by Lesikar, Flatley, and Rentz 
provides both student and instructor with all the tools needed to navigate through the complexity of the 
modern business communication environment. At their disposal, teachers have access to an online 
Tools & Techniques Blog that continually keeps them abreast of the latest research and developments in 
the field while providing a host of teaching materials. Business Communication attends to the dynamic, 
fast-paced, and ever-changing means by which business communication occurs by being the most 
technologically current and pedagogically effective books in the field. It has realistic examples that are 
both consumer-and business-oriented.

Business Communication

Communicating a message effectively needs precision—be it verbal or non-verbal. At the professional 
front, the accuracy of the message to be shared becomes all the more important as the business 
decisions may depend on the same. This book, in its second edition, continues to detail on the 
pre-requisites of communicating effectively in the corporate environment and generally. Beginning with 
an overview of business communication, the book educates on the principles of communication—oral 
and written. Divided into nine chapters, the first two chapters deal with oral communication and the next 
seven deal with different forms of written communication. The book teaches how to write effective letters 
and prepare persuasive resumé. The chapters are well-supported with many examples and illustrative 
exhibits wherever required. A new chapter (Chapter 9) has been added titled ‘Writing to Communicate’ 
which presents incorrect use of language and phrases that rob the text, be it a report or a letter, of 
authenticity and credibility. The chapter also presents correct use of the examples and the rationale or 
logic in the form of explanations. Designed as a textbook for the management students, this book would 
be equally useful for the management professionals and executives. Key features • Observes a simple 
pattern of Read-Comprehend-Test-Follow • Discusses strategies for identification and improvisation 
of communication skills (both oral and written) • Provides numerous examples and illustrations that 
facilitate proper grasp of the topics discussed.

Lesikar's Business Communication

It is a comprehensive textbook especially designed for the students of commerce, management and 
other professional courses. It serves both as a learner´s text and a practitioner´s guide. It provides 
a sharp focus on all relevant concepts and cardinal principles of business communication and adds 



value to the reader´s understanding of the subject. Following a need-based and sequential approach, 
the book is highly stimulating and leads students to communicate with élan and prepare for work place 
challenges.

Effective Business Communication

"English and Communication for Colleges addresses the essential writing, speaking, and listening skills 
needed for success in today's workplace and gives special attention to grammar and mechanics as the 
foundation for good writing. Features and activities are designed to connect users to contemporary 
issues--including diversity, ethics, technology, teamwork and critical thinking." -- Publisher.

Business Communication

The Art and Science of Business Communication, 4e

EFFECTIVE BUSINESS COMMUNICATION

As food producers, plants are constantly under attack by insects. Over the course of evolution, plants 
have not only developed a sophisticated defense apparatus but have also refined biochemical defense 
mechanisms to protect themselves, thereby maintaining the ecological balance. Plant-pest interactions 
induce an elaborate array of reactions involving the release of volatile compounds, effector and 
signaling molecules, trans-membrane proteins, and a variety of enzymes and hormones. This book 
offers a comprehensive guide to the strategies that plants employ against insects and other pests 
to ensure their continued survival. Addressing an important gap in the literature, it shares the latest 
findings in the field of plant–pest interactions for a broad audience. Providing an overview of the current 
state of knowledge on plant-pest interactions and their role in the genetic improvement of crops, it 
offers an essential guide for researchers and professionals in the fields of agriculture, plant pathology, 
entomology, cell biology, molecular biology and genetics.

Business Communication, 3rd Edition

The new second edition of Communication Skills for Engineers brings in a sound understanding and 
insight into the dynamics of communication in all spheres of life - interpersonal, social and professional. 
The book hinges on the premise that effective communication is an outcome of using the right 
combination of skills alongside an appropriate attitude. -- Publisher's description.

Readymade Speeches

Communication has evolved over the years. Face-to-face interactions of the past have given way to 
technology-driven channels of communication in present times. Communication audit, crisis commu-
nication, financial communication, communication beyond boundaries, and corporate communication 
are the new buzzwords in the language of business. The second edition of Business Communication 
for Managers, aimed at all MBA students, begins by briefly analysing the various theories of communi-
cation. It demonstrates methods of effective communication through examples, real-life scenarios, and 
role-plays. It adopts a multi-dimensional and integrative approach to solve communication dilemmas 
at the workplace and touches upon the thoughts related to attention, perception, empathy, and 
professionalism

English and Communication for Colleges

Wherever There Are People There Will Be A Literature. A Literature Is The Record Of Human Expe-
rience, And People Have Always Been Impelled To Write Down Their Impressions Of Life. They Do 
So In Diaries And Letters, In Pamphlets And Books, And In Essays, Poems, Plays, And Fiction. In 
This Respect American Literature Is Like Any Other, Though It Displays Many Characteristics That Are 
Similar And Many That Are Dissimilar To The Literary Tradition Of Other Nations. American Literature 
Has Witnessed Several Trends And Movements:" Puritan/Colonial (1650 1750)" Revolutionary/Age Of 
Reason (1750 1800)" Romanticism (1800 1860)" American Renaissance/Transcen-Dentalism (1840 
1860)" Realism (1855 1900) (Period Of Civil War And Post-War Period)" The Moderns (1900 1950)" 
Harlem Renaissance (Parallel To Modernism) (1920S)" Postmodernism (1950 To Present)The Present 
Volume Concentrates On The American Literature Of 19Th And 20Th Centuries And Includes Critical 
Papers On Authors Widely Prescribed In The Indian Universities. As We Are Aware, The Beauty Of Any 
Literary Work Is That It Leads To Fresh Interpretation Every Time When Viewed From A Different Angle. 



The Scholarly And Critical Analysis Presented On The Works Of Several American Literary Masters 
Such As Emerson, Hawthorn, Poe, Whitman, Hemingway, O Neill, Miller, Morrison, Walker, Etc., By 
Experts In The Field Of English Literature Would Unquestionably Enable The Readers Gain A New 
Insight Into The Interpretation Of Literary Works. While Serving As An Additional Resource To The 
Teachers Of American Literature, This Volume Is Expected To Assist The Students And Researchers 
In The Domain Of American Literature.

Business Communication

FONT COLOR= FF0000 Winner of the First Prize of the FIP Awards for Excellence in Book Production 
2009/FONT COLOR A Transformational Text on Marketing. . . Presents Marketing in an Altogether New 
Perspective Today, Marketing needs a

The Art and Science of Business Communication, 4e

We have seen thousands of promising engg. And oher profesional carers being ruined due to lack of 
basic writing skills in english language.The students cannot be blamed for this short fall.of late the 
trend has been to lay complete emphasis on teaching only subjects related to the technical and other 
professional stream chossen by the students.

Plant-Pest Interactions: From Molecular Mechanisms to Chemical Ecology

This is a book for anyone who is working or training in a professional, managerial, administrative or 
secretarial role which demands effective communication and business English skills.

Communication Skills for Engineers

This text-workbook is a streamlined, no-nonsense approach to business communication. It takes a 
three-in-one approach: (1) text, (2) practical workbook, and (3) self-teaching grammar/mechanics 
handbook. The chapters reinforce basic writing skills, then apply these skills to a variety of memos, 
letters, reports, and resumes. This new edition features increased coverage of contemporary business 
communication issues including oral communication, electronic forms of communication, diversity and 
ethics.

Business Communication for Managers, 2/e

There are many potential, passionate, energetic and hard working fresh MBA passouts and MBA 
students who aspire to get placed like the students of top B-schools, but unfortunately they may 
not find the right guidance. To such youngsters, this book makes a humble attempt to: · Brief why 
Top B-school students are offered challenging & lucrative jobs · List the key competencies & values 
sought by Organizations which offer challenging & lucrative job offers to Top B- school passouts · 
Tips on how to improve the competencies & values which are sought by the Organizations who offer 
challenging & lucrative jobs. · How to showcase it to Organizations& win such challenging & lucrative 
jobs. · Tell MBA students & fresh MBA passouts that they can perform on par & even excel the fresh 
passouts of much celebrated Top B-Schools if they put right efforts. In a direct, face-face interview, 
Ms. Priyanka Pankajam.I. A. S (Assistant collector-Coimbatore district, Former Business Consultant 
at KPMG, Former Assistant commissioner –Income Tax and IIM-B Alumnus- 2006-08 batch, [please 
refer page 66 to find her detailed profile]) shared the list of key competencies & values sought by 
Organizations which offer challenging & lucrative job offers to Top B-school students. She has also 
shared tips on how to improve the competencies & values which were mentioned by her. Later in 
other direct, face-face interview, Ms. Shyleswari. M. Rao (Executive Business coach, OD Consultant, 
1st woman licensed Human element practitioner [LHEP] in India, Professional member & Former 
regional coordinator of ISABS [Indian Society of Applied Behavioural Science Training professional 
with decades of experience, [Please refer page 63 to find her detailed profile] has shared her valuable 
suggestions on how to improve the list of key competencies & values. The book also carries the views 
expressed by eminent scholars, Academicians and Management practitioners which are mentioned in 
the books authored by them. I have tried the best to keep the book slim & leaner, whereby it can be 
handy to carry and easy to refer.



Critical Perspectives in American Literature

A curated recipe book on how to be happy and content in our professional lives

Basic Business Communication

The practical dimension of communication is often quickly grasped by students but theory is found tricky 
in various ways. This book, therefore, focuses purely on the theoretical dimensions of communication. It 
is very difficult to claim pure originality in communication theory but an effort has been made to explain 
the selected topics in a lucid, student-friendly manner. As far as the selection of topics is concerned, 
the syllabi of various universities have been referred to. The first three units focus on introducing 
communication in detail and its two major types – verbal and non-verbal. Each of the sub-types of 
non-verbal communication viz. proxemics, paralanguage, etc. would ideally demand one unit each. But 
that is out of the scope of such a companion. Out of four language acquisition skills – LSRW – only 
two have been taken up here: listening and reading. Interpersonal communication and teamwork carry 
such immense application in today’s workplace scenario that it deserves a place in a book dealing with 
fundamentals such as this one.

Marketing Management:Global Perspective Indian Context

Effective communication is the foundation of sound management. Regardless of the size of the 
business we are in - a multinational company, a medium enterprise or a small-scale industry - 
effective communication skills are always needed for success. This comprehensive book dwells onto 
all aspects of business communication which helps to attain success in a business. This book is 
organized in three sections. Section-I (Basics of Communication) details on how messages in business 
should be conveyed clearly and unambiguously through various models of communication. It further 
explains that a message when communicated effectively can help in selling the concept, goods, 
products or services more conveniently and effectively. Section-II (Oral and non-verbal communication) 
elucidates that besides verbal communication, non-verbal communication such as gestures, postures, 
dressing and hair style also plays an equal and important role in imparting messages in a corporate 
environment. Section-III (Written communication) details on the factors which help to enhance the 
business writing abilities (letters and memos). Besides, the book teaches various other aspects of 
business communication like how to prepare for an interview, how to conduct a meeting and also how 
to draft an impressive resume. Primarily intended for the postgraduate students of management, the 
book is equally beneficial for the business professionals and company owners, to help them learn the 
traits of effective communication.

Professional Communication Skills

Business Communication is a comprehensive and authoritative textbook designed to meet the re-
quirements of students of commerce, management and other professionals courses.It serves both as 
a learner's text and a practitioner's guide.The book provides a sharp focus on all relevant concepts 
and cardinal principles of business communication and adds value to the reader's understanding of 
the subject.Following a simple, need-based and sequential approach, the book is relevant, highly 
stimulating and readable.It makes learning exciting and prepares the reader to face real-life situations 
with confidence and understanding.

Communication for Business

Communication is the fuel of every business enterprise. This book on Business Communication 
aims to bring about the importance of communication in business. It highlights the different types 
of communication taking place in an organization. This book deals with various forms of written and 
oral communication; including letter writing, memos, orders, interviews, group discussions, meetings, 
minutes and e- correspondence, career development, Resume writing, interview preparation for the job 
and presentation skills etc. This book is written in a very simple and understandable way. This book is not 
only helpful for the students of Business Communication, but is also a helpful guide to those who want to 
improve their communication skills. Today's modern business compels better communication in solving 
the problems at different organizational levels internally. If the internal communication is effective then 
that will act as a catalyst for the success of organization. This book would enhance students with the 
communication skills required for the success in today's rapidly changing global business environment. 
New topics are covered in this book such as such as career planning and career managing skills, 



employability skills and employability scope for graduates as an addition to familiar them in business 
communication.

Essentials of Business Communication

Communication is the lifeblood of every business organization. This book on Business Communication 
aims to bring about the relevance/importance of communication in business. It highlights the different 
types of formal and informal communication taking place in an organization. Various forms of written 
and oral communication; including letters, memos, orders, interviews, group discussions, meetings 
etc., have been discussed in detail. Besides, the importance of non-verbal communication has also 
been elucidated. Effort has been made to keep the text simple and comprehensible, including a lot of 
examples and case studies. Students' exercise at the end of every chapter has been added to inculcate 
interest in readers for higher and deeper learning. There is comprehensive coverage of all topics on 
Business Communication prescribed for study for the students of Commerce, Management, Hotel 
Management and MCA etc. This book is not only helpful for the students of Business Communication, 
but is also a helpful guide to those who want to improve their communication skills.

Business Communication

A Practical, Strategic Approach to Managerial Communication Managerial Communication: Strategies 
and Applications focuses on communication skills and strategies that managers need to be successful 
in today’s workplace. Known for its holistic overview of communication, solid research base, and 
focus on managerial competencies, this text continues to be the market leader in the field. In the 
Seventh Edition, author Geraldine E. Hynes and new co-author Jennifer R. Veltsos preserve the book’s 
strategic perspective and include new updates to reflect the modern workplace. The new edition adds 
a chapter on visual communication that explains how to design documents, memorable presentations, 
and impactful graphics. New coverage of virtual teams, virtual presentations, and online communication 
help students avoid common pitfalls when using technology.

“I am an MBA not from top B-school…… BUT HOW TO GET PLACED LIKE B-SCHOOL PAS-
SOUT??!!”

Soft Skills for Workplace Success
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