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This book is as helpful to a ten year corporate veteran as
it is to a recent college graduate. Anyone aspiring to
climb the corporate ladder should have Talking Your
Way to the Top tucked firmly under his/her arm.- Sanford
Livingston Jr., Senior Vice President & Chief of Staff for
Commercial Banking, Wells FargoExceptional leaders
communicate inspiration through their choice of words
and authenticity of spirit. They have found their voice.
Gretchen Hirsch's book Talking Your Way to the Top
provides important communication tools and tips that will
enable you to find your voice and wield it wisely.- Kathy
Green, President, Executive Coaching Connections,
LLCWhat's the difference between ambiguous and
ambivalent? When is it right to say he and I, and when is
him and me correct? What's the most important part of a
voice mail message? What's the one mistake that's
guaranteed to make an audience fall asleep during your
presentation?Whether you're the CEO of a conglomerate
or an entry-level candidate preparing for an interview,
how you speak has an effect on how you're perceived.
Grammar gaffes, incorrect word choices, inappropriate
language, and inarticulate expression can peg you as
both uneducated and unsophisticated.If you're uncertain
about how effectively you speak, businesscommunications expert Gretchen S. Hirsch has all the
answers in this one comprehensive, amusing, and very
useful book. Full of on-target tips and easy-to-navigate
lists of frequently misused words, Talking Your Way to
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the Top is a quick, entertaining reference for any
businessperson interested in becoming a more
interesting and powerful speaker. It teaches you to
recognize and avoid noxious nouns, vexing verbs, jarring
jargon, wretched redundancies, and execrable
euphemisms.Even better, Hirsch leads you every step of
the way on the road to success. She gives you the words
you need for job interviews; making contributions at
company meetings; asking for more responsibility,
promotions, and raises; giving speeches and making
presentations; and chatting with your coworkers and
potential clients at trade shows, cocktail parties, and
company dinners.Whether you're a recent college
graduate, a middle manager, or a seasoned
professional, you'll find Talking Your Way to the Top to
be warm, inviting, and sometimes downright amusing as
it guides you through the perils and pleasures of the
spoken word on your way up the corporate
ladder.Gretchen Hirsch (Worthington, OH) is the author
of Womanhours: A 21-Day Time Management Plan that
Works and the coauthor of Bud Wilkinson: An Intimate
Portrait of an American Legend, Helping Gifted Children
Soar: A Practical Guide for Parents and Teachers, and
Motivating the Gifted Child. She has contributed articles
to Woman's Day, Redbook, Equal Play, The Science
Teacher, and Gifted Child Today, among others. She is a
writer for the Office of University Communications at
Ohio Wesleyan University and president of Midwest
Book Doctors, where she provides editorial consulting
services for authors who are preparing manuscripts for
submission to agents and editors.
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Although we have been successful in our careers, they
have not turned out quite as we expected. We both have
changed positions several times-for all the right reasonsbut there are no pension plans vesting on our behalf. Our
retirement funds are growing only through our individual
contributions. Michael and I have a wonderful marriage
with three great children. As I write this, two are in
college and one is just beginning high school. We have
spent a fortune making sure our children have received
the best education available. One day in 1996, one of my
children came home disillusioned with school. He was
bored and tired of studying. “Why should I put time into
studying subjects I will never use in real life?” he
protested. Without thinking, I responded, “Because if
you don't get good grades, you won't get into college.”
“Regardless of whether I go to college,” he replied, “I'm
going to be rich.”
Express yourself clearly and confidently at work with this
practical guide to written business English and global
business English, for native and non-native speakers
alike.
Streamline your organization's communication with the
powerful and easy-to-follow methodology presented in
this book, featuring insight from experts including Simon
Sinek and Brené Brown. Better communication will mean
better business practice company-wide as well as
increased employee engagement, happier clients and
customers, and stronger profits. As the title suggests,
Influential Internal Communication proves just how
influential internal communications (IC) is, and the
measurable impact it has on an organization's growth.
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For many organizations, IC often slips down the list of
priorities when there are high pressure, high stakes
business situations to cope with. This causes a sense of
chaos and confusion within the organization that will eventually - permeate to external customers and clients.
Influential Internal Communication presents a clear,
adaptable methodology that will help readers
understand, diagnose and fix their own communication
challenges, thereby transforming the chaos into calm.
Backed up with data and statistics from industry reports
on workplace culture, Influential Internal Communication
is based on The Field Model and draws on research with
CEO's, some of the best insights into people,
organisations and chaos. The theory is backed up with
real world case studies, showing how chaos can impact
a range of organizations of varying size and industry.
Written by the 2020 President of the Chartered Institute
of Public Relations (CIPR), Influential Internal
Communication will streamline any organization's IC
practices, and help to drive engagement, efficiency and
profit across the board.
Speaking Effectively provides the trainer with a business
English book which can be used as supplementary
material or as the basis for a short course at the lowerintermediate level to develop fluency and language
competence. All of the 14 units are short, easy-to-use
and do not require much preparation on the part of the
teacher. The three case studies interspersed throughout
the book allow the learner the opportunity to use the
language acquired in the preceding units in more
extended speaking activities. Speaking Effectively is
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accompanied by a cassette with the tapescripts in the
back of the book.
The 50 ways... series provides a range of instant ways to
improve your communications skills in business. The 50
tips in these books will allow the learner to make
noticeable improvement in their business English with
minimum effort. With the advent of sophisticated digital
telephony technologies and the pressure on business
people not to travel unnecessarily for environmental
reasons, the importance of one-to-one telephone calls
and teleconferencing takes on a new dimension. This
book helps learners prepare for that all-important
telephone call. The accompanying audio CD provides
listening comprehension tasks that go with the units. This
innovative title applies the theory of intercultural studies
to the practice of communicating in English in a business
and professional context.
Communicating Across Cultures is an innovative short
course for learners of business English who want to
function effectively in an international environment by
developing their intercultural skills in English. Drawing on
inspirational advice from leading figures in the world of
cross-cultural communication, Communicating Across
Cultures covers all types of oral and written
communication, from meetings to negotiations,
telephone calls to emails, and deals with situations
ranging from working in international teams to managing
conflict. Students are invited to analyse their own
intercultural competence and helped to develop a
personal action plan for further use beyond the
classroom. The Student's Book comes with an audio CD
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that contains authentic interviews with people from the
world of business and extracts from meetings that
exemplify the communication strategies presented.
New International Business English is a flexible course at
the upper-intermediate level for people who need or will
soon need to use English in their day-to-day work.All four
skills - listening, speaking, reading, writing - are
developed through a wide range of tasks which closely
reflect the world of work.
Too many companies are managed not by leaders, but
by mere role players and faceless bureaucrats. What
does it take to be a real leader—one who is confident in
who she is and what she stands for, and who truly
inspires people to achieve extraordinary results? Rob
Goffee and Gareth Jones argue that leaders don’t
become great by aspiring to a list of universal character
traits. Rather, effective leaders are authentic: they deploy
individual strengths to engage followers’ hearts, minds,
and souls. They are skillful at consistently being
themselves, even as they alter their behaviors to
respond effectively in changing contexts. In this lively
and practical book, Goffee and Jones draw from
extensive research to reveal how to hone and deploy
one’s unique leadership assets while managing the
inherent tensions at the heart of successful leadership:
showing emotion and withholding it, getting close to
followers while keeping distance, and maintaining
individuality while “conforming enough.” Underscoring
the social nature of leadership, the book also explores
how leaders can remain attuned to the needs and
expectations of followers. Why Should Anyone Be Led
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By You? will forever change how we view, develop, and
practice the art of leadership, wherever we live and work.
Managerial Communication for Organizational
Development provides clarity for top, middle, and
frontline managers on paramount communication issues
It helps them anticipate and respond to communication
challenges managers face daily. Challenges occur
rapidly and with no warning. A business can be
destroyed by media manipulations of public perceptions.
Knowing what to do, what to say, and what not to say is
paramount in dealing with complex cultural issues faced
by today’s managers. Developing effective
communication strategies, internally and externally, will
keep organizations viable. This book is a field manual for
managers at any organizational level.
Providing a clear, conversational approach to radio
communications, this sourcebook for pilots and aviation
specialists features typical transmissions in order to
explain how the air traffic control system works and
presents simulated flights to demonstrate the correct
procedures. Topics cover every aspect of radio
communication, including basic system and procedural
comprehension, etiquette and rules, visual flight rules,
instrument flight rules, emergency procedures, ATC
facilities and their functions, and a review of airspace
definitions. Beginners and professionals alike will find
this an invaluable resource for communicating by radio.
In the present book, How to Win Friends and Influence
People, Dale Carnegie says, “You can make someone
want to do what you want them to do by seeing the
situation from the other person’s point of view and
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arousing in the other person an eager want.” You learn
how to make people like you, win people over to your
way of thinking, and change people without causing
offense or arousing resentment. For instance, “let the
other person feel that the idea is his or hers” and “talk
about your own mistakes before criticizing the other
person.” This book is all about building relationships.
With good relationships, personal and business
successes are easy and swift to achieve. Twelve Ways
to Win People to Your Way of Thinking 1. The only way
to get the best of an argument is to avoid it. 2. Show
respect for the other person's opinions. Never say
"You're wrong." 3. If you're wrong, admit it quickly and
emphatically. 4. Begin in a friendly way. 5. Start with
questions to which the other person will answer yes. 6.
Let the other person do a great deal of the talking. 7. Let
the other person feel the idea is his or hers. 8. Try
honestly to see things from the other person's point of
view. 9. Be sympathetic with the other person's ideas
and desires. 10. Appeal to the nobler motives. 11.
Dramatize your ideas. 12.Throw down a challenge.
English for Business Communications is a short course
for learners who need to improve their communicative
ability.
Improve the way you communicate in English when
working internationally - it's as much about how you say
it as what you say! You need more than just a good level
of English to communicate successfully in international
business. Collins Effective International Business
Communication gives you clear and practical advice to
help you to communicate successfully with colleagues
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and business partners around the world, using the
English you already know. Part 1 will help you with
speaking and listening, with practical ideas to help you
create better understanding with colleagues and
business partners. Part 2 covers key interpersonal skills ,
such as building relationships, networking, influencing,
making decisions, managing conflict and building trust.
Part 3 considers the challenges of virtual communication
with colleagues at a distance, with advice on how to write
better emails and manage conference calls. Each unit
features tip boxes, model conversations and case
studies Work environments today are increasingly
complex - with greater demands on time there is more
emphasis on choosing the right form of communication
at the right time. You need to be able to work with
colleagues at a distance and build and maintain
relationships with people at home and abroad. Effective
International Business Communication will help you to
build the relationships you need to be successful. Can be
used for self-study or by Business English trainers who
want their clients to get results. CEF level B2-C1 / Upper
Intermediate - Advanced
"I must congratulate you on GLOBISH THE WORLD
OVER. It's a pioneering text of great importance, full of
enthralling insights for native and non-native English
users alike." -- Robert McCrum, author, The Story of
English and Literary Editor, London Observer. Globish,
as a concept, takes to task the world hegemony of
arrogant English-speakers. Hence the landmark book
Don't Speak English - Parlez Globish became a bestseller in French, and other languages, but it never
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appeared in English. GLOBISH THE WORLD OVER is
the first book written in Globish-English. Non-native
English speakers from non-Anglophone countries use
English better between themselves than with any native
English speaker. Globish codifies their very efficient
"similar limitations." The word Globish may strike Englishspeakers as an "odd" way to rename their English.
However billions of speakers in Brazil, Russia, India and
China will be the new "owners" of what the world is now
calling Globish. The implications are far-reaching.
GLOBISH THE WORLD OVER discusses this
phenomenon, and demonstrates that Globish - as a
deliberate and sufficient subset of English for
international communication - is limited more by a
person's communication ability than by mere words.
Covers the essential vocabulary of the office for general
staff, presenting topics such as using a copying machine,
sending a fax, making telephone calls, and office safety.
David Crystal's classic English as a Global Language
considers the history, present status and future of the
English language, focusing on its role as the leading
international language. English has been deemed the
most 'successful' language ever, with 1500 million
speakers internationally, presenting a difficult task to
those who wish to investigate it in its entirety. However,
Crystal explores the subject in a measured but engaging
way, always backing up observations with facts and
figures. Written in a detailed and fascinating manner, this
is a book written by an expert both for specialists in the
subject and for general readers interested in the English
language.
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The Challenge Built to Last, the defining management
study of the nineties, showed how great companies
triumph over time and how long-term sustained
performance can be engineered into the DNA of an
enterprise from the verybeginning. But what about the
company that is not born with great DNA? How can good
companies, mediocre companies, even bad companies
achieve enduring greatness? The Study For years, this
question preyed on the mind of Jim Collins. Are there
companies that defy gravity and convert long-term
mediocrity or worse into long-term superiority? And if so,
what are the universal distinguishing characteristics that
cause a company to go from good to great? The
Standards Using tough benchmarks, Collins and his
research team identified a set of elite companies that
made the leap to great results and sustained those
results for at least fifteen years. How great? After the
leap, the good-to-great companies generated cumulative
stock returns that beat the general stock market by an
average of seven times in fifteen years, better than twice
the results delivered by a composite index of the world's
greatest companies, including Coca-Cola, Intel, General
Electric, and Merck. The Comparisons The research
team contrasted the good-to-great companies with a
carefully selected set of comparison companies that
failed to make the leap from good to great. What was
different? Why did one set of companies become truly
great performers while the other set remained only
good? Over five years, the team analyzed the histories of
all twenty-eight companies in the study. After sifting
through mountains of data and thousands of pages of
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interviews, Collins and his crew discovered the key
determinants of greatness -- why some companies make
the leap and others don't. The Findings The findings of
the Good to Great study will surprise many readers and
shed light on virtually every area of management
strategy and practice. The findings include: Level 5
Leaders: The research team was shocked to discover
the type of leadership required to achieve greatness. The
Hedgehog Concept (Simplicity within the Three Circles):
To go from good to great requires transcending the curse
of competence. A Culture of Discipline: When you
combine a culture of discipline with an ethic of
entrepreneurship, you get the magical alchemy of great
results. Technology Accelerators: Good-to-great
companies think differently about the role of technology.
The Flywheel and the Doom Loop: Those who launch
radical change programs and wrenching restructurings
will almost certainly fail to make the leap. “Some of the
key concepts discerned in the study,” comments Jim
Collins, "fly in the face of our modern business culture
and will, quite frankly, upset some people.” Perhaps, but
who can afford to ignore these findings?
How to Write Effective Business English gives guidance
to both native and non-native English speakers on how
to express yourself clearly and concisely. With case
studies and real-life examples that demonstrate how
English is used internationally in business, and full of
ideas to help you get your communications right first
time, this book sets the scene for describing the benefits
of good Business English, ideal for multinational
companies where communication is a priority. For native
Page 12/25

Read Free Communicating In Business English
Bob Dignen
English speakers, it may mean un-learning things you
were taught at school and learning how to save time by
getting to the point more quickly in emails; for elementary
to immediate English speakers, it focuses on the areas
that are easy to get wrong. How to Write Effective
Business English uses real-life international business
scenarios to develop your skills and provide you with
some answers that even your boss might not know. You
will learn a system to help you quickly and easily write
emails, letters, CVs and more. Featuring sections on
punctuation and grammar, checklists to help assess
progress and now with a new chapter on how to write
effectively for social media, How to Write Effective
Business English has been praised by both native and
non-native writers of English as an indispensable
resource.
Corporate response to the increasing diversity of the
workforce varies widely, but intercultural competence is
generally valued. Intercultural competence is known as
the "third wave" of diversity thinking--after affirmative
action and inclusion. In 2010, 68 percent of organizations
that participated in a survey by the Society for Human
Resources Management reported having workplace
diversity practices and policies. It is well known that
effective intercultural communication impacts both the
financial and the operational performance of the firm. A
well-trained workforce can operate successfully in a
multicultural environment. However, many companies
are not doing enough to overcome cultural and
communication barriers. The book examines the
intersection of intercultural training and employee
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communication behaviors in order to identify factors that
can maximize cultural competence. Today's paradigm of
"managing cultural differences" has evolved from simple
prescriptions, do's and taboos that apply when working
in foreign countries. Rather, a more sophisticated
contemporary model draws on employees' experiences
in disparate cultures and allows trainees to analyze and
understand the effects of their daily interactions.
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A must-have guide for writing at work, with practical
applications for getting your point across quickly,
coherently, and efficiently. A winning combination of
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how-to guide and reference work, The Only
Business Writing Book You’ll Ever Need addresses
a wide-ranging spectrum of business communication
with its straightforward seven-step method.
Designed to save time and boost confidence, these
easy-to-follow steps will teach you how to make
clear requests, write for your reader, start strong and
specific, and fix your mistakes. With a helpful
checklist to keep you on track, you’ll learn to
promote yourself and your ideas clearly and
concisely, whether putting together a persuasive
project proposal or dealing with daily email. Laura
Brown’s supportive, no-nonsense approach to
business writing is thoughtfully adapted to the
increasingly digital corporate landscape. Complete
with insightful sidebars from experts in various fields
and easy-to-use resources on style, grammar, and
punctuation, this book offers essential tools for
success in the rapidly changing world of business
communication.
"Bob Chapman, CEO of the $1.7 billion
manufacturing company Barry-Wehmiller, is on a
mission to change the way businesses treat their
employees." - Inc. Magazine Starting in 1997, Bob
Chapman and Barry-Wehmiller have pioneered a
dramatically different approach to leadership that
creates off-the-charts morale, loyalty, creativity, and
business performance. The company utterly rejects
the idea that employees are simply functions, to be
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moved around, "managed" with carrots and sticks, or
discarded at will. Instead, Barry-Wehmiller manifests
the reality that every single person matters, just like
in a family. That's not a cliché on a mission
statement; it's the bedrock of the company's
success. During tough times a family pulls together,
makes sacrifices together, and endures short-term
pain together. If a parent loses his or her job, a
family doesn't lay off one of the kids. That's the
approach Barry-Wehmiller took when the Great
Recession caused revenue to plunge for more than
a year. Instead of mass layoffs, they found creative
and caring ways to cut costs, such as asking team
members to take a month of unpaid leave. As a
result, Barry-Wehmiller emerged from the downturn
with higher employee morale than ever before. It's
natural to be skeptical when you first hear about this
approach. Every time Barry-Wehmiller acquires a
company that relied on traditional management
practices, the new team members are skeptical too.
But they soon learn what it's like to work at an
exceptional workplace where the goal is for
everyone to feel trusted and cared for--and where it's
expected that they will justify that trust by caring for
each other and putting the common good first.
Chapman and coauthor Raj Sisodia show how any
organization can reject the traumatic consequences
of rolling layoffs, dehumanizing rules, and
hypercompetitive cultures. Once you stop treating
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people like functions or costs, disengaged workers
begin to share their gifts and talents toward a shared
future. Uninspired workers stop feeling that their jobs
have no meaning. Frustrated workers stop taking
their bad days out on their spouses and kids. And
everyone stops counting the minutes until it's time to
go home. This book chronicles Chapman's journey
to find his true calling, going behind the scenes as
his team tackles real-world challenges with caring,
empathy, and inspiration. It also provides clear steps
to transform your own workplace, whether you lead
two people or two hundred thousand. While the
Barry-Wehmiller way isn't easy, it is simple. As the
authors put it: "Everyone wants to do better. Trust
them. Leaders are everywhere. Find them. People
achieve good things, big and small, every day.
Celebrate them. Some people wish things were
different. Listen to them. Everybody matters. Show
them."
The Handbook of Communication Skills is
recognised as one of the core texts in the field of
communication, offering a state-of-the-art overview
of this rapidly evolving field of study. This
comprehensively revised and updated fourth edition
arrives at a time when the realm of interpersonal
communication has attracted immense attention.
Recent research showing the potency of
communication skills for success in many walks of
life has stimulated considerable interest in this area,
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both from academic researchers, and from
practitioners whose day-to-day work is so dependent
on effective social skills. Covering topics such as
non-verbal behaviour, listening, negotiation and
persuasion, the book situates communication in a
range of different contexts, from interacting in groups
to the counselling interview. Based on the core tenet
that interpersonal communication can be
conceptualised as a form of skilled activity, and
including new chapters on cognitive behavioural
therapy and coaching and mentoring, this new
edition also places communication in context with
advances in digital technology. The Handbook of
Communication Skills represents the most significant
single contribution to the literature in this domain.
Providing a rich mine of information for the neophyte
and practising professional, it is perfect for use in a
variety of contexts, from theoretical mainstream
communication modules on degree programmes to
vocational courses in health, business and
education. With contributions from an internationally
renowned range of scholars, this is the definitive text
for students, researchers and professionals alike.
Amoral, cunning, ruthless, and instructive, this multimillion-copy New York Times bestseller is the
definitive manual for anyone interested in gaining,
observing, or defending against ultimate control –
from the author of The Laws of Human Nature. In the
book that People magazine proclaimed “beguiling”
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and “fascinating,” Robert Greene and Joost Elffers
have distilled three thousand years of the history of
power into 48 essential laws by drawing from the
philosophies of Machiavelli, Sun Tzu, and Carl Von
Clausewitz and also from the lives of figures ranging
from Henry Kissinger to P.T. Barnum. Some laws
teach the need for prudence (“Law 1: Never
Outshine the Master”), others teach the value of
confidence (“Law 28: Enter Action with Boldness”),
and many recommend absolute self-preservation
(“Law 15: Crush Your Enemy Totally”). Every law,
though, has one thing in common: an interest in total
domination. In a bold and arresting two-color
package, The 48 Laws of Power is ideal whether
your aim is conquest, self-defense, or simply to
understand the rules of the game.
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.
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Important Notice: Media content referenced within
the product description or the product text may not
be available in the ebook version.
Are you uncomfortable—even afraid—about the
prospect of speaking before a group of people? Do
you have trouble getting your message across?
When you speak, do others listen, or can you feel
their attention wandering? Effective communication
is essential in business and in everyday life. The
most powerful communicators reach not just our
minds but our hearts: They win our trust. You can
learn to impress and persuade other people by
following Bert Decker's program in You've Got to Be
Believed to Be Heard. In this revised and updated
edition of his bestselling book, he distills his
expertise into a fresh new approach to speaking,
with examples and how-to exercises that anyone can
follow. Decker rounds out the behavioral focus of the
first edition to include his powerful tool to organize
content. Now you can learn to create focused,
listener-based messages in half the time. Spend a
few evenings with this complete book of speaking,
and you will discover how to win the emotional trust
of others—the true basis of communicating in any
situation. You'll learn: · How to conquer "stage fright"
· How to inject dynamic energy into your voice · Why
eye contact helps win trust · When and how to use
humor to make a point · A proven technique to
eliminate "Umm" and "Ahh" from your speech · A
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process to quickly organize your thoughts into a
focused message · How to move your
communications from information to influence · How
to make an impact and be yourself—to an audience of
one or one hundred · Eight steps to transforming
your communications experience
Jargon and slang have wormed their way into almost
every business document, speech, and conversation
that we have today. With online business
communications being much more conversational
and informal than the written business
communications of the past, they positively
encourage the use of figurative speech: ergo, more
jargon, more slang. This book is by no means all
encompassing, but the author has researched and
shared several hundred of the most commonly used
terms. Not only do we now know what they all mean
but, where appropriate, we also learn their
origins—some of which are fascinating and very
surprising. A very valuable handbook for any student
or practitioner in business to help demystify this
crazy language called “English.”
A charming romance of book meets book and boy
finds boy. Meet 'Bob the Book, ' a gay book for sale
in a Greenwich Village bookstore, where he falls in
love with another book, Moishe. But an unlikely
customer separates the young lovers. As Bob wends
his way through used book bins, paper bags,
knapsacks, and lecture halls, hoping to be reunited
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with Moishe, he meets a variety of characters, both
book and human, including Angela, a widowed copy
of Jane Austen's Mansfield Park, and two other
separated lovers, Neil and Jerry, near victims of a
book burning. Among their owners are Alfred and
Duane, whose on-again, off-again relationship unites
and separates our book friends. Will Bob find
Moishe? Will Jerry and Neil be reunited? Will Alfred
and Duane make it work? Read 'Bob the Book' to
find all the answers...
Reliable, authoritative, and designed to ease
grammar anxiety! Words are the currency of every
business transaction. They persuade, inspire,
educate and clarify. Essential Grammar for Business
offers guidance to professionals perplexed by proper
comma placement, dangling modifiers or the
difference between who and whom. With a better
understanding of the building blocks, readers will be
better equipped to focus on the other ingredients of
good business writing such as content, clarity and
style. This book is fun, fast-paced, and easy to use.
This book provides an introduction to the theory and
practice of intercultural business communication. It
offers surveys of some key cultural dimensions as
well as case studies.
Designed to keep pace with current workplace needs
and the emerging 21st century culture, this book
offers a lively, accessible, and user-friendly
alternative for those who dread the thought of
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barebones traditional grammar and communication
instruction and its overkill of rules. Personalized by
warmth, light humor, and inspiration, it focuses on
the "real-world" English skills needed to get a good
job, hold the job, and advance in a career -- i.e., how
to write and speak Standard English for careers and
to avoid noticeable errors. Features a reading level
that assures accessibility for nearly anyone. Covers
a full range of grammar topics and Interweaves (into
sample sentences, practice exercises, memos and
letters, proofreading exercises, and tests)
information on business practices, workplace cultural
diversity, workplace ethics, human relations,
workplace etiquette, the international marketplace,
technology, or self-improvement. For anyone
needing instruction in Standard English grammar
and communication skills for the workplace.
This Grammar Guru will solve the world's problems.
Or, at least, help you figure out when to use an
Oxford comma. The New York Times Put your
English skills to work for you! This book is ideal for
intermediate and advanced (CEFR B1-C1) nonnative
speakers of English seeking to increase their
communication confidence and effectiveness in the
workplace. Improve your precision and
professionalism so your ideas shine! The book
consists of 50 short quizzes which include the most
common English errors made by nonnative speakers
in professional environments. This fun format allows
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you to find your own frequent errors and fix them.
You will test your skills quickly, daily, and build your
language awareness and accuracy in writing and
speaking English. Short, clear explanations after
each quiz help you improve your knowledge of the
grammar rules. Complementing the quizzes are
Ellen says boxes with the same practical advice on
good communication etiquette and habits that Ellen
has been sharing for years with large corporate
clients in New York City and beyond. Witty and
humorous drawings illustrate confusing language
and common misunderstandings. The focus of the
exercises is on fixing your grammar and problems
with word choice. Examples are pulled from every
industry: finance, law, consulting, publishing, realestate, retail, technology, energy, pharmaceutical,
manufacturing, education, advertising, government,
insurance, non-profit, and more. Whatever your
profession or interest, you will benefit from the
exercises contained in this book. If you are just
looking to sharpen your English, this book is for you,
too. You will be learning from a professional writer
with two decades of experience teaching executives
in a business setting. A language-learner herself
who has studied some two dozen languages, Ellen
Jovin has written this book to help motivated working
adults advance their business English on their own
time and at their own pace.
Communicating to Win: In Life, Love, and Business
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empowers people at their core so they can
effectively communicate in all aspects of their lives
from a place of ultimate confidence to bring about
the success they desire in themselves and others.
Unfortunately, many are not communicating well or
even at all often retreating due to fear. Fear of
failure, fear of rejection, fear of embarrassment, and
fear of confrontation. We let those fears immobilize
us denying the possibility of a better life, career, and
relationships! However, there is a solution. There is
a way to take control of these fears, and it starts with
learning how to effectively communicate what you
want first and foremost with yourself. Whether you're
communicating with your wife, your children, your
business partner, your in-laws, or your
neighbors...on a daily basis, we all have to
communicate. Communicating to Win covers all
areas of our lives: socioeconomic, religious, political,
business, and personal to empower you! The
decision is yours to make, and while we cannot
control much of the outside world, we can control
ourselves. What and how we think. What we say and
how we say it. And this is the heart and soul of
Communicating to Win!
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