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WRITING SKILLS POCKETBOOK

Management Pocketbooks. Paperback. Book Condition: new. BRAND NEW, Writing Skills Pocketbook, Stella
Collins, Beth Curl, How do you ensure that what you write gets read, understood and acted upon? The Writing
Skills Pocketbook describes a 3-phase approach to planning, preparing and polishing written communications
for the modern business world. Central to the planning phase is a clear understanding of why you are writing
and who you are writing for. The book guides you through the planning process and shows you how to test
your approach. The second phase, preparation, demonstrates how to write clear, concise and compelling texts
using the authors' eight golden rules. There is advice too on how to present and illustrate your written material
to best e?ect, including the most commonly asked questions on punctuation. Don't be too hasty to send your
letter, email or report. Take time to check it thoroughly using the book's '11-point critiquing checklist' and 'top
tips for proof-reading'. This is the final, polishing phase. The Writing Skills Pocketbook is your essential guide to
writing confidently, swiftly and with greater impact.
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Related eBooks

A d o b e In d esign  C S/C s2 Breakth ro u gh s            
Peachpit Press, 2005. SoGcover. Book Condition: Neu. Gebraucht - Sehr gut Unbenutzt.
Schnelle Lieferung, Kartonverpackung. Abzugsfähige Rechnung. Bei Mehrfachbestellung
werden die Versandkosten anteilig erstattet. - Adobe InDesign is taking the publishing world
by storm and...
Read  ePu b  »  

Blo ggin g:  Th e Essen tial Gu id e      
Need2Know. Paperback. Book Condition: new. BRAND NEW, Blogging: The Essential Guide,
Antonia Chitty, Erica Douglas, How do I start a blog? How do I create a successful blog? How
can I keep coming up with...
Read  ePu b  »  

Wh o  A m I in  th e L iv es o f  C h ild ren ? an  In tro d u ctio n  to  Early  C h ild h o o d                                       
Ed u catio n  w ith  En h an ced  Pearso n  Etext - -  A ccess C ard  Package ( Pap erb ack)                   
Pearson, United States, 2015. Paperback. Book Condition: New. 10th. 251 x 203 mm.
Language: English . Brand New Book. NOTE: Used books, rentals, and purchases made outside
of Pearson If purchasing or renting from companies...
Read  ePu b  »  

Read ers C lu b h o u se Set B Wh at Do  Y o u  Say  ( Pap erb ack)               
Barron s Educational Series, United States, 2006. Paperback. Book Condition: New. Ann Losa
(illustrator). 142 x 13 mm. Language: English . Brand New Book. This is volume six, Reading
Level 2, in a comprehensive program...
Read  ePu b  »  

Perf ect N u merical Test Resu lts   
Cornerstone. Paperback. Book Condition: new. BRAND NEW, Perfect Numerical Test Results,
Joanna Moutafi, Ian Newcombe, Perfect Numerical Test Results is the essential guide for
anyone who wants to secure their ideal job. Written by a...
Read  ePu b  »  
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