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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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Editorial Review

About the Author
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.

Users Review

From reader reviews:

Christopher Henricks:

Here thing why this Successful Writing at Work: Concise Edition are different and trustworthy to be yours.
First of all reading a book is good but it depends in the content of computer which is the content is as
scrumptious as food or not. Successful Writing at Work: Concise Edition giving you information deeper
including different ways, you can find any e-book out there but there is no e-book that similar with
Successful Writing at Work: Concise Edition. It gives you thrill examining journey, its open up your own
personal eyes about the thing in which happened in the world which is might be can be happened around
you. It is possible to bring everywhere like in park, café, or even in your means home by train. If you are
having difficulties in bringing the imprinted book maybe the form of Successful Writing at Work: Concise
Edition in e-book can be your option.

John Hickman:

Do you among people who can't read gratifying if the sentence chained inside straightway, hold on guys this
specific aren't like that. This Successful Writing at Work: Concise Edition book is readable by means of you
who hate those straight word style. You will find the information here are arrange for enjoyable reading
through experience without leaving actually decrease the knowledge that want to supply to you. The writer
involving Successful Writing at Work: Concise Edition content conveys objective easily to understand by
many people. The printed and e-book are not different in the information but it just different by means of it.
So , do you nonetheless thinking Successful Writing at Work: Concise Edition is not loveable to be your top
record reading book?



April Miller:

Hey guys, do you would like to finds a new book to see? May be the book with the subject Successful
Writing at Work: Concise Edition suitable to you? Typically the book was written by well-known writer in
this era. The particular book untitled Successful Writing at Work: Concise Editionis the main one of several
books which everyone read now. This kind of book was inspired a number of people in the world. When you
read this reserve you will enter the new dimensions that you ever know prior to. The author explained their
idea in the simple way, consequently all of people can easily to recognise the core of this reserve. This book
will give you a large amount of information about this world now. In order to see the represented of the
world in this particular book.

Lisa Sullivan:

Your reading sixth sense will not betray a person, why because this Successful Writing at Work: Concise
Edition reserve written by well-known writer who really knows well how to make book that can be
understand by anyone who have read the book. Written throughout good manner for you, leaking every ideas
and creating skill only for eliminate your personal hunger then you still question Successful Writing at
Work: Concise Edition as good book not simply by the cover but also through the content. This is one guide
that can break don't assess book by its protect, so do you still needing yet another sixth sense to pick this
specific!? Oh come on your reading sixth sense already alerted you so why you have to listening to a
different sixth sense.
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