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Writing for the workplace : business communication for professionals /
/ Janet Mizrahi

New York, New York (222 East 46th Street, New York, NY 10017) : , :
Business Expert Press, , 2015

[First edition.]
1 online resource (164 p.)
Corporate communication collection, , 2156-8170

808.06665

Business writing
Business communication
Electronic books.
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Description based upon print version of record.

Includes bibliographical references (pages 143-144) and index.

Part I. Writing as a professional -- 1. Fundamentals of professional
writing -- 2. Basics of document design -- Part Il. Correspondence --

3. Routine and positive messages -- 4. Persuasive and bad news
messages -- 5. Social media and text messages -- Part lll. Reports and
presentations -- 6. Reports -- 7. Presentations -- Part IV. Employment
-- 8. Employment communication -- Appendix A. 20 common writing
errors to avoid -- Appendix B. Document samples -- Notes --
References -- Index.

Employers consider communication one of the most critical skills for
workers today. Writing for the Workplace: Business Communication for
Professionals is an easy-to-follow guide that provides strategies for
effective professional communication. Written to address the needs of
both students entering the workforce and business professionals
looking to improve their written communication, the book offers guides
to compose typical workplace documents, from effective e-mails and
convincing reports to winning presentations and engaging resumes.
This concise book offers busy readers concrete strategies to improve
their workplace writing. Part | addresses writing in today's fast-paced
business and professional contexts and discusses writing as a process,
professional writing style, writing tools, characteristics of effective
workplace communication, and basic document design. Part Il is a more
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detailed exploration of common written genres in the workplace and
discusses correspondence such as e-mail messages, letters, memos,
and social media for specific workplace situations. Part Il delves into
short and long reports and business presentations, and Part IV is
dedicated to employment communication. Each section includes many
sample documents and examines organization, tone, and genre
elements. A list of common writing errors to avoid, helpful checklists,
and easily scannable text make the book accessible and readable.
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Babel : ordre ou chaos ? : Nouveaux enjeux du mythe dans les ceuvres
de la Modernité littéraire / / Sylvie Parizet

Grenoble, : UGA Editions, 2018
2-37747-118-8

1 online resource (228 p.)

Babel, Tower of, in literature
Literature - History and criticism

Francese
Materiale a stampa
Monografia

La perte de la langue unique est-elle vraiment un drame ? A lire les
travaux de nombreux critiques, exégetes ou philosophes
contemporains, on pourrait en douter. Si I'image de la tour inachevée
évoque encore pour certains un champ de ruines, l'univers babélien qui
est le nétre, celui du multiple, tend souvent désormais a étre considéré
comme une bienheureuse nécessité - un ordre, au sens le plus noble
du terme. La littérature moderne a joué un rble crucial dans cette
volonté d'en finir avec une image négative de Babel. Mais en reprenant
ce vieux mythe biblique, des écrivains comme Kafka, Dos Passos,
Borges, Pierre Emmanuel ou Paul Auster ne se sont pas contentés
d'ouvrir la voie a un renversement axiologique : ils ont subtilement mis
au jour le substrat politique, éthique et philosophique du récit, et



souligné, en particulier, les enjeux herméneutique et téléologique qui
lui sont attachés. Ordre et chaos n'existent qu'a la faveur d'un sens et
d'une finalité a I'aune desquels il est possible de les évaluer.



