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Business Writing In The Digital
Age
Written by an experienced instructor of business
writing courses, Business Writing Scenarios offers a
hands on approach that immerses students in the
types of writing situations they will encounter
throughout their working lives. Detailed guidance and
numerous examples help students build the skills they
will need to respond to these situations effectively. In
each of the core chapters, students first learn how
other writers addressed a particular writing
situation—such as having to convey disappointing
news to employees, explain a major policy change, or
respond to a difficult customer—effectively or
ineffectively. Students then apply what they’ve learned
through guided activities ("applications") that ask
them to respond in writing to a similar business
scenario. Additionally, the book emphasizes the
potentially serious consequences of ill-considered
business communications, especially those delivered
electronically. A chapter dedicated to business writing
gaffes provides many real-world examples of these
mistakes and advises students on how to avoid them.
Suitable for use on its own or in conjunction with
another text, Business Writing Scenarios is a useful
addition to any course building students business
writing skills.
Business Writing Today prepares students to succeed
in the business world by giving them the tools they
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need to write powerfully, no matter the challenge. In
her highly-practical text, author Natalie Canavor
shares step-by-step guidance and tips for success to
help students write more clearly and strategically.
Readers will learn what to say and how to say it in any
medium from tweets and emails to proposals and
formal reports. Every technique comes with concrete
examples and practice opportunities, helping students
transfer their writing skills to the workplace. New to
This Edition Updated with new examples, success tips,
resources, and expanded material on subjects that
relate to students’ most pressing interests and reflect
current directions of professional communication. New
and expanded coverage of important topics like
networking, storytelling, creating a positive online
presence, and visually-based media. New and updated
good and not-so-good writing samples throughout the
book show readers where and what to revise. A
reorganized and streamlined table of contents is now
organized into four major parts, moving from basics
into more advanced topics. Nine new “Views From the
Field” include advice on networking, building rapport,
and creating personal introduction videos. A new
chapter on editing includes practical strategies for
improving drafts and fixing common writing issues. A
greater emphasis on strategic thinking and problemsolving helps students develop their insight into the
perspectives of others so they are better able to
represent their own interests and contribute more on
the job. This edition more closely connects writing
skills with oral communication, relationship-building, a
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strategic online presence, and students’ hopes to
become valued employees, leaders, and entrepreneurs.
A new appendix includes new writing activities, new
assignments, and cheat sheets for students, making
this the most applied edition yet.
Business writing that gets results The ability to write
well is a key part of your professional success. From
reports and presentations to emails and Facebook
posts, whether you're a marketer, customer service
rep, or manager, being able to write clearly and for
the right audience is critical to moving your business
forward. The techniques covered in this new edition of
Business Writing For Dummies will arm you with the
skills you need to write better business
communications that inform, persuade, and win
business. How many pieces of paper land on your desk
each day, or emails in your inbox? Your readers–the
people you communicate with at work–are no
different. So how can you make your communications
stand out and get the job done? From crafting a short
and sweet email to bidding for a crucial project,
Business Writing For Dummies gives you everything
you need to achieve high-impact business writing.
Draft reports, proposals, emails, blog posts, and more
Employ editing techniques to help you craft the
perfect messages Adapt your writing style for digital
media Advance your career with great writing In
today's competitive job market, being able to write
well is a skill you can't afford to be without–and
Business Writing For Dummies makes it easy!
Find workplace success There are some things that
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will never go out of style, and good business skills are
one of them. With the help of this informative book,
you’ll learn how to wear multiple hats in the workplace
no matter what comes your way—without ever
breaking a sweat. Compiled from eight of the best
Dummies books on business skills topics, Business
Skills All-in-One For Dummies offers everything you
need to hone your abilities and translate them into a
bigger paycheck. Whether you’re tasked with
marketing or accounting responsibilities—or anything
in between—this all-encompassing reference makes it
easier than ever to tackle your job with confidence.
Manage a successful operation Write more effectively
Work on the go with Microsoft Office 365 Deal with
marketing, accounting, and projects with ease If
you’ve ever dreamed about being able to juggle all
your work responsibilities without ever dropping the
ball, the book is for you.
The Fundamentals of Business Writing
10 Steps to Successful Business Writing
Business Communication
Writing Online
Writing In English For Non-Native Speakers
Writing about Business

Gain the knowledge and skills you need to move
from interview candidate, to team member, to
leader with this fully updated Fourth Edition of
Business and Professional Communication by Kelly
M. Quintanilla and Shawn T. Wahl. Accessible
coverage of new communication technology and
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social media prepares you to communicate
effectively in real world settings. With an emphasis
on building skills for business writing and
professional presentations, this text empowers you
to successfully handle important work-related
activities, including job interviewing, working in
team, strategically utilizing visual aids, and
providing feedback to supervisors. New to the
Fourth Edition: A New “Introduction for Students”
introduces the KEYS process to you and explains
the benefits of studying business and professional
communication. Updated chapter opening
vignettes introduce you to each chapter with a
contemporary example drawn from the real world,
including a discussion about what makes the
employee-rated top five companies to work for so
popular, new strategies to update PR and
marketing methods to help stories stand out,
Oprah Winfrey’s 2018 Golden Globe speech that
reverberated throughout the #metoo movement,
Simon Sinek’s “How Great Leaders Inspire Action”
TED talk, and the keys to Southwest Airlines’
success. An updated photo program shows diverse
groups of people in workplace settings and
provides current visual examples to accompany
updated vignettes and scholarship in the chapter
narrative.
Full of tips, examples and exercises that will
transform your writing from the same old same old
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into something that’ll mark you out from the
crowd. Get the confidence and creativity to take
your business writing from something that does
the job into something that’s brilliant. Brilliant
outcomes Produce business writing people actually
want to read Persuade and inspire people, sell
more, or get that job Get a distinctive, powerful
and engaging writing voice
The need for permanent connectivity and the
growing pressure for quick task completion in
today's organizations has lead to the spread of a
wide range of technologically mediated online
communications tools. E-mail is already a
commonplace in the white-collar workplace, but
other tools, such as text-based real-time
messaging (instant messaging or IM), online
conferencing, knowledge depositories, shared
online workplaces and wikis are also on their way
to become ubiquitous. Owing to these developing
new technologies and the resulting range of new
communicative modes, as well as to the relative
ease of accessing them, virtual work has become
extremely popular in the last decade. Although
there is a wide range of online audio-visual
channels available for virtual professional
communication, text-based communicative tools - email and IM - have still been found to be the most
preferred methods - particularly for internal
communication. In spite of this preference,
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however, the role these technologies play in the
communication of a workplace and their impact on
interpersonal business discourse conventions are
still a relatively under- explored. This volume
intends to fill this void by exploring the language
of text-based computer-mediated communicative
genres: IM and e-mail. The book takes an
essentially language and discourse-centered
perspective, and by drawing on a range of
conceptual frameworks from language-oriented
studies, it provides an overview of the complexities
of text- based online professional communication.
Nowadays, letters, reports and emails are vital
components of business practice. Communication
is increasingly global, but it’s not any easier to
understand or contribute to for non-fluent English
speakers. There is increasing pressure to be able
to produce effective documents for a business
environment but little help out there to do so
efficiently, resulting in wasted time and
uncomfortable business communication. This book
provides a wealth of practical information for any
person who aims to produce short, effective
documents within the work environment. It offers
sensible, valuable and helpful rules for producing
effective short reports, memos, letters and e-mails
that are clear, concise and easy to read for the
busy manager or supervisor working in the
demanding setting of modern industry or
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commerce. But it goes further: not only are rules
provided for the inexperienced business writer,
but models are proposed which provide solutions
for a whole host of business situations – providing
help, support and encouragement for the many
thousands of business writers who need to feel
confident in their writing.
FT Essential Guide to Business Writing
The Elements of Business Writing
The Proven Ten-Step System for Fast and Effective
Business Writing
The Palmer Method of Business Writing
KEYS for Workplace Excellence
Business Communication for Success
The Only Business Writing Book You'll Ever NeedW. W. Norton &
Company
Writing for Digital Media teaches students how to write effectively
for online audiences—whether they are crafting a story for the
website of a daily newspaper or a personal blog. The lessons and
exercises in each chapter help students build a solid understanding
of the ways that the Internet has introduced new opportunities for
dynamic storytelling as digital media have blurred roles of media
producer, consumer, publisher and reader. Using the tools and
strategies discussed in this book, students are able to use their
insights into new media audiences to produce better content for
digital formats and environments. Fundamentally, this book is about
good writing—clear, precise, accurate, filled with energy and voice,
and aimed directly at an audience. Writing for Digital Media also
addresses all of the graphical, multimedia, hypertextual and
interactive elements that come into play when writing for digital
platforms. Learning how to achieve balance and a careful,
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deliberate blend of these elements is the other primary goal of this
text. Writing for Digital Media teaches students not only how to
create content as writers, but also how to think critically as a site
manager or content developer might about issues such as graphic
design, site architecture, and editorial consistency. By teaching these
new skill sets alongside writing fundamentals, this book transforms
students from writers who are simply able to post their stories online
into engaging multimedia, digital storytellers. For additional
resources and exercises, visit the Companion Website for Writing
for Digital Media at:
www.routledge.com/textbooks/9780415992015.
A guide to sucessful business writing offers a ten-step way to
improve communications describing how to organize material,
construct clear sentences, choose the right tone, and edit and refine
writing.
Online writing plays a complex and increasingly prominent role in
the life of organizations. From newsletters to press releases, social
media marketing and advertising, to virtual presentations and
interactions via e-mail and instant messaging, digital writing
intertwines and affects the day-to-day running of the company - yet
we rarely pay enough attention to it. Typing on the screen can
become particularly problematic because digital text-based
communication increases the opportunities for misunderstanding: it
lacks the direct audio-visual contact and the norms and conventions
that would normally help people to understand each other.
Providing a clear, convincing and approachable discussion, this
book addresses arenas of online writing: virtual teamwork, instant
messaging, emails, corporate communication channels, and social
media. Instead of offering do and don't lists, however, it teaches the
reader to develop a practice that is observant, reflective, and
grounded in the understanding of the basic principles of language
and communication. Through real-life examples and case studies, it
helps the reader to notice previously unnoticed small details,
question previously unchallenged assumptions and practices, and
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become a competent digital communicator in a wide range of
professional contexts.
How to write to engage, persuade and sell
Business Skills All-in-One For Dummies
Handbook of Professional, Business & Technical Writing, and
Communication and Journalism
Confident Business Writing
To Non-Traditional Markets
A Guide to Effective Digital Communication at Work

A ground-breaking approach to writing
with a greater focus on planning and
revising documents. When you complete
this book, you will know how to write
with clarity and style, so your ideas
come across clearly and quickly. You’ll
become a sharp-eyed critic, constantly
spurring yourself to do better. Best of
all, you’ll learn by doing—by building and
evaluating your own business letter.
You’ll discover how to avoid writer's
block by making writing a process with a
beginning, middle, and end. You will
learn how to: • Sharpen your competitive
edge through good, clear writing • Make
sure your written words say exactly what
you mean • Identify words and phrases
that get in the way of clear, concise
communication • Quickly analyze,
organize, write, and revise any
document • Use expressive words; keep
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sentences and paragraphs short; keep
thoughts simple • Use techniques that
involve the reader and create the feeling
of personal communication • Format
documents so they're inviting to look at
and easy to read. This is an ebook
version of the AMA Self-Study course. If
you want to take the course for credit
you need to either purchase a hard copy
of the course through amaselfstudy.org
or purchase an online version of the
course through www.flexstudy.com.
How can you quickly make money at
home and online with your digital 8
video camcorder, your personal
computer, some software such as
PhotoShop and Windows XP, and
perhaps, your digital camera? You can
develop training materials for
businesses or students. Prepare reports,
a video news clipping service, package
information or products. For every
service or product sold, somebody can
benefit by writing how-to or
learning/training materials. Here are
more than 25 different stay-at-home
businesses that you can operate online
with your digital 8 camcorder and your
personal computer as a low-capital startPage 11/29
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up business. The creative home-based
persons guide to making money online
with a digital 8 video camcorder, digital
camera, a Personal Computer, and VideoEditing Software. Make money with your
digital video camcorder and Your PC.
Create training materials, business
reports, services, or entertainment in a
home-based business online with your
personal computer. Calling all creative
people to write and/or produce digital 8
camcorder videos or still picture
scrapbooks and databases with sound,
video, text, and graphics in their PCs.
The movie-making process in Windows
XP starts as you first capture home or
instructional videos with your camera.
People remember seven items in shortterm memory. So anything you create
would be better off it it came in a
package or database, advertisement, or
training segment based on remembering
seven items. Submit what youve
developed on a Tuesday, the most
productive day of the week, and present
only seven items to remember in a
segment.
Mutilated, dying, or dead, black men
play a role in the psychic life of culture.
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From national dreams to media
fantasies, there is a persistent imagining
of what black men must be. This book
explores the legacy of that role,
particularly its violent effect on how
black men have learned to see
themselves and one another. David
Marriott draws upon popular culture,
ranging from lynching photographs to
current Hollywood film, as well as the
ideas of key thinkers, including Frantz
Fanon, Richard Wright, James Baldwin,
and John Edgar Wideman, to reveal a
vicious pantomime of unvarying
reification and compulsive fascination, of
whites looking at themselves through
images of black desolation, and of blacks
dispossessed by that process.
The Revised and Updated 3rd edition of
the clear, practical guide to business
writing from a renowned corporate
writing coach Since the first edition's
publication in 1994, Wilma Davidson's
clear, practical guide to business writing
has established itself as an excellent
primer for anyone who writes on the job.
Now revised and updated to cover email, texts, and the latest social media
technology, Business Writing uses
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examples, charts, cartoons, and
anecdotes to illustrate what makes
memos, business letters, reports, selling
copy, and other types of business writing
work.
Business Writing Today
Proven Techniques for Writing Memos,
Letters, Reports, and Emails that Get
Results
Make Money with Your Camcorder and
Your Personal Computer by Linking
Them.
The Smart Guide to Business Writing
A Practical Guide To Business Writing
Do you break out into a cold sweat when
faced with having to write something in
your business?Are you always stretched by
a lack of time in your business and, as a
result, the quality of your business
writing suffers?Do you wake up in the
middle of the night worried about your
business and whether something you have
written will achieve the desired
outcomes?If so, rest assured, you're not
alone.There are many small business owners
who, for one reason or another, are
challenged when it comes to writing
something in their businesses.Everything
you write in your business whether it's on
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a screen or on paper is either directly
promoting or reflecting back on the
quality of your business. It will also
impact on how your prospective customers
view you and your business.The importance
of getting your business writing accurate
and error-free is paramount if you are
going to achieve your goals.In this book
you will discover how to overcome your
challenges through using a simple 7-step
plan that will help your business to grow
by attracting new customers with errorfree writing and content.This book is for
you if:- You are a small business ownerYour business writing is a challenge for
whatever reason- You could have a simple
process plan to follow when you are
writing something in your business that
will help to alleviate your worries.
Ten simple steps and forty-six techniques
to help business professionals, engineers,
and scientists write more effectively and
efficiently Can Do Writing is the writing
guide for the hundreds of millions of
people who write documents as part of a
job. A survey of 112 highly paid
occupations shows that these professionals
share one career-building skill: writing
is essential. For twenty-plus years,
Daniel and Judith Graham have trained more
than 70,000 business and technical
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professionals to use this system. Every
one of these professionals can benefit
from the proven writing system described
in this book because Can Do Writing gives
them the skills they need to succeed. In
ten steps and 46 writing techniques, the
authors systematically lead business
readers through analysis, composition, and
editing. These steps and techniques work
every time for every imaginable document,
for every profession, for every subject
and every client. Writing isn't easy, but
Can Do Writing makes even the most complex
writing project manageable. Daniel and
Judith Graham (Fairfax, VA) are the
founders and principals of Graham
Associates, providing quality writing
consulting and training for business
professionals, engineers, and scientists
for more than 20 years.
Practical advice for redesigning “big,
old” companies for digital success, with
examples from Amazon, BNY Mellon, LEGO,
Philips, USAA, and many other global
organizations. Most established companies
have deployed such digital technologies as
the cloud, mobile apps, the internet of
things, and artificial intelligence. But
few established companies are designed for
digital. This book offers an essential
guide for retooling organizations for
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digital success. In the digital economy,
rapid pace of change in technology
capabilities and customer desires means
that business strategy must be fluid. As a
result, the authors explain, business
design has become a critical management
responsibility. Effective business design
enables a company to quickly pivot in
response to new competitive threats and
opportunities. Most leaders today,
however, rely on organizational structure
to implement strategy, unaware that
structure inhibits, rather than enables,
agility. In companies that are designed
for digital, people, processes, data, and
technology are synchronized to identify
and deliver innovative customer
solutions—and redefine strategy. Digital
design, not strategy, is what separates
winners from losers in the digital
economy. Designed for Digital offers
practical advice on digital
transformation, with examples that include
Amazon, BNY Mellon, DBS Bank, LEGO,
Philips, Schneider Electric, USAA, and
many other global organizations. Drawing
on five years of research and in-depth
case studies, the book is an essential
guide for companies that want to disrupt
rather than be disrupted in the new
digital landscape. Five Building Blocks of
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Digital Business Success Shared Customer
Insights Operational Backbone Digital
Platform Accountability Framework External
Developer Platform
An anthology Malcolm Gladwell has called
"riveting and indispensable," The Best
Business Writing is a far-ranging survey
of business's dynamic relationship with
politics, culture, and life. This year's
selections include John Markoff ( New York
Times) on innovations in robot technology
and the decline of the factory worker;
Evgeny Morozov ( New Republic) on the
questionable value of the popular TED
conference series and the idea industry
behind it; Paul Kiel ( ProPublica) on the
ripple effects of the ongoing foreclosure
crisis; and the infamous op-ed by Greg
Smith, published in the New York Times,
announcing his break with Goldman Sachs
over its trading practices and corrupt
corporate ethos. Jessica Pressler ( New
York) delves into the personal and
professional rivalry between Tory and
Christopher Burch, former spouses now
competing to dominate the fashion world.
Peter Whoriskey ( Washington Post) exposes
the human cost of promoting
pharmaceuticals off-label. Charles Duhigg
and David Barboza ( New York Times)
investigate Apple's unethical labor
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practices in China. Max Abelson (
Bloomberg) reports on Wall Street's
amusing reaction to the diminishing annual
bonus. Mina Kimes ( Fortune) recounts the
grisly story of a company's illegal
testing -- and misuse -- of a medical
device for profit, and Jeff Tietz (
Rolling Stone) composes one of the most
poignant and comprehensive portraits of
the financial crisis's dissolution of the
American middle class.
Business Writing For Dummies
The Best Business Writing 2013
Brilliant Business Writing 2e
Writing from the Inside
The Truth About the New Rules of Business
Writing
Using Technology for Effective Business
Writing and Speaking

BUSINESS COMMUNICATION: PROCESS AND
PRODUCT, 9E prepares readers for success in
today's digital workplace. This book introduces the
basics of communicating effectively in the workplace,
using social media in a professional environment,
working in teams, becoming a good listener, and
developing individual and team presentations.
Authors Mary Ellen Guffey and Dana Loewy also
offer a wealth of ideas for writing resumes and cover
letters, participating in interviews, and completing
follow-up activities. Optional grammar coverage in
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each chapter, including a comprehensive grammar
guide in the end-of-book appendix, helps readers
improve critical English language skills. Important
Notice: Media content referenced within the product
description or the product text may not be available
in the ebook version.
This book is divided into two parts. Part one deals
with technical topics in writing, such as business
writing, proposal writing, writing for research, digital
writing and other technical topics in writing, including
even technical topics in literature. Part two is entirely
on the topic of mass communication and journalism.
The second part covers at length the issues and
matters relating to mass communication and
journalism, theories, and some technical aspect of
editing, proofreading, photo editing, reporting, layout, broadcasting media, and so on. The aim of this
book is to explore those technical writing topics in
bulleted points, with the topics ranging from technical
to business to academic to creative to digital to mass
communication and journalism. The bulleted points
will help better understand and memorize certain dos
and don'ts of writing and writing guidelines. There
are tons of materials available online and in
published books about writing scattered randomly,
but not a single focused book that cater the needs of
students and writers for a thorough understanding of
all kinds of technical topics in writing. Why should
you buy this book? It provides in bulleted points
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Introduction to Professional Writing Basic things in
common that apply to all kinds of writing Public
relations Writing (Workplace writing and letters and
others) Guidelines for writing proposals Research
process Guidelines on designing visual information
and designing pages Writing tips for Digital
media/New Media Technical topics in literature
Introduction to Mass Communication The concept of
news and journalism News Editing rules Techniques
of photo-journalism Knowledge of broadcast media
Glossary of Journalism jargons
Here's how to make money or a career out of selling
facts to hidden and famous markets, nontraditional
markets, and individuals in search of novelty, cutting
edge facts, or historical facts come full circle. How to
Make Money Selling Facts is about offering facts as
a front-loading ancillary and a resource for gathering
and offering information and resources. Facts you
can sell can be uncommon news, results of
research, indexing publications, finding trivia details,
research and findings on recruiting people for
medical trials done by pharmaceutical companies to
facts on ancient military strategies for historians and
fiction authors or facts on success stories and
corporate histories, biographies, and news on inside
information, interviews, and trends. You can find
facts that are important to a few niche markets or to
think tanks seeking trends in behavior or technology,
and you can sell the facts to trade journals,
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professional associations, corporations, or institutes.
You don't have to be an expert to find facts, just
gather and glean the newest or oldest facts from
experts from different sides. Separate the facts from
the opinions and sell the facts.
This anthology of the year's best investigative
business writing explores the secret dealings of an
elite Wall Street society and uncovers the crimes
and misadventures of the young founder of Silk
Road, the wildly successful online illegal goods site
known as the "eBay of vice." It reveals how the Fed
dithered while the financial crisis unfolded and
explains why the leaders of a two-trillion-dollar bond
fund went to war with each other. Articles from the
best newspapers and magazines in the country
delve into how junk-food companies use science to
get you to eat more and how Amazon dodges the tax
man how J.Crew revitalized itself by transforming its
creative process and Russell Brand went deep on
media and marketing after his GQ Awards speech
went haywire. Best Business Writing 2014 includes
provocative essays on the NFL's cover-ups and
corporate welfare, Silicon Valley's ultralibertarian
culture, and the feminist critique of Sheryl
Sandberg's career-advice book for women, Lean-In.
Stories about toast, T-shirt making, and the slow
death of the funeral business show the best writers
can find worthy tales in even the most mundane
subjects.
Page 22/29

Get Free Business Writing In The Digital Age
10 Steps to Successful Business Writing, 2nd Edition
The Best Business Writing 2014
Business Writing
A Practical Guide
Make Money with Your Camcorder and Pc: 25+
Businesses
EBook Edition
Natalie Canavor presents a step-by-step system that shows
what to say and how to say it, along with practical techniques
to improve writing skills. The book builds confidence, and
provides a solid foundation that applies to traditional media
such as letters and proposals, and also to email, blogs, web
sites, social media and PowerPoint. Readers develop tools to
keep improving on their own, and to handle new
communication channels as they emerge.
DON'T LET YOUR WRITING HOLD YOU BACK. When
you’re fumbling for words and pressed for time, you might
be tempted to dismiss good business writing as a luxury. But
it’s a skill you must cultivate to succeed: You’ll lose time,
money, and influence if your e-mails, proposals, and other
important documents fail to win people over. The HBR
Guide to Better Business Writing, by writing expert Bryan A.
Garner, gives you the tools you need to express your ideas
clearly and persuasively so clients, colleagues, stakeholders,
and partners will get behind them. This book will help you: •
Push past writer’s block • Grab—and keep—readers’
attention • Earn credibility with tough audiences • Trim the
fat from your writing • Strike the right tone • Brush up on
grammar, punctuation, and usage
Effective communication in business and commercial
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organizations is critical, as organizations have to become
more competitive and effective to sustain commercial
success. This thoroughly revamped new edition distils the
principles of effective communication and applies them to
organizations operating in the digital world. Techniques and
processes detailed in the book include planning and
preparing written communication, effective structures in
documents, diverse writing styles, managing face-to-face
interactions, using visual aids, delivering presentations, and
organising effective meetings. In every case the authors
consider the potential of new technology to improve and
support communication. With helpful pedagogical features
designed to aid international students, this new edition of a
popular text will continue to aid business and management
students for years to come. Additional content can now be
found on the author's website - www.rethinkbuscomm.net
"The Palmer Method of Business Writing" by A. N. Palmer.
Published by Good Press. Good Press publishes a wide range
of titles that encompasses every genre. From well-known
classics & literary fiction and non-fiction to forgotten?or yet
undiscovered gems?of world literature, we issue the books
that need to be read. Each Good Press edition has been
meticulously edited and formatted to boost readability for all
e-readers and devices. Our goal is to produce eBooks that are
user-friendly and accessible to everyone in a high-quality
digital format.
The New Columbia Knight-Bagehot Guide to Economics and
Business Journalism
Business Writing in the Digital Age
How to Make Money Selling Facts
Business Writing Scenarios
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Can Do Writing
Business Communication: Process & Product
Give yourself a powerful competitive advantage by
becoming a better business writer. Better writers get
better jobs and more promotions; they persuade
people through emails, Web sites, presentations,
proposals, resumes, grant proposals, you name it.
Businesses know this: that's why they spend $3 billion
a year helping their employees become more effective
writers. The Truth About the New Rules of Business
Writing shows you how to master the art of effective
business communication replacing the old standards of
jargon, pomposity, and grammar drills with a simple,
quick and conversational writing style. Authors Natalie
Canavor and Claire Meirowitz demonstrate how to plan
and organize your content; make your point faster; tell
your readers what's in it for them; construct winning
documents of every kind, print and electronic, even
blog entries and text messages! The Truth about the
New Rules of Business Writing brings together the
field's best knowledge, and shows exactly how to put it
to work. With an "aha" on every page, it presents
information in a clear, accessible style that's easy to
understand and use. Written in short chapters, it covers
the entire field, cuts to the heart of every topic, pulls
back the curtain on expert secrets, and pops the
bubble of commonly-held assumptions. Simply put, this
book delivers easy, painless writing techniques that
work.
This concise, practical book is for you if you want to be
more effective is using technology to communicate
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with other people. You will learn how to . . . Use
advanced internet search techniques to find the
information you need Take advantage of the features
on your computer to write more efficiently and
effectively Write and deliver successful email messages
Create computer-projected visuals to enhance your
presentations Design effective, audience-centered web
sites Find a new jab using a computer-scannable
resume and online job boards Understand current
trends in electronic communication and how they will
affect you Decipher some of the confusing words used
to describe electronic terms Like all books in the
Prentice Hall Guides to Advanced Business
Communication series, this book is . . . Brief:
summarizes key ideas only Practical: offers clear,
straightforward tools you can use Reader-friendly:
provides easy-to-skim format Reviews of the core
concept book for the series, Guide to Managerial
Communication by Mary Munter --Listed by the Wall
Street Journal as one of the five business "books you
shouldn't miss." --"Really a gem." Former managing
editor, Harvard Business Review --"Short, compact,
practical, and readable ...I liked it immensely." Journal
of Business Communication
A must-have guide for writing at work, with practical
applications for getting your point across quickly,
coherently, and efficiently. A winning combination of
how-to guide and reference work, The Only Business
Writing Book You’ll Ever Need addresses a wideranging spectrum of business communication with its
straightforward seven-step method. Designed to save
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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.
to follow
How to Beat the Game of Capturing and Keeping
Attention
Designed for Digital
Guide to Electronic Communication
Fundamentals of Business Writing
At Corporations and Governments (Volume II)
Writing for Digital Media

A guide to successful business communication describes
how to draft effective letters, emails, and proposals; adapt
one's writing style to an audience; and self-edit and
troubleshoot documents.
Business Writing Today prepares students to succeed in
the business world by giving them the tools they need to
write powerfully, no matter the challenge. In her highlypractical text, author Natalie Canavor shares step-by-step
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guidance and tips for success to help students write more
clearly and strategically. Readers will learn what to say
and how to say it in any medium from tweets and emails
to proposals and formal reports. Every technique comes
with concrete examples and practice opportunities,
helping students transfer their writing skills to the
workplace. "This is the real-deal writing guide for serious
business majors." –Astrid Sheil, California State
University San Bernardino
Anyone who has ever had to write any business
document, from interoffice memo to fifty-page proposal,
will find this the single most effective tool for producing
clear, concise, and persuasive prose. Equally useful to
executives and support staff, it shows how to write clearly
and powerfully, organize material and avoid errors and
jargon.
In Today’s Business World, You Are What You Write
Good writing can launch a career. It has the power to
break through clutter and capture readers’ imaginations.
And good writing is not just a skill that marketers must
master. Most workplace communication takes written
form, and with the rising number of communication
channels—social media, instant messaging, blogs—we’re
writing more and faster than ever. With new chapters on
electronic communication, 10 Steps to Successful
Business Writing is your guide to capturing readers’
attention and imagination. Writing instructor and coach,
Jack Appleman uses examples and exercises to help you
write with clarity and confidence. This updated edition
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covers the essentials of how to organize your text to hold
your readers’ attention; edit yourself for grammar, tone,
and excess words; and master the documents for any
workplace situation. It doesn’t matter if you’re drafting a
business plan, an email, or a Facebook post. Forget the
shorthand, drop the exclamation points, and ditch the
emojis. Learn to create concise, persuasive, and powerful
text with 10 Steps to Successful Business Writing.
The Only Business Writing Book You'll Ever Need
The Art and Business of Online Writing
How to Architect Your Business for Sustained Success
Business and Professional Communication
A Reference Guide to All Kinds of Writing
How to inspire, engage and persuade through words
Whether you are writing a proposal, a report, a presentation or
an email, this book will show you how to write to persuade
staff, colleagues, board directors and customers. The Financial
Times Essential Guide to Business Writing demonstrates how
your choice of language can influence your reader. It gives you
clear examples to show you the dos and don'ts of successful
business writing and essential tips that are proven to make your
writing more effective. It shows you how to write for different
audiences and in different media using style, structure and the
psychology of language to your advantage. It also gives you the
writing secrets used by the world's best advertising writers,
which you can use to great effect in your own business writing.
Rethinking your professional practice for the post-digital age
HBR Guide to Better Business Writing (HBR Guide Series)
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