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It's not what you say, but how you say it A proven new system for nonverbal communication—from an expert to Fortune
50 CEO's and G8 world leaders Professionals can move up in the business world with the strategic tips and techniques
employed by one of the world’s most skilled communicators. Winning Body Language shows how to move to make
people believe what you are saying, make them trust you, how to use the area where you are standing, and how to
imitate hand motions of influential personalities to inspire confidence, and much more. Body language expert Mark
Bowden brings TruthPlane, a unique model of non-verbal communication that professionals can master to give effective,
dynamic presentations or memorable one-on-one meetings to their staff, colleagues, management and clients. You'll
learn how to master the universal techniques of body language, including such counter-intuitive tips as: How
manipulating the six square feet of area in front of your body known as the "truth plane" How to tap into audiences' primal
brain structures so they identify with you Why looking someone in the eye while speaking with them can be deadly How
imitating Hilary Clinton's hand motions can inspire confidence And more! Winning Body Language includes a full
vocabulary of gesture delivery, a comprehensive and practical understanding of the signals that bind us all together, and
unique tips and techniques to help us stand out and get noticed at work.
InfoWorld is targeted to Senior IT professionals. Content is segmented into Channels and Topic Centers. InfoWorld also
celebrates people, companies, and projects.
Woods helps B2B marketing professionals understand the new dynamics of marketing complex products and services.
He walks through the new tools available to buyers, and explains how to read digital body language and respond most
effectively.
An instant Wall Street Journal Bestseller The definitive guide to communicating and connecting in a hybrid world. Email
replies that show up a week later. Video chats full of “oops sorry no you go” and “can you hear me?!” Ambiguous textmessages. Weird punctuation you can’t make heads or tails of. Is it any wonder communication takes us so much time
and effort to figure out? How did we lose our innate capacity to understand each other? Humans rely on body language
to connect and build trust, but with most of our communication happening from behind a screen, traditional body
language signals are no longer visible -- or are they? In Digital Body Language, Erica Dhawan, a go-to thought leader on
collaboration and a passionate communication junkie, combines cutting edge research with engaging storytelling to
decode the new signals and cues that have replaced traditional body language across genders, generations, and culture.
In real life, we lean in, uncross our arms, smile, nod and make eye contact to show we listen and care. Online, reading
carefully is the new listening. Writing clearly is the new empathy. And a phone or video call is worth a thousand emails.
Digital Body Language will turn your daily misunderstandings into a set of collectively understood laws that foster
connection, no matter the distance. Dhawan investigates a wide array of exchanges—from large conferences and video
meetings to daily emails, texts, IMs, and conference calls—and offers insights and solutions to build trust and clarity to
anyone in our ever changing world.
The Trainer’s Workshop Series is designed to be a practical, hands-on roadmap to help you quickly develop training in
key business areas. Each book in the series offers all the exercises, handouts, assessments, structured experiences and
ready-to-use presentations needed to develop effective training sessions. In addition to easy-to-use icons, each book in
the series includes a companion CD-ROM with PowerPointTM presentations and electronic copies of all supporting
material featured in the book. Customer Service Training provides practical, hands-on guidance to help you quickly
develop customer service training. Dozens of field-tested exercises, games, activities, icebreakers and assessment
instruments help you teach employees the importance of customer service and improve their performance. Contains
exercises, handouts, assessments and tools to help you: • create fantastic customer service to meet your specific needs
• raise the bar for service excellence • become a more effective and efficient facilitator • ensure training is on target and
gets results “This book is a complete training programme. Its practical learning activities and embedded assessment
tools will help any company understand that first-rate training equals first-rate customer service.” Fred S. Anton, Chief
Executive Officer, Warner Bros. Publications Other books in this series: Leadership Training, New Supervisor Training,
New Employee Orientation Training, Leading Change Training.
A notable contribution to our understanding of ourselves. This book explores the realm of human behavior in social
situations and the way that we appear to others. Dr. Goffman uses the metaphor of theatrical performance as a
framework. Each person in everyday social intercourse presents himself and his activity to others, attempts to guide and
cotnrol the impressions they form of him, and employs certain techniques in order to sustain his performance, just as an
actor presents a character to an audience. The discussions of these social techniques offered here are based upon
detailed research and observation of social customs in many regions.
From the authors of multi-million-copy seller THE DEFINITIVE BOOK OF BODY LANGUAGE comes a comprehensive
guide to body language in the work place. Learn body language that will boost your performance in every business
context: " Clinch that deal or interview " Give the perfect presentation " Decipher and use international body language "
Understand eye contact " Clarify confusing gender signals From negotiating the office party to the best way to arrange
your office furniture, BODY LANGUAGE IN THE WORK PLACE will help you to identify and correct the body language
that's letting you down.
The study of the history of the English language (HEL) encompasses a broad sweep of time and space, reaching back to
the fifth century and around the globe. Further, the language has always varied from place to place and continues to
evolve today. Instructors face the challenges of teaching this vast subject in one semester and of engaging students with
unfamiliar material and techniques. This volume guides instructors in designing an HEL course suited to their own
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interests and institutions. The essays consider what subjects of HEL to include, how to organize the course, and what
textbook to assign. They offer historical approaches and those that are not structured by chronology. Sample
assignments provide opportunities for students to conduct original research, work with archives and digital resources,
and investigate language in their communities. The essays also help students question notions of linguistic correctness.
This is an essential text for all learners taking the Award in Education and Training, no matter which awarding organisation they
are registered with. It's readable, relevant, easy to understand and gives key advice on approaching and completing written and
practical assessments. It helps both in-service and pre-service learners to fully understand the requirements of the Award, and
how to evidence their achievement towards the standards. This book will: help learners with their written assessments towards the
three main units of the Award give guidance on how learners can demonstrate and evidence their achievement help learners with
their practical assessments including hints and tips for succeeding in the microteach give guidance for giving and receiving
feedback This is a companion title to The Award in Education and Training by Ann Gravells.
Peoplewatching is the culmination of a career of watching people - their behaviour and habits, their personalities and their quirks.
Desmond Morris shows us how people, consciously and unconsciously, signal their attitudes, desires and innermost feelings with
their bodies and actions, often more powerfully than with their words.
Now readers can develop the Microsoft PowerPoint 2016 skills needed to be successful in college or the business world beyond
with the emphasis on critical-thinking, problem-solving, and in-depth coverage found in NEW PERSPECTIVES MICROSOFT
OFFICE 365 & POWERPOINT 2016: INTERMEDIATE. Updated with all-new case scenarios, this edition clearly applies the skills
readers are learning to real-world situations, making the concepts even more relevant. All content and activities throughout NEW
PERSPECTIVES MICROSOFT OFFICE 365 & POWERPOINT 2016: INTERMEDIATE help readers understand the importance of
what they’re learning. This edition focuses on strengthening learning outcomes and transferring skills to other applications and
disciplines for further success. Important Notice: Media content referenced within the product description or the product text may
not be available in the ebook version.
Since the 1970s, the international disability rights movement, the United Nations and national governments across the world have
attempted to ameliorate the status of the disabled population through a range of legislative and policy measures primarily in the
areas of health, education, employment, accessible environments and social security. While the discourse in the disability sector in
India has shifted from charity and welfare to human rights and entitlements, disability studies — as an interdisciplinary academic
terrain that focuses on the contributions, experiences, history and culture of persons with disabilities — has not yet taken root. This
volume collates some of the most recent pioneering work on disability studies from across the country. The essays presented here
engage with the concept of disability from a variety of disciplinary positions, sociocultural contexts and subjective experiences
within the overarching framework of the Indian reality. The contributors — including some with disabilities themselves — provide a
well-rounded perspective, in shifting focus from disability as a medical condition only needing clinical intervention to giving it due
social and academic legitimacy. This book outlines key issues that would be germane to any disability studies endeavour in India
and South Asia, and will appeal to academics, activists, institutions, laypersons and professionals involved in social welfare,
sociology, disability studies, women’s studies, psychiatry, rehabilitation, and social and preventive medicine.
As featured in the New York Times and Reader's Digest "An eye-opener into the pitfalls awaiting the unaware traveler."
-Washington Post "Can save the innocent abroad from great gobs of serious trouble." -Chicago Tribune Before you raise your
hand to signal the waiter, extend your thumb to hitchhike, or flash the "O.K." sign with thumb and forefinger, Stop! Think of where
you are and exactly what you are trying to say-otherwise you could create an international incident. Remember when President
Bush thought he was flashing the "V" for Victory sign to cheering Australians? (See inside.) Exploring the ins and outs of body
language from head to toe, this newly revised and expanded edition of Roger Axtell's indispensable guide takes you all around the
world of gestures-what they mean, how to use them, and when to avoid them. This latest edition includes: * Updates about the 200
most popular gestures and signals-and dozens of new examples * New sections covering special gestures-from American Sign
Language and tai chi to flirting and kissing * Information to guide you through gestures country by country-from Switzerland to
Japan, Nigeria to the Netherlands * Amusing anecdotes and helpful hypothetical scenarios
Speeches and presentations are a facet of almost everyone's career, from professional speakers to executives to teachers. Top
performers just like you struggle every day to not only get their message across, but convince the audience to change their actions
according to that message. The Top Performer's Guide to Speeches and Presentations is your essential handbook full of tips for
crafting effective, engaging presentations that accomplish your goal, be it selling a product or service or teaching a new system.
Discover: The four cornerstones of dynamic speaking and communication How to best use your eyes, voice, and body language
Relating to your audience through story Tools for preparing a masterful Powerpoint presentation Developing your own signature
style Tips and hints to ensure that your audience responds with action
To negotiate: to confer with others in order to reach a compromise or agreement. That’s the dictionary definition. It’s something
we do every day, like it or not. We can’t avoid it. It doesn’t have to involve contracts or business deals. It might just mean
agreeing a deadline for the task you’re working on, sorting out office accommodation or equipment for a new member of staff, or
talking to your boss about your vacation plans. Discussions of this kind may not be thought of as negotiations. But often, in order
to arrive at a solution all the interested parties can accept, you need to settle for less than you would ideally like. You need to give
and take – in other words, to negotiate. Negotiations don’t have to be formal exchanges with a set agenda conducted around a
table. They can be formal or informal; internal (with colleagues in your own organization) or external; bilateral (involving just one
other party) or multi-party. They come in all shapes and sizes. They can take a couple of minutes or a couple of months. Whether
you have to negotiate contracts, you’re in sales and have to negotiate with customers or your organization has overseas interests
and you’re involved in international negotiations, the principles and techniques of effective negotiation apply to all of these
scenarios. Effective Negotiations in easy steps will show you how, in the familiar In Easy Steps style, with clear and easy steps
and explanations, colour illustrations and hot tips.
If you need to be in the know in no time at all, Business Express will get you from beginner to brilliant in the blink of an eye. This
fast, focused and carefully crafted eBook will help you pick up all the essential knowledge you need about the skills that matter
most at work, all in the shortest possible time. Learn just when you need to or well in advance; read it at your desk or on the move;
dip in and out or start from scratch - itÕs all up to you. But however you use it, youÕll quickly feel more confident, competent and
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better equipped to make things happen and keep moving ahead. Save time Ð itÕs quick and easy to read Get smart Ð just the
essential knowledge you need Feel good Ð watch your confidence grow Business Express Ð know how in no time!
Nationally renowned body language expert Tonya Reiman illuminates what until now has been a gray area in interpersonal
communication: harnessing the power of your nonverbal cues to get what you want out of every aspect of life, from professional
encounters to personal relationships. Unlike other books on this fascinating topic, The Power of Body Language is your practical,
personal playbook for getting what you desire from others -- and zoning in on what others are saying to you without words. Once
you know the hidden meaning behind specific gestures, facial cues, stances, and body movements, you will possess a sixth sense
that can be a life-changing, career-saving, trouble-shooting skill you will never leave home without! Learn how to: Take control of
your own secret signals Gain trust -- and detect untrustworthiness Ace a job interview Shake hands (the right way) Make a
dazzling first impression Exude confidence -- even when you're not feeling it Recognize if someone is lying Understand why men
and women "speak" a different language Read a face to know a person's inner emotional state...and much more. In an insightful
and engaging narrative, Tonya Reiman analyzes all of the components of body language -- the languages of the face, the body,
space and touch, and sound. She shows you how to become a Master Communicator with The Reiman Rapport Method, a
surefire system for building an instant connection with anyone, in any situation. And she shares the experiences of her clients,
from executives to politicians to relationship seekers: Learn from Cindy, a confident and ambitious manager who turned her career
around by altering the subconscious messages she was sending her male colleagues...and Peter, the wedding DJ whose client list
blossomed as soon as he practiced the art of social smiling! Peppered with photos and fun facts, The Power of Body Language is
as entertaining as it is instructive. Get the power to send and receive the messages you want -- and never be left in the dark again.
The Unique System of Nonverbal Skills Used by the Most Effective Leaders in Business Today CONTROL THE
CONVERSATION, COMMAND ATTENTION, AND CONVEY THE RIGHT MESSAGE--WITHOUT SAYING A WORD Whether
you're presenting an idea, delivering a speech, managing a team, or negotiating a deal, your body language plays a key role in
your overall success. This ingenious step-by-step guide, written by an elite trainer of Fortune 50 CEOs and G8 world leaders,
unlocks the secrets of nonverbal communication--using a proven system of universal techniques that can give you the ultimate
professional advantage. Learn easily how to: Successfully master the visual TruthPlane around you to win trust now. Gesture in a
way that gains everyone’s attention— even before you speak. Appeal to others' deep psychological needs for immediate rapport
and influence. You'll discover how to sit, stand, and subtly alter your body language to move with confidence, control
conversations, command attention, persuade and influence others, and convey positive energy—without saying a word. It's the one
key to success nobody talks about!
In Speaking Your Way to Success, Sheryl Lindsell-Roberts draws on 25 years of experience as a business communications expert
to deliver straightforward guidelines for today’s professionals on how to speak powerfully and effectively. Whether talking in front
of a large group or engaging in a one-to-one conversation, this book will help anyone to speak up, speak well, and get noticed.
Chapters include: -- Making Introductions -- Developing Listening Skills -- Using Politically Neutral Language -- Interviewing and
Being Interviewed -- Speaking in Public -- Communicating Cross-Culturally -- Harnessing the Power of Today’s Multigenerational
Workforce In her signature no-nonsense style, Lindsell-Roberts shows speakers how to pay attention to their audience, support
their words with body language, interject stories the audience will relate to and enjoy, encourage audience interaction, and more.
This book is packed with specific suggestions that can be applied immediately on topics such as giving and receiving compliments,
keeping a conversation going, asking for a raise, and cold calling. There are strategies for introducing yourself when you don’t
know anyone at an event, techniques for initiating conversation, and a checklist for rating your listening skills. Lindsell-Roberts also
has a proven, no-fail attack plan for how to work a room. Stop lurking quietly in the shadows and start speaking your way to
success!
Includes memorable ways to start and finish your speech with a flourish Straightforward advice on making your speeches sparkle
With the right preparation even the most nervous speaker can deliver a winning presentation. Public Speaking & Presentations For
Dummies shows you how, from drafting your content to honing your tone for a perfect delivery. More confident speakers can find
expert advice on getting visual aids right, impromptu speaking, dazzling in roundtables, and much more. Discover how to Organise
your speech Conquer your fears Research content effectively Get your body language right Use humour properly Speak to a
foreign audience
This is a path-breaking work from the house of one of the stalwarts. The book is divided into well-defined chapters which are
further divided into easy-to-digest sub-sections. The broad division of the text is into four sections. Section I deals with History &
Understanding the Language in general. Section II is about Communication -- Body language as communication, Communication
skills, Intra-psychic communication, Silence and Characters of body language. Section III focuses on the core elements of body
language like Personal Appearance, Gestures, Posture and Stance, Facial expressions, Eye expressions, Voice and Intonation,
Space and Distancing, Tactile Communication, Vocabulary and Universal gestures. Section IV takes care of homeopathic
perspective including Clinical repertory and practical cases. The detailed text with illustrations under each and every section is
indeed spellbinding and insightful. The author has thrown light over the minutest of expressions and has explained their
significance from psychological, philosophical, spiritual and homeopathic point of view. The ultimate benefit of this book is that it
widens and expands our consciousness at all levels. This book has a different perspective of understanding not only the world
around us but the world inside each of us. The leaves a long lasting impression on the mind and will help in increasing the ability of
the physician to observe a peculiar expression in their patients. This book will also be useful to all teachers, doctors, psychologists,
psychiatrists, students, businessmen, actors, lay persons and all those directly or indirectly related to homeopathy and concerned
with the art of healing. The whole new world of possibilities and channels of prescribing has been explored and analysed through
this book.
Volume II of the handbook offers a unique collection of exemplary case studies. In five chapters and 99 articles it presents the
state of the art on how body movements are used for communication around the world. Topics include the functions of body
movements, their contexts of occurrence, their forms and meanings, their integration with speech, and how bodily motion can
function as language. By including an interdisciplinary chapter on ‘embodiment’, volume II explores the body and its role in the
grounding of language and communication from one of the most widely discussed current theoretical perspectives. Volume II of
the handbook thus entails the following chapters: VI. Gestures across cultures, VII. Body movements: functions, contexts and
interactions, VIII. Gesture and language, IX. Embodiment: the body and its role for cognition, emotion, and communication, X. Sign
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Language: Visible body movements as language. Authors include: Mats Andrèn, Richard Asheley, Benjamin Bergen, Ulrike Bohle,
Dominique Boutet, Heather Brookes, Penelope Brown, Kensy Cooperrider, Onno Crasborn, Seana Coulson, James Essegby,
Maria Graziano, Marianne Gullberg, Simon Harrison, Hermann Kappelhoff, Mardi Kidwell, Irene Kimbara, Stefan Kopp, Grigoriy
Kreidlin, Dan Loehr, Irene Mittelberg, Aliyah Morgenstern, Rafael Nuñez, Isabella Poggi, David Quinto-Pozos, Monica Rector, Pio
Enrico Ricci-Bitti, Göran Sonesson, Timo Sowa, Gale Stam, Eve Sweetser, Mark Tutton, Ipke Wachsmuth, Linda Waugh,
Sherman Wilcox.
Presenting clearly and confidently is an important transferable skill and will help you to achieve success in your academic life and
future career. This book will teach you the art of delivering great presentations, with advice on using your voice, body language
and the latest online tools, platforms and software.
Now readers can develop the Microsoft PowerPoint 2016 skills needed to be successful in college or the business world beyond
with the emphasis on critical-thinking, problem-solving, and in-depth coverage found in NEW PERSPECTIVES MICROSOFT
OFFICE 365 & POWERPOINT 2016: COMPREHENSIVE. Updated with all-new case scenarios, this complete book clearly
applies the skills readers are learning to real-world situations, making the concepts even more relevant. All content and activities
throughout NEW PERSPECTIVES MICROSOFT OFFICE 365 & POWERPOINT 2016: COMPREHENSIVE help readers
understand the importance of what they’re learning. This edition focuses on strengthening learning outcomes and transferring
skills to other applications and disciplines for further success. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
This book will introduce you to a broad range of speech starters, using dozens of real-life examples and original suggestions. You will find
opens intended to surprise, persuade, motivate, engage, and amuse your audiences. Some tell a story, others help frame your topic, and a
few rely on modern technology.
A management coach explains how personal space, physical gestures, posture, facial expression and eye contact communicate louder than
words and can be used by leaders to strategically manage, motivate and lead global teams in the digital age.
Since it was first published in 1995, The Wounded Storyteller has occupied a unique place in the body of work on illness. Both the collective
portrait of a so-called “remission society” of those who suffer from some type of illness or disability and a cogent analysis of their stories
within a larger framework of narrative theory, Arthur W. Frank’s book has reached a large and diverse readership including the ill, medical
professionals, and scholars of literary theory. Drawing on the work of authors such as Oliver Sacks, Anatole Broyard, Norman Cousins, and
Audre Lorde, as well as from people he met during the years he spent among different illness groups, Frank recounts a stirring collection of
illness stories, ranging from the well-known—Gilda Radner's battle with ovarian cancer—to the private testimonials of people with cancer,
chronic fatigue syndrome, and disabilities. Their stories are more than accounts of personal suffering: they abound with moral choices and
point to a social ethic. In this new edition Frank adds a preface describing the personal and cultural times when the first edition was written.
His new afterword extends the book’s argument significantly, writing about storytelling and experience, other modes of illness narration, and
a version of hope that is both realistic and aspirational. Reflecting on both his own life during the creation of the first edition and the
conclusions of the book itself, Frank reminds us of the power of storytelling as way to understanding our own suffering.
A new handbook not only covers the basics and new features of PowerPoint 2007, but also teaches users how to combine multimedia,
animation, and interactivity into a presentation; how to take full advantage of advanced functions; and how to create reusable
Are you unsure how your speaking/presenting is coming across, or know you need to improve the impact? Would you like to be seen as a
confident, trust-worthy, and persuasive leader when you speak, present or pitch? This ebook will guide leaders in the development of better
public speaking, pitching and presentation skills, with or without a slide deck like PowerPoint. It will help individuals manage their public
speaking jitters (if any) and provide tools to ensure a strong message is organized for impact and given with clear diction, a calm voice, and
confident body language.
The Francis Effect: The Complete Guide to a Polished Presentation • Is all you need to quickly create and confidently deliver great
presentations. Learn: • Why anxiety is normal and natural but not inevitable • How to minimize anxiety to speak confidently, comfortably, and
naturally • Best practices of top speakers and how to apply them immediately • Clear, simple guides for preparing great content, notes, and
slides • Easy ways to increase trust, understanding, and memorability • Step-by-step directions for confident body language and vocal
delivery • How to use microphones, teleprompters, and slides like a pro • How to handle tough and hostile questions with grace and wit •
Best practices for web presentations and diverse audiences
If fear of public speaking is undermining your success, Fearless Speaking can change your life. In this groundbreaking book, Dr. Gary
Genard shares his proven method for transforming your self-doubt into confidence. His easy-to-use system will help you escape the negative
thinking, physical symptoms, and avoidance behavior that are holding you back. This step-by-step, personalized approach features 50
exercises that will dramatically boost your comfort level and skill in as little as 12 days. From business presentations to contributing at
meetings to persuasive speaking to wedding toasts, Fearless Speaking will help you put your anxiety into perspective, turn harmful self-talk
into positive thinking, and acquire the skills to become a more dynamic speaker. You'll find techniques to dramatically reduce the physical
and emotional aspects of stage fright while boosting your focus and presence. Actor and speech coach Dr. Genard shows you how to grow
your confidence quickly with The Fearless Speaking System, a performance-based approach that has helped thousands worldwide. You'll
learn how to understand your personal fears while discovering ways to create your own success. If you've been avoiding speaking
opportunities, if you dread delivering speeches, or if you have a make-or-break presentation coming up, this is the book for you. It's a selfdirected course for eliminating speaking fear forever that you can learn quickly, efficiently, and effectively. Dr. Genard's exercises, many of
them directly from the world of the theater, help people from all walks of life deal with issues like establishing rapport with an audience, pacing
your presentations, moving and activating listeners, and other critical challenges. Don't let fear of public speaking limit your success any
longer. Read the book, practice the exercises . . . and start enjoying public speaking!
With proven pedagogy that emphasizes critical-thinking, problem-solving, and in-depth coverage, New Perspectives helps students develop
the Microsoft Office 2013 skills they need to be successful in college and beyond. Updated with all new case-based tutorials, New
Perspectives Microsoft PowerPoint 2013 continues to engage students in applying skills to real-world situations, making concepts relevant. A
new Troubleshoot case problem enhances critical thinking, and a new tutorial on Managing Your Files helps students navigate Windows 8.
As always, New Perspectives improves learning outcomes and transference of skills by helping students understand why what they're
learning is important. Important Notice: Media content referenced within the product description or the product text may not be available in the
ebook version.

Deliver presentations and speeches with confidence and style.
A Guide to Better Teaching is a self-help book that provides anyone teaching a college course with a thorough understanding of
what it takes to be an effective teacherwhether they are a new, an adjunct, or seasoned professor. The skills are divided into three
core categories of Personality, Process and Performance. Self assessment guides are included to develop an appreciation for
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one's strengths and challenges. By identifying key skills, the book can be read in its entirety or in random fashion for specific
development purposes.
This volume brings together two hitherto disparate domains of scholarly inquiry: organization and management studies on the one
hand, and the study of visual and multimodal communication on the other. Within organization and management studies it has
been recognized that organizational reality and communication are becoming increasingly visual, and, more generally, multimodal,
whether in digital form or otherwise. Within multimodality studies it has been noted that many forms of contemporary
communication are deeply influenced by organizational and managerial communication, as formerly formal and bureaucratic types
of communication increasingly adopt promotional language and multimodal document presentation. Visual and Multimodal
Research in Organization and Management Studies integrates these two domains of research in a way that will benefit both. In
particular, it conceptually and empirically connects recent insights from visual and multimodality studies to ongoing discussions in
organization and management theory. Throughout, the book shows how a visual/multimodal lens enriches and extends what we
already know about organization, organizations, and practices of organizing, but also how concepts from organization and
management studies can be highly productive in further developing insights on visual and multimodal communication. Due to its
essentially interdisciplinary objectives, the book will prove inspiring for academics and scholars of management, the sociology of
organizations as well as related disciplines such as applied linguistics and visual studies.
Today, acquiring English language skills has become so essential, especially for those who are looking for new jobs in reputed
organizations as well as for the practising professionals. Many engineering students, even though they have adequate knowledge
of their subject, are unable to express themselves well in English. Taking this into account, engineering colleges/institutes have
introduced exclusive English Language Laboratories where students are drilled in the practical aspects of the English language.
This compact and comprehensive book is a step-by-step practical guide to students, telling them how to prepare technical reports
and how to acquire the basic communication skills—listening, speaking, reading and writing. The book deals with conversation,
situational dialogues and role plays, and Group Discussions (GDs). It also gives detailed discussion about Interviews—step-by-step
preparation, practical and psychological preparation, the dos and don’ts for interview—besides dealing with different kinds of
interviews: telephonic, videoconferencing, and others. In addition, the text stresses the importance of researching the organization,
and salary negotiations. Finally, the book shows the students how to make powerpoint presentations (PPTs), the structure of
presentation and using audio visuals. This activity based, skill-oriented, learner centred book is designed according to the WBUT
syllabus on Technical Report Writing and Language Laboratory Practice for the B.Tech. students. However, it would be equally
useful for B.Tech./B.E. students across the country. DISTINGUISHING FEATURES : A practical and student friendly text, the
stress being on the functional aspects of the language and various activities for acquiring the language. Gives the Methodology of
conducting activities such as GDs, Interviews and Presentation. Provides model GD topics and the step-by-step process of making
PPTs. Clearly spells out all the details, right from preparing a good job application, researching the company (including its financial
health), to preparing the job portfolio, to wearing the proper dress, handling questions, and negotiating salary. Provides an
extensive list of probable questions along with their answers to prepare students for mock interviews. Also gives well-crafted
questions at the end of each lesson.
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