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This full featured text is provided as an option to the
price sensitive student. It is a full 4 color text that’s
three whole punched and made available at a
discount to students. The loose-leaf is also available
in a package with Connect Plus. Use ISBN:
9781259184383 to order.
This is the eBook of the printed book and may not
include any media, website access codes, or print
supplements that may come packaged with the
bound book. The art and science of compensation
practice. Strategic Compensation: A Human
Resource Management Approach illustrates the art
and science of compensation practice and its role in
promoting a company’s competitive advantage. The
seventh edition was thoroughly revised, and now
includes current statistics and a new chapter offering
the latest information to compensation professionals.
Offering the most current coverage available, MEDIA
NOW: UNDERSTANDING MEDIA, CULTURE, AND
TECHNOLOGY, 9e equips readers with a thorough
understanding of how media technologies develop,
operate, converge, and affect society. The text
provides a comprehensive introduction to today's
global media environment and ongoing
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developments in technology, culture, and critical
theory that continue to transform the rapidly evolving
industry?and impact your daily life. Focusing on the
essential history, theories, concepts, and technical
knowledge, MEDIA NOW develops readers' media
literacy skills to prepare them for work in the
expanding fields of the Internet, interactive media,
and traditional media industries. In addition to vivid
infographics and illustrations, the cutting-edge Ninth
Edition includes the latest developments and trends
in social media, e-publishing, policy changes for
Internet governance, online privacy protection, online
ad exchanges, the changing video game industry,
and much more. Important Notice: Media content
referenced within the product description or the
product text may not be available in the ebook
version.
Students tackling Diploma of Business and Diploma
of Business Administration must develop the skills to
foster a successful, productive workplace with sound
administrative systems. Kris Cole's Business
Administration 2e addresses the demands of the
BSB training package, and covers units common to
both qualifications as well as additional electives.
The book begins with units covering Personal Skills
and moves into management of others. Students can
follow the development of one person's team in real
world decision making, contextualising their learning.
Instructors receive support in teaching from a clearly
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structured resource including a robust teacher
package: testbank, additional cases, online research
activities and editable PowerPoints to facilitate
lesson planning.
Business and Administrative CommunicationRichard
d IrwinEssentials of Business
CommunicationBusiness Communication
TodayLoose-leaf Business and Adminstrative
CommunicationMcGraw-Hill Education
BDT takes a business-first approach, improving
students' perception of the value of IS within the
business discipline. This perspective allows
instructors to more easily demonstrate how
technology and systems support business
performance and growth. The adaptive chapter/plugin organization enables the instructor to adjust
content according to their business or technical
preferences.
Packed with 2013 and 2014 cases, FUNDAMENTALS
OF BUSINESS LAW TODAY: SUMMARIZED CASES,
10e covers core business law topics like contracts and
sales in a concise paperback. Summarized cases
integrated throughout the text illustrate key points of law
without unnecessary detail. Intended for the one-term
course focused primarily on contracts and sales, the text
condenses the latest legal topics--including cyberlaw,
health-care, financial reform, and more--for quick
comprehension. An entire chapter is devoted to Internet
Law, Social Media, and Privacy. Current, abbreviated,
and affordable, FUNDAMENTALS OF BUSINESS LAW
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TODAY: SUMMARIZED CASES, 10e provides an easyto-understand alternative to traditional Business Law
texts. Important Notice: Media content referenced within
the product description or the product text may not be
available in the ebook version.
Solid waste management affects every person in the
world. By 2050, the world is expected to increase waste
generation by 70 percent, from 2.01 billion tonnes of
waste in 2016 to 3.40 billion tonnes of waste annually.
Individuals and governments make decisions about
consumption and waste management that affect the daily
health, productivity, and cleanliness of communities.
Poorly managed waste is contaminating the world’s
oceans, clogging drains and causing flooding,
transmitting diseases, increasing respiratory problems,
harming animals that consume waste unknowingly, and
affecting economic development. Unmanaged and
improperly managed waste from decades of economic
growth requires urgent action at all levels of society.
What a Waste 2.0: A Global Snapshot of Solid Waste
Management to 2050 aggregates extensive solid aste
data at the national and urban levels. It estimates and
projects waste generation to 2030 and 2050. Beyond the
core data metrics from waste generation to disposal, the
report provides information on waste management costs,
revenues, and tariffs; special wastes; regulations; public
communication; administrative and operational models;
and the informal sector. Solid waste management
accounts for approximately 20 percent of municipal
budgets in low-income countries and 10 percent of
municipal budgets in middle-income countries, on
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average. Waste management is often under the
jurisdiction of local authorities facing competing priorities
and limited resources and capacities in planning,
contract management, and operational monitoring.
These factors make sustainable waste management a
complicated proposition; most low- and middle-income
countries, and their respective cities, are struggling to
address these challenges. Waste management data are
critical to creating policy and planning for local contexts.
Understanding how much waste is generated—especially
with rapid urbanization and population growth—as well as
the types of waste generated helps local governments to
select appropriate management methods and plan for
future demand. It allows governments to design a system
with a suitable number of vehicles, establish efficient
routes, set targets for diversion of waste, track progress,
and adapt as consumption patterns change. With
accurate data, governments can realistically allocate
resources, assess relevant technologies, and consider
strategic partners for service provision, such as the
private sector or nongovernmental organizations. What a
Waste 2.0: A Global Snapshot of Solid Waste
Management to 2050 provides the most up-to-date
information available to empower citizens and
governments around the world to effectively address the
pressing global crisis of waste. Additional information is
available at http://www.worldbank.org/what-a-waste.
Business and Administrative Communication is flexible,
specific, interesting, comprehensive, and up-to-date. The
twelfth edition takes a situational approach to audience,
purpose and context, empowering students to shape
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their messages appropriately for all channels and
purposes. Flexible You choose the chapters and
exercises that best fit your needs: in-class exercises,
messages to revise, problems with hints, and cases
presented as they would arise in the workplace. Many
problems offer several options: small group discussions,
individual writing, group writing, or oral presentations.
Specific 12e retains specificity in its strategies,
guidelines, and examples. It includes both annotated
examples and paired good and bad examples.
Interesting Anecdotes and examples from a variety of
fields show business communication at work.
Comprehensive 12e covers international communication,
communicating across cultures, ethics, collaborative
writing, organisational cultures, visuals and data
displays, technology, and more. Assignments allow
students to practice dealing with international audiences
or coping with ethical dilemmas. Analyses of sample
problems prepare students to succeed in assignments.
BAC Is Up-to-Date The 12th edition of BAC incorporates
the latest business communication research and cases.
This book, Basic Business and Administrative
Communication, is written with the ultimate aim of
providing readers with basic business communication
and administrative concepts. The book considers
communication as a vital tool to the success of every
business, and therefore presents in-depth coverage of
the following topics: • Overview of communication •
Models of communication • Context, levels, media, and
barriers to communication • Lines of communication •
Oral communication • Non-verbal communication •
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Listening in business communication • Essentials of
effective business writing • Written communication • Job
hunting, preparing resumes and interview guidelines •
Meetings as an administrative function in organisations •
Requisites of valid meetings • Roles of the secretary and
chairperson at meetings • Report writing • The role of
information communication technology in business
communication The author recognises the importance of
skill development and provides practical examples of
business documents such as business letters, memos,
and itinerary that readers can follow to create their own
to maximise their effectiveness and contribute to
organisational success. The book is essential reading
material for undergraduate and higher national diploma
business students.
Prepare for PMP certification exam success with this
fully updated and comprehensive study guide This study
guide serves as a comprehensive resource for those
who plan on taking the Project Management Professional
(PMP) certification exam administered by PMI. The book
helps you prepare for the exam, and it will continue to
serve project managers as an on-the-job reference book.
The PMP Project Management Professional Exam Study
Guide, Tenth Edition is fully updated to include recent
changes to the exam. New content covers the integral
role that Agile and other iterative practices have in
project management. Updates also address the pivotal
responsibilities of the project manager and the skill sets
required for this position. The study guide was written to
reflect the Project Management Process and Procedures
found in the revised A Guide to the Project Management
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Body of Knowledge -- PMBOK® Guide, 6th Edition. Wellknown author and expert Kim Heldman, PMP, helps to
prepare you for the exam with in-depth coverage of
topics, concepts, and key terms. Learn more about the
three main domain areas of people, process, and
business environment, plus the predictive, agile, and
hybrid approaches to project management.This guide is
an effective learning aid that will take your understanding
to the next level. Provides comprehensive material,
covering the complete exam outline Lists chapter
objectives and offers detailed discussions of these
objectives Reflects differences in project management
environments and approaches Effectively presents real
world scenarios, project application sidebars, and
chapter review questions You’ll also connect to a
beneficial, on-the-go resource: an interactive online
learning environment and test bank. This environment
includes an assessment test, chapter tests, practice
exams, electronic flashcards, and a glossary of key
terms. A thorough review is the best prep for a
challenging certification exam. So, get ready with this
essential PMP study guide.
Police Administration provides a thorough overview of
what police supervisors and administrators need to
know. The text examines police administration from four
distinct perspectives: a systems perspective (the
interrelatedness among units and organizations); a
traditional, structural perspective (administrative
principles, management functions, and the importance of
written guidelines); a human behavioral perspective (the
human element in organizations); and a strategic
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management perspective (communications and
information systems, performance evaluation, strategies
and tactics, and promising approaches to increasing
police agency effectiveness). In addition to detailed
coverage of management functions and organizational
principles, the book emphasizes diversity principles and
developing police agencies as learning organizations. A
concluding chapter covers contemporary issues,
including community engagement, collaboration,
globalization, racial profiling, mass media and social
media, cyber-crime, terrorism, and homeland security.
The eighth edition includes analysis of timely matters
such as technology, the police intelligence function,
information sharing, interagency cooperation, and more.
Each chapter is enhanced with learning objectives,
discussion questions, and feature boxes. Six case
studies with discussion questions provide opportunities
for the reader to review real-world situations.
For prospective and current educational administrators
learning about school and community relations. A wellresearched text that presents school officials with information
on how to establish effective relationships in the school
community. This best-selling text provides school officials with
a practice guide to successfully implementing effective
communication with their staff and the community - while also
providing readers with the research that explains how each
strategy will improve school quality, community participation,
and student learning. The School and Community Relations is
organized in such a way that students learn how to establish
a working community relations program in an easy-tounderstand and step-by-step fashion. In addition, the text's
authors are comprised of experienced practitioners and
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educators that have gained their knowledge and tested their
strategies in school systems around the country.
Readers refresh and strengthen language skills with proven
grammar instruction and extensive learning resources found
in BUSINESS ENGLISH, 12E by Mary Ellen Guffey and
Carolyn Seefer. The market leader in grammar and
mechanics since its first publication, BUSINESS ENGLISH
uses a three-level approach to divide topics into manageable
units that help readers hone the critical skills needed most.
Packed with insights from the authors’ more than 60 years of
combined classroom experience, this edition helps readers
develop the strong language skills necessary to perform
confidently in today’s digital classroom and tomorrow’s
workplace. Important Notice: Media content referenced within
the product description or the product text may not be
available in the ebook version.
To support the broadening spectrum of project delivery
approaches, PMI is offering A Guide to the Project
Management Body of Knowledge (PMBOK® Guide) – Sixth
Edition as a bundle with its latest, the Agile Practice Guide.
The PMBOK® Guide – Sixth Edition now contains detailed
information about agile; while the Agile Practice Guide,
created in partnership with Agile Alliance®, serves as a
bridge to connect waterfall and agile. Together they are a
powerful tool for project managers. The PMBOK® Guide –
Sixth Edition – PMI's flagship publication has been updated to
reflect the latest good practices in project management. New
to the Sixth Edition, each knowledge area will contain a
section entitled Approaches for Agile, Iterative and Adaptive
Environments, describing how these practices integrate in
project settings. It will also contain more emphasis on
strategic and business knowledge—including discussion of
project management business documents—and information on
the PMI Talent Triangle™ and the essential skills for success
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in today's market. Agile Practice Guide has been developed
as a resource to understand, evaluate, and use agile and
hybrid agile approaches. This practice guide provides
guidance on when, where, and how to apply agile
approaches and provides practical tools for practitioners and
organizations wanting to increase agility. This practice guide
is aligned with other PMI standards, including A Guide to the
Project Management Body of Knowledge (PMBOK® Guide) –
Sixth Edition, and was developed as the result of
collaboration between the Project Management Institute and
the Agile Alliance.
Communicating in Groups offers a concise, step-by-step
introduction to the theory and practice of small group
communication and teaches students to develop and apply
critical thinking skills in group problem-solving situations. The
book continues to synthesize current small group theory and
research while presenting the material in a practical and
accessible manner for students interested in the dynamics of
small group communication. The eighth edition marks the first
time two central chapters on communication are integrated
into one chapter, capturing key principles of both verbal and
non-verbal small group behavior within a new definition of
communication. With the firm belief that group participation
can be an uplifting, energizing experience, authors Kathy
Adams and Gloria Galanes give students the tools they will
need to achieve this outcome. Research and theory are
presented with a focus on what is important to
students—understanding their group experiences and making
them effective communicators.
Over the past 30 years, Egan’s THE SKILLED HELPER has
taught thousands of students like you a proven, step-by-step
counseling process that leads to increased confidence and
competence. Internationally recognized for its successful
problem-management and opportunity development
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approach to effective helping, the text emphasizes the
collaborative nature of the therapist-client relationship and
uses a practical, three-stage model that drives client problemmanaging and opportunity-developing action. As you read,
you’ll also gain a feeling for the complexity inherent in any
helping relationship. In this tenth edition, Egan now makes
use of his version of the “common factors” approach, which
gives new meaning and vitality to the book’s themes, as well
as to the use of the problem-management model to organize
and give coherence to those themes. Available with InfoTrac
Student Collections http://gocengage.com/infotrac. Important
Notice: Media content referenced within the product
description or the product text may not be available in the
ebook version.
The new, tenth edition of the Essentials of Business Law
program is a practical, concise, and broad-based introduction
to the vibrant field of business law. While continuing to offer
all of the features that have made the nine prior editions
successful, this new edition includes a new chapter on the
areas of law affected by social media, updated content, and
enhanced support materials. Both the traditional areas of law,
such as contracts and property, and the emerging areas of
law, such as e-commerce and environmental, are covered in
short, informative chapters written to capture the essence of
each topic. The objective of the text throughout its coverage
is ease--ease of use, ease of teaching, ease of assessment,
and ease of understanding. It has been developed for those
seeking a more fundamental overview of the concepts and
principles that are vital to the understanding of business law.

Rhetorical Theory and Praxis in the Business
Communication Classroom responds to a significant
need in the emerging field of business
communication as the first collection of its type to
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establish a connection between rhetorical theory and
practice in the business communication classroom.
The volume includes topics such as rhetorical
grammar, genre awareness in business
communication theory, the role of big data in
message strategy, social media and memory, and
the connection between rhetorical theory and
entrepreneurship. These essays provide the
business communication scholar, practitioner, and
program administrator insight into the rhetorical
considerations of the business communication
landscape.
Based upon classical and contemporary theory and
empirical research, this text forms a sociological
analysis of organizations, focusing on the impacts
that organizations have upon individuals and society.
More than 50 percent new and revised content for
today's Linux environment gets you up and running
in no time! Linux continues to be an excellent, lowcost alternative to expensive operating systems.
Whether you're new to Linux or need a reliable
update and reference, this is an excellent resource.
Veteran bestselling author Christopher Negus
provides a complete tutorial packed with major
updates, revisions, and hands-on exercises so that
you can confidently start using Linux today. Offers a
complete restructure, complete with exercises, to
make the book a better learning tool Places a strong
focus on the Linux command line tools and can be
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used with all distributions and versions of Linux
Features in-depth coverage of the tools that a power
user and a Linux administrator need to get started
This practical learning tool is ideal for anyone eager
to set up a new Linux desktop system at home or
curious to learn how to manage Linux server
systems at work.
This book offers a treatment of the elements of
physical geography without sacrificing scientific
content. The book is written, organized, and
illustrated to give an accessible, systematic, and
visually appealing start in physical geography. It
presents the most up-to-date information about
Earth's physical systems available in an introductory
book all viewed through the spatial analysis
approach unique to physical geography. The book is
supported by a superior cartographic and illustration
program.
The ability to apply written, oral and interpersonal
communication skills are essential if you are to
succeed in your chosen career. Successful people
are able to apply and adjust these skills to suit the
various situations they encounter in the workplace.
The eighth edition of THE BUSINESS
COMMUNICATION HANDBOOK builds on the
previous editions to provide an understanding of
communication principles that can then be applied in
the workplace. This user-friendly text is divided into
four parts: Workplace Communication, Workplace
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Relationships, Workplace Documents and Career
Development. Each chapter includes learning
objectives and a list of key terms at the beginning of
each chapter, margin notes to highlight key ideas, a
comprehensive glossary and end-of-chapter
summaries that review the essential concepts
presented in the chapter. Coverage of employability
skills has also been incorporated into the new
edition, with Ready For Work activities at the end of
each section that enable students to reflect on their
readiness for work and career advancement or
promotion. A Companion Website at
pearsoned.com.au/dwyer provides further online
resources for teachers and students and includes:
True/False questions, Internet exercises, Good/Bad
practice and research topic questions. This provides
teachers with additional assessments and tasks, an
exam revision tool and the opportunity to integrate
technology into course delivery.
This unique text emphasizes the many different
techniques needed for successful social work
practice. Parts I and II provide knowlege, values, and
competencies for effective social work practice, while
Parts III through V contain 144 clear and readable
descriptions of practice techniques, presented in a
handbook format for convenient accessibility of
information.
The landmark project management reference, now in a new
edition Now in a Tenth Edition, this industry-leading project
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management "bible" aligns its streamlined approach to the
latest release of the Project Management Institute's Project
Management Body of Knowledge (PMI®'s PMBOK® Guide),
the new mandatory source of training for the Project
Management Professional (PMP®) Certificat-ion Exam. This
outstanding edition gives students and professionals a
profound understanding of project management with insights
from one of the best-known and respected authorities on the
subject. From the intricate framework of organizational
behavior and structure that can determine project success to
the planning, scheduling, and controlling processes vital to
effective project management, the new edition thoroughly
covers every key component of the subject. This Tenth
Edition features: New sections on scope changes, exiting a
project, collective belief, and managing virtual teams More
than twenty-five case studies, including a new case on the
Iridium Project covering all aspects of project management
400 discussion questions More than 125 multiple-choice
questions (PMI, PMBOK, PMP, and Project Management
Professional are registered marks of the Project Management
Institute, Inc.)
Organizing involves continous challenges in the face of
uncertainty and change. How is globalization impacting
organizations? How will new strategies for a turbulent world
affect organizational design?In this second edition of
Organization Theory and Design, developed for students in
the UK, Europe, the Middle East and Africa, respected
academics Jonathan Murphy and Hugh Willmott continue to
add an international perspective to Richard L. Daft’s
landmark text. Together they tackle these questions in a
comprehensive, clear and accessible study of the subject.
"Supervision is arranged with an emphasis on inquiry
learning, which raises penetrating questions, shows you the
key concepts in a clear and concise manner, and follows up
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that material with a wide variety of exercises, applications,
and margin notes ..." --BOOK COVER.
(Black & White version) Fundamentals of Business was
created for Virginia Tech's MGT 1104 Foundations of
Business through a collaboration between the Pamplin
College of Business and Virginia Tech Libraries. This book is
freely available at: http://hdl.handle.net/10919/70961 It is
licensed with a Creative Commons-NonCommercial
ShareAlike 3.0 license.
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