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The ability the write well in professional situations is
a much sought-after and all too rare skill. Business
Writing takes a hands-on approach to help you excel
in writing a range of hard-copy and electronic
documents. Learn how to write effective: letters
memos emails reports website text. Expert
communicator Baden Eunson shows you how to
design documents, employ persuasive techniques
and how to recognise (and foil) the mind games
some people play. Also, discover how to avoid the
pitfalls of planning and editing documents to become
a proficient and fluent writer. Effective writing is a
skill that everyone can develop and is a vital attribute
for those who wish to succeed in the highly
competitive business world.
The ultimate guide to getting your life in order—with
hundreds of practical and empowering ideas,
projects, and tips—from America’s most trusted
lifestyle authority Trust Martha to help you master all
things organizing—sorting, purging, tidying, and
simplifying your life—with smart solutions and
inspiration. Here, she offers her best guidance,
methods, and DIY projects for organizing in and
around your home. Topics include room-by-room
strategies (how to sort office paperwork, when to
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purge the garage or attic), seasonal advice (when to
swap out bedding and clothing, how to put away
holiday decorations), and day-by-day or week-byweek plans for projects such as de-cluttering, house
cleaning, creating a filing system, overhauling the
closet, and more. Martha’s indispensable expertise
walks you through goal-setting, principles of
organizing, useful supplies, and creating systems for
ongoing success. A look into Martha’s own personal
calendars offers a template for scheduling essential
tasks. Last, plenty of strategies, how-tos, timelines,
and checklists will help you stay organized all year
long.
Ready to take your career to the next level? Find out
everything you need to know about writing your CV
with this practical guide. A well-written CV is your
ticket to getting an initial foothold in recruitment
process, but writing it is often viewed as a daunting,
arduous task. Knowing what to include and what to
leave out can seem like an impossibly complicated
puzzle, but this guide will help you to cut through the
confusion and teach you the secrets of crafting a
clear, informative, well-structured CV that is sure to
grab any recruiter’s attention. In 50 minutes you will
be able to: • Learn about the vital components of
any CV • Understand what information to include
and which pitfalls to avoid • Discover the keys to
catching and holding a recruiter’s attention ABOUT
50MINUTES.COM | COACHING The Coaching
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series from the 50Minutes collection is aimed at all
those who, at any stage in their careers, are looking
to acquire personal or professional skills, adapt to
new situations or simply re-evaluate their work-life
balance. The concise and effective style of our
guides enables you to gain an in-depth
understanding of a broad range of concepts,
combining theory, constructive examples and
practical exercises to enhance your learning.
Now including information about Acrobat version 7.0
as well as 6.0, thisbook takes lawyers through the
processes of working with PDFdocuments, allowing
them to communicate like never before. They'lllearn
how to create, control, and more securely deliver
intelligent, content-rich documents that can be
opened by anyone using AdobeReader. More and
more court systems require electronic filing, and
thisis the definitive guide to the standard for those
filing systems
The new guy's turning her into a hot mess! A difficult
childhood left Sadie Martin more interested in work
than anything else, including romance. But she'd be
a fool not to notice that her newest employee is
scorching hot. As long as he works for her, though,
he's off-limits. Her company—sexy guys who clean
houses—comes first. So why are Wyatt Anderson and
his adorable niece always on her mind? When
attraction turns into more, suddenly everything is a
lot more complicated…and, frankly, a huge mess.
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What Sadie and Wyatt need is a clean slate. For
understanding…and love.
An examination of why paper continues to fill our
offices and a proposal for better coordination of the
paper and digital worlds. Over the past thirty years,
many people have proclaimed the imminent arrival of
the paperless office. Yet even the World Wide Web,
which allows almost any computer to read and
display another computer's documents, has
increased the amount of printing done. The use of email in an organization causes an average 40
percent increase in paper consumption. In The Myth
of the Paperless Office, Abigail Sellen and Richard
Harper use the study of paper as a way to
understand the work that people do and the reasons
they do it the way they do. Using the tools of
ethnography and cognitive psychology, they look at
paper use from the level of the individual up to that
of organizational culture. Central to Sellen and
Harper's investigation is the concept of
"affordances"—the activities that an object allows, or
affords. The physical properties of paper (its being
thin, light, porous, opaque, and flexible) afford the
human actions of grasping, carrying, folding, writing,
and so on. The concept of affordance allows them to
compare the affordances of paper with those of
existing digital devices. They can then ask what
kinds of devices or systems would make new kinds
of activities possible or better support current
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activities. The authors argue that paper will continue
to play an important role in office life. Rather than
pursue the ideal of the paperless office, we should
work toward a future in which paper and electronic
document tools work in concert and organizational
processes make optimal use of both.
Writing on the Moon: Stories and Poetry from the
Creative Unconscious by Psychoanalysts and
Others is a collection of the best works published
over the past fifteen years in the Creative Literary
Section of Psychoanalytic Perspectives, along with
imaginative introductions by the author. Some
writings are raw and honest, some are dark and
access our primal being. Others, filled with beauty,
illuminate the internal life, the playful mind, and
unconscious doodlings that might otherwise remain
unformulated.
"In a little over a generation the bones and sinews of the
British economy-- rail, energy, water, postal services,
municipal housing--have been sold to remote,
unaccountable private owners. In a series of brilliant
portraits James Meek shows how Britain's common
wealth became private, and the impact it has had on us
all. In a series of panoramic accounts, Meek explores the
human stories behind the incremental privatization of the
nation over the last three decades. As our national
assets are being sold, the new buyers reap the rewards,
and the ordinary consumer is left to pay the ever rising
bill. Urgent, powerfully written and deeply moving,
Private Island is a passionate anatomy of the state of the
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nation for readers of Chavs and Whoops!"-This Book Presents The Basic Guidelines To Help
Consumers Make The Most Appropriate Purchase
Decisions In The Contemporary Multichoice
Environment.Important Features * Highlights Importance
Of Quality As The Major Factor For Purchase Decisions.
* Consumer Rights And Responsibilities Elaborated. *
Consumer Complaint Redress Procedures And
Consumer Court Cases Detailed. * Practical Case
Studies And Examples Cited. * Tips On How To Deal
With Various Situations Regarding Product Quality,
Durability And After Sales Service. * A Simple Lucid
Style Bereft Of Technical Jargon.General Readers
Would Find The Presentation Interesting And Purposive.
Consumer Activists, Professional Managers And Service
Providers Would Also Find This Book To Be A Valuable
Reference Source.
In Hello, Marvelous You, author Jocelyne F. Lafrenire
delivers a powerful message that will inspire you to
activate your inner apps to actualize your marvelous
nature. She genuinely shares her knowledge,
experience, and wisdom to help you triumph over
challenges, and manifest an enriched and meaningful
life. Her powerful approach to life is based on tenets,
tools, and techniques that bring results. In this book, she
empowers you with insights to let your internal seeds of
greatness flourish for your own fulfillment and the
betterment of others. You will discover the wonders of
your manifestation power. You will learn to create the
desires of your heart with good-feeling thoughts, a
winning strategy, focused actions, and unwavering faith.
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With your inner apps turned on, your attitude, health,
relationships, finances, career, business, leisure time,
environment, and legacy will be empowered with more
abundance.
Renowned expert Harry Margolis shares his insight and
experience in the ElderLaw Forms Manual, to help you
better represent your elderly client. This two volume
looseleaf manual contains more than 100 key forms and
documents to help you: Organize a high-volume elder
law practice Market your services to your clients
Customize estate and Medicaid plans Provide the
personalized service your clients deserve. These
practice-tested forms are designed specifically for
handling the special problems that arise in the
representation of older clients. Each form is
accompanied by practical, insightful commentary from
Harry Margolis, telling you when and how each should
be used. Many documents include a range of alternative
clauses for common and not-so-common situations. The
20 chapters are organized into five parts: Managing the
Elder Law Practice Estate and Long-Term Care Planning
Powers of Attorney, Medical Directives and Wills Trusts
Miscellaneous. ElderLaw Forms Manual saves hours of
research and drafting time, simplifies information
gathering, and gives you a competitive edge in this
growing practice area. All the forms are included on an
accompanying CD-ROM. ElderLaw Forms Manual is
featured in Elder Law Library on IntelliConnect and
coming soon to Cheetah.
This book explores the benefits of digital patient
engagement, from the perspectives of physicians,
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providers, and others in the healthcare system, and
discusses what is working well in this new, digitallyempowered collaborative environment. Chapters present
the changing landscape of patient engagement, starting
with the impact of new payment models and Meaningful
Use requirements, and the effects of patient engagement
on patient safety, quality and outcomes, effective
communications, and self-service transactions. The book
explores social media and mobile as tools, presents
guidance on privacy and security challenges, and
provides helpful advice on how providers can get started.
Vignettes and 23 case studies showcase the impact of
patient engagement from a wide variety of settings, from
large providers to small practices, and traditional medical
clinics to eTherapy practices.
Incorporate effective time management and transform
your life If you always feel like there's not enough time in
the day to get everything accomplished, Successful Time
Management For Dummies is the resource that can help
change your workday and your life. Filled with insights
into how the most successful people manage
distractions, fight procrastination, and optimize their
workspace, this guide provides an in-depth look at the
specific steps you can use to take back those precious
hours and minutes to make more of your workday and
your leisure time. Modern life is packed with
commitments that take up time and energy. But by more
effectively managing time and cutting out unnecessary
and unproductive activities, you really can do more with
less. In this complete guide to time management, you'll
find out how to manage email effectively, cut down on
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meetings and optimize facetime, use technology wisely,
maximize your effectiveness during travel, and much
more. Find out how to accomplish more at work and in
life, all in less time Organize your professional life and
workspace for optimal productivity Learn to put an end to
procrastination and successfully handle interruptions Get
specific insights into time management in various
functions, from administration professionals to
executives If you're looking to take back your time and
ramp up your productivity, Successful Time Management
For Dummies is the resource to help get your there in a
hurry.
For more than 20 years, Network World has been the
premier provider of information, intelligence and insight
for network and IT executives responsible for the digital
nervous systems of large organizations. Readers are
responsible for designing, implementing and managing
the voice, data and video systems their companies use
to support everything from business critical applications
to employee collaboration and electronic commerce.
Worldwide, postal and delivery economics is the subject
of considerable interest. The postal industry’s business
model is in drastic need of change. Notably, the
European Commission and member states are still
wrestling with the problems of implementing liberalization
of entry into postal markets, addressing digital
competition, and maintaining the universal service
obligation. In the United States, the Postal Accountability
and Enhancement Act of 2006 has, perhaps,
exacerbated some of the problems faced by the United
States Postal Service (USPS). Currently, the USPS has
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serious financial problems because of difficulties it faces
in making changes and the failure of the Act to address
problems that have been long-standing. Electronic
competition is severe and affects post offices (POs)
worldwide, which have been slow to address the threat.
This book addresses this new reality and includes
discussion of how POs may attempt to reinvent
themselves. Parcels and packets will play a major role in
developing new business models for postal operators.
This book is of use not only to students and researchers
interested in the field, but also to postal operators,
consulting firms, utilities, regulatory commissions,
Federal Government Departments and agencies of the
European Union and other countries.
Designed to help those involved in the construction
process understand how the application of information
technology can improve their working practices and
environment. The text provides an introduction to the
Ìnternet and PC-based applications, detailing the
potential use of such technology.
Philian Gregory is a struggling City trader. Nathan
Carrington, an alcoholic beggar. When a random act of
kindness draws them into an unlikely friendship, they
embark on a journey that will change their lives forever.
Threatened by forces that seek to conceal an
unimaginable past, they escape to the solitude of the
English canals, until one death too many turns the
pursued into the pursuers. They work off the radar, but
even they can’t avoid what is happening around them in
a nation where the moral are few, the immoral are in the
ascendant, but the power is held by the amoral. As
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millions of innocents die, they begin to understand that
the past is merely a clue to the future and only they can
stop what is happening. In doing so, only one of them will
survive. This latest work of fiction from canal-based
author Simon J. Stephens is an action-packed,
contemporary thriller in which unthinkable solutions
become more than just a fantasy nightmare: they could
just happen. They might even be happening.
Replaces previous edition. In today's hectic world of cell
phones, email, and instant messages, is it still worthwhile
to know how to write a good letter? Absolutely! An
attractive, well-written letter can grab the reader's
attention and hold it long after someone else's email has
been discarded. It can make a strong, lasting impression
on a hiring manager, potential client, or faraway friend
who receives it. In other words, the letter is still an
important professional and personal communication tool,
one that too few people know about these days. In this
completely revised and updated edition of BETTER
LETTERS, writing authority Jan Venolia dispenses
expert advice on creating the perfect letter, covering
composition, style, and format. With THE RIGHT
LETTER! your message will rise above the rest. • This
handy, portable addition to the Right! series (650,000
copies sold) is an important guide to effective letter
writing, including a section on email. • With so many
people complaining about the glut of email, spam, and
misinformation, this reference is needed now more than
ever. • Previous editions of BETTER LETTERS have
sold more than 80,000 copies.
This is the first comprehensive resource for clinical
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medical-surgical nursing instructors responsible for
guiding students through their entire clinical rotation.
Filling a huge gap in resources for instructors required to
teach the medical-surgical nursing course, it contains
everything the new or adjunct instructor needs to teach
expertly and confidently. The guide features a week-byweek instructional plan for the clinical rotation and
includes all materials necessary to effectively perform
administrative leadership and supervision, assess
students’ knowledge and learning styles, maximize the
learning process, simplify evaluation, and help ensure a
smooth transition to clinical practice. The guide will serve
as a welcome companion to both experienced and
novice medical-nursing instructors with its week-by-week
instruction guide that encompasses organizational
teaching templates, teaching and learning resources,
and evaluation materials. These include everything from
the Adjunct Faculty Contract to the Course Syllabus to a
Comprehensive Skills Checklist. Key clinical instruction
materials, including PowerPoints and simulation
scenarios are provided for each body system.
Additionally the book contains quizzes with answers,
discussion questions, and interactive student activities
and exercises. Key Features: Comprises the first
complete resource for successfully guiding students
through their clinical rotations from start to finish Helps to
allay the “fear factor” for new and adjunct clinical
nursing instructors Provides a week-by-week
instructional guide that includes organizational teaching
templates, teaching and learning resources, and
evaluation aids Includes numerous forms and templates
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to facilitate administrative responsibilities, student
assessment, and student evaluation Key clinical
information is organized by body system and includes
multiple interactive teaching tools
The book is packed with strategies the reader can use to
navigate the assortment of career transitions that
individuals’ experience across the life-span.
Standards-based lessons to encourage students to take
care of the environment by adapting the way they live
and do things, beginning in the classroom. Each unit
includes suggestions and adaptations to help ELL
students and students in RTI (response to intervention)
programs keep pace with the rest of the class.

The Ninth Edition of this best-selling text continues
to offer proven, hands-on, practical applications of
both classic and current management principles in
the healthcare setting. Packed with strategies,
techniques, and tools to build or reinforce your
management skills and meet the never-ending
challenges that one may face daily as a healthcare
supervisor, students and professionals alike will
benefit from this classic guidebook that is now more
reader-friendly and accessible.
Known in the academic community as the Paperless
Professor, Dimopoulos shares his experience with
how to transition to and use paperless practices to
become more productive and flexible in both
professional and personal activities. He introduces
four paperless keys to freedom to enable a freestyle
living.
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Law Office Management for Paralegals, Fourth
Edition is a comprehensive introduction to law office
management, emphasizing ethics, law office culture,
law office systems, and “soft skills,” such as
communications and critical thinking. Assignments
are drawn from real-world law office management
situations and supported by innovative visual aids
and learning tools. Students get hands-on practice
with timekeeping, conflicts-checking, file
management, trust accounting, business planning,
correspondence, and much more. They are exposed
to law office software, such as Clio, and learn to
perform vital functions using other software and even
freeware. Career profiles emphasize the importance
of involvement in professional organizations,
advancement in the legal field without obtaining a
law degree, and that the legal profession is
populated by men and women of all ages and
backgrounds. New to the Fourth Edition: New ethical
discussions: the obligation to keep up with current
technology, disaster planning, and dealing with
clients using crowdfunding. New technology
discussions: artificial intelligence in legal practice,
online notarization, client portals, and apps to make
the practice of law more efficient and mobile. New
discussions of law as a business: features of
property insurance, malpractice insurance, insurance
for and on employees; trends in office space. New
soft skills discussions: dealing with incivility in the
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legal profession, managing staff through technology
changes. Professors and students will benefit from:
Author Laurel A. Vietzen’s outstanding reputation in
the paralegal market. Drawing on her extensive
background as a professor and practitioner, she
clearly presents basic law office management and
organization. Well-crafted assignments throughout
the text help students hone practical skills such as
critical thinking, organization, general
communication, and computer proficiency. The text
is particularly adaptable for an online or hybrid class.
With practical and warm advice, lifestyle designer
and coach Kerri Richardson guides you to accept
your clutter as a natural manifestation of your mind,
body, and spirit looking out for yourself. It is your
soul calling out for you to invest in self-care and to
face the fears holding you back from being your best
self. Richardson dives into the most common
categories of physical clutter and provides efficient
and effective steps for clearing the space for your
physical, mental, and spiritual well-being to flourish.
But more than house and home, Richardson
encourages you to clear out the clutter of
relationships and habits that have been occupying
your time and energy for too long.
Practical guidance on thriving-and surviving-in the
workplace Are you worried about losing your job?
Are you retired but forced to re-enter the workforce
to keep up with the rising cost of living? Do you find
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yourself lucky to have a job at all, no matter how
difficult or unpleasant the environment may be?
Thriving in the Workplace All-In-One For Dummies
gives people of all ages, in any job, and in any type
of workplace the information, tips, and advice
needed to boost professional value, increase job
security, and manage stress. Inside this
comprehensive book, you'll get friendly and practical
guidance on dealing with a your boss; becoming selfmotivated by setting effective goals; dealing with
coworkers' attitudes; earning a better performance
review, raise, or promotion; handling challenging
customers; thriving amidst change; increasing
morale and productivity; and much more! Proven
tips, tools, and techniques to help employees at all
levels Information on business ethics, negotiating,
effective communication, success, and managing
The most comprehensive guide of its kind Thriving in
the Workplace All-In-One For Dummies is the
ultimate career bible that will help you survive and
thrive at work!
Can they set aside their mutual dislike to give her
what she needs? Sassy and independent Ruby
doesn't trust men, but she enjoys playing at Club
Indigo. She revels in the thrill and attention, whether
it's doing a scene with switch Bob or getting tied by
Bakushi Will. When a new Master joins the club, she
is instantly attracted to the African American hottie
but also conflicted.Can she trust a man to choose
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her and what if she can't choose herself? Does she
have to?
Annotation. A practical guide to successfully
achieving a fully computerised system in primary
care.
Cut the clutter, live better with less, give yourself
headspace, and enjoy life more. Create Space shows
you how taking steps to clear and simplify your living
space can also clear your mind, improve your
relationships, and enhance your well-being. This roomby-room guide to organizing and decluttering your home
is packed with ideas, advice, tips, and techniques that
are practical and functional as well as beautiful. Turn
chaos into calm with step-by-step methods that you can
adapt and sustain for your own needs. When you stop
allowing your life to revolve around things that don't
matter, you instantly gain energy to focus on the things
that do. Reclaim your space, your time, and your mind
right now, to reorganize your living space into a place of
sanctuary.
A second edition of a text that demonstrates how
personnel management can contribute to general
practice. Case studies and examples are used
throughout.
Customer Management ExcellenceSuccessful Strategies
from Service LeadersJohn Wiley & Sons
CRM today is much like BPR in the 1990s. It is the
strategy of the 21st century. Everyone is jumping on the
bandwagon, but few are doing it in a way that will reap
long-term benefits. And while billions are being spent
worldwide, as yet there is not one case study of a true
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CRM focused company that is achieving major business
success. Why? Three years ago Quest Media introduced
the National Customer Service Awards. The philosophy
was to research, recognise and reward organisations
that were pushing the barriers of customer management
to new limits. Written by the editor of Customer
Management magazine, this book draws on Quest's
research to reflect the current thinking behind today's
front-runners in the customer management field. The
authors challenge accepted thought processes and give
realistic timeframes for implementing the innovative
thinking that will produce tomorrow's Customer
Management Excellence. * An 'all you need to know
about customer management' handbook - draws on the
authors' vast experience to help unravel this complex
topic * Provides case studies and examples of
organisations that are award-winners in their innovative
customer management techniques * Includes a glossary
of terms and checklists to help readers benchmark their
own progress in implementing successful customer
management
No one knows better than you just how dramatically
change has altered the insurance landscape in the last
many years. Maybe you've felt the shudder in your
bottom line. Maybe You've lost customers. Maybe you're
not even having fun anymore. It doesn't have to be that
way! In fact, opportunities to capitalize on those changes
and maximize your profits are already within your reachif you know where to look. This book will help you retool
your thinking and strategies to do that. You'll learn from
industry expert Troy Korsgaden how to: - Mine the gold
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that's already in your customer database - Multiply sales
with deeper household penetration - Turn every product
and every employee into a profit center - Make easy
sales without the drudgery of X-date calling - Seize new
profits with financial services products The simple
strategies in this book have worked for thousands of
agents in big and small agencies across the country,
whether they're new to the industry or agency veterans.
So don't wait for tomorrow to embrace the future. With
Troy Korsgaden on your side, you can journey into it with
confidence today!
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