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HR3Cengage Learning
Learn business communications your way with Lehman/DuFrene/Walker's BCOM, 10E
from 4LTR Press. This inviting, easy-reference book guides you through mastering
today's business communication concepts and skills. Visually engaging, brief chapters
offer numerous learning features and helpful study tools like Chapter Review Cards that
consolidate review material into a ready-made study tool. You choose the format that
best suits your learning preferences. BCOM, 10E is perfect if you prefer to use the
printed book as your primary learning tool and reference resource for refining your
business communication skills. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
Learn human resource management your way with DeNisi/Griffin's HR, 5E from 4LTR
Press. This inviting, easy-reference book guides you through mastering human
resource management concepts and skills. Visually engaging, brief chapters offer
numerous learning features and helpful study tools like Chapter Review Cards that
consolidate review material into a ready-made study tool. You choose the format that
best suits your learning preferences. HR, 5E is perfect if you prefer to use the printed
book as your primary learning tool and reference resource for refining your human
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resource management skills.
This market-leading text takes a pragmatic approach emphasizing the strategic role of
human resources. Comprehensive, research-basedcoverage includes all major topics
identified on the Human Resource Certification Institutes Content Outline. Coverage
includes aglobal chapter, expanded coverage of diversity, new material on performance
management, and current hot topics such as self-directedwork teams, shamrock
organization, broadbanding, competency-based pay systems, job security, violence in
the workplace, and howorganizational commitment affects production, quality, and
service.
MICROSOFT OFFICE 2010: ADVANCED provides a project-based, step-by-step
approach to teaching the Office 2010 applications. Important Notice: Media content
referenced within the product description or the product text may not be available in the
ebook version.
Discover today's vibrant, exciting world of human resources as it comes alive within the
distinctive, magazine-style pages of DeNisi/Griffin's HR. Created by input from today's
learners and refined through a careful review process with nearly 100 students and
teachers, this unique book offers an captivating, streamlined presentation ideal for the
today's fast paced lifestyles and diverse learning styles. HR addresses all of today's key
human resource concepts within a riveting approach that builds upon timely research
and recent events, such as the latest rise in unemployment and financial problems
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facing the U.S. and other countries. Memorable learning features, such as HR in the
21st Century boxes, highlight important challenges facing today's managers and
employees, while Opening and Closing Cases explore HR principles at work within real
companies and organizations. A full suite of online learning aids further ensures each
reader has the tools at hand to master the human resource concepts most important for
success. Important Notice: Media content referenced within the product description or
the product text may not be available in the ebook version.
Based on industry standards developed by the National Association of Home Builders
and its Home Builders Institute, this comprehensive text covers the essentials of
residential construction carpentry, including tools and materials, rough carpentry, and
exterior and interior finish carpentry ensuring professional success on any jobsite.
Extensively illustrated and succinctly written, RESIDENTIAL CONSTRUCTION
ACADEMY: CARPENTRY 3e features Procedure sections in nearly every chapter that
combine precise, step-by-step instructions with helpful drawings, making it easy to
understand key concepts and master important techniques. The Third Edition includes
much new and updated material, including special green features exploring
environmentally friendly building practices, and exercises incorporating local building
codes. As always, safety is strongly emphasized with specific tips and precautions in
every chapter. Supported by a full range of supplements, this text is easy to use as part
of a complete teaching and learning system. Important Notice: Media content
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referenced within the product description or the product text may not be available in the
ebook version.
Introduce your students to the new generation of Microsoft Office with the new generation of
Shelly Cashman Series books! For the past three decades, the Shelly Cashman Series has
effectively introduced computer skills to millions of students. With Microsoft(R) Office Access
2010: Introductory we are continuing our history of innovation by enhancing our proven
pedagogy to reflect the learning styles of today’s students. In Microsoft Office Access 2010:
Introductory you’ll find features that are specifically designed to engage students, improve
retention, and prepare them for future success. Our trademark step-by-step, screen-by-screen
approach now encourages students to expand their understanding of the Access 2010
software through experimentation, exploration, and planning ahead. Brand new end of chapter
exercises prepare students to become more capable software users by requiring them to use
critical thinking and problem-solving skills to create real-life documents. Important Notice:
Media content referenced within the product description or the product text may not be
available in the ebook version.
POSITIVE CHILD GUIDANCE, Eighth Edition, is ideal for guidance, behavior management
and discipline, and classroom management courses in an early childhood education
curriculum. This practical book outlines workable steps for creating a cooperative, respectful
community of children and adults with special emphasis on sensitivity to cultural needs, cultural
differences, and developmentally appropriate practice. Students will learn a range of practical,
effective, and flexible guidance strategies based on principles of straightforward
communication and assertiveness. This new edition includes critical advances in research and
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addresses the cultural trends that are changing the way babies and children are cared for
today. Important Notice: Media content referenced within the product description or the product
text may not be available in the ebook version.
Professional foodservice managers are faced with a wide array of challenges on a daily basis.
Controlling costs, setting budgets, and pricing goods are essential for success in any
hospitality or culinary business. Food and Beverage Cost Control provides the tools required to
maintain sales and cost histories, develop systems for monitoring current activities, and
forecast future costs. This detailed yet reader-friendly guide helps students and professionals
alike understand and apply practical techniques to effectively manage food and beverage
costs. Now in its seventh edition, this extensively revised and updated book examines the
entire cycle of cost control, including purchasing, production, sales analysis, product costing,
food cost formulas, and much more. Each chapter presents complex ideas in a clear, easy-tounderstand style. Micro-case studies present students with real-world scenarios and problems,
while step-by-step numerical examples highlight the arithmetic necessary to understand cost
control-related concepts. Covering everything from food sanitation to service methods, this
practical guide helps readers enhance their knowledge of the hospitality management industry
and increase their professional self-confidence.
Fully updated and streamlined to be used more easily within the parameters of several
quarters or a semester, INTERVIEWING AND CHANGE STRATEGIES FOR HELPERS,
Eighth Edition offers readers an introduction to the knowledge, skills, values, and tools needed
by today's professional helpers. The book's conceptual foundation reflects four critical areas for
helpers: core skills and attributes, effectiveness and evidence-based practice, diversity issues,
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and critical commitments and ethical practice, using an interdisciplinary approach that reflects
the authors' extensive experience in the fields of counseling, psychology, social work, and
health and human services. The text skillfully combines evidence-based interviewing skills and
evidence-based intervention change strategies, thus preparing readers to work with clients
representing a wide range of ages, cultural backgrounds, and challenges in living. Important
Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
BEGINNING ESSENTIALS IN EARLY CHILDHOOD EDUCATION, Third Edition, is a
streamlined foundations textbook that introduces early childhood students to the field. This
unique text is organized to answer four key questions: What is the field? Who is the child? Who
is the teacher? and What is being taught? The four sections address the essentials of early
childhood education, emphasizing multiculturalism and developmentally appropriate practice.
New to this edition, “Teacher Talk” boxes are first-person accounts from teachers who reflect
on their experiences in the classroom and provide valuable, applicable advice for those
entering the profession. In addition, “Brain Research” boxes showcase some of the most
important aspects of brain research and development today, connecting it to the classroom.
Other features include special boxed material that highlights key issues related to standards,
diversity, DAP, professionalism, and ethics. Important Notice: Media content referenced within
the product description or the product text may not be available in the ebook version.
A new approach to learning the principles of management, MGMT 2 is the second Asiaa
Pacific edition of a proven, innovative solution to enhance the learning experience. Concise yet
complete coverage supported by a suite of online learning aids equips students with the tools
Page 6/17

Download File PDF Hr3 With Coursemate 1 Term 6 Months Printed Access
Card New Engaging Titles From 4ltr Press
required to successfully undertake an introductory management course. Paving a new way to
both teach and learn, MGMT 2 is designed to truly connect with today's busy, tech-savvy
student. Students have access to online interactive quizzing, videos, podcasts, flashcards,
case studies, games and more. An accessible, easy-to-read text along with tear out review
cards completes a package which helps students to learn important concepts faster. MGMT 2
delivers a fresh approach to give students what they need and want in a text.
This comprehensive book covers new point / counterpoint boxes, in every chapter that focus
on areas of controversy within HRM. HR Legal Briefs sections call attention to important legal
issues. Similarly, HR Tech Talk inserts look at how different innovations have affected HR
practices. Other inserts include HR around the Globe and HR in the Twenty-First century.
Chapter-opening cases focus on a recent event, issue or trend that illustrates key concepts. A
more detailed case appears at the end of each chapter. Chapter Summary and Review &
Discussion questions along with ethical dilemmas in HRM are provided at the end of each
chapter. I. An Overview of Human Resource Management II. The Environment of Human
Resource Management III. Staffing the Organization IV. Enhancing Motivation and
Performance V. Compensating and Rewarding the Workforce VI. Managing the Existing
Workforce

"SELL 4 employs a comprehensive coverage of contemporary professional
selling in an interesting and challenging manner. Including relational consultative
selling, the text is organized on a more contemporary relationship-selling process
that the author team has tested in, and developed for, major selling
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organizations."-Customer Service Skills for Success by Robert W. Lucas is the top-selling
customer service textbook in the United States. Customer Service Skills for
Success 6e addresses real-world customer service issues and provides a variety
of updated resources, activities, examples and tips from the author and active
professionals in the industry to gain and hold readers' interest while providing
insights into the concepts and skills related to customer service. The text begins
with a macro view of what customer service involves today and provides
projections for the future then focuses on specific skills and related topics. The
sixth edition of Customer Service Skills for Success contains 10 chapters divided
into three parts, plus the Appendix, Glossary, and Bibliography. These parts
focus on different aspects of customer service: (1) The Profession, (2) Skills for
Success, and (3) Building and Maintaining Relationships. Along with valuable
ideas, guidance, and perspectives, readers will also encounter interviews of realworld service providers, case study scenarios and activities to help you apply
concepts learned to real-world situations in order to challenge your thinking on
the issues presented.
Give your students additional practice of Office 2010 skills and concepts with
MICROSOFT OFFICE 2010 WORKBOOK, 1st Edition from the Shelly Cashman
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Series! For the past three decades, the Shelly Cashman Series has effectively
introduced computer skills to millions of students. With the MICROSOFT OFFICE
2010 WORKBOOK, 1st Edition, students work through extra hands-on exercises
reinforcing the skills taught in the text. MICROSOFT OFFICE 2010 WORKBOOK,
1st Edition is an ideal reinforcement supplement to your Introductory textbook.
Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
This practical, comprehensive text is an indispensable guide for home-schoolcommunity collaborations. HOME, SCHOOL, & COMMUNITY RELATIONS, 9th
Edition, meets the needs of teachers and administrators who desire to create
effective, culturally-competent partnerships with diverse families, and helps to
prepare future teachers for their careers. It provides an overview of modern
families and their complex roles and beliefs to sensitize teachers to the diversity
and needs of families they will encounter, including multilingual, multiethnic,
multigenerational, and gender-diverse families from different socioeconomic
backgrounds. The text fully discusses both the benefits of creating productive
partnerships and the barriers that teachers must overcome. Abundant examples
clarify the book's practical and effective communication strategies. Current
developments in the field of early childhood education are emphasized, including
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brain research and development, legislative mandates in education, professional
standards of the field, and strategies for working with families of students with
diverse learning needs. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
4LTR Press solutions give students the option to choose the format that best
suits their learning preferences. This option is perfect for those students who
focus on the textbook as their main course resource. Important Notice: Media
content referenced within the product description or the product text may not be
available in the ebook version.
NEW PERSPECTIVES ON HTML AND CSS provides thorough instruction on
building interactive Web sites from scratch. In addition to providing
comprehensive coverage of HTML and CSS, this book does not require any prior
knowledge on the subject and starts with the basics. Detailed explanations of key
concepts and skills make even complex topics accessible to all students. New
Perspectives' signature case scenarios and case problems contextualize
complex concepts. Students develop their problem solving skills by working
through realistic exercises, which help them retain the material and apply what
they've learned in a professional environment. Important Notice: Media content
referenced within the product description or the product text may not be available
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in the ebook version.
In todaya s fast-paced business environment, communicating effectively with
multiple audiences is more essentiala and more challenginga than ever. BCOM
Asia Pacific edition is specifically aimed at business students studying
communication skills in a business degree. The blended learning BCOM package
of text and online resources combine a strong emphasis on sound writing
principles with practical coverage of real-world spoken, electronic, and written
communication situations and strategies that play a vital role in modern business.
To help students translate communication theory into applied best practices
BCOM has an abundance of model documents and local and global examples. A
new approach to learning the principles of business communication, BCOM is the
Asiaa Pacific edition of a proven and innovative blended learning solution. This
being a concise and complete text alongside a suite of online learning activities
that will ensure student success in business communication.
Microsoft Office 2010: Brief provides a project-based, step-by-step approach to
teaching the Office 2010 applications.
CREATIVE ACTIVITIES AND CURRICULUM FOR YOUNG CHILDREN, 11th
Edition, is filled with fun, creative, and easy-to implement activities for young
children. You'll be encouraged to exercise your own creativity as well as learn
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how to help young children do the same. Hundreds of activities, up-to-date
research, recipes, finger plays, information on how to select children's books, and
more make this book an invaluable resource for you and others planning to work
creatively with children across the curriculum. This is a book you'll want to use
throughout your professional career. Important Notice: Media content referenced
within the product description or the product text may not be available in the
ebook version.
Delve into the core of ethics today in your course with the latest practical, applied
coverage found in Ferrell/Fraedrich/Ferrell's BUSINESS ETHICS 2009 UPDATE.
Whether you use this book as a supplement or primary text in your
undergraduate or graduate course, the accessible, up-to-date approach provides
unmatched insights into the complex environment in which contemporary
managers make ethical decisions. The book's solid managerial framework and
new updates highlight the latest developments in ethics and how they relate to
overall ethics concepts, processes, and best practices used throughout
successful business ethics programs. Your students see how ethics can play a
critical role in key strategic business decisions. Captivating new cases and
engaging examples reflect today's most recent business developments and
crises. Rather than focusing on intellectual reasoning alone or a philosophical
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discussion of ideas, the book's proven learning features help students prepare
and practice confronting the types of actual ethical dilemmas they will face in
today's business world. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
Some companies gather and sell personal information to assist businesses in
their marketing campaigns. It this American business at its finest, or simply a
horrible invasion of our privacy? This shocking book will make readers think twice
before writing their next check or going to the grocery store.
Fundamentals of Entrepreneurial Finance provides a comprehensive introduction
to entrepreneurial finance, showing how entrepreneurs and investors jointly turn
ideas into valuable high-growth start-ups. Marco Da Rin and Thomas Hellmann
examine the challenges entrepreneurs face in obtaining funding and the
challenges investors face in attracting promising ventures. They follow the joint
journey of entrepreneurs and investors from initial match to the eventual success
or failure of the venture. Written with the goal of making entrepreneurial finance
accessible, this book starts with the basics, develops advanced topics, and
derives practical insights. Da Rin and Hellmann build on academic foundations
from several disciplines and enrich the text with data, mini-cases, examples, and
exercises.
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In Applied Psychology in Talent Management, world-renowned authors Wayne F.
Cascio and Herman Aguinis provide the most comprehensive, future-oriented
overview of psychological theories and how they impact people decisions in
today’s ever-changing workplace. Taking a rigorous, evidence-based approach,
the new Eighth Edition includes more than 1,000 new citations from over 20 toptier journal articles. The authors uniquely emphasize the latest developments in
the field—all in the context of historical perspectives. Integrated coverage of
technology, strategy, globalization, and social responsibility throughout the text
provides students with a holistic view of the field and equips them with the
practical tools necessary to create productive, enjoyable work environments.
Introduce your students to the new generation of Microsoft Office with the new
generation of Shelly Cashman Series books! For the past three decades, the
Shelly Cashman Series has effectively introduced computer skills to millions of
students. With Office 2010, we're continuing our history of innovation by
enhancing our proven pedagogy to reflect the learning styles of today's students.
In Microsoft Office 2010: Introductory you'll find features that are specifically
designed to engage students, improve retention, and prepare them for future
success. Our trademark step-by-step, screen-by-screen approach now
encourages students to expand their understanding of the Office 2010 software
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through experimentation, exploration, and planning ahead. Brand new end of
chapter exercises prepare students to become more capable software users by
requiring them to use critical thinking and problem-solving skills to create real-life
documents. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
The founders of the Jack Welch Management Institute, a fully accredited online MBA program,
present a guide to overcoming modern business challenges, with recommendations for
creating effective strategies, leading others, and building a thriving career.
Introduce your students to the exemplary customer service skills that are essential in all types
of organizations today with the powerful, practical and engaging presentation in Gibson's THE
WORLD OF CUSTOMER SERVICE, 3rd Edition. This text demonstrates how effective
customer service techniques can help your students and their organizations achieve critical
goals, deal with problems and complaints, consistently exceed customer expectations, and
create loyal customers. Author Pattie Gibson focuses on the strategies most important in
customer service today with insights and memorable examples from practicing professionals.
Several new chapters in this edition highlight how to maximize revenue and customer
satisfaction, effectively solve problems and resolve complaints, and better understand the
impact and potential in today's social media. Students also gain new insights into establishing
their own effective customer service habits. This edition emphasizes the importance of
effective global communication and collaboration techniques with a wide range of real
customer-focused activities and actual business cases. The new, optional CourseMate website
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for this edition reinforces concepts with interactive learning tools, including a complete eBook,
videos and the unique Engagement Tracker for monitoring student outcomes. Help your
students develop the customer service skills essential for professionals in all areas of business
today with THE WORLD OF CUSTOMER SERVICE, 3rd Edition. Important Notice: Media
content referenced within the product description or the product text may not be available in
the ebook version.
[This book is] developed for an introductory personal computer applications course. No
previous experience with a computer is assumed, and no mathematics beyond the high school
freshman level is required. The objectives of this book are as follows: to teach the
fundamentals of Microsoft Windows 3.1, Microsoft Office Manager, Microsoft Word 6, Microsoft
Excel 5, Microsoft Access 2, Microsoft PowerPoint 4, and object linking and embedding (OLE);
to acquaint the student with the proper way to solve personal computer application-type
problems; to use practical problems to illustrate personal computer applications; to take
advantage of the many new capabilities of word processing, spreadsheet creation, database
development, and presentation graphics in a Windows environment; to develop integrated
solutions to problems through the use [of] OLE. This textbook covers all essential aspects of
Microsoft Windows, Microsoft Office Manager, the four application tools, and OLE.-Pref.
Reflecting the latest policies and practices, HUMAN SERVICES IN CONTEMPORARY
AMERICA, 10th Edition delivers a thorough examination of human services -- providing
students with an insightful, realistic portrayal of the field. Using a unique multidisciplinary
approach, the book offers a complete overview of the helping field, its available programs, and
the practical skills workers can employ. It also illustrates how recent governmental policy shifts
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affect the way human services professionals work. The text is renowned for the way it presents
the history and practice of human services through the lens of a social problems and policy
perspective. Throughout, the author helps readers understand how social, economic, and
political issues affect human service workers as well as the people they serve. Practical and
relevant, the text is packed with captivating examples of human services work across the
country and offers insightful information on selected careers within the field. Important Notice:
Media content referenced within the product description or the product text may not be
available in the ebook version.
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