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Communicating Effectively For Dummies shows you how to get your point across at work and interact most
productively with bosses and coworkers. Applying your knowledge and skill to your job isthe easy part;
working well with othersis often the hard part. This helpful guide lets you maximize your personal
interactions, even when resolving conflicts, dealing with customers, or giving difficult presentations.

Whether you' re the CEO of amajor corporation, asmall business owner, or ateam manager, effective and
clear communication isimperative to your success. From keeping your listener engaged to learning to
become a better listener, Communicating Effectively For Dummies offers all the strategies, tips, and advice
you need to:

- Learn how to become an active listener

- Accentuate the positive in negative situations

- Find win-win solutions for conflicts

- Stay on track when writing e-mails and letters

- Handle presentations, interviews, and other challenges

- Speak forcefully and assertively without alienating others

Management consultant Marty Brounstein — author of Handling the Difficult Employee and Coaching and
Mentoring For Dummies — gives you the keys to athriving career with expert advice on effective verbal
and nonverbal communication. From mastering your own facial expressions (and reading them in others) to
being a happy boss, Brounstein covers all the angles:

- Becoming aware of your own assumptions

- Dealing with passive-aggressive communicators

- What to say to help someone open up to you

- Communicating through eye contact and body language
- Maintaining a positive attitude

- Dealing with sensitive issues

- Effective conflict resolution models

- When to use e-mail, the phone, or aface-to-face meeting
- Dedling with angry customers

- Coaching your staff to communicate better

In today’ s high-stress work environment, good communication skills are imperative for keeping your cool
and getting your point across. Knowing what to say and how to say it, as well as being a good listener, can
often be the difference between getting ahead and just getting by. This handy, friendly guide shows you how
to avoid common conflicts and make your voice heard in the office.
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From reader reviews:
MyraFlory:

Why don't make it to be your habit? Right now, try to prepare your time to do the important action, like
looking for your favorite e-book and reading a reserve. Beside you can solve your short lived problem; you
can add your knowledge by the publication entitled Communicating Effectively For Dummies. Try to the
actual book Communicating Effectively For Dummies as your pal. It means that it can to be your friend
when you feel alone and beside those of course make you smarter than ever before. Yeah, it is very fortuned
in your case. The book makes you more confidence because you can know every thing by the book. So , we
need to make new experience as well as knowledge with this book.

Elizabeth Edge:

Book is definitely written, printed, or highlighted for everything. Y ou can recognize everything you want by
abook. Book has a different type. Aswe know that book isimportant matter to bring us around the world.
Beside that you can your reading talent was fluently. A book Communicating Effectively For Dummies will
make you to possibly be smarter. Y ou can feel far more confidence if you can know about every thing. But
some of you think that open or reading any book make you bored. It is not necessarily make you fun. Why
they are often thought like that? Have you searching for best book or ideal book with you?

Felix Talarico:

People livein this new day of lifestyle always try to and must have the free time or they will get large
amount of stress from both way of life and work. So , when we ask do people have time, we will say
absolutely of course. People is human not arobot. Then we request again, what kind of activity have you got
when the spare time coming to an individual of course your answer will probably unlimited right. Then do
you try this one, reading publications. It can be your aternative throughout spending your spare time,
typically the book you have read is usually Communicating Effectively For Dummies.

Tara Cassdl:

As ascholar exactly feel bored in order to reading. If their teacher expected them to go to the library in order
to make summary for some reserve, they are complained. Just small students that has reading's soul or real
their leisure activity. They just do what the professor want, like asked to the library. They go to right now
there but nothing reading very seriously. Any students feel that studying is not important, boring as well as
can't see colorful picson there. Yeah, it isto get complicated. Book is very important for yourself. Aswe
know that on this age, many ways to get whatever we wish. Likewise word says, ways to reach Chinese's
country. Therefore this Communicating Effectively For Dummies can make you experience more interested
to read.
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