(Free and download) Communicating at Work

Communicating at Work

Tony Alessandra
ebooks | Download PDF | *ePub | DOC | audiobook

COMMUNICATING
AT WORK

IMPROVE YOUR
SPEAKING, LISTENING,
PRESENTATION, AND
CORRESPONDENCE SKILLS
TO GET MORE DONE AND
GET WHAT YOU WANT
AT WORK

ano PHIL HUNSAKER, PH.D
' - -
authors of THE ART OF MANAGING PEOPLE

#349352 in eBooks 1993-08-16 2008-06-17File Name: BO0310QO0Z6 | File size: 23.Mb

Tony Alessandra : Communicating at Work before purchasing it in order to gage whether or not it would be worth
my time, and all praised Communicating at Work:

2 of 2 people found the following review helpful. Y our guide to personal/professional connectivity, nothing else
comes closeBy E. Bruce Harrisonl've read it, I've used it, I've quoted it...and I've read it again. I've given copies to
leaders and friends in awide range of companies, in associations, in ministry. It's the guide to effective personal and
professional connection. While the back of the book may be dated, the bulk, the important points you'll use everyday
are evergreen.0 of 0 people found the following review helpful. beware. The book that you will get is not


http://f3db.com/pub/links.php?id=B0031OQ0Z6

communicating at workBy J. Sandsl wastrying to order abook on communication at work and got a novel by Hugh
Garner called anice placeto visit. The reviews and description of this book are not accurate.1 of 1 people found the
following review helpful. Good SellerBy judy sackettThis is an amazing book, it really helps to bridge the
communication gap between cultures, ages, and anything else you can find in the workplace to bridge. When | bought
this book through this seller, It came to me quickly, in good condition, and no financial hassle.

In today's competitive workplace, your ability to communicate is your most important business skill.This valuable
handbook to better business communication can help you develop the skills you need to succeed. Using real-life
examples, it offers practical, easy-to-use instruction in writing effective memos and reports, making memorable
presentations, and leading productive meetings. It aso introduces key telephone skills, shows you how to interpret
body language and personal communication styles -- and teaches you the critical listening and questioning skills you
need to get ahead.Whether you're atop manager trying to lead alarge organization or one of the millions of people
who actually get the work done, Communicating at Work can help you be more effective, get more of what you want
out of work, and improve your chances for success.

From Library Journal Business writer Alessandra and Hunsaker (business, Univ. of San Diego) here explore
interpersonal verbal, nonverbal, group, and written communication, especially in the workplace. They discuss the
importance of the many forms, using examples, alternatives, and checklists for each. Styles of personal

communication are covered in detail, as are listening and questioning. This book is for anyone who wishesto learn
how the communication processes can affect relations in the workplace or just about any situation. The style and
format are simple, direct, and well organized for referral. There are many books available on this subject, e.g., Allan
D. Frank's Communicating on the Job (1981) and Phillip G. Clampitt's Communicating for Managerial Effectiveness
(Sage, 1991), but this one is well written and should be available in all corporate and public libraries.- Littleton M.
Maxwell, E. Claiborne Robins Sch. of Business, Univ. of Richmond, Va.Copyright 1993 Reed Business Information,
Inc.About the AuthorDr. Tony Alessandra helps companies build customers, relationships, and the bottom-line, and
shows them how to achieve market dominance through specific strategies designed to outmarket, outsell, and
outservice the competition. Dr. Alessandrais president of Online Assessments, (OnlineAC.com) a company that offers
online assessments and tests; co-founder of MentorU.com, an online e-learning company; and Chairman of the Board
of BrainX, acompany that offers online digital accelerated-learning programs. He is awidely published author and
was recognized by Meetings Conventions Magazine as |dquo;one of America's most electrifying speakers,rdquo; Dr.
Alessandrawas inducted into the Speakers Hall of Fame in 1985mdash;and is a member of the Speakers Roundtable, a
group of 20 of the world's top professional speakers.Excerpt. copy; Reprinted by permission. All rights
reserved.Introduction Easy question: |s accurate, effective, open communication important in managing others?
Answer: You bet! It'samost impossible to be productive in the workplace without being an effective communicator.
The very definition of managing isto get things done through other people. If you cannot accurately communicate
what needs to be done, how do you expect to get it accomplished? In addition, even if you can accurately
communicate directives, you may do so in such away that it causes hard feelings or "turns off" other people. In either
case, the job may not get done at all, may not get done on time, may not get done correctly, or may be subtly
sabotaged. Information is an asset. It is as valuable asreal estate or manufacturing equipment. Good communication is
the key to acquiring, processing and capitalizing on that asset. Today's business environment is changing at a frantic
pace -- reorganizations, down-sizings, mergers, acquisitions, new products, global markets, increasing regulations --
all put tremendous pressure on our abilities to communicate new information, procedures, and processes. Good
communication skills are a basic necessity for people at all levels of today's organizations. Harder question: How well
do you communicate with others? Are you a highly effective, powerful communicator; moderately effective; or
(heaven forbid!) an ineffective communicator who is often misunderstood? Answer: (Y ou'll have to evaluate your own
skills. Are you getting results? ... Are you frustrated by communications at work? ... Are you satisfied with your
communication skills? Even if you rated yourself moderately high or very high, there is always room for improvement
and the best communicators are always honing their skills.) All of us, at times, are misunderstood by another person or
we misunderstand the other person's message. We use words or phrases that are misinterpreted. Sometimes we create
"mistrust” by what we say, the words we use, or the way we say it. However, the important thing to keep in mind is
that these problems happen much more frequently and with much greater severity to poor communicators than to good
communicators. Even if you now believe that you are not a good communicator, this book will provide you with the
crucial skillsto become a much better communicator. That even goes for those of you who are already pretty effective
at communications. Everyone can learn to communicate better. Hardest question: How do you become a powerful,
dynamic communicator? How do you communicate precisely what you need to have done in away that insures that
the results will match your expectations? How do you avoid misunderstandings, mis-trust, and dis-interest? Answer:
Read on. The Art of Communicating at Work



