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This user-friendly, compact text presents the most necessary, useful skills and
strategies for successful workplace writing. Based on the successful parent text,
SUCCESSFUL WRITING AT WORK, Ninth Edition, SUCCESSFUL
WRITING AT WORK, Concise Third Edition, maintains a practical approach,

an abundance of redlistic situations and problems, real-world examples, and
detailed guidelines for drafting, editing, and producing professional documents
and graphics. The Concise Third Edition features a contemporary, open, and
user-friendly design, including awide trim size to allow for marginal note-taking.
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This user-friendly, compact text presents the most necessary, useful skills and strategies for successful
workplace writing. Based on the successful parent text, SUCCESSFUL WRITING AT WORK, Ninth
Edition, SUCCESSFUL WRITING AT WORK, Concise Third Edition, maintains a practical approach, an
abundance of realistic situations and problems, real-world examples, and detailed guidelines for drafting,
editing, and producing professional documents and graphics. The Concise Third Edition features a
contemporary, open, and user-friendly design, including awide trim size to allow for marginal note-taking.
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Editorial Review

Review
"I've looked at most of the other books out there for this course, and Kolin'sis by far the best.”

"I think the information on international audiencesis aways pertinent and is helpful for students, especially
those from rural areas where they may not be exposed to other cultures often.”

"I really use the resume section alot. | find it incredibly important, especially at a community college level
where students are working to find employment in a short amount of time, sometimes after completing my
course.”

"My students also really appreciate (and so do I!) the job search document chapter (resumes & cover
letters)."

"The discussion of styleisan integral element in the course, so | wanted atext that embodied a
conversational style, that demonstrated sensitivity to the audience (students), and that practiced what it
preached as far aswriting is concerned. This text does that through its word choice, organization, content,
use of visuals, and emphasis.”

About the Author

Philip C. Kolin isthe University Distinguished Professor in the Department of English at the University of
Southern Mississippi, where for 40 years he has taught courses in composition, business and technical
writing, literature, and research methods. He has extensive experience as an editor of several scholarly
journals and is the co-founder of STUDIES IN AMERICAN DRAMA (1945-present). He received the
Conference of Learned Journals award for the best new journal. In addition, he was also named Southern
Mississippi‘s first Distinguished Professor in the Humanities. Dr. Kolin has published almost 40 books and
200 scholarly articles covering avariety of subjects, including writing, drama, linguistics, and popular
culture. He a'so has written an award-winning book on professional writing for nurses and articles on writing
for lawyers and other professionals. Over the years, he has conducted workshops on technical business
writing, the publication process, and managing professional communications. He received his Ph.D. from
Northwestern University.

Users Review
From reader reviews:
Michael Battle:

Now aday folkswho Living in the erajust where everything reachable by match the internet and the
resources inside it can be true or not demand people to be aware of each info they get. How many people to
be smart in getting any information nowadays? Of course the reply is reading a book. Reading a book can
help men and women out of this uncertainty Information specifically this Successful Writing at Work:
Concise Edition book because book offers you rich information and knowledge. Of course the knowledgein
this book hundred percent guarantees there is no doubt in it as you know.



Nancy Kline:

A lot of people aways spent their particular free time to vacation or go to the outside with them friends and
family or their friend. Are you aware? Many alot of people spent they free time just watching TV, or
perhaps playing video games all day long. If you want to try to find a new activity that islook different you
can read any book. It isreally fun for you personally. If you enjoy the book that you just read you can spent
the whole day to reading areserve. The book Successful Writing at Work: Concise Edition it is rather good
to read. There are alot of people that recommended this book. They were enjoying reading this book. Should
you did not have enough space to create this book you can buy typically the e-book. Y ou can mOore
effortlessly to read this book out of your smart phone. The price is not too costly but this book has high
quality.

Austin Barnes:

In this particular erawhich isthe greater man or woman or who has ability to do something more are more
valuable than other. Do you want to become one among it? It is just ssimple way to have that. What you are
related is just spending your time almost no but quite enough to experience alook at some books. One of the
booksin the top listing in your reading list is definitely Successful Writing at Work: Concise Edition. This
book which is qualified as The Hungry Inclines can get you closer in turning out to be precious person. By
looking right up and review this book you can get many advantages.

Olive Griffin:

E-book is one of source of know-how. We can add our understanding from it. Not only for students but in
addition native or citizen want book to know the upgrade information of year to year. As we know those
publications have many advantages. Beside we all add our knowledge, can also bring us to around the world.
Through the book Successful Writing at Work: Concise Edition we can acquire more advantage. Don't one to
be creative people? To get creative person must love to read a book. Simply choose the best book that suited
with your aim. Don't possibly be doubt to change your life at this book Successful Writing at Work: Concise
Edition. Y ou can more inviting than now.
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