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t understand your views or are unable to articulate their own. Whether you are ordering paper for the copier or
making long-range hiring plans, if communication fails, the outcome is confusion. Therefore, let s examine
ways of ensuring a happier outcome. There are six sections to this book: Business Communication Essentials
covers some of the fundamental questions that business people have about what makes an effective
communicator and why it matters. It also explains the communication process in theory and what may prevent
you from being clear; Business Communication Techniques answers questions ranging from unblocking
communication to the importance of valuing people and includes topics like the importance of word choices,
organising your thoughts and the role and use of visuals; Meetings Interviews looks at aspects of well-run
meetings; Writing - Offline Online answers your questions about how to achieve greater clarity with the written
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