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GENERAL SKILLS
Proofreading

Global Technical Communication
Analyzing Your Audience
Persuasion

Avoiding Ethical Abuses
Outlining

TEAMWORK

Organizing a Team Project
Running a Meeting
Managing Team Conflicts
Peer Review and Editing

DOING RESEARCH

Thinking Critically about Research
Researching on the Internet
Informational Interviews

Surveys

STYLE

Deciding about Tone
Nonsexist Usage
Unbiased Usage

VISUALS AND DOCUMENT DESIGN

Creating Tables

Creating Graphs

Creating Charts

Illustrations, Diagrams, Photographs,
Videos, Icons, and Symbols

Designing: Consistency and
Cohesiveness

Designing: Navigation and Emphasis

GETTINGA JOB

Hard Copy Résumeés

Scannable and Emailed Résumés
Online Résumés

Application Letters

Dossiers, Portfolios, and Webfolios
Interviews and Follow-up Letters

16
28
57
62
78
88

20
22
75
27

32
35
44
46

114
5
116

126
128
131

136

150
155

168
170
170
174
175
180

Pearson eText

A Topical Guide to the
| STRATEGIES Boxes

MEMOS AND LETTERS
Memos

Letters in General

Inquiry Letters

Claim Letters

Sales Letters

Adjustment Letters

REPORTS AND PROPOSALS
Progress Reports

Periodic Activity Reports

Trip Reports

Meeting Minutes

Feasibility Reports
Recommendation'Reports

Peer Review Reports

Formal Reports

Proposals

OTHERPRINT DOCUMENTS
Definitions

Descriptions

Specifications

Achieving Readable Instructions
Creating Accessible Instructions
Instructions and Procedures
Summaries

195
203
206
209
211
212

296
299
301
304
306
308
310
324
349

229
247
250
266
268
273
290

DIGITAL MEDIA AND PRESENTATIONS

Email
Text Messages

Blogs, Wikis, and Social Networking

Online Videos

Web Pages

Preparing Oral Presentations
Using Presentation Software
Delivering Oral Presentations

AVOIDING PLAGIARISM
Taking Notes

Quoting the Work of Others
Paraphrasing the Work of Others
Summarizing the Work of Others

370
372
383
397
401
417
422
423

428
430
431
432
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