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Countless real-world model documents contextualized by clear rhetorical
instruction and afocus on professional ethics make Writing That Works the
foundational standard for professional writing. More than ever, this streamlined
twelfth edition reflects the role of technology in the office and the classroom,
showcasing the most current types of business documents online and in print,
providing succinct guidelines on selecting the appropriate medium for your
document, communication, or presentation, and giving advice on landing and
keeping ajob in today’ s economy. Now also available as an e-book, Writing that
Works offers robust but accessible coverage at an affordable price.
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Editorial Review
About the Author

Walter E. Oliu served as chief of the Publishing Services Branch at the U.S. Nuclear Regulatory
Commission, where he managed the agency s printing, graphics, editing, and publishing programs. He also
developed the public-access standards for and managed daily operations of the agency s public Web site. He
has taught at Miami University of Ohio, Slippery Rock State University, and as an adjunct faculty member at
Montgomery College and George Mason University. His books include Writing That Works, Tenth Edition
(reprinted chapters appear in Kevin J. Harty s Strategies for Business and Technical Writing, Fifth Edition,
and Brenda D. Smith and Laura C. Headley s The Lifelong Reader, Second Edition); The Handbook of
Technical Writing, Ninth Edition; The Business Writer s Handbook, Ninth eEdition (Fortune and Book-of-
the-Month Club selections); The Business Writer s Companion, Sixth Edition; The Technical Writer s
Companion, Third Edition; Writing from A-Z, Fifth Edition; and The Professional Writer. CharlesT.
Brusaw was afaculty member at NCR Corporation's Management College, where he developed and taught
courses in professional writing, editing, and presentation skills for the corporation worldwide. Previously, he
worked in advertising, technical writing, public relations, and curriculum development. He has been a
communications consultant, an invited speaker at academic conferences, and a teacher of business writing at
Sinclair Community College.

Gerald J. Alred is Professor Emeritus of English at the University of Wisconsin-Milwaukee, where he
teaches courses in the Professional Writing Program. He is the author of numerous scholarly articles and
several standard bibliographies on business and technical communication, and is a founding member of the
editorial board of the Journal of Business and Technical Communication. He is co-author of The Business
Writer's Handbook and Handbook of Technical Writing. He is arecipient of the prestigious Jay R. Gould
Award for "profound scholarly and textbook contributions to the teaching of business and technical writing."
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Users Review
From reader reviews:
James Jean:

As people who live in typically the modest era should be revise about what going on or facts even knowledge
to make all of them keep up with the erawhich can be always change and move ahead. Some of you maybe
can update themselves by reading through books. It is a good choice for yourself but the problems coming to
you actually is you don't know which you should start with. This Writing That Works: Communicating
Effectively on the Job is our recommendation to help you keep up with the world. Why, because book serves
what you want and wish in this era.

Linda Matthews:

Playing with family in avery park, coming to see the seaworld or hanging out with palsisthing that usually
you may have done when you have spare time, after that why you don't try issue that really opposite from
that. One particular activity that make you not experience tired but still relaxing, trilling like on roller coaster



you are ride on and with addition of information. Even you love Writing That Works: Communicating
Effectively on the Job, it is possible to enjoy both. It is excellent combination right, you still want to missit?
What kind of hang-out typeisit? Oh can occur its mind hangout folks. What? Still don't buy it, oh come on
its identified as reading friends.

Robert Shaw:

This Writing That Works. Communicating Effectively on the Job is great publication for you because the
content that is certainly full of information for you who all always deal with world and also have to make
decision every minute. This kind of book reveal it information accurately using great manage word or we can
point out no rambling sentencesinside. So if you are read this hurriedly you can have whole info in it.
Doesn't mean it only provides you with straight forward sentences but hard core information with splendid
delivering sentences. Having Writing That Works: Communicating Effectively on the Job in your hand like
having the world in your arm, detailsin it is not ridiculous just one. We can say that no book that offer you
world within ten or fifteen small right but this publication already do that. So , it is good reading book. Hey
there Mr. and Mrs. occupied do you still doubt that will?

Dwight Hancock:

Aswe know that book is essential thing to add our knowledge for everything. By a book we can know
everything we would like. A book is a set of written, printed, illustrated as well as blank sheet. Every year
ended up being exactly added. This e-book Writing That Works: Communicating Effectively on the Job was
filled regarding science. Spend your extratime to add your knowledge about your science competence. Some
people has distinct feel when they reading a new book. If you know how big benefit of a book, you can feel
enjoy to read a e-book. In the modern eralike currently, many ways to get book that you simply wanted.
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