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GETTING AND KEEPING THE JOB: SUCCESS IN BUSINESS AND
TECHNICAL CAREERS (2ND EDITION)

Prentice Hall, 2001. Book Condition: New. Brand New, Unread Copy in Perfect Condition. A+ Customer Service!
Summary: (NOTE:Each chapter begins with "Learning Objectives" and concludes with "Stress Less," "Case
Study," "Chapter Project," "Discussion Questions," and "Summary.") PART I. 1. Analyzing Yourself and the
Trends of the Job Market. Types of Attitudes. Developing a Positive Attitude. Improving Attitudes. Job Skills
Assessment. Reviewing the Past. Communication Styles. What Do Employers Expect? Applying the Concepts.
Stress Less: Ten Little Things You Enjoy. Employer's Survey. 2. Preparing a Report on Yourself: Resumes and
Portfolios. Organizing Resume Information. Guidelines for Constructing Resumes. Types of Resumes. Choosing
Your Resume Format. Grading Resumes. Building Portfolios. Creating a Web Page. Applying the Concepts.
Stress Less: The One-Minute Vacation. 3. Creating Interest in Yourself. Create Interest in Yourself by Thoroughly
Knowing about a Company Before You Write to Them. General Format for Cover Letters. Write Cover Letters
That Will Get You an Interview. Solicited Cover Letters. Create Interest in Yourself by Completing Application
Forms EHiciently. Applying the Concepts. Stress Less: A Paperwork Project. PART II. 4. What Was That You Said?
Telephoning and Listening. Using the Telephone During Employment Searches. Is Poor Listening a Problem?
Overcoming Poor Listening Habits. Rewording: A Communication Feedback Tool. Communication Barriers.
Communication Rules. What Is the Communication Circuit? Applying the Concepts. Stress Less: Get Healthy by
Eating Healthful Foods. 5. The Interview: Preparing Well and Doing Your Best. Preparing for the Interview:
Review Your Self-Analysis. The Preinterview Process. Interview Do's and Don'ts. Types of Interviews. Interview
Structure. Answering Interview Questions EHectively. Asking Productive Questions. Finishing with Flair and
Following Up. Applying the Concepts. Stress Less: Learning to Say No. PART III. 6. Communicating EHectively
with External Customers. What Do Customers Want? Perception. Customers on the Telephone. Responding to
Critical Customers. Understanding Cultural Differences. Applying...
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Gran d p a Sp an ielso n 's C h icken  Po x Sto ries:  Sto ry  #1:  Th e Octo p u s ( I C an  Read                                 
Bo o k 2) 
HarperCollins, 2005. Book Condition: New. Brand New, Unread Copy in Perfect Condition. A+
Customer Service! Summary: Foreword by Raph Koster. Introduction. I. EXECUTIVE
CONSIDERATIONS. 1. The Market. Do We Enter the Market? Basic Considerations. How...
Sav e eBo o k »  

Th e Web  C o llectio n  Rev ealed ,  Premiu m Ed itio n :  A d o b e Dreamw eav er C S6,                            
Flash  C S6,  an d  Ph o to sh o p  C S6 ( Stay  C u rren t w ith  A d o b e C reativ e C lo u d )                            
Cengage Learning, 2012. Book Condition: New. Brand New, Unread Copy in Perfect Condition.
A+ Customer Service! Summary: You can now maximize and integrate the design and
development power of Adobe Creative Suite 6 with WEB...
Sav e eBo o k »  

M aisy 's C h ristmas Tree   
Candlewick, 2014. Book Condition: New. Brand New, Unread Copy in Perfect Condition. A+
Customer Service! Summary: The final scene of the gang caroling around the tree, complete
with paper crowns from British Christmas crackers, is...
Sav e eBo o k »  

Star Fligh ts Bed time Sp acesh ip :  J o u rn ey  Th ro u gh  Sp ace Wh ile DriNin g OH to                           
Sleep
CreateSpace Independent Publishing Platform, 2013. Book Condition: New. Brand New,
Unread Copy in Perfect Condition. A+ Customer Service! Summary: "Star Flights Bedtime
Spaceship" is a charming and fun story with the purpose to help children...
Sav e eBo o k »  

TJ  n ew  co n cep t o f  th e Presch o o l Qu ality  Ed u catio n  En gin eerin g th e d aily                                
learn in g b o o k o f :  n ew  h ap p y  learn in g y o u n g ch ild ren  ( 3- 5 y ears)  In termed iate                               
( 3) ( C h in ese Ed itio n )        
paperback. Book Condition: New. Ship out in 2 business day, And Fast shipping, Free Tracking
number will be provided aNer the shipment.Paperback. Pub Date :2005-09-01 Publisher:
Chinese children before making Reading: All books are the...
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Th in gs I Rememb er:  M emo ries o f  L if e  Du rin g th e Great Dep ressio n  ( Pap erb ack)                   
Createspace Independent Publishing Platform, United States, 2013. Paperback. Book
Condition: New. 203 x 142 mm. Language: English . Brand New Book ***** Print on Demand
*****.Some Americans who were born and raised during the Great
Read  Bo o k »  

Oxf o rd  Read in g Tree Read  w ith  BiH,  C h ip ,  an d  Kip p er:  Ph o n ics:  L ev el 6:  Ice C ity                         
( H ard b ack)   
Oxford University Press, United Kingdom, 2011. Hardback. Book Condition: New. 170 x 145
mm. Language: English . Brand New Book. Read With BiH, Chip and Kipper is the UK s best-
selling home reading series. It
Read  Bo o k »  

3- min u te A n imal Sto ries:  A  Sp ecial C o llectio n  o f  Sh o rt Sto ries f o r Bed time                    
Anness Publishing. Paperback. Book Condition: new. BRAND NEW, 3-minute Animal Stories: A
Special Collection of Short Stories for Bedtime, Nicola Baxter, Andy Everitt-Stewart, This is a
very special selection of children's stories, specially devised to
Read  Bo o k »  

Oxf o rd  Read in g Tree Read  w ith  BiH,  C h ip ,  an d  Kip p er:  Ph o n ics:  L ev el 4:  Wet                                    
Feet ( H ard b ack)   
Oxford University Press, United Kingdom, 2011. Hardback. Book Condition: New. 172 x 142
mm. Language: English . Brand New Book. Read With BiH, Chip and Kipper is the UK s best-
selling home reading series. It
Read  Bo o k »  

A n y th in g Y o u  Wan t:  40 L esso n s f o r a N ew  Kin d  o f  En trep ren eu r                        
Penguin Books Ltd. Paperback. Book Condition: new. BRAND NEW, Anything You Want: 40
Lessons for a New Kind of Entrepreneur, Derek Sivers, Anything You Want is Derek Sivers'
iconic manifesto on lessons learned while becoming
Read  Bo o k »  
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