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A brief, professional, reader-friendly guide to understanding business etiquette. Put
your best professional foot forward with Guide to Business Etiquette, a brief text that
covers all the important issues and concepts without confusing the reader with excess
material. This edition now covers basic digital etiquette and provides information on
how to maintain business relationships.
The Second Edition of Johnny Saldaña's international bestseller provides an in-depth
guide to the multiple approaches available for coding qualitative data. Fully up to date, it
includes new chapters, more coding techniques and an additional glossary. Clear,
practical and authoritative, the book: -describes how coding initiates qualitative data
analysis -demonstrates the writing of analytic memos -discusses available analytic
software -suggests how best to use The Coding Manual for Qualitative Researchers for
particular studies. In total, 32 coding methods are profiled that can be applied to a
range of research genres from grounded theory to phenomenology to narrative inquiry.
For each approach, Saldaña discusses the method's origins, a description of the
method, practical applications, and a clearly illustrated example with analytic follow-up.
A unique and invaluable reference for students, teachers, and practitioners of
qualitative inquiry, this book is essential reading across the social sciences.
The Market Leader Practice File Book is the perfect way to extend your business
English course. The book has extra grammar practice and a complete syllabus of
business writing. The audio CD provides extensive pronunciation work.
Market Leader 3rd Edition has been completely updated to reflect the fast-changing
world of business using authoritative and authentic business sources such as Financial
Times.
The Market Leader Class Cassettes contain all the listening texts from the Market
Leader Course Book.
The Market Leader Practice File is the perfect way to extend the Market Leader course.
It has extra grammar practice and a complete syllabus of business writing. Available
with an audio CD to support extensive pronunciation work.
Market Leader 3rd Edition Extra develops confident, fluent speakers who can
successfully use English in a work environment. A five-level course for young adults
and adult professionals
This volume contains word-for-word commentaries on Pindar's Olympian Odes 3, 7, 12,
14. Emphasis is placed on the explanations of peculiarities of grammar and idiom, but
due attention is paid to figures of style and problems of poetic structure. The
interpretations proposed by the author - many of them which are new - are documented
as fully, but at the same time as concisely, as possible. This documentation, which
includes a critical examination of other views, has been made more easily accessible
by detailed indexes. The poems discussed do not have special similarities or
interrelationships. On the other hand, they may be considered representative of the
poet's art. From this point of view, the present selection may serve as an introduction to
the study of Pindar's work. Vol. II will contain commentaries on Olympians 1, 10, 11,
Nemean 11, and Isthmian 2. A third volume on Pythians 1, 8, 10 is inteded to conclude
the series.
The 3rd edition of this ever popular course combines some fantastic new materials with
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all the features that have made this course a bestseller. Market Leader Active Teach
contains everything a teacher will need for the course in the classroom. It can be used
with a computer and a projector or with an interactive whiteboard. It includes: All the
audio and video from the book. All the pages with a ‘zoom in’ and ‘zoom out’ feature.
Fully functional IWB tools. The ability to save all your notes alongside the relevant page
of the Student’s Book. Extra resources including review games and activities
Present Yourself Second Edition is a presentation skills course for adult and young
adult learners of English. Present Yourself Second Edition Level 2 is intended for
intermediate students and focuses on giving presentations that express an opinion or
point of view. It can be used as a main text in a presentation skills course, in the context
of a general conversation course, or as a component in speaking or integrated-skills
classes.
Market Leader uses authoritative authentic content from the Financial Times to build the
professional language and skills needed to communicate in the modern world of business. The
third edition has been completely updated to reflect this fast-changing world.
Market LeaderPearson Longman
The 3rd edition Course Book includes: * All new reading texts from the Financial Times * All
new case studies with opinions from successful consultants who work in the real world of
business * All new listening texts reflecting the global nature of business * New 'Business
Across Cultures' spreads * New Vocabulary Trainer www.marketleader.vocabtrainer.net
Passages, Third Edition, is a two-level, multi-skills course that will quickly and effectively move
adult and young-adult learners of English from high-intermediate to the advanced level. The
Workbook provides additional practice through six-page units covering target grammar,
vocabulary, reading, and writing skills. The Workbook can be used for in-class work or
assigned as homework.
Market Leader uses authoritative authentic content from the Financial Times to build the
professional language and skills needed to communicate in the modern world of business. The
third edition has been completely updated to reflect this fast-changing world..

With its communicative syllabus, authentic business material, and expert tips from a
leading management school, plus interactive multi-media, Business Result helps
students learn the communication skills they need for work quickly and effectively.
PLEASE NOTE - this is a replica of the print book and you will need paper and a pencil
to complete the exercises. Welcome to the most exciting English language learner
around! The ultimate self-study course is easy to use, quick to learn and works at an
advanced level with real depth and detail. Level 4 guarantees an engaging and
entertaining experience for adults already accomplished at learning English as a foreign
language. This advanced course targets experienced English speakers looking to hone
their existing skills. Learn English at the highest level by reinforcing key language skills,
grammar rules, and vocabulary with listening, speaking, reading, and writing exercises.
At this level the content is more challenging, covering subjects such as family life,
business, and news, and media. English for Everyone Course Book Level 4 Advanced
covers the major global English-language exams, including TOEFL and IELTS. This
book is part of DK's best-selling English for Everyone series, which is suitable for all
levels of English language learners and provides the perfect reading companion for
study, exams, work, or travel. With audio material available on the accompanying
website and Android/iOS apps bringing vital experience of spoken English, there has
never been a better time to learn English.
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This series uses authoritative authentic sources to explore topical business issues and
builds the professional standard of language needed to communicate in the modern
world of business.
The Market Leader grammar books provide your students with all the business
grammar practice that they need to support them in their studies.
The Market Leader specialist titles extends the scope of the Market Leader series and
allows teachers to focus on the reading skills and vocabulary development required for
specific areas of business.
Passages, Third Edition, is a two-level, multi-skills course that will quickly and
effectively move adult and young-adult learners of English from high-intermediate to the
advanced level. Student's Book B comprises the second half (Units 7-12) of the
complete Level 2 Student's Book. Each of the Passages, Third Edition, Student's Books
have been updated to offer fresh, contemporary content, relevant speaking and
listening activities, comprehensive grammar and vocabulary support, enhanced reading
skills development, and a step-by-step academic writing strand. Frequent
communication reviews will systematically consolidate learning, while the popular
Grammar Plus and new Vocabulary Plus sections in the back of the Student's Book
provide additional skills support.
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