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A fantastic introductory guide for mental health nursing
students who wish to develop and hone their
communication skills.
The fifth edition of Basic Building and Construction Skills
is updated to support the new training package
requirements. It is written for apprentices completing
Certificate I, II & III in Carpentry and the Certificate I, II &
III in Carpentry and Joinery qualifications. Now in full
colour, this new edition covers 8 core units of
competency. It has been fully updated to reflect present
day building practices, standards and legislation. With a
greater focus on sustainability, Basic Building and
Construction Skills, 5e combines standard industry
practice with the newest industry technology, tools and
benchmarks. With updated end-of-section worksheets,
new content, images and photos, as well as a robust
instructor support package, Basic Building and
Construction Skills, 5e is an extremely useful resource
for providing learners with the underpinning knowledge,
skills and awareness necessary for a successful career
in building and carpentry. Basic Building and
Construction Skills, 5e covers: • CPCCCA2011A Handle
carpentry materials • CPCCCA2002B Use carpentry
tools and equipment • CPCCCM1012A Work effectively
and sustainably in the construction industry •
CPCCCM1013A Plan and organise work •
CPCCCM1014A Conduct workplace communication •
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CPCCCM1015A Carry out measurements and
calculations • CPCCCM2001A Read and interpret plans
and specifications • CPCCOHS2001A Apply OHS
Requirements, Policies and Procedures in the
Construction Industry • CPCCOHS1001A Work Safely in
the Construction Industry
A practical book aimed at helping the trainee or qualified
nurse to hone and develop their communication skills.
Full of vignettes from both patient and nurse perspective,
the book includes common scenarios, activity points and
suggestions for practice.
The Business Communication field is at a crossroads as
communication technologies are reshaping how people
communicate in the workplace. "Business
Communication: Developing Leaders for a Networked
World," by Peter Cardon, puts students at the center of
business communication through the author's unique
focus on credibility woven throughout the textbook
chapters, forward looking vision built on traditional
concepts, and practitioner and case-based approach.
Students are more likely to read and reflect on the text,
and are better positioned to understand the essentials of
efficient and effective business communication, thereby
transforming them into leaders for a networked world.
Communication in the workplace, fundamentals of
business writing, basic pattern of business messages,
fundamentals of report writing, and other forms of
business communication, ...
Today, the need for communication skills has become
more important than ever before. Communication plays a
vital role — be it the preparation one has to do to face an
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interview or deal with diverse business deals, or
interacting with colleagues, superiors, and others. The
Second Edition of this text, based on the feedback
received from the readers, continues to highlight the vital
skills one needs for effectively communicating in diverse
situations. Divided into five parts, the text shows the
power of three V’s of communication — the verbal, the
visual and the vocal, examining at the same time the role
of formal and informal communication methods, and
stressing the significance of grapevine in organizations.
It also demonstrates how important listening is, and the
basic skill-sets needed by a manager for business
dealings. Further, the text gives the nuances of verbal
communication and the factors necessary for preparing a
presentation besides giving a comprehensive view of
non-verbal communication. It highlights the role of written
communication, the importance of business writing, the
formats of business letters, memos, and report writing,
and how flawed thinking impedes written communication.
The text concludes by emphasizing the crucial role
played by corporate communication in enhancing an
organization’s image. What’s New to This Edition : New
concepts such as Fog Index/Readability Index, Business
Terms, Acronyms, Abbreviations, e-mail Etiquette,
Virtual Team Skills, and Social Skills. Many exercises
and other inputs. Written in a clear and straightforward
style and in a student-friendly fashion, this concise and
compact text is intended both for students of
management and for young executives and managers.
Intended for a survey of communication course (versus
the hybrid or skills course), this text's strength is its
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ability to link theory and research with interesting
examples. Human Communication, 8/e fuses current and
classical communication theory, fundamental concepts,
and basic skills. Written by an academic author and a
professional author, this text provides students with an
understanding of modern communication, by presenting
the immediate and long term applications to their lives.

Communication Skills For Adult NursesMcGraw-Hill
Education (UK)
This book and CD set builds Spanish conversational
confidence, aids in practice speaking and
comprehension skills, assists with mastery of key
phrases and structures, and reinforces all of these
skills with quizzes, exercises and a final exam.
Communication Matters helps students move
beyond an intuitive appreciation of communication to
explore core principles of the discipline. By helping
students take personal responsibility for their
communication behaviors, by encouraging critical
reflection, and by actively applying the key concepts
to diverse contemporary challenges, the program
fosters an understanding of the many important
ways communication matters in daily life.
Overview: Business Communication: Building Critical
Skills provides a unique approach to a hands-on
course, devised and created in its previous editions
by Kitty Locker, with the assistance of a community
college colleague, Stephen Kaczmarek. The
innovative module structure allows instructors to
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focus on specific skills and provides greater flexibility
for short courses and different teaching approaches.
While grounded in solid business communication
fundamentals, this text takes a strong workplace
activity orientation which helps students build the
writing, speaking, and listening skills that are crucial
for success in the 21st-century workplace.
Prescribing has traditionally been the responsibility
of medical doctors but independent prescribing
courses are now firmly established in the UK and
increasing numbers of healthcare professionals have
taken on prescribing responsibilities. The Prescribing
Pharmacist reflects these changes, beginning with
an overview of pharmacist prescribing and
continuing with an exploration of consultation, patient
clinical assessment, team working, and
understanding cultural and religious issues and
ethics. Internal and external influences on the new
prescriber are considered, as well as medicines
optimisation. The authors also look at prescribing for
specific patient groups, such as the elderly, the very
young, pregnant women and breast-feeding women,
and finally move on to specific medicines that require
special care when prescribing. Each chapter of the
book refers and links to the Royal Pharmaceutical
Society framework written in 2016, A Competency
Framework for All Prescribers, which is reproduced,
with permission. Written by a team of pharmacy
experts, this book is intended for any pharmacist
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who is thinking of becoming an independent
prescriber, those on pharmacy courses and those
who are already qualified as independent or
supplementary pharmacist prescribers, who may use
it as a reminder of important points covered on their
course. Contents include: • List of abbreviations •
An introduction to pharmacist prescribing • The
consultation, diagnostic process, diagnosis and
influences on prescribing • Patient clinical
assessment • Patient partnership and prescribing •
Prescribing for specific groups of patients •
Medicines requiring particular care when prescribing
• Appendix 1: A Competency Framework for All
Prescribers
A thoroughly contemporary approach to teaching
essential engineering graphics skills has made
Fundamentals of Graphics Communication the
leading textbook in introductory engineering graphics
courses. The sixth edition continues to integrate
design concepts and the use of CAD into its
outstanding coverage of the basic visualization and
sketching techniques that enable students to create
and communicate graphic ideas effectively. As in
past editions, the authors have included many
examples of how graphics communication pertains
to "real-world" engineering design, including current
industry practices and breakthroughs. A website
provides additional resources such as an image
library, animations, and quizzes.
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In a knowledge-based economy, the ability to
communicate information in clear and concise terms
is becoming more critical. This book on Business
Communication is intended to meet the demand for
students who are trained to communicate effectively
in the current globalized context. It provides readers
a comprehensive view of communication, its scope
and importance in business. Besides this, the text
develops an awareness of the importance of
succinct written expression in modern business
communication.This book covers a number of key
business communication topics that aim to develop
specific skills and competencies:• Communication
process. To gain an understanding of
communication as a socio-cultural process.•
Intercultural communication skills. To know important
factors while communicating with audiences of
diverse backgrounds in the global business,
professional and political environment. • Letter
writing skills. To convey the message precisely
through letters, memos or emails, paying attention to
the writer’s objectives, the readers’ needs, the
reader–writer relationship and the context.• Listening
skills. To become an effective listener to develop
new ideas, options and goals.• Presentation skills.
To become more effective speakers and deliver
persuasive presentations.• Report writing skills. To
understand the fundamentals of the report writing
process and develop the critical skills necessary to
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produce convincing written reports.The book will be
of immense use to the students of management,
animation and multimedia, engineering, science,
media studies, journalism and related fields of study.
Besides this, the professionals—managers,
advertising, marketing and public relations
executives, businessmen and HR experts—will also
find it extremely useful.
Building Critical Skills was built to provide the ultimate in
freedom, flexibility, and focused classroom. Broken into
30 modular chapters, this text provides topic-focused
modules, allowing instructors to customize their
resources piece-by-piece to best suite their course and
teaching style. Each module has a strong workplace
activity orientation, supporting students to build critical
skills in writing, speaking, and listening.
Locker/Kaczmarek is grounded in solid business
communication fundamentals, and supports students to
piece together what is needed to be a successful
communicator for the 21st century.
In its ninth edition, Communicating in Groups provides a
fresh look at modern group communication while
retaining the foundational information about research
and theory that has made the text so popular. Helpful
tables and images, as well as boxes showcasing ethical
dilemmas, “Apply Now“ situations, and current issues
related to media and technology complement the
information. Along with the authors' conversational style,
these features make the text accessible and relatable for
students, who will come away with a deep understanding
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of small group communication and the positive impact
they can make through effective interactions.
Freedom. Flexibility. Focus. Business Communication:
Building Critical Skills was built to provide the ultimate in
freedom, flexibility, and focused classroom. Broken into
30 modular chapters, this text provides topic-focused
modules, allowing instructors to customize their
resources piece-by-piece to best suite their course and
teaching style. Each module has a strong workplace
activity orientation, supporting students to build critical
skills in writing, speaking, and listening.
Locker/Kaczmarek is grounded in solid business
communication fundamentals, and supports students to
piece together what is needed to be a successful
communicator for the 21st century.
What can nurses do to support those receiving palliative
care? How do you ensure clear communication and
maintain patients’ and families’ preferences? Palliative
Care Nursing is essential reading for nursing students,
nurses and other health and social care professionals
providing supportive and palliative care to those with
advanced illness or who are towards the end of life. This
third edition of the acclaimed textbook has been
extensively revised and examines important research
studies, key debates around care and strategies to move
palliative care nursing forward. In four sections the book
covers key elements of nursing practice towards the end
of life: • Who is the palliative care patient? • Providing
palliative nursing care • Caring around the time of death
• Challenging issues in palliative care nursing Leading
authors in each of these fields address contemporary
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issues and explore how to provide high quality personcentred palliative care, encouraging application to
practice through exercises case studies. Chapters
completely reworked or new for this edition include those
on communication, living with uncertainty, bereavement
care, the costs of caring, nurses’ decision-making and
capacity, and palliative care worldwide. The clarity of
evidence presented and coverage of a diverse range of
topics make this the foundational textbook for all
studying palliative care at pre-registration level,
postgraduate level or as part of CPD study. With a
foreword by last edition editor, Professor Sheila Payne,
Lancaster University, UK. “I welcome this third edition of
Palliative Care Nursing and congratulations to the new
team who have provided us with a dynamic and
innovative development of a core text for palliative
nursing practice. As the largest workforce in palliative
care, and given the changing face of clinical practice for
nurses, including increased educational opportunity and
expanding roles and responsibilities, this book is timely
in its focus on critical issues which frame and scope the
reality of palliative care and the nursing contribution to
that discipline. The learning exercises, in particular, offer
tools for educators and clinicians to reflect on practice
and understand new ways of knowing in palliative care. It
will be an excellent resource for nursing, both in the UK
and Ireland and to the wider international audience,
having drawn on the breadth of global nursing expertise
to bring this book together. Philip Larkin, Professor of
Clinical Nursing (Palliative Care), University College
Dublin and Our Lady’s Hospice and Care Services,
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Dublin, Ireland; President, European Association for
Palliative Care “This is a book of substance that
captures the current status of palliative nursing, including
the values and research evidence that underpin it. The
changing nature of palliative nursing as an evidencebased specialism is balanced with practical skills and
insights from experts, and also considers the needs of
those working with, or concerned about, the dying
person’s well-being. It covers a range of challenging
issues as well as drawing on the wisdom of those who
actually undertake this work on a daily basis. I hope that
students and practitioners from all disciplines will find this
a useful resource to understand the art and craft of good
palliative nursing.” Professor Daniel Kelly, Fellow of the
Royal College of Nursing and Royal College of Nursing
Chair of Nursing Research, Cardiff University, UK
Communicating Effectively shows busy managers how to
combine proven techniques and strategies with the latest
technologies for successful, results-directed interaction.
Included are techniques for shaping positive perceptions,
tips for giving instructions and corrective feedback,
strategies for making your points in presentations and ecommunications, and more.
Basic Building and Construction Skills, 6e is one of four
titles in the Building Skills series. This market-leading
text provides underpinning knowledge and skills for
apprentices to work safely, efficiently and prolifically in
the building and construction industry. Mapped to the
latest CPC Training Package, Basic Building and
Construction Skills, 6e combines standard industry
practice with the newest industry technology, tools and
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benchmarks. Includes updated end-of-section
worksheets, updated content, images and photos, and a
robust instructor support package. Fully updated to
reflect present day building practices, standards and
legislation, with a strong focus on sustainability. The
bestselling Building Skills series addresses the key
competencies of the Certificate III in Carpentry. Series
titles are built for learning with colour photographs and
illustrations, online tools, and concepts explored in
context to help student understanding. Work Health and
Safety (WHS) icons identify critical points for concern
and student activities help them apply the knowledge
and skills. The Worksheets at the end of each chapter
are a resource for teachers and trainers to provide
formative assessment and feedback on learner
progression. Premium online teaching and learning tools
are available on the MindTap platform. Learn more about
the online tools cengage.com.au/mindtap
A unique approach to a hands-on course, written by the
same author of Business and Administrative
Communication, this completely new approach is
devised and created with the assistance of a community
college colleague. The innovative module structure
allows instructors to focus on specific skills and provides
greater flexibility for short courses and different teaching
approaches. While grounded in solid business
communication fundamentals, this paperback takes a
strong workplace activity orientation which helps
students connect what they learn to what they do or will
do on the job.
NOTE: This edition features the same content as the
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traditional text in a convenient, three-hole-punched,
loose-leaf version. Student Value Editions also offer a
great value; this format costs significantly less than a
new textbook. Before purchasing, check with your
instructor or review your course syllabus to ensure that
you select the correct ISBN. For Student Value Editions
that include MyLab(tm) or Mastering(tm), several
versions may exist for each title -- including customized
versions for individual schools -- and registrations are not
transferable. In addition, you may need a Course ID,
provided by your instructor, to register for and use
MyLab or Mastering platforms. For courses in business
communications. Students launch their careers using
modern communication skills For the past two decades,
business communication has been in a constant flux,
with email, web content, social media, and mobile
devices changing the rules of the game. Business
Communication Essentials: Fundamental Skills for the
Mobile-Digital-Social Workplace equips students with the
fundamental skills for a career in the modern, mobile
workplace. With a balance of basic business English,
communication approaches, and the latest technology,
the text covers writing, listening, and presentation
strategies in a contemporary manner. In the 8th Edition,
Bovee and Thill provide numerous exercises, tools, and
online resources to prepare students for the new reality
of mobile communications, and emerging trends, for a
bright start in the business. Also available with MyLab
Business Communication By combining trusted authors'
content with digital tools and a flexible platform, MyLab
personalizes the learning experience and improves
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results for each student. NOTE: You are purchasing a
standalone product; MyLab(tm) Business
Communication does not come packaged with this
content. Students, if interested in purchasing this title
with MyLab Business Communication, ask your
instructor to confirm the correct package ISBN and
Course ID. Instructors, contact your Pearson
representative for more information. If you would like to
purchase both the loose-leaf version of the text and
MyLab Business Communication, search for:
0135246334 / 9780135246337 Business Communication
Essentials: Fundamental Skills for the Mobile-DigitalSocial Workplace, Student Value Edition Plus MyLab
Business Communication with Pearson eText -- Access
Card Package Package consists of: 0134729625 /
9780134729626 Business Communication Essentials:
Fundamental Skills for the Mobile-Digital-Social
Workplace, Student Value Edition 0134732618 /
9780134732619 MyLab Business Communication with
Pearson eText -- Access Card -- for Business
Communication Essentials: Fundamental Skills for the
Mobile-Digital-Social Workplace
Business Communication: Building Critical Skills by
Locker and Kaczmarek represents a unique approach to
a hands-on course. Written by the same author of
Business and Administrative Communication, this
completely new approach is devised and created with
the assistance of a community college colleague. The
innovative modular structure allows instructors to focus
on specific skills and provides greater flexibility for short
courses and different teaching approaches. While
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grounded in solid business communication
fundamentals, this four-color paperback takes a strong
workplace activity orientation which helps students
connect what they learn to what they do or will do on the
job.
All health care students must be familiar with the basic
concepts of health care in the United States. This
introductory textbook presents vital information on health
care careers and legal, ethical, financial, and policy
issues that will help their future practice. It includes
chapters on: careers in the health care profession; the
complexity of health care; the Patient Protection and
Affordable Care Act; professionalism in health; health
care for special populations; the Occupational Safety and
Health Administration (OSHA) standards; research and
advancements in health care; the future of health care.
Fundamentals of U.S. Health Care is unique in the way it
highlights the important elements of each health career,
including job requirements, length of study, and salaries.
With the student in mind, this book is accompanied by a
website that features detailed PowerPoints and test
banks with more than 1,000 review questions. Wellorganized and easily understood, this overview provides
a reliable, relevant resource and up-to-date reference. It
is essential reading for all allied health students,
including nurses, surgical technicians, dental hygienists,
radiology technicians, medical assistants, pharmacy
technicians, physician assistants, and more.
Communicating in Groups offers a concise, step-by-step
introduction to the theory and practice of small group
communication and teaches students to develop and
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apply critical thinking skills in group problem-solving
situations. The book continues to synthesize current
small group theory and research while presenting the
material in a practical and accessible manner for
students interested in the dynamics of small group
communication. The eighth edition marks the first time
two central chapters on communication are integrated
into one chapter, capturing key principles of both verbal
and non-verbal small group behavior within a new
definition of communication. With the firm belief that
group participation can be an uplifting, energizing
experience, authors Kathy Adams and Gloria Galanes
give students the tools they will need to achieve this
outcome. Research and theory are presented with a
focus on what is important to students—understanding
their group experiences and making them effective
communicators.
COMMUNICATION SKILLS is a practical guide and
workbook for higher education students. This title covers
all the most important aspects of effective
communication and assists students in achieving the
best grades and career prospects possible.
Communication Skills is divided into two main parts:
Academic Communication and Professional
Communication. With a focus on the development of
improved communication skills, each chapter includes
useful key features such as learning objectives, group
and individual activities (with answers) and topic
summaries. The authors of this text are highly
experienced educators who have global teaching
experience in Australia, Europe, Asia, the Middle East
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and North America. The book draws upon their
combined experience in teaching business
communication to a broad range of students. Fostering
key graduate attributes in communication,
Communication Skills is the essential text book for
students enrolled in higher education programs.
Lesikar and Flatley's, Basic Business Communication
(BBC): Skills for Empowering the Internet Generation,
has long been known as a solid introductory business
communication book that gets to the writing skills sooner
than most other texts and gives students true 'how-to'
skills in all areas of business communication. It has solid
examples, and is both consumer-and service-oriented.
Its strength has also been its use of margin notes,
cartoons and photos that relate to the concepts and use
of cases. Recent editions have established BBC as truly
cutting edge; it was the first text in the market with
PowerPoint as part of its package, the first to have an
online chapter, and with the 9th Edition is now the first to
offer writing tips and templates for PDAs (personal digital
assistants).).
Today, acquiring English language skills has become so
essential, especially for those who are looking for new
jobs in reputed organizations as well as for the practising
professionals. Many engineering students, even though
they have adequate knowledge of their subject, are
unable to express themselves well in English. Taking this
into account, engineering colleges/institutes have
introduced exclusive English Language Laboratories
where students are drilled in the practical aspects of the
English language. This compact and comprehensive
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book is a step-by-step practical guide to students, telling
them how to prepare technical reports and how to
acquire the basic communication skills—listening,
speaking, reading and writing. The book deals with
conversation, situational dialogues and role plays, and
Group Discussions (GDs). It also gives detailed
discussion about Interviews—step-by-step preparation,
practical and psychological preparation, the dos and
don’ts for interview—besides dealing with different kinds
of interviews: telephonic, videoconferencing, and others.
In addition, the text stresses the importance of
researching the organization, and salary negotiations.
Finally, the book shows the students how to make
powerpoint presentations (PPTs), the structure of
presentation and using audio visuals. This activity based,
skill-oriented, learner centred book is designed according
to the WBUT syllabus on Technical Report Writing and
Language Laboratory Practice for the B.Tech. students.
However, it would be equally useful for B.Tech./B.E.
students across the country. DISTINGUISHING
FEATURES : A practical and student friendly text, the
stress being on the functional aspects of the language
and various activities for acquiring the language. Gives
the Methodology of conducting activities such as GDs,
Interviews and Presentation. Provides model GD topics
and the step-by-step process of making PPTs. Clearly
spells out all the details, right from preparing a good job
application, researching the company (including its
financial health), to preparing the job portfolio, to wearing
the proper dress, handling questions, and negotiating
salary. Provides an extensive list of probable questions
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along with their answers to prepare students for mock
interviews. Also gives well-crafted questions at the end
of each lesson.

Specifically designed to help you become an
effective communicator, this book gives you the tools
and knowledge to connect with and influence your
audience whether that audience is a jam - packed
auditorium or three clients at an important business
meeting. The book enables you to become a thinkon-your-feet presenter who not only presents with
authority, but also knows how to listen to your
audience effectively.
"The Third edition of Experience Communication
expands the scope and coverage of public
communication. It's approach is focused on providing
ample opportunity for students to improve their
communication skills and to practice transferring
them to contexts outside the classroom"-Clinical Skills for Healthcare Assistants and
Assistant Practitioners is an accessible, easy-to-read
guide, outlining the fundamental and core skills
integral to clinical practice. Fully updated in its
second edition, this book is divided into three
sections; the first looks at fundamental skills
applicable to all staff, such as accountability,
communication and record keeping. Section two
explores core clinical skills such as respiratory care,
pulse, blood glucose management and catheter
care. Section three outlines complex clinical skills
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that require more in-depth training, such as
medication and intravenous cannulation. An
invaluable resource for healthcare assistants and
assistant practitioners, this book will also be of use
to newly qualified practitioners, and students in
health and social care.
Studying for a Foundation Degree in Health is
designed to provide clear, relevant knowledge and to
support appropriate skills development amongst
students enrolled on foundation degree and
equivalent level courses, in health and social care.
Combining academic study skills, work-based
learning skills and practice-focused content in one
volume, this is the first textbook to focus specifically
on the Band 4 role of associate and assistant
practitioner within the health sector. Features
include: - 13 chapters that cover the core topics
students will be expected to demonstrate proficiency
on by the end of their degree, including health
promotion, healthcare delivery, safeguarding, quality
in healthcare and research and evidence-based
practice; - Learning outcomes and activities,
enabling students to actively engage with their
course content; - Content written by authors from a
broad range of health disciplines, including nursing,
radiography, physiotherapy, dentistry and public
health, accurately depicting the dynamic field of
healthcare in the UK today. Written by authors with a
wealth of experience in running foundation degrees
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in health, the book aims to provide students with
lifelong learning skills that will benefit them while on
their course, during future study and in the
workforce.
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