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Book Description

You’re no idiot, of course. You know how important it is to handle sticky situations with tact and poise, and that it’s downright rude to talk with your mouth full or slurp your soup. You’re always careful to mind your manners, but when you have to make an introduction or attend a business banquet, you feel like a blundering buffoon. Don’t take your name off the social register just yet! The Complete Idiot’s Guide® to Etiquette, Second Edition, will show you how to be polished, polite, and professional, whether you’re at home, at work, or at play. In this Complete Idiot’s Guide®, you get: • Simple solutions to common dining dilemmas. • Easy-to-follow gift-giving guidelines. • Foolproof ways to prepare a wedding. • Invaluable tips on sports and travel etiquette.
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Book Description

You’re no idiot, of course. You know how important it is to handle sticky situations with tact and poise, and that it’s downright rude to talk with your mouth full or slurp your soup. You’re always careful to mind your manners, but when you have to make an introduction or attend a business banquet, you feel like a blundering buffoon. Don’t take your name off the social register just yet! The Complete Idiot’s Guide® to Etiquette, Second Edition, will show you how to be polished, polite, and professional, whether you’re at home, at work, or at play. In this Complete Idiot’s Guide®, you get: • Simple solutions to common dining dilemmas. • Easy-to-follow gift-giving guidelines. • Foolproof ways to prepare a wedding. • Invaluable tips on sports and travel etiquette.
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Book Description

Props to the proper! An updated and revised guide to good manners, politeness, and professionalism from one of the most civilized women on the planet, this book outlines the importance of etiquette in such social and personal situations as ending a relationship, asking forgiveness, and saying no. This revised edition features updated information on business etiquette, workplace clothing trends, and e-mail and cell phone etiquette, along with new tips on stress and travel in a post-9/11 world. Help on maintaining etiquette when dealing with gay marriages; adoptions, and blended families. Appeals to a variety of audiences, including twenty-somethings, who are entering the workplace, buying homes and entertaining. Text has been reorganized for easier reading and reference.
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Book Description

Technology is changing society faster than anyone could have imagined even a few short years ago. People share intimate details to hundreds of acquaintances online, yet they are stumped when it comes to writing a simple thank-you note. They talk, text, and surf on their phones constantly but seem oblivious to the needs of the people who are right in front of them. The Complete Idiot's Guide® to Modern Manners, Fast Track, helps people navigate the uncertain waters of modern social behavior and gives them tips for overcoming the most common miserable moments they're likely to encounter. In it, readers learn how to: Make a good first impression in person, over the phone, in print, and online. Practice good table manners in a world of buffets, informal meals, and a proliferation of restricted diets. Get along with neighbors and their pets, kids, habits, and hobbies. Maintain harmony in the office despite the more casual nature of the workplace. Master the social possibilities of online networking, texting, and smartphones while avoiding embarrassing faux pas. Whip out the old-fashioned pen for written correspondence that makes an impact. Communicate comfortably in person, including small talk, defusing tense situations, and avoiding subjects that are still too uncomfortable for polite conversation. Navigate the difficult situations that arise when traveling and out on the town. Maintain genuine respect for others' differences and disabilities. Be the model of manners at celebrations of life's milestone moments, including weddings and births. Get the right answer to all gift quandaries People are busy and no longer have the time or inclination to comb through Emily Post. This quick book helps readers get the answers they need so they can get on with life.
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Book Description

The whens, hows and whys of keeping order. Robert's Rules have long been the ultimate guide for running meetings and outlining procedures. The Complete Idiot's Guide® to Robert's Rules, Second Edition, teaches readers everything from the ladder of motions to how to use Robert's Rules for any size or type of meeting or political caucus. ?This book includes sample minutes, a sample agenda, and scripts for every type of meeting situation ?Includes a complete reproduction of Sylvester's "Basics of Parliamentary Procedure," a handy guide based on Robert's Rules of Order Newly Revised, as an appendix ?Gives readers a practical one-stop shop in the category - they can buy one book and get a copy of the rules and a book on how to use them
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Book Description

The Complete Idiot's Guide to Modern Manners Fast-Track Written by a recognized etiquette expert, The Complete Idiot's Guide® to Modern Manners Fast-Trackgives readers a no-nonsense map for navigating the ins and outs of polite behavior. This helpful guide offers readers quick tips and easy techniques for dealing with ill-mannered behavior and helps remind them to behave, especially when others don't.
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Book Description

This newly revised edition offers advice for beginning and intermediate players on deconstructing their swing, examining their short games, and rethinking technique. From the basic rules of play to the strategy of course management, this indispensable guide covers drills and practices from tees to chip shots, putting essentials, specialty shots, and so much more. All new photographs, designed by instruction experts to show readers swing, technique, grip, and other important points. Full updates on the latest golf equipment and technology. New content on keeping fit and designing workouts to help improve your game.
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Book Description

With business and vacation travel on the rise, etiquette has gone global. This guide gives "idiot-proof" steps to looking one's best at any social event and guidance on mastering the traditions of other cultures.
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Book Description

Experts explain "the new eBay®" users, new and experienced, also need a clear, convenient reference for optimum results. In this revised edition, readers will find: tips on how to set up an account; buying and selling; protecting one's identity; finding the best deals; and making fast and profitable sales. - Revised version includes major changes to eBay® as of July 2009, which change users' experience. - Authors deeply involved and influential in the eBay® community, as sellers and educators. - Tens of millions of people use eBay® every day and three quarters of a million people earn their living with it.
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Book Description

You're no idiot, of course. You can hold your own in water cooler conversation, are the life of the party at get-togethers, and have no problem firing a quick comeback at your smart-alecky friends. But when it comes to standing onstage in front of a group of people, you feel like you're the one in your underwear, not the audience. Don't hide behind the lectern just yet. The 'Complete Idiot's Guide to Public Speaking, Second Edition' helps you feel confident and build the skills you need to deliver winning speeches and presentations. In this completely revised and updated Complete Idiot's Guide, you'll find: -Professional guidance on identifying your audience and adapting to the situation. -Expert advice on effective wardrobe and body language. -Useful pointers on how to tell jokes. -Valuable tips on handling hecklers and negative audiences. -Cutting edge information on using Powerpoint and other visual aids.

	

							
				

									
		

		

	
				
					Search for:
					
				
				
			
Recent Books
	Fighting Fair
	The Captain’s Journey 2nd Edition
	The Fantastic Flying Squirrel
	Farmhouse Witchcraft
	Perinatal Neuroradiology
	The Rough Guide to Videogaming 2002
	Immunization
	If You Say Surfing and Coffee I’m In
	Just Send Me Word
	NTCS AMERICAN BUSINESS TERMS DICT PAPER
	Overstreet Comic Book Price Guide Volume 45
	Principles of Web Design
	Contracts, Scenarios and Prototypes
	Aba/AARP Wise Moves
	Seed Propagation of Native California Plants
	180 Days of Science for Third Grade
	Queen Mary and the Cruiser
	Malcolm X Speaks
	Situational Analysis in Practice
	The Cambridge Companion to Roman Law



	


	

	 





	
		
					Coffee Family Medicine © 2024
					 | 
		All rights reserved.	

	 
	
	
	
	
	
	
			
				Proudly powered by WordPress			. Theme by Arinio Themes			
                  

				  
				  
	












