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Andrea B. Geffner : Barron'sESL Guideto American Business English before purchasing it in order to gage
whether or not it would be worth my time, and all praised Barron's ESL Guide to American Business English:

1 of 1 people found the following review helpful. It would be great to see one of these as related to visua ...By
Melody MorrisonThis is somewhat dated regarding forms and business etiquette which is changing so rapidly due to
technology. It would be great to see one of these as related to visual and phone conferences.1 of 1 people found the
following review helpful. Outdated, but Good BasicsBy Aurora HillA bit outdated. Barely any mention of email
standards, let alone more modern technologies.2 of 2 people found the following review helpful. Helpful
informationBy charmaine rileyl speak English but | used this book to prepare for my new job. It was very helpful for
me like areview also. In a office, communication is crucial for success because others depend on our information to


http://f3db.com/pub/links.php?id=B003DMJDS2

make healthcare decisions. Thank you

Focused especially to fit the needs of ESL students, this handbook for communicating in business situations describes
awide variety of business writings, and recommends appropriate styles and formats for each. Samples and instruction
cover sales and public relations letters, reports and proposals, resumes, job applications, and much more. A section on
usage reviews basics of English grammar, emphasizing sentence construction and verb forms. Students of English asa
second language who plan to do business in North America can become confused by jargon and formalisms that
sometimes invade business correspondence. Author Andrea Geffner's advice to them isto relax and stop worrying
about sounding "business-like" or "official." Correct but relaxed English is always preferable. This book will meet the
needs of all ESL students--especialy those in business schools--but can also serve as a general quick reference guide
in any business office.



