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PREFACE

l Overview

Successful Writing at Work, Concise Second Edition, is a practical introductory text
for students in business, professional, and occupational writing courses. As read-
ers of the full-length edition of this text have found, Successful Writing at Work
clearly helps students develop and master key communication skills vital for suc-
cess in the workplace. The Concise Edition serves the same purpose, but it is de-
signed for those who prefer a more compact text, one that covers nearly as many
business writing topics but is more streamlined and focuses on the most essential
skills and strategies for writing successfully on the job. Whereas the full-length
edition includes seventeen chapters, the Concise Edition contains ten chapters, yet
fully covers the range of workplace communication: from essential considerations
such as audience analysis and ethics, to writing increasingly more complex busi-
ness documents (memos through long reports), to making presentations, to prepar-
ing a résumé and interviewing for a job.

This compact edition has been designed for a variety of educational settings
where business writing is taught. It is versatile enough for a full semester or
trimester course, or it can be used successfully in a shorter course, such as on a
quarter system. It can also meet the diverse goals of varied educational settings, in-
cluding online, distance education, continuing education, and week-long intensive
courses, as well as in-house training programs, workshops, and conferences.

Successful Writing at Work, Concise Second Edition, provides students with
easy-to-understand guidelines for writing and designing clear, well organized, and
readable documents. Along with user-friendly guidelines, this edition provides stu-
dents with realistic models of the precise kinds of documents they will be asked to
write on the job. In addition, this text can serve as a ready reference that readers can
easily carry with them to the workplace. Students will quickly find that this book
includes many practical applications, which are useful to those who have little or no
job experience as well as those with years of experience in the world of work.

B Approaches

The Concise Second Edition integrates the following approaches to teaching occu-
pational writing throughout the book:

1. Focus on writing as a problem-solving activity. The book approaches business
writing not merely as a set of rules and formats, but simultaneously as a
problem-solving activity that helps employees meet the needs of their employers,
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co-workers, customers, clients, community groups, and vendors. This approach
to writing, as introduced in Chapter 1 and carried throughout the text, asks
students to think through the writing process, asking the questions who (who
is the audience?), why (why do they need this document?), what (what is the
message?), and how (what is the style and tone?), rather than offering inflexible
prescriptions for what constitutes effective business communication.

Emphasis on audience analysis, including international audiences and non-
native speakers of English. A key feature of the Concise Second Edition is its
consistent emphasis on the first problem-solving question: Who is the audi-
ence? This question, discussed in depth in Chapter 1, affects everything else
that goes into the writing of a workplace document, from determining its pur-
pose to creating its message, to selecting its style and tone. All subsequent chap-
ters stress how the needs and expectations of the audience must be considered
alongside the scope and format of various types of documents. In response to
the needs of today’s workplace, the text expands the discussion of audience to
include international readers, beginning in Chapter 1 and carried out through

the book.

View of student readers as business professionals. To encourage students in
their job-related writing, the Concise Second Edition treats them as profession-
als seeking success at different phases of their business careers. Students are
asked to place themselves in the workplace setting (or in the case of Chapter 5,
in the role of job seekers) as they approach each topic, to understand the differ-
ences between workplace and academic writing. Students are asked to see them-
selves as collaborative employees (Chapter 2), workers writing routine documents
(Chapters 3 and 4), employees designing and writing more complex documents
and reports (Chapters 6-9), and as company representatives designing and making
presentations (Chapter 10).

Inclusion of the most current workplace technologies. The text shows stu-
dents how to become better problem solvers and writers by using the varied re-
sources of an evolving, ever more complex technological workplace. In light of
these expanding communication resources, the Concise Second Edition help-
fully discusses technological considerations alongside the guidelines to writing
print documents. In every chapter, easy-to-understand explanations assist stu-
dents in discovering the hows as well as the whys of writing for the digital world
of work.

| New to the Concise Second Edition

As in the first Concise Edition, the second edition continues to offer students a
streamlined alternative to the full edition of Successful Writing at Work while still
providing many important additions. Highlights of the new edition include:

= Expanded coverage of writing for international readers and non-native
speakers of English. Several new sections have been added on these crucial
topics. A new section entitled “Writing for the Global Marketplace” in Chap-



E

E ]

L]

#

bl

Preface

ter 1, “Getting Started: Writing and Your Career,” emphasizes the importance
of international audiences and non-native speakers of English in the Ameri-
can work force. In Chapter 4, “Writing Letters,” coverage of writing letters
for international readers has been expanded. Chapter 6, “Designing Success-
ful Documents and Visuals,” features a new section on using appropriate
visuals for international audiences. Chapter 9, “Writing Careful Long Re-
ports,” focuses on the role international workers play in a global corporation.
Chapter 10, “Making Successful Presentations at Work,” includes a new sec-
tion on making presentations for international audiences. Finally, the website
now includes several Additional Activities on the topic of writing for interna-
tional readers.

New section on collaborative writing and expanded collaborative exer-
cises. The new collaborative writing section in Chapter 2, “The Writing
Process and Collaboration at Work,” includes an overview of collaboration in
the workplace setting, guidelines for collaborative writing, ways to trou-
bleshoot group conflicts, and a section on online technologies for collabora-
tion with a case study to reinforce the steps. In addition, exercises throughout
the book have been updated to include new collaborative assignments, and
the HM website now includes new collaborative Additional Activities.
Enhanced coverage of ethics. This new edition pays even closer attention to
ethics in workplace writing than the previous edition. In addition to the
book’s emphasis on the ethical considerations of writing for international
readers and non-native speakers of English, Chapter 1, “Getting Started: Writ-
ing and Your Career,” features a new section on ethical dilemmas, and Chap-
ter 6, “Designing Successful Documents and Visuals” contains an enhanced
discussion of constructing, inserting, and writing about visuals ethically.
Updated coverage of workplace technologies. To keep up with the ever-
changing digital workplace, technology coverage has been updated and ex-
panded. Chapter 2, “The Writing Process and Collaboration at Work,” now
includes new material on collaborating online; Chapter 3, “Writing Memos,
Faxes, and E-Mails,” features a new section on e-mails as legal records; Chap-
ter 5, “How to Get a Job: Résumés, Letters of Application, and Interviews,”
provides an expanded section on online résumés with an annotated example;
and technology is woven into the writing instruction throughout the text.
Updated and expanded visuals chapter. Chapter 6 has been retitled “Design-
ing Successful Documents and Visuals” to de-emphasize Web design (now re-
moved) and expand upon such topics as using color, inserting clip art, the
ethics of visuals, and the appropriate use of visuals for international readers.
Revised report in the long reports chapter. The long report in Chapter 9,
“Adapting the U.S. Workplace for Multinational Employees,” has been sub-
stantially revised to better illustrate the type of report employees will have to
prepare in the business world. The report reflects the content, format, organi-
zation, and documentation business readers will expect to see in a long report.
New PowerPoint presentation in the chapter on oral communication at
work. Chapter 10, “Making Successful Presentations at Work,” now includes
an annotated PowerPoint presentation.

XV
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= Complete annotations of model documents. Every document in the text has
been thorougiily annotated to better illustrate specifically how ineffective docu-
ments can be improved and how effective documents and visuals are con-
structed with the principles of good workplace writing in mind.

= Updated figures and exercises. The figures have been updated throughout
the new edition not only for currency but also to show students the impor-
tance of effective, up-to-date graphics in their own work. In addition, new ex-
ercises on the use of visuals have been added throughout this new edition.

B supplemental Resources for Students and
Instructors

The Online Study Center is Cengage Learning’s comprehensive location for exten-
sive interactive online products and services to accompany composition texts. Stu-
dents and instructors can access the Online Study Center content through
text-specific student and instructor websites; via Eduspace®, Cengage Learning’s
online course management system; and through other course management systems,
including Blackboard and WebCT. For a demonstration of the Online Study Center
or to discuss special packaging options available for this text, please consult your
local Cengage Learning representative (locatable through academic.cengage.com).

* The Online Study Center Instructor Website (college.cengage.com/pic/
kolinconcise2e)

Instructors can access the Online Study Center content at any time via the In-
ternet. Resources include chapter-by-chapter PowerPoint slides, sample syl-
labi, and teaching suggestions.

= The Online Study Center Student Website (college.cengage.com/pic/
kolinconcise2e)

Accessible to students via the Internet, The Online Study Center content for
this text includes additional activities, web links, ACE self-tests, and guidance
on documentation, including a comparison of MLA and APA documentation
styles. Some content may be passkey-protected.

= The Online Study Center with Eduspace

Eduspace, Cengage Learning’s course management system, offers instructors a
flexible and interactive online platform for communicating with students, or-
ganizing course material, evaluating student work, and tracking results in a
powerful gradebook. In addition to the Online Study Center resources, stu-
dents and instructors using Eduspace benefit from course management tools,
including a powerful gradebook and practice and homework exercises.
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