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Preface

The first edition of this textbook was published in 1994. The authors
were Larry Smeltzer and Don Leonard. I was an early adopter. I had
been looking for a graduate-level text that presented a balanced
approach to workplace communication and that was written for man-
agers. When the publisher, Irwin (now McGraw-Hill), asked me to
write a review of the new book, I responded, “I'm excited about this
book for three reasons: (1) it provides comprehensive coverage of
current issues, (2) it's written for and about business professionals,
and (3) it gives equal attention to oral and written communication
skills.”
The strengths of the first edition made it stand out in the field:

¢ A strategic approach.

¢ A solid research base.

* A comprehensive range of topics.

® An even-handed examination of oral and written channels.
¢ A focus on managerial rather than entry-level competencies.

Those unique qualities are still present in the third edition. Truth is
truth. It doesn’t change with the times. My goal was to preserve the
book’s strengths while bringing it into the early 21st century workplace.
To meet the needs of a busy contemporary manager, I streamlined and
condensed the chapters. I added content reflecting current business prac-
tices such as casual dress codes, new titles for executives, and the ubiqui-
tous reliance on teams. And I deleted references to characters in
television sitcoms that are no longer on the air.

The reality is that an effective manager in today’s workplace must
possess a wide range of skills. While being accountable to an executive
board and a customer base, managers must be able to handle subordi-
nates and cross-functional teams with diverse backgrounds, interpret
complicated rules, and meet sometimes unclear organizational expecta-
tions. Since these advanced abilities don’t necessary come from prior
work experience, communication education is a vital component in man-
agerial development.

While working on the third edition, I thought of a story told by
Gore Vidal. Seeing his friend, Tennessee Williams, revise an already pub-
lished short story, Vidal asked why he was still working on it. Williams
responded, “Well, obviously it’s not finished.” This textbook isn’t either,
but I hope it’s getting better.



vi  Preface

NEW TO THE THIRD EDITION

* A focus on skills and strategies that managers need in today’s work-

place. For instance, students will learn how to conduct an employment
interview, how to detect deception through nonverbal behaviors, how
to negotiate, how to mediate conflict, how to conduct virtual meetings,
and how to choose the best channel for their audience and purpose.
More coverage of high-tech communication media such as e-mail,
electronic meetings, videoconferencing, Web resumes, and Group
Ware for collaborative writing.

Content that is organized and packaged for a single semester. By
retaining only the most current and critical topics, the length of the
book has been reduced to 14 chapters—without compromising
integrity.

References throughout the book to managing and capitalizing on the
advantages of a multicultural work force.

— Geraldine E. Hynes
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