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Preface

The importance of effective communication skills in organizations is ever increasing.
Managers and employees who are skilled communicators have fewer misunderstand-
ings, make fewer mistakes, create less waste, and deal with disagreements more effec-
tively. Thus, they are more productive. And in this time of global marketing,
downsizing, and continuing technological advances, good communication skills are
essential.

Communicating for Results, Seventh Edition, is directed at those who are interested
in self-improvement. It is designed to introduce necessary communication skills to
people with very little work experience, to improve the communication skills of entry-
level managers and employees, and to serve as a reference book for experienced pro-
fessionals who wish to refresh or update their communication skills.

This text emphasizes important skills from three basic communication areas: inter-
personal and organizational, interviewing and group, and public. Interpersonal and
organizational skills include understanding organizational communication; improving
communication and relationships with bosses, employees, and customers; handling
conflict; improving listening; interpreting and using nonverbal communication;
decreasing misunderstandings with others, whether face-to-face or electronically; and
overcoming obstacles to communication. Interviewing and group skills include prepar-
ing conventional, scannable, e-mail, and Web resumes; conducting or participating in
interviews of various types; knowing what questions are unlawful in preemployment
interviews; conducting and participating in conferences; and making decisions in
small groups. Public communication skills include giving individual or team presenta-
tions to employees, managers, and groups inside or outside the organization; using
effective organization and delivery techniques for traditional and Web presentations;
preparing professional visual aids; and knowing how to manage presentation software.

Although the chapters in this book may be read in any order, they are organized so
that each chapter builds on the skills taught in those preceding it. The skills are dis-
cussed practically and lend themselves to immediate application. In other words, what
is read today can be applied at work tomorrow. Activities within the chapters
(Awareness Checks) and at the end of chapters (Checkpoints) suggest ways for readers
to practice new skills and techniques. The Communicating for Results CD-ROM,
Book Companion Web Site, and Instructor’s Resource Manual feature additional
application activities, test questions, and more.

Communicating for Results, Seventh Edition, not only features a skills orientation,
but also provides readers with the theoretical basis for each skill discussed. It is my
hope that readers will find this book valuable and that they will add it to their personal
libraries.

Features of the New Edition

The Seventh Edition has been significantly revised and updated. In addition to a new
full-color design and a brand new photo and cartoon program, this edition features a
number of updated sources and new examples. Additionally, the Seventh Edition
introduces a new feature: an Ethical Dilemma box in each chapter (see the next page
for details). While preserving the writing style that students applaud, each chapter is
now more concise and has been thoroughly updated. Other new and revised features
include:




XX
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New Communicating for Results CD-ROM, which features a variety of video-
taped business scenarios and informative and persuasive presentations, analysis
questions that students can answer and e-mail to their instructors, and author rejoin-
ders to each analysis question

Revised Communicating for Results Book Companion Web Site, accessible only
through the Communicating for Results CD-ROM, that features quizzing and
chapter-specific resources such as interactive glossaries, the end-of-chapter
Checkpoint activities, InfoTrac College Edition activities, continually updated
Web links, and more

New Survey of Communication Styles—short form to accompany the tear-out
long form at the beginning of the book—both forms are also accessible at the Book
Companion Web Site

New Technology Update boxes in all chapters (formerly called Face-to-Face with
Technology) that succinctly present students with the most current information on
technology, our interactions with that technology, and the effect that technology
has on the individual and the organization

New Ethical Dilemma boxes in all chapters that ask students to think critically
about how they might handle questionable situations in the working world

Several new Awareness Check activity boxes throughout the text

New chapter openers that include a chapter-opener photograph, a quotation that
reflects the theme of the chapter, and Ever Wonder preview questions to capture
reader interest and lead them into chapter content

New discussion of communication theories throughout (attribution theory, infor-
mation-integration theory, consistency theories, elaboration likelihood theory, and
social judgment theory)

Increased coverage of culture and diversity throughout

Updated section on communication and ethics (Chapter 1)

New section on listening to coworkers and global listening tips (Chapter 4)
Revised section on Hall’s levels of culture (Chapter 5)

Updated section on clothing and personal appearance, including the Casual
Confusion Syndrome (Chapter 5)

New section on power behaviors (Chapter 5)

Updated and expanded coverage of sexual harassment (Chapter 6)

Updated sections on types of resumes and resume writing (Chapter 8)

New discussion of the combination resume, which includes both chronological
and functional aspects (Chapter 8)

Revised section on impression management (Chapter 8)

Updated sections on electronic meetings and e-mail (Chapter 9)

Updated lists of sample informative and persuasive topics (Chapters 11 and 14)
New sample visual aids (Chapter 13)

New discussion of Microsoft PowerPoint 2003 in the PowerPoint tutorial

(Chapter 13)

Additional Student and Instructor Resources

InfoTrac® College Edition. An easy to use online library is also packaged with
each new edition. A free four-month subscription to this extensive easy-to-use data-
base of reliable, full-length articles (not abstracts) from hundreds of top academic
journals and popular sources is ideal for helping your students master online
research and is especially useful when students are preparing speeches.

Student Workbook by Lisa Benedetti of Tarrant County College Northeast and
Bobbi Rhe Stringer, Ph.D., of Tarrant County College Northwest. The student



workbook offers chapter objectives and outlines, lists of important concepts that
students can use to facilitate note-taking in class, skill-building activities, Internet
activities and lists of helpful Web pages, and self-tests. The workbook can be
bundled with the text at a discount.

m Instructor’s Resource Manual with Test Bank by Lisa Benedetti of Tarrant County
College Northeast, Bobbi Rhe Stringer, Ph.D., of Tarrant County College Northwest,
and Debi Blankenship of Tarrant County College Northeast. This indispensable
manual features teaching tips, suggestions for online instruction, sample course
outlines, lists of useful media resources, detailed chapter outlines, skill-building
activities, transparency masters, forms and checklists, and an extensive test bank.

m ExamView® is a fully integrated collection of test creation, delivery, and classroom
management tools that feature all of the test items found in the Instructor’s
Resource Manual.

m Multimedia Presentation Manager: Microsoft® PowerPoint® Presentation
Tool by Dan Cavanaugh, Ph.D. This presentation tool contains a searchable data-
base of PowerPoint slides tailored to the Seventh Edition, including text art and
cued video clips, many from CNN. Instructors can import information from previ-
ously created lectures into the program.

m Thomson Learning WebTutor™ Toolbox for WebCT and Blackboard. A Web-
based teaching and learning tool that takes a course beyond classroom boundaries
to an anywhere, anytime environment. WebTutor Toolbox for Communicating for
Results corresponds chapter-by-chapter and topic-by-topic with the book, including
flashcards (with audio), practice quizzes, and online tutorials. Instructors can use
WebTutor Toolbox to provide virtual office hours, post syllabi, set up threaded dis-
cussions, and track student progress on the practice quizzes.
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