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Surveys show that people in corporations receive an average of 175 messages per day. Topping the list is e-
mail, surpassing voice mail, faxes, and telephone messages as the most frequent type of message
received.While e-mail is the biggest communication tool for business use, its remote natureG++º+-ªwhich
eliminates tone of voice and body languageG++º+-ªpresents a huge potential for misunderstanding and
misinterpretation. Many people find themselves dealing with dozens of e-mails every day whose impact has
been lost in cyberspace and, as a result, frequently miss the mark. E-mail In An Instant helps readers to gain
mastery over their electronic mail box and be more effective at getting their messages across with style and
impact as well as managing and responding to the messages they receive. The book shows everyone from
corporate executives to stay-at-home moms how to improve their e-mail efficiency by: * Accelerating your
workday by knowing what to send and what not to* Assessing your e-mail writing style* Adopting time
management for your mailbox * Learning to separate the trivial from the important* Learning how to say no,
e-mail style* Writing business e-mails for other culturesKaren Leland is a partner in Sterling Consulting
Group and co-author of the best-selling book Customer Service for Dummies and Watercooler Wisdom:
How Smart People Prosper in the Face of Conflict, Pressure and Change. Her consulting clients include
American Express, Roche, Marriott Hotels, and Oracle. She is a frequent guest of the media and has been
interviewed by TIME, Newsweek, Ladies Home Journal, WomenG++º+++s Day, The Today Show, and
Oprah. She lives in San Rafael, California.Keith Bailey is a partner in Sterling Consulting Group and co-
author of the best-selling book Customer Service for Dummies and Watercooler Wisdom: How Smart People
Prosper in the Face of Conflict, Pressure and Change. His consulting clients include Microsoft, AT&T,
Johnson and Johnson and Lufthansa. He is a frequent guest of the media and has been interviewed by
Fortune, Entrepreneur, Inc. Magazine, and CNN. He lives in Mill Valley, California. Click below to order
this title through one of our affiliates: COMING SOON Your Nest Egg Game PlanPhil Fragasso and Craig
L. Israelsen978-1-60163-083-4The Business TreeHank Moore978-1-60163-094-0Your Mind: An Owner's
Manual for a Better LifeChristopher Cortman and Harold Shinitzky978-1-60163-080-3---+ 2008 Career
Press. All rights reserved. 3 Tice Rd, P.O. Box 687, Franklin Lakes, NJ 07417Contact by phone: 800-227-
3371 (in NJ 201-848-0310).Fax: 201-848-1727created by: 3xW-design Ltd
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From reader reviews:

Gloria Robey:

What do you concentrate on book? It is just for students as they are still students or it for all people in the
world, what the best subject for that? Just you can be answered for that problem above. Every person has
several personality and hobby for every single other. Don't to be pressured someone or something that they
don't want do that. You must know how great in addition to important the book E-mail in an Instant (In an
Instant (Career Press)). All type of book could you see on many resources. You can look for the internet
options or other social media.

Marie Daugherty:

Spent a free time to be fun activity to try and do! A lot of people spent their down time with their family, or
their own friends. Usually they doing activity like watching television, about to beach, or picnic inside the
park. They actually doing same task every week. Do you feel it? Do you want to something different to fill
your personal free time/ holiday? Can be reading a book can be option to fill your no cost time/ holiday. The
first thing that you'll ask may be what kinds of reserve that you should read. If you want to attempt look for
book, may be the book untitled E-mail in an Instant (In an Instant (Career Press)) can be excellent book to
read. May be it may be best activity to you.

Robert Schrader:

Would you one of the book lovers? If so, do you ever feeling doubt when you are in the book store? Make an
effort to pick one book that you just dont know the inside because don't assess book by its deal with may
doesn't work here is difficult job because you are scared that the inside maybe not since fantastic as in the
outside appear likes. Maybe you answer may be E-mail in an Instant (In an Instant (Career Press)) why
because the fantastic cover that make you consider concerning the content will not disappoint an individual.
The inside or content is definitely fantastic as the outside or even cover. Your reading sixth sense will
directly show you to pick up this book.

Larry Turner:

Do you like reading a reserve? Confuse to looking for your preferred book? Or your book was rare? Why so
many problem for the book? But virtually any people feel that they enjoy to get reading. Some people likes
reading, not only science book but novel and E-mail in an Instant (In an Instant (Career Press)) as well as
others sources were given information for you. After you know how the good a book, you feel desire to read
more and more. Science publication was created for teacher or even students especially. Those publications
are helping them to put their knowledge. In various other case, beside science guide, any other book likes E-
mail in an Instant (In an Instant (Career Press)) to make your spare time more colorful. Many types of book
like here.
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