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This book contains all the information about letter writing
starting from informal letters to formal letters, from
applications to job application letters and from business
letters to business email. Those who have any doubt or query
about letter writing, must read this book. The book starts from
the base level and teaches you all about letter writing. If you
want to know about informal letter, formal letter, social
correspondence, applications, application letter for job,
resume, C.V. business letter/business correspondence or
business email, you must read this book.
A much-needed "people skills" primer and master class in all
facets of workplace communication Do you know how to ask
for help at work without sounding dumb? Do you know how to
get valuable and useful feedback from your colleagues? Have
you mastered your professional elevator pitch so that every
time you meet someone, they remember and are impressed
by you? If you answered "no" to any of these questions, you
need Great on the Job. In 2008, Jodi Glickman launched
Great on the Job, a communications consulting firm whose
distinguished client list includes Harvard Business School,
Wharton, The Stern School of Business, Merrill Lynch, and
Citigroup. Now, Glickman's three-step training program is
available in book form for the first time. With case studies,
micro strategies, and example language, readers will learn
communication skills that can be practiced and implemented
immediately. In today's economy, it's not typically the
smartest, hardest working or most technically savvy who
succeed. Instead, the ability to communicate well is often the
most important precursor to success in the workplace. So
whether you're a star performer or a struggling novice, Great
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on the Job will give you the building blocks you need for
every conversation you'll have at work.
Provides advice on creating effective cover letters and
includes sample cover letters for such situations as following
up a job interview, thanking someone for a job offer, and
requesting information
The New York Times best-selling book exploring the
counterproductive reactions white people have when their
assumptions about race are challenged, and how these
reactions maintain racial inequality. In this “vital, necessary,
and beautiful book” (Michael Eric Dyson), antiracist educator
Robin DiAngelo deftly illuminates the phenomenon of white
fragility and “allows us to understand racism as a practice not
restricted to ‘bad people’ (Claudia Rankine). Referring to the
defensive moves that white people make when challenged
racially, white fragility is characterized by emotions such as
anger, fear, and guilt, and by behaviors including
argumentation and silence. These behaviors, in turn, function
to reinstate white racial equilibrium and prevent any
meaningful cross-racial dialogue. In this in-depth exploration,
DiAngelo examines how white fragility develops, how it
protects racial inequality, and what we can do to engage
more constructively.
This straightforward book challenges the reader to complete a
successful job search. It focuses on self-assessment
techniques, sound career development theory, and individual
applications. KEY TOPICS: Covering a wide range of topics
while presenting specific skills, this comprehensive guide
prompts the reader to take an active role in the job search. It
presents the latest job search technologies, including
computer-generated resumes, electronically scannable
resumes, Internet resume sites, electronic company research,
and Internet job searches. It also discusses the uses of
professional portfolios. The second edition of Career Focus: A
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Personal Job Search Guide has been revised to include new
chapters on the Internet Job Search; Evaluating a Job Offer;
and Designing Job Success. It includes expanded coverage
of computer-generated resumes, Internet resume sites, and
electronic sources of company research; networking; as well
as interviewing techniques and professional portfolios. An
essential resource for anyone who is currently searching for a
job or considering beginning a job search.
LEARN THE EXACT THINGS YOU NEED TO DO WHEN
YOU ARE NOT GETTING THAT LIFE-CHANGING CALL
Mike was a sales rep at one of the big firms in the Marketing
industry. He is an ambitious fellow, so he improved on himself
constantly. All in preparation for a career change. Finally, he
was ready! And that was when he encountered a problem he
never envisaged. It seemed like none of his applications got
delivered because he never got a call to attend an
interview...not even ONE. He was deeply disturbed. He had
all the necessary requirements for every single one of the
jobs he'd applied for, so what could be stopping him from
getting interviews? Mike went back to the drawing board, but
he couldn't find what he was doing wrong. His resume
seemed perfect - a few tips here and a few tricks here
guaranteed that. He was certain that NOTHING could be
wrong with his resume. He tightened his belt, adjusted his
large black tie and doubled down with more efforts. Now he
even started applying for jobs that were beneath his
qualifications Still...nothing. Several weeks went by without a
single call from any of the job applications he'd applied for.
Not even from the ones he was overqualified for. Frustration
began to eat away at him. He started losing faith in the
resume he'd crafted with so many "tips" and "tricks". Perhaps
something was wrong with it after all. Acknowledging the
possibility of a problem, he went in search of a solution... And
that was when he found the resources contained in this book.
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He realized that there were more profound guidelines and
strategies for crafting an excellent resume that gets results.
And in no time, he knew exactly what he was doing wrong.
He followed the guidelines and changed things for the better
to create a resume that looks crisp and professional. And the
result? In just one week of s ending out the new and
improved resume, he got three calls to attend interviews. Full
disclosure: Mike is no longer in the job market. You can get
the same results that Mike got. All you have to do is to learn
and implement the practical guidelines that will help you write
a resume that actually results in an interview. MASTER THE
ART OF RESUME AND COVER LETTER WRITING gives
you exactly that with zero fluff information. Whether you are a
new college grad or a seasoned professional, you get exactly
what you need to write the perfect resume. The book
provides you with concise resume and cover letter writing
guidelines grounded in recruiters' insights. Writing an
impactful resume can make the difference between landing
an average job and an ideal one, MASTER THE ART OF
RESUME AND COVER LETTER WRITING will equip you
with the knowledge and skills you need to achieve the former.
In this book, you get: Clear-cut directions for writing a winning
cover letter. How to write a GREAT resume from scratch
without resorting to overused templates. Clear and simple
guidelines that will guarantee an improved resume. A handy
reference to quickly answer questions when writing a resume.
Effective strategies for formatting your resume. Guaranteed
principles for passing the Applicant Tracking System(ATS).
And so much more... Learn the perfect way to STAND OUT
and GET NOTICED by those offering the job you want. Scroll
up and click BUY NOW to get started on an inordinately
rewarding journey.
A guide to writing resumes for the twenty-first century
provides tips, frequently asked questions, and keywords in
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order to ensure an interview.

These collections of literature are perfect for
additional reading.
From the creator of the popular website Ask a
Manager and New York’s work-advice columnist
comes a witty, practical guide to 200 difficult
professional conversations—featuring all-new advice!
There’s a reason Alison Green has been called “the
Dear Abby of the work world.” Ten years as a
workplace-advice columnist have taught her that
people avoid awkward conversations in the office
because they simply don’t know what to say.
Thankfully, Green does—and in this incredibly helpful
book, she tackles the tough discussions you may
need to have during your career. You’ll learn what to
say when • coworkers push their work on you—then
take credit for it • you accidentally trash-talk
someone in an email then hit “reply all” • you’re
being micromanaged—or not being managed at all •
you catch a colleague in a lie • your boss seems
unhappy with your work • your cubemate’s loud
speakerphone is making you homicidal • you got
drunk at the holiday party Praise for Ask a Manager
“A must-read for anyone who works . . . [Alison
Green’s] advice boils down to the idea that you
should be professional (even when others are not)
and that communicating in a straightforward manner
with candor and kindness will get you far, no matter
where you work.”—Booklist (starred review) “The
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author’s friendly, warm, no-nonsense writing is a
pleasure to read, and her advice can be widely
applied to relationships in all areas of readers’ lives.
Ideal for anyone new to the job market or new to
management, or anyone hoping to improve their
work experience.”—Library Journal (starred review)
“I am a huge fan of Alison Green’s Ask a Manager
column. This book is even better. It teaches us how
to deal with many of the most vexing big and little
problems in our workplaces—and to do so with grace,
confidence, and a sense of humor.”—Robert Sutton,
Stanford professor and author of The No Asshole
Rule and The Asshole Survival Guide “Ask a
Manager is the ultimate playbook for navigating the
traditional workforce in a diplomatic but firm
way.”—Erin Lowry, author of Broke Millennial: Stop
Scraping By and Get Your Financial Life Together
A solid, well-written cover letter is crucial to getting a
job interview. Written under the auspices of the Job
and Career Information Services Committee of the
Public Library Association--a group of librarians with
many years of collective experience in researching
and providing job assistance information--this
practical guide provides easy-to-follow instruction in
crafting outstanding cover letters for any type of
position. Completely updated, it features guidance in
job seeking effectively online and the best ways to
showcase experience with the latest technologies.
With its process-oriented rhetoric, provocative
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thematic reader, up-to-date research manual, and
comprehensive handbook, The Bedford Guide for
College Writers gives your students the tools they
need to succeed as writers -- all in one book. Each
of the book's four main components has been
carefully developed to provide an engaging, wellcoordinated guide for student writers. This edition's
new, more open design and sharper focus on active
learning do even more to help students develop
transferable skills. The Bedford Guide for College
Writers prepares students to be the confident,
resourceful, and independent writers they will need
to be.
Equip your students with the communication tools
needed for success in today's workplace with this
comprehensive, business-savvy text! Business
Communication 2e has an exciting new
contemporary design with clear easy-to-follow
instructions guiding students through the chapters.
Two new chapters have been added to this edition,
increasing the emphasis on English Grammar and
Writing Mechanics. Help students master the basics
of workplace communication with proven
instructional techniques, time-tested learning
approaches, and complete teacher support. Topics
such as exchanging information via
telecommunications software, electronic mail,
images and multimedia, and on-line information
services are presented. Students refine writing,
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listening, speaking, computing, and research skills
while using the latest technology tools. This text is
ideal for the year-long business communication
class. Business Communication 2e is the total
solution for teachers who want comprehensive
coverage of business document preparation.
Important Notice: Media content referenced within
the product description or the product text may not
be available in the ebook version.
Provides details on over 550 internships and
summer jobs.
For more than 15 years, The Academic Job Search
Handbook has assisted job seekers in all academic
disciplines in their search for faculty positions. The
guide includes information on aspects of the search
that are common to all levels, with invaluable tips for
those seeking their first or second faculty position.
This new edition provides updated advice and
addresses hot topics in the competitive job market of
today, including the challenges faced by dual-career
couples, job search issues for pregnant candidates,
and advice on how to deal with gaps in a CV. The
chapter on alternatives to academic jobs has been
expanded, and sample resumes from individuals
seeking nonfaculty positions are included. The book
begins with an overview of the hiring process and a
timetable for applying for academic positions. It then
gives detailed information on application materials,
interviewing, negotiating job offers, and starting the
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new job. Guidance throughout is aimed at all
candidates, with frequent reference to the specifics
of job searches in scientific and technical fields as
well as those in the humanities and social sciences.
Advice on seeking postdoctoral opportunities is also
included. Perhaps the most significant contribution is
the inclusion of sample vitas. The Academic Job
Search Handbook describes the organization and
content of the vita and includes samples from a
variety of fields. In addition to CVs and research
statements, new in this edition are a sample
interview itinerary, a teaching portfolio, and a sample
offer letter. The job search correspondence section
has also been updated, and there is current
information on Internet search methods and useful
websites.
This book contains everything about letter writing. Formal
letters, informal letters, applications, business letters,
business correspondence, communication skills, resume
writing, emails, application letter for job or business email. A
must for all those who want to know abc to xyz of letter
writing. This book is ideal for all, be it a student, or a
professional or a beginner or a teacher. It is a small version or
starter of a previously published book, "All Letters,
Applications, Business Letters and Business Email"
Two months before David Silverman’s 32nd birthday, he
visited the Charles Schwab branch in the basement of the
World Trade Center to wire his father’s life savings towards
the purchase of the Clarinda Typesetting company in
Clarinda, Iowa. Typo tells the true story of the Clarinda
company’s last rise and fall — and with it one entrepreneur’s
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story of what it means to take on, run, and ultimately lose an
entire life’s work. This book is an American dream run
aground, told with humor despite moments of tragedy. The
story reveals the impact of losing part of an entire industry
and answers questions about how that impacts American
business. The reader sees in Clarinda’s fate the potential
peril faced by every company, and the lessons learned are
applicable to anyone who wants to run his or her own
business, succeed in a large corporation, and not be stranded
by the reality of shifting markets, outsourcing, and, ultimately,
capitalism itself.
The ultimate guide to cover letters that will set you apart from
the pack-revised, updated, and ready for anything . . . 175
High-Impact Cover Letters, Third Edition arms job seekers
with an arsenal of highly effective professional cover letter
models that, with minor modification, can be rapidly deployed
as needed. You'll find a full chapter, complete with numerous
models, dedicated to each of five different types of cover
letters: employer broadcast letters, search firm broadcast
letters, advertising response letters, networking cover letters,
and resume letters. With step-by-step instructions and a
wealth of samples, 175 High-Impact Cover Letters shows you
how to prepare a well-written, professional letter that will help
you land the interview every time. For the Third Edition,
almost every letter has been substantially rewritten or finetuned to reflect the current thinking and terminology in the
field of staffing, while an entirely new chapter provides proven
"do's" and "don'ts" of effective cover letter writing. You'll find:
Examples of more than 175 winning cover letters Cover
letters appropriate for junior and senior experience levels in
twenty-eight different occupations Sample job ads and the
appropriate cover letter response Results of an authoritative
survey of employment professionals that highlight what
employers look for in cover letters No matter how impressive
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your resume, it's your cover letter that employers read first.
With 175 High-Impact Cover Letters, Third Edition, you can
make sure they'll be eager to turn to the next page.
In conjunction with top survey researchers around the world
and with Nielsen Media Research serving as the corporate
sponsor, the Encyclopedia of Survey Research Methods
presents state-of-the-art information and methodological
examples from the field of survey research. Although there
are other "how-to" guides and references texts on survey
research, none is as comprehensive as this Encyclopedia,
and none presents the material in such a focused and
approachable manner. With more than 600 entries, this
resource uses a Total Survey Error perspective that considers
all aspects of possible survey error from a cost-benefit
standpoint.
Briefly describes how to create effective resumes and cover
letters and how to pick up and fill out job application forms.
Includes a section about creating digital resumes.
Visual-thinking graphic designers sometimes struggle to
express themselves clearly and effectively in writing. Now
there’s help! The Graphic Designer’s Guide to Better
Business Writing teaches graphic designers how to write
compelling business communications. Created especially to
address the needs of graphic designers, this handy guide
breaks the writing process down into simple, easy-tounderstand stages and offers practical writing and
presentation models that designers can put to use
immediately. Real-life examples cover an array of essential
topics: writing winning resumes and cover letters, landing
accounts, writing polished letters and reports, creating design
briefs, and much more. As a bonus, the authors include timesaving insider tricks of the trade, gleaned from interviews with
design professionals and creative directors from across the
country. Allworth Press, an imprint of Skyhorse Publishing,
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publishes a broad range of books on the visual and
performing arts, with emphasis on the business of art. Our
titles cover subjects such as graphic design, theater,
branding, fine art, photography, interior design, writing,
acting, film, how to start careers, business and legal forms,
business practices, and more. While we don't aspire to
publish a New York Times bestseller or a national bestseller,
we are deeply committed to quality books that help creative
professionals succeed and thrive. We often publish in areas
overlooked by other publishers and welcome the author
whose expertise can help our audience of readers.
A well-designed cover letter can prove to be a more powerful
selling tool than a CV, showcasing your thinking abilities,
writing skills and personality traits in ways that an employer
cannot detect from the more rigid CV
Offers sample documents and stylistic advice for writing
letters, memos, manuals, minutes, and resumes.
"Originally published in hardcover in the United States by
Crown Business, New York, in 2017"--Title page verso.
The SAGE Guide to Writing in Policing: Report Writing
Essentials equips students with transferable writing skills that
can be applied across the field of policing - both academically
and professionally. Authors Steven Hougland and Jennifer M.
Allen interweave professional and applied writing, academic
writing, and information literacy, with the result being a
stronger, more confident report writer. Students are also
exposed to a number of best practices for various elements of
report writing, such as the face page, incident reports,
supplemental reports, investigative reports, and traffic reports,
as well as search warrants and affidavits.
Combining streamlined instruction in the writing process with
outstanding accessibility, THE COLLEGE WRITER is a fully
updated four-in-one book-with a rhetoric, a reader, a research
guide, and a handbook-for users at any skill level. Throughout
Page 12/19

Where To Download Sample Of Application Letter
Guidelines
the book, numerous student and professional writing samples
highlight important features of academic writing-from voice to
documentation-and offer models for users' own papers. The
fifth edition features a greater focus on writing across the
curriculum, further supported within the research chapters by
additional coverage of report writing, primary research, and
avoiding plagiarism. Each student text is packaged with a free
Cengage Essential Reference Card to the MLA HANDBOOK,
Eighth Edition. Important Notice: Media content referenced
within the product description or the product text may not be
available in the ebook version.
The Markdown markup language is one of the most popular
plain-text formatting languages available. Now you can learn
the Markdown syntax with the book that's been called "the
best Markdown reference." Designed for both novices and
experts, The Markdown Guide is a comprehensive reference
manual that has everything you need to get started and
master the Markdown syntax.
Offers advice on writing a professional-looking cover letter
that complements the accompanying resume and draws
attention to the job applicant, and includes guidance on
resumes, interviews, and job hunting.
The definitive career guide for grad students, adjuncts, postdocs and anyone else eager to get tenure or turn their Ph.D.
into their ideal job Each year tens of thousands of students
will, after years of hard work and enormous amounts of
money, earn their Ph.D. And each year only a small
percentage of them will land a job that justifies and rewards
their investment. For every comfortably tenured professor or
well-paid former academic, there are countless underpaid and
overworked adjuncts, and many more who simply give up in
frustration. Those who do make it share an important asset
that separates them from the pack: they have a plan. They
understand exactly what they need to do to set themselves
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up for success. They know what really moves the needle in
academic job searches, how to avoid the all-too-common
mistakes that sink so many of their peers, and how to decide
when to point their Ph.D. toward other, non-academic
options. Karen Kelsky has made it her mission to help
readers join the select few who get the most out of their Ph.D.
As a former tenured professor and department head who
oversaw numerous academic job searches, she knows from
experience exactly what gets an academic applicant a job.
And as the creator of the popular and widely respected
advice site The Professor is In, she has helped countless
Ph.D.’s turn themselves into stronger applicants and land
their dream careers. Now, for the first time ever, Karen has
poured all her best advice into a single handy guide that
addresses the most important issues facing any Ph.D.,
including: -When, where, and what to publish -Writing a
foolproof grant application -Cultivating references and crafting
the perfect CV -Acing the job talk and campus interview
-Avoiding the adjunct trap -Making the leap to nonacademic
work, when the time is right The Professor Is In addresses all
of these issues, and many more.

Provides guidelines and examples for handling
research, outlining, spelling, punctuation, formatting,
and documentation.
Your cover letter is the first thing employers will see make yours stand out. The competition is tougher
than ever. With so many qualified and experienced
candidates out there, how do you make sure your
cover letter makes an outstanding impression?
Based on years of experience writing and reviewing
successful cover letters, recruitment expert James
Innes guides you through the secrets of writing
Page 14/19

Where To Download Sample Of Application Letter
Guidelines
outstanding cover letters. You'll find out all the
insider tips and winning methods to make sure your
cover letter never fails to impress. You'll discover: *
what employers really want to read * what makes a
brilliant cover letter stand out * the 15 most common
cover letter mistakes - and how to avoid them * how
to secure a job interview from your cover letter alone
"" "The Cover Letter Book "has full, free online
support - cover letter templates, tools and reader
offers - all available through The CV Centre online at
www.ineedacv.co.uk/readertools. No matter what
your age, background, job or level of experience,
"The Cover Letter Book" will help you create an
outstanding cover letter.
Your cover letter is what decides if a company looks
at your resume, contacts you for an interview, or
gets you placed in the rejection pile. Knowing that, it
is important to create a well-written, eye-catching
letter that sells your achievements and job skills to
impress the recruiter. However, many people are
unable to effectively translate their thoughts into
words when faced with the task. That is where The
Complete Guide to Writing Effective Resume Cover
Letters comes in. With this book you will be able to
craft a letter that will undoubtedly land you the
interview. In this new book, you will learn how to
address your letter, how to grab the reader s
attention immediately, how to format your letter, how
to choose the font, how to be professional but
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persuasive, how to choose the type of paper, and
how to target your letter. You will also learn about
writing the different kinds of letters, including those in
response to a classified advertisement, those in
response to a blind advertisement, those sent to
employment agencies, cold letters, and broadcast
letters; writing style guidelines; what to include in
your letter; writing for an online audience; cover
letter styles; and common mistakes recruiters abhor.
Additionally, you will find examples of effective and
ineffective letters, proven tips for making your letter
stand out, sample phrases to use, and letters for
new graduates, for professionals, and for those
changing careers. Also included are samples
specific to job industries, including administration
and clerical; accounting; banking and finance,
government; health care and social services;
hospitality and food service; human resources; law
enforcement and legal; manufacturing; sales,
marketing, and customer service; skilled trades;
technology; and science and engineering. The
companion CD-ROM is packed with samples and
worksheets to help you brainstorm and create a
successful cover letter. By following the step-by-step
instructions outlined in The Complete Guide to
Writing Effective Resume Cover Letters you will
ensure that your letter will impress the recruiter and
that you will be contacted for an interview. In the end
you will create a tool that will be of enormous
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importance to you in your job search. The
companion CD-ROM is included with the print
version of this book; however is not available for
download with the electronic version. It may be
obtained separately by contacting Atlantic Publishing
Group at sales@atlantic-pub.com Atlantic Publishing
is a small, independent publishing company based in
Ocala, Florida. Founded over twenty years ago in
the company presidentâe(tm)s garage, Atlantic
Publishing has grown to become a renowned
resource for non-fiction books. Today, over 450 titles
are in print covering subjects such as small
business, healthy living, management, finance,
careers, and real estate. Atlantic Publishing prides
itself on producing award winning, high-quality
manuals that give readers up-to-date, pertinent
information, real-world examples, and case studies
with expert advice. Every book has resources,
contact information, and web sites of the products or
companies discussed.
It took weeks to find this job. It took hours to get your
resume right. Almost there. You just need a cover
letter. The problem? You only get one shot. But
before you can write such a letter you must first
believe you stand out and you must know how you
stand out. This book will first help you ensure you
have a stand-out mindset then teach you how to
write a letter that best sells you as the perfect
candidate for the job. In this book you'll: - Learn how
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to have a stand-out mindset before you write your
letter. - Use the exact step-by-step proven method
others are using to create cover letters again and
again. - Get various cover letter examples to help
you with your own. - Learn how to access the 80% of
jobs never advertised, known as the hidden job
market - Get simple tips and strategies, including
how to make your letter stand out AND be ATS
compliant. - Find out which critical mistakes you
must avoid.
John Lees shows you how to write CVs and cover
letters that convey your strengths quickly and get
you into the interview process.
A Newbery Medal winning modern classic about a
racially divided small town and a boy who runs.
Jeffrey Lionel "Maniac" Magee might have lived a
normal life if a freak accident hadn't made him an
orphan. After living with his unhappy and uptight
aunt and uncle for eight years, he decides to
run--and not just run away, but run. This is where the
myth of Maniac Magee begins, as he changes the
lives of a racially divided small town with his amazing
and legendary feats.
This textbook guides massage therapists through
each step of delivering a spa treatment—from
consideration of the indications and contraindications
to scope of practice issues, supplies, room set-up,
specific procedure steps, and ideas for integrating
massage techniques, spa products, and enhancing
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accents. While wet-room treatments are discussed,
the focus is on dry-room treatments, which can be
delivered in a wider variety of settings. More than
250 full-color photographs illustrate each technique
and treatment. Treatment Snapshot boxes provide a
quick overview of the treatment before the detailed
step-by-step procedures section. Sanitation Boxes
offer clean-up and sanitation tips. Sample
Treatments include promotional descriptions,
product recommendations, and recipes for creating
inviting smell-scapes.
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