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easier when you can speak and write without making grammatical mistakes. Just ask any hiring manager,
senior-level executive, or neighbor next door.In this guide, author Patricia Blaine, a longtime professional
writer, gives you the tools you need to write and speak effectively. You can learn how to - avoid common
mistakes in verbal and written communications; - speak clearly--even practice with tongue twisters; - master
the usage of pronouns, prepositions, and basic punctuation; - finally master correlative conjunctions; -
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