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Eﬀortless English: Learn
To Speak English Like A
Native A.J. HOGE, THE
WORLD'S #1 ENGLISH
TEACHER, teaches you his
most powerful methods
for learning to speak
English ﬂuently and
conﬁdently. Famous for
training corporate and
government leaders, A.J.
Hoge gives you a step by
step program teaching
you the system that will
help you master English
and achieve ultimate
success with English. You
have studied English for
years and yet you still do
not speak well. When you
speak English, you make
grammar mistakes. Your
pronunciation is not clear.
Worst of all, you feel
nervous and shy when

you try to speak English.
You read English well, but
after all these years you
still cannot speak well.
The good news is, it's not
your fault. You have
simply used old
ineﬀective methods.
Eﬀortless English will
teach you a completely
new way to learn English
faster. Eﬀortless English
will..... *Teach you how to
overcome nervousness,
shyness, and fear when
speaking English. *Master
spoken English grammar
quickly and naturally
*Teach you how to
improve your English
pronunciation and
develop an American,
British, or Australian
accent. *Show you how to
achieve a high TOEFL,
IELTS, or TOEIC score.
*Help you learn
vocabulary 4-5 times
faster. *Tell you how to

feel stronger, calmer, and
more powerful when
speaking English. *Teach
you how to understand
native speakers and
communicate clearly with
them during real
conversations. *Help you
get better jobs by learning
business English. *Teach
you how to learn grammar
without memorizing
grammar rules. "You have
studied English many
years, yet you still do not
speak well. You read
English but you feel
nervous and frustrated
when speaking. It is time
for a change. I will teach
you to speak English
quickly, easily, and
automatically using my
Eﬀortless English System
(TM). I will teach you to
speak with correct
grammar and excellent
pronunciation. You can
achieve success now

Touch Typing In Ten Lessons A Home Study Course With Complete Instructions In The
Fundamentals Of Touch Typewriting And Introducing The Basic Combinations Method

simply by changing the
way you learn English." -A.J. Hoge
Ten Strategies of a WorldClass Cybersecurity
Operations Center
Independently Published
3 grades 73 pages, 7
unique assessments, 5
templates, 40 images.
Common Core-compliant,
the Ultimate Guide to
Keyboarding in the
Classroom: Middle School
(digital delivery only)
prepares students for the
demands of a techinfused classroom. It is
designed to be taught in
the computer lab or as a
shared
responsibility–multiple
teachers reinforce
keyboarding skills You
might also like: Ultimate
Guide to Keyboarding:
Middle School Companion
Student Workbooks (K-8)
Companion Student
Videos (grades 3-8)
Touch Typing in Ten
Lessons Perigee Trade
Ten Strategies of a WorldClass Cyber Security
Operations Center
conveys MITRE's
accumulated expertise on
enterprise-grade
computer network
defense. It covers ten key
qualities of leading Cyber
Security Operations
Centers (CSOCs), ranging
from their structure and
organization, to processes
that best enable smooth

operations, to approaches
that extract maximum
value from key CSOC
technology investments.
This book oﬀers
perspective and context
for key decision points in
structuring a CSOC, such
as what capabilities to
oﬀer, how to architect
large-scale data collection
and analysis, and how to
prepare the CSOC team
for agile, threat-based
response. If you manage,
work in, or are standing
up a CSOC, this book is for
you. It is also available on
MITRE's website,
www.mitre.org.
Touch Typing in Ten
Lessons, a Homestudy
Course with Complete
Instrucations in the
Fundamentals of Touch
Typewriting and
Introducing the Basic
Combinations Method
Penguin
The easy-to-use,
commonsense approach
to rules for group
leadership, with over a
million copies sold! A
unique, simpliﬁed,
commonsense approach
to rules for eﬀective
group leadership. This
practical manual: · Is
based on Robert’s "Rules
of Order," neither
changing nor superseding
standard procedure. ·
Enables anyone to use
Robert’s "Rules" without
memorizing the rules. ·
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Features the unique "splitpage" Finger Index for inmeeting use to locate
speciﬁc rules. · Includes
easy-reference questionand-answer charts
answering the eight basic
aspects of every motion. ·
Gives sound advice on
chairmanship,
classiﬁcation and
precedence of motions,
amendment, proper
phraseology, adjournment
procedure, questions of
privilege, points of order,
appeals, parliamentary
strategy, nominations and
elections, duties of the
secretary, record the
minutes. · Contains all
rules in common use
governing the discussion
and action of groups. · Is
indispensable for clubs,
unions, fraternal orders,
conventions, conferences,
and all meetings and
organizations where
orderly progress of
business calls for the use
of parliamentary
procedure.
Learn the best techniques
for keyboarding like a pro
Cambridge University
Press
The connoisseur's guide
to the typewriter,
entertaining and practical
What do thousands of
kids, makers, poets,
artists, steampunks,
hipsters, activists, and
musicians have in
common? They love
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typewriters—the magical,
mechanical contraptions
that are enjoying a
surprising second life in
the 21st century, striking
a blow for self-reliance,
privacy, and coherence
against dependency,
surveillance, and
disintegration. The
Typewriter Revolution
documents the movement
and provides practical
advice on how to choose a
typewriter, how to care
for it, and what to do with
it—from National Novel
Writing Month to letterwriting socials, from typeins to typewritten blogs,
from custom-painted
typewriters to typewriter
tattoos. It celebrates the
unique quality of
everything typewriter,
fully-illustrated with
vintage photographs,
postcards, manuals, and
more.
A Basic Typing Handbook
Using the Self-Teaching,
Learn-at-Your-Own-Speed
Methods of One of New
York's Most Successful
Business Schools
Structured Learning LLC
Featuring an easy-to-learn
method to touch type, this
edition includes how to
use Microsoft Word 2007
to best advantage.
Computer Keyboarding for
Beginners McGrawHill/Irwin
From the creator of the
popular website Ask a
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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 workplaceadvice 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 trashtalk 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 author’s
friendly, warm, nononsense 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
Keyboarding and Word
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Processing Essentials
Lessons 1-55: Microsoft
Word 2016, Spiral bound
Version Penguin
A textbook introducing
computer keyboard typing
skills with drills and
exercises.
Learn Touch Typing in
12 Simple Lessons
Currency
Teach yourself how to
type in 5 days instead of
wasting all year on it.
Zoom-Type is a
revolutionary
breakthrough in teaching
touch-typing FAST by
using the right brain. 100s
of quick snapshots and a
musical ﬁnger march get
you seeing, saying, and
tapping the correct keys
with the correct ﬁngers in
just 5 days (each session
lasts 5 minutes). For ages
4 to 94. Totally portableno computer necessary.
This is the only right-brain
typing course on the
market. You'll be speedtyping while students
trying other programs are
still just getting started.
Most computer-based
programs designed to
teach typing are still in
the dark ages,
pedagogically. The brain
learns best by pictures.
This typing course is
unique in 3 ways: (1)
Spaced repetition-ﬁveminute lessons, several
times a day! Away with
hour-long drudgery!

Rapid-ﬁre quick imprints
of the autonomic nervous
system gets the job done.
(2) Right brain-uses the
picture side of the brain,
not just the left side as
other typing methods do.
With Zoom-Type, you
subconsciously learn
where the letters LIVE, not
just what they ARE. (3)
Splintered skills-you learn
each skill separately, in
small increments, and
then when you put them
together all the brain has
to do is jump the
synapses between the
already acquired miniskills. The brain is tricked
into thinking the whole
task is super EASY. THIS
VERSION IS ONLY THE
PAPERBACK BOOK. IT IS
POSSIBLE TO LEARN THIS
PROGRAM WITH ONLY
THIS BOOK, BUT USING
THE AUDIO FILES IS
HIGHLY RECOMMENDED.
Contact Homeschool HowTos at
HOMESCHOOLHOWTOS.C
OM to order those MP-3
ﬁles for immediate
download via
WeTransfer.com after you
received this book.
Adapt, Take Risks, Grow
Your Network, and
Transform Your Career
Educators Pub Svc
Incorporated
Leave hunt-and-peck to
the chickens. Eﬀective
and eﬃcient keyboarding
is more than tapping the
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correct letter. Designed
for individual and
classroom use, this book
teaches you to react to
letters instead of ﬁnding
them on the keyboard.
This breakthrough guide
brims with step-by-step
exercises for keyboarding
with ease. Develop your
digital dexterity with
Keyboarding Made
Simple. Topics covered
include: • correct body
positioning and posture •
basic letters, numbers,
and symbols • faster
keyboarding using
AutoWords and
AutoBlends • using text
alignment and
justiﬁcation • envelopes
and letters • using
columns to create
newsletters • avoiding
common errors •
mastering the keypad •
handling electronic
communication
Save 1 Hour Per Day [40
Hours Per Month] How To
Books
This comprehensive guide
will prepare candidates
for the test in all 50
states. It includes four
complete practice exams,
a real estate refresher
course and complete
math review, as well as a
real estate terms glossary
with over 900 terms, and
expert test-prep tips.
Keyboarding Made
Simple Createspace
Independent Publishing
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Platform
Every year, 400,000
families in the United
States welcome
premature babies ... Ten
percent of babies born in
the U.S. are preemies. But
that one word, "preemie,"
encompasses a range of
medical and cultural
experiences. There are
textbooks, medical-ish
guidebooks, and the
occasional memoir to turn
to ... but no book that
collects personal
experiences from the
many people who have
parented, cared for, or
been preemies
themselves. Until now. In
What We Didn't Expect,
journalist Melody
Schreiber brings together
a chorus of acclaimed
writers and thinkers to
share their diverse stories
of having or being
premature babies. The
stories here cover
everything from lifechanging tests of faith to
navigating the red tape of
healthcare bureuacracy;
from overcoming
unimaginable grief to
surviving and thriving
against all odds. The
result is a moving,
heartfelt book, and a
crucial and informative
resource for anyone who
has, or is about to have,
the experience of dealing
with a premature birth.
Touch Typing in Ten
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Lessons Cengage
Learning
An examination of how we
use the term 'dyslexia'
and how this may
undermine aid for
struggling readers.
The Twits Pearson
Education
In the present book, How
to Win Friends and
Inﬂuence People, Dale
Carnegie says, “You can
make someone want to do
what you want them to do
by seeing the situation
from the other person’s
point of view and arousing
in the other person an
eager want.” You learn
how to make people like
you, win people over to
your way of thinking, and
change people without
causing oﬀense or
arousing resentment. For
instance, “let the other
person feel that the idea
is his or hers” and “talk
about your own mistakes
before criticizing the other
person.” This book is all
about building
relationships. With good
relationships, personal
and business successes
are easy and swift to
achieve. Twelve Ways to
Win People to Your Way of
Thinking 1. The only way
to get the best of an
argument is to avoid it. 2.
Show respect for the
other person's opinions.
Never say "You're wrong."
3. If you're wrong, admit it

quickly and emphatically.
4. Begin in a friendly way.
5. Start with questions to
which the other person
will answer yes. 6. Let the
other person do a great
deal of the talking. 7. Let
the other person feel the
idea is his or hers. 8. Try
honestly to see things
from the other person's
point of view. 9. Be
sympathetic with the
other person's ideas and
desires. 10. Appeal to the
nobler motives. 11.
Dramatize your ideas.
12.Throw down a
challenge.
Presentation Zen Prabhat
Prakashan
A self-teaching course
designed for beginners
and professionals to learn
and improve touch typing
skills. This book will
provide you with tips and
tricks to learn or improve
the touch-typing skill
without using typing
software. For quick
reference, handcharts are
included. The practice
lessons cover all the keys
i.e. alphabets keys,
numbers keys, and
punctuation keys. It is the
best book to quit hunting
and pecking habits.
Touch Typing Tips: All
The Touch Typing
Tutors The Countryman
Press
The groundbreaking #1
New York Times bestseller
that taught a generation
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how to transform their
careers—now in a revised
and updated edition “A
profound book about selfdetermination and selfrealization.”—Senator
Cory Booker “The Startup
of You is crammed with
insights and strategies to
help each of us create the
work life we
want.”—Gretchen Rubin,
author of The Happiness
Project In this invaluable
book, LinkedIn co-founder
Reid Hoﬀman and venture
capitalist Ben Casnocha
show how to accelerate
your career in today’s
competitive world. The
key is to manage your
career as if it were a
startup business: a living,
breathing, growing
startup of you. Why?
Startups—and the
entrepreneurs who run
them—are nimble. They
invest in themselves.
They build their
professional networks.
They take intelligent risks.
They make uncertainty
and volatility work to their
advantage. These are the
very same skills
professionals need to get
ahead today. This book
isn’t about cover letters or
résumés. Instead, you will
learn the best practices of
the most successful
startups and how to apply
these entrepreneurial
strategies to your career.
Whether you work for a

giant multinational
corporation, stitch
together multiple gigs in a
portfolio career, or are
launching your own
venture, you need to
know how to • adapt your
career plans as
pandemics rage and
technologies upend
industries • develop a
competitive advantage so
that you stand out from
others at work •
strengthen your
professional network by
building powerful
alliances and maintaining
a diverse mix of
relationships • engineer
serendipity that produces
life-changing career
opportunities • take
proactive risks to become
more resilient to industry
tsunamis • tap your
network for information
and intelligence that help
you make smarter
decisions The career
landscape has changed
dramatically in the
decade since Hoﬀman
and Casnocha ﬁrst
published this guide. In an
urgent update to the
frameworks that have
helped hundreds of
thousands of people
transform their careers,
this new edition of The
Startup of You will teach
you how to achieve your
boldest professional
ambitions.
Touch-type in 5 Days
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How to Books Limited
FOREWORD BY GUY
KAWASAKI Presentation
designer and
internationally acclaimed
communications expert
Garr Reynolds, creator of
the most popular Web site
on presentation design
and delivery on the Net —
presentationzen.com —
shares his experience in a
provocative mix of
illumination, inspiration,
education, and guidance
that will change the way
you think about making
presentations with
PowerPoint or Keynote.
Presentation Zen
challenges the
conventional wisdom of
making "slide
presentations" in today’s
world and encourages you
to think diﬀerently and
more creatively about the
preparation, design, and
delivery of your
presentations. Garr shares
lessons and perspectives
that draw upon practical
advice from the ﬁelds of
communication and
business. Combining solid
principles of design with
the tenets of Zen
simplicity, this book will
help you along the path to
simpler, more eﬀective
presentations.
Typing Academy How To
Books
"With this book you can
learn to touch type and 10
hours at a fraction of the
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cost of the course." Most
people use computers
today, but how many of
us can type? Learning to
touch type with this
method takes only 10
hours. You will reap the
beneﬁts for a lifetime,
whether you are using a
keyboard at work or at
home. The easy-to-use
lessons are provided into
manageable one-hour
blocks and there are
plenty of exercises to
consolidate what you
have learned. And touchtyping is a skill that can
make you money as well
as saving you time.
The RSA Typing and Word
Processing Book
Createspace Independent
Publishing Platform
Alphabet based typing
manual for individuals
learning the English
alphabet and language
The Typewriter
Revolution: A Typist's
Companion for the 21st
Century Simon and
Schuster
If you use a keyboard you
need this book. Most of us
use computers - many of
us all the time - but how
many of us can type
properly? 'When you've
learned how to touch type
a 3000 word report will
take you less than 1 hour
to type!' With this book
you can learn to 'touch
type' in ten hours at a
fraction of the cost of a
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course. It will also take
you less time than the
average course and, best
of all, you can learn in
your own home or oﬃce.
Just think how much time
you will save in your
working day - and you will
be able to concentrate on
the content rather than
ﬁnding the correct letters.
Touch Type in Ten Hours
contains easy-to-use
lessons divided into
manageable one hour
blocks, and there are
plenty of exercises to
consolidate what you
have learned. There is
also a reference guide
giving useful 'tips of the
trade'. This new edition
goes on to show you how
to use Microsoft Word
2007 to best advantage.
Most of us want to learn
all the basics as quickly as
possible and in no time at
all you should be able to
do everything from simple
word processing tasks
such as moving blocks of
text, to more complex
tasks such as mail merge,
graphics and creating
newspaper style columns.
Spend a few hours now
and reap the beneﬁts for
a lifetime, whether you
are using a keyboard at
work or at home.
Contents: Preface;
Introduction; Getting
started; Part 1 - Drills,
Hour 1: The Home Keys a,
s, d, f, j, k, l, and;

Consolidation; Hour 2: e
and i, g and h;
Consolidation; Hour 3: o
and n, shift keys and t 20;
Consolidation; Hour 4:
Extra practice, full stop
and y; Consolidation; Hour
5: Comma and w, r and b;
Consolidation; Hour 6: m
and u, p and c;
Consolidation; Hour 7: v
and x, q and z;
Consolidation; Hour 8:
Sentence drills; Hour 9:
Figures; Consolidation;
Hour 10: Alphabetical
paragraphs; Part 2 Additional Touch Typing
Practice Material:
Sentence practice;
Paragraph practice;
Longer practice pieces;
Tasks 1-10; Part 3 Microsoft Word Theory:
AN INTRODUCTION TO
WORD 2007; Running
Word; The Opening
Screen; Selecting
Commands; Standard
Toolbar; Formatting
Toolbar; THE BASICS OF
USING MICROSOFT WORD;
Preparing, Saving and
Printing a Document; Files
and Folders; Getting Help;
Selecting Text; Using
Bold, Italic and Underline;
Changing the Case of
Text; Centreing Text;
Moving or Copying Text;
Indenting Paragraphs;
Inserting Symbols; Line
Spacing; Changing the
Alignment of Text;
Centring Text on a Page;
Changing the Paper Size;
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Using Print Preview; Using
Tabs; Page Numbering;
Inserting a Page Break;
Changing Margins; MORE
ADVANCED FEATURES IN
WORD; Tables; Mail
Merge; Mail Merge to
Include Labels; Graphics;

Using Bullets and
Numbering; Columns; Part
4 - Reference Guide:
Important symbols and
general rules; More
general rules; Line
spacing; Fonts; Margins;
Paper sizes Manuscript
correction signs;
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Abbreviations and their
correct spellings; Putting
together sentences and
paragraphs; The business
letter; Memos; Emails;
Reports; Illustrations:
Correct sitting position;
Hand chart.

