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Why is it that some people are highly successful in an organization and the larger social environment while others
keep failing miserably? We believe that the key to success[] among other factors(] lies in how you interactw ith
others and manage your relationship with them.The book takes a unique relationship management approachl] in
which we focus on six success factorsC] namelyJ communication[J common interest[] credibility(] commitment
[0 collaboration] and comprom ise[] the socalled 6C's. The book discusses some of the new challenges of
professional communication in context of the changes that have been occurring in society since the turn of the 21st
Century. The first challenge that any graduating college student faces ishow to find a job.Don t expect to land the
best professional position if you have not learn-ed how to write a resume or present yourself in an interview.Once
you have got the job[J you will soon feel the need to adapt to the new organization and the people there.The
challenge can be enormous.You had all along believed that you were a good listener(] but your new colleagues now
say you are not.You had all along felt proud of your writing skillst but now your new boss says you can't even
write a memo correctly.And you never thought you could be thrown into situations where you have to speak like
amature professional.You might be over whelmed by other problems that you had never foreseen.Even after having
spent years in an organization[] you might still find it difficult to balance between being an effective professional
and being a person whom you have always wanted to be.From Day One when you enter an organization to the day
you choose or are forced to leave[] you may have felt frustrated[] alienatedd or angry with in the confines of your
office.You will encounter these issuesC] and may others.This book will provide you with the know ledge to handle
these situations professionally and confidently. We will take you through all these challenges and provide our
advice and suggestions informed by our own researches and life experiences working and living in the United States
[0 China and other parts of the world.
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1. Professional Communication in a Changed Professional Environment 6 C's of Professional Communication
Communication Common Interest Credibility Commitment Collaboration Compromise Current
Social Trends Technology Mobility Acceleration Change Why Is Professional Position2. Finding a
Professional Position Getting the Professional Position Finding Professional Career Opportunities  College
Placement Offices Newspaper and Internet Advertisements  Private or Government Employment Agencies
Friends and Family——Your Network Research Resumes How Employers Use Resumes  Types of Resumes

Guidelines Emphasis Resume Subhadings Layout What Not to Inclued Cover Letters Parts of the
Cover Letter Selection Interview Preparation  Developing an Interview Strategy What to Wear Phone
Interviews The Power of Nonverbal Communication During the Interview Thank You and Follow-up
Opportunities Negotating for Salary and Benefits Dealing with Rejection3. Beginning Professional Relationships4.
Communicating in Organizations5. Being a Professional Listener6. Writing as a Professional7. Speaking as a
Professional8. Balancing Communication as a Professional and as a Person9. Communicating Emotins at Work10.
Leaving the OrganizationBilbliography
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[0 O Trustworthiness iS the 1evel of honesty you are perceived to hold-  You must do all you can at this point to
develop a reputation tor being absolutely trustworthy[] Trustworthiness is judged along a continuum ot being
totally trustworthy to totally untrustworthyJ It IS a natural inchnation to over-promise in order to impress your
new supervisor and colleaguesC] However[] if those expectations are not met[d your trust credibility and abihty to
influence suffersC] Furtherd your own self-respect will likely decrease[] which leads to a decrease in your
interpersonal attraction[] as people do not like associating with those with little self-respectd Instead of
over-promising] you can be much more successful in the long term if you fulfill promises deliver or say no(with
reasons) when you cant deliver what is being requested ] Developing the ability] co exceed expectations will
further your relationship building(] [0 [0 Goodwill is the third element in source credibilityd It is especially
important to maintain goodwill with those with whom you work on alJ regular basist] It is important that others
see you as canngl] versus bemg nlotivated primarily by selfish concerns] If we do not befieve another[] Derson
has our best interests at heart[] we are highly unlikely to believe] what he says to us[] Goodwill can be established
through sincerely listening to others and through gestures such as remembering birthdays(if doing so is acceptable
in your organization)and extending congratulatlons and sympathy when situations arise] [1 J Competence

[ trustworthinessJ and goodwill have long been known tolJ be important factors in developing the impression of
credibillity. It we[J can establish these perceptions of ourselves in otherst] our relationshap] building
opportunities will grow] Another way to open communlcationl] paths is through self-disclosure.
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