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Telephone Etiquette Tip

Telephone Etiquette includes being:
- respectful to the person you are engaging with,
- showing consideration for the person's limitations,
- allowing the person time to speak,
- communicating clearly,
- and much, much more.
Learn how to:
- handle ethical dilemmas and personal issues,
- become a good conversationalist,
- and be courteous when communicating.

Telephone Etiquette - Course Outline

Business Writing Tip

Good Business Writing demonstrates that the writer values the reader's time.
When a writer is able to organize their thoughts, concerns and present them in a way that is easily understood, the
reader benefits.
On the other hand, poor writing forces the reader to spend time and energy trying to understand what is being
communicated. In many cases, the reader may have to ask the writer clarifying questions.

Business Writing - Course Outline

Microsoft Excel Tip

Power Pivot is an Excel feature that enables the import, manipulation, and analysis of big data without loss of
speed/functionality. Power Pivot tables are pivot tables that that allow the user to mix data from different tables,
affording them powerful filter chaining when working on multiple tables.

Microsoft Excel (Level 2) - Course Outline

Microsoft Outlook Tip

Email has become one of the most widely used methods of communication, whether for personal or business
communications.
In most organizations, large or small, email is the preferred form of communicating information amongst employees.
As email grows in popularity and use, most organizations have found the need to implement a corporate mail
management system such as Microsoft Office Outlook to handle the emails and meeting invitations sent among
employees.
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Caution Around Coronavirus

We are #StrongerTogether when we #StayAtHome
#StaySafe #StayHome #FlattenTheCurve

