Tips Covered In The Newsletter
Business/Soft Skills

Microsoft Office

Business Etiquette Tip

Microsoft Project (Beginner) Tip

Communication Skills For Leaders Tip

Excel Dashboards and Reporting Tip

Business Etiquette Tip

- Maintain visibility.
- Non-verbal communication matters.
- Behave impeccably during meetings.
- Dress appropriately.
- Give respect to everyone.
- Remember the most basic spoken manners ("Please", "thank you" and "you are welcome").
- Show up to the place you’re supposed to be, at the right time, day in, day out. This demonstrates that you are -- a
person who honors their commitments. Punctuality is Key.

Business Etiquette - Course Outline

Communication Skills For Leaders Tip

-

Listen more than you speak.
Be positive and respectful.
When you speak, know what you are talking about.
Be direct, specific and communicate with clarity.
Replace ego with empathy and read between the lines.

Communication Skills For Leaders - Course Outline

Subscribe A Colleague/Friend To Our Training Tips Newsletter

Microsoft Project (Beginner) Tip

Designed to assist in developing plans, use Microsoft Project to:
- Assign resources to tasks.
- Track progress of the tasks.
- Manage budgets.
- Analyse workloads.

Microsoft Project (Beginner) - Course Outline

Excel Dashboards and Reporting Tip

Clean and consolidate data with Excel Dashboards and Reports by:
- Sorting data to see extremes.
- Removing duplicates to avoid errors.
- Changing the text to lower, upper or proper case.
- Removing leading and trailing spaces.
- Provide the data in an easily understandable format. It is important to display the key performance indicators in--real-time.

Excel Dashboards and Reporting - Course Outline

Training Tips Covered Next
Covered in our next training tip newsletter will be the following:
Business/Soft Skills
- Conflict Management Tip
- Facilitation Skills Tip

End User Computer
- Microsoft Excel (Advanced) Tip
- Microsoft Outlook (Beginner) Tip

Together as the nation, we can beat the spread of coronavirus.
We are #StrongerTogether when we #StayAtHome.
#StaySafe #StayHome #FlattenTheCurve

