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

Tips Covered In The Newsletter
Business/Soft Skills

Microsoft Office

Telemarketing

Microsoft Excel (Advanced)

Keyboard Skills

Microsoft PowerPoint (Intermediate)

Telemarketing (Using the telephone as a sales tool) Tip

-

Take action on your calls.
Always thank the person on the other end for his or her time.
Create a script that will help you achieve your objective.
Be prepared to talk through any issues or concerns the client might have.
Have answers available at any given moment to avoid having to place a prospect on hold.

Telemarketing (Using the telephone as a sales tool) - Course Outline

Keyboard Skills Tip

-

Don't look at the keys when you type.
Always return to the starting position of the fingers "ASDF – JKL;".
Using the thumb of whichever hand is more convenient for you to press the Space bar.
Take your time when typing to avoid mistakes, the speed will pick up as you progress.

Keyboard Skills - Course Outline

Subscribe A Colleague/Friend To Our Training Tips Newsletter

Microsoft Excel (Advanced) Tip

With Microsoft Excel you can:
- Gather, structure and present data so that it looks impressive.
- Use charts to communicate effectively and present results in a stunning manner.
- Using conditional formatting to highlight portions of your data that meet any given condition.
- Use data tables to model practical problems and analyse massive amounts of data for a solution.

Microsoft Excel (Advanced) - Course Outline

Microsoft PowerPoint (Intermediate) Tip

With Microsoft PowerPoint you can:
- Use charts and graphs in your presentation.
- Add slide transitions to bring your presentation to life.
- Play audio while you are presenting and time the slides to fit the music.
- Edit the appearance of presentation handouts, including the layout, headers, footers and background.

Microsoft PowerPoint (Intermediate) - Course Outline

Training Tips Covered Next
Covered in our next Training Tip Newsletter will be the following:
Business/Soft Skills
- Critical Thinking Tip
- Selling In A Recession Tip

End User Computer
- Microsoft Word (Intermediate) Tip
- Microsoft Visio (Beginner) Tip

