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Introduction to communication, Verbal communication skills, Interpersonal communication, Public speaking,
Written communication & Presentation Skills, how to be brilliant in a job interview.

Common technical genres including emails, memos, agendas and minutes, and reports. Contemporary
technologies, applications and Artificial Intelligence in technical writing.
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The course discusses the various aspects of communication, including
effective communication skills both in-person and online communication methods
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using clear and concise strategies. This course emphasizes the importance of
expressing oneself simply and accurately to avoid misunderstandings. Moreover,
it equips students with the appropriate technigque to adapt a personal
communication style in different situations and with different audiences. This
course stresses the importance of active communication skills: speaking and
listening, building relationships with colleagues and business associates. This
course provides obtainable strategies to enhance students’ communication sKills,
simplifies the complexities of communication patterns in a modern workplace.
Finally, it emphasizes the importance of understanding communication ethics on
social media platforms and at the workplace.

(1-2)3 Secretarial Career Path L61411254
This course is a new educational resource for secretarial professionals who want to improve their
English communication skills in a work environment. It introduces career-specific vocabulary
and contexts that will indulge students in the four key language components: reading, listening,
speaking and writing. This course introduces topics associated with the basic skills a secretary
must acquire to accomplish a successful career path. These topics tangles office modern
equipment, bookkeeping skills, business correspondence, and different types of communication.
Eventually, students are led to produce oral and written communication.
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