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In this course, students develop
the skills necessary to
communicate effectivelyina
professional business
environment and learn how to
prepare basic business
documents including letters,
memos, and presentations.

O

Topics include employer

Tuesdays . .
Jan. 30, 2024 - May 21, 2024 expectations, success skills,
12:30 p.m. - 2:30 p.m. basic business etiquette, and
business professionalism.
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