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Course Content
This course is intended for those who wish to strengthen their communication skills and enhance their professional relationships within their organization

Learners who successfully complete this module will:

· Understand that the ability to communicate impacts not only on the individual, but the organization in which the person operates. 

· Use effective ways of one and two-way communication

· Give effective feedback to others

· Skilful in interacting with other employees to work together

Course Content

· Learning to Learn

· Non-verbal Communication

· Personal Interaction

· Reading

· Writing

· Media Awareness and Visual Communication

· Introduction to Information Technology

Please contact S.W.E.E.T.S Offices Kilbeggan on 057 – 9332030 
for information on our courses
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Course Content
The course is aimed at people who want to become more effective in the workplace and to enhance their ability to work with others.

Learners who successfully complete this module will:

· Will be to identify areas of improvement and will set goals around these and plans to achieve these goals.

· Will understand what it takes to develop and work within a good team..

 Course Content

· Draw up a personal learning plan.

· Gather information needed to carry out task(s).

· Review and adapt the learning plan, if necessary.

· Practice different ways of learning in different situations.

· Work as a member of a team.

· Maintain a safe and efficient working environment.

· Observe safe work practices.

· Observe hygienic work practices.
Please contact S.W.E.E.T.S Offices Kilbeggan on 057 – 9332030 for information on our courses
