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(ii) Interpersonalcommunicationskills
(iii) %",

. - Telephone etiquettes
- Dealing with PeoPle



(iv)

(v)

- Work Prioritization and schedule management

- Web browsing skills

Leadership- Personal effectiveness & self leadership

- Situation leadershiP

Time and stressmanagement
- Managing schedules
- Positive thinking & personal well being

(vi) Panel discussion - Efficient office Management
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