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An Introduction to Professional Email Writing

O Date: 7% 9¢ 32U 27 10A]- 235 124
O Lecturer: Jennifer Baillargeon (7|28 ZolHw4)

O Place: Online(Zoom)

In most professional fields of work and study, writing emails is a daily task, and it
can be a challenge to communicate your purpose for writing concisely and politely. In
this workshop, participants will learn how to structure an email effectively and deliver
the content of an email in English using an appropriate tone and level of formality.
The presenter will introduce the key parts of an email and some basic expressions
that are commonly used in email writing. Participants will have the opportunity to
interact and practice writing a sample email in small groups. They will receive
feedback from the presenter and discuss some tips related to email etiquette. It is not
required; however, it would be helpful to bring a device such as a laptop or tablet in
order to practice writing and receive feedback. (F°]7<])

Writing an Effective Resume

O Date: 7% 16¥Y 3122 274 10A]- 22 124]
O Lecturer: Jennifer Baillargeon (7|28 ZoEw4)
O Place: Online(Zoom)

In this workshop, participants will learn how to effectively structure and design a
resume in order to make a strong first impression to potential employers. Participants
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will have an opportunity to brainstorm and outline their ideas to begin the first stage
of crafting their personal resumes. Using the techniques and resources from the
session, participants will leave the session prepared to independently write their
resumes with confidence. It is not required; however, it would be helpful to bring a
device such as a laptop or tablet in order to practice writing and receive feedback. In
addition, if you are currently in the process of writing a resume, feel free to bring it
to the session.(J°]7}+9))

Writing an Effective Cover Letter

O Date: 7% 18Y 322 2 10A]- 23 124]
O Lecturer: Jennifer Baillargeon (7|28 ZolHw4)
O Place: Online(Zoom)

In this workshop, participants will learn how to effectively organize and structure a
cover letter, which is also known as a job application letter. The presenter will
provide participants with strategies for structuring a cover letter and tailoring it to the
specific needs of potential employers. Participants will have an opportunity to
brainstorm and outline their ideas to begin the first stage of organizing their cover
letters. Using the techniques and resources from the session, participants will leave
the session prepared to independently write a cover letter with confidence. It is not
required; however, it would be helpful to bring a device such as a laptop or tablet in
order to practice writing and receive feedback. In addition, if you are currently in the
process of writing a cover letter, feel free to bring it to the session. (F°]79])

Job Interview Fundamentals: Common Interview Questions

O Date: 7% 239 32 27 10A]-2.5 124]
O Lecturer: Jennifer Baillargeon (7|28 Zo)HEw4)
O Place: Online(Zoom)

This workshop is a series that includes two separate sessions; however, it is not
required to attend both sessions. A job interview can be one of the most stressful
experiences in a person’s life. The keys to being successful on a job interview are
preparation and practice. In this workshop, the presenter will provide an overview of
what to expect during a job interview and provide strategies that participants can use
to prepare and build confidence leading up to the interview. Participants will learn
how to respond to a variety of common questions that might be asked during a job
interview. The first session will focus on personal questions that are asked in an
interview such as self-introduction questions and questions about strengths and
weaknesses. The second session will focus on experience-based questions and
behavioral type interview questions. Participants will also have the opportunity to
interact in small groups and practice interviewing skills by engaging in short

role-plays. (F°1749])




Job Interview Fundamentals: Experience-Based & Behavioral Interview Questions

O Date: 7% 2529 222 27 10A]-2% 124]
O Lecturer: Jennifer Baillargeon (7|28 ZolHw4)
O Place: Online(Zoom)

This workshop is a series that includes two separate sessions; however, it is not
required to attend both sessions. A job interview can be one of the most stressful
experiences in a person’s life. The keys to being successful on a job interview are
preparation and practice. In this workshop, the presenter will provide an overview of
what to expect during a job interview and provide strategies that participants can use
to prepare and build confidence leading up to the interview. Participants will learn how
to respond to a variety of common questions that might be asked during a job
interview. The first session will focus on personal questions that are asked in an
interview such as self-introduction questions and questions about strengths and
weaknesses. The second session will focus on experience-based questions and
behavioral type interview questions. Participants will also have the opportunity to
interact in small groups and practice interviewing skills by engaging in short role-plays.
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