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Week 1: Introduction to Enterprise Communication
● Understanding the role of communication in achieving organizational

goals
● Effective communication channels and tools in the workplace
● Overcoming communication barriers and fostering clarity

Week 2: Business Writing and Email Etiquette
● Writing clear and concise business correspondence
● Professional email etiquette and formatting
● Ensuring professionalism in written communication

Week 3: Effective Verbal Communication
● Developing con�dent and persuasive verbal communication skills
● Presenting ideas and information clearly and concisely
● Active listening and responding effectively to others

Week 4: Interpersonal Communication and Relationship Building
● Building and maintaining positive relationships in the workplace
● Con�ict resolution and effective negotiation skills
● Collaborative teamwork and fostering a supportive work environment

Week 5: Cross-Cultural Communication
● Understanding cultural differences in communication
● Adapting communication styles in diverse work settings
● Respectful communication and cultural sensitivity

Week 6: Communicating in Virtual and Remote Environments
● Strategies for effective communication in virtual and remote teams
● Utilizing technology for collaborative communication
● Overcoming challenges and building strong connections remotely
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Week 7: Break Week

Week 8: Setting SMART Goals
● Introduction to goal-setting theory and principles
● Setting Speci�c, Measurable, Achievable, Relevant, and Time-bound

(SMART) goals
● Aligning personal and team goals with organizational objectives

Week 9: Action Planning and Prioritization
● Developing action plans to achieve goals effectively
● Prioritizing tasks and managing time efficiently
● Tracking progress and making adjustments as needed

Week 10: Team Goal Alignment and Collaboration
● Aligning team goals with organizational vision and objectives
● Promoting collaboration and fostering a shared sense of purpose
● Effective communication for goal progress updates and coordination

Week 11: Goal Monitoring and Performance Evaluation
● Monitoring goal progress and tracking key performance indicators
● Identifying obstacles and implementing strategies for goal attainment
● Providing constructive feedback and performance evaluation

Week 12: Sustaining Goal Achievement and Continuous
Improvement

● Celebrating successes and maintaining motivation
● Re�ecting on lessons learned and areas for improvement
● Developing a culture of continuous goal-setting and improvement


