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Dear All,

I am working in a Software Company based in Chennai & wanted to provide training for the Front office Employees.

Kindly suggest what are the topics to be covered & also the Trainers in Chennai those who provide such trainings.




14th July 2009 From India, Madras
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Hi,

For front office employees the following modules will be apt.

Effective Communication Skills(oral and written)

Effective Listening Skills

Telephone Handling Skills( making and receiving calls, leaving message on voice mail)

Creating a positive Corporate Image

Cleanliness of Reception area




14th July 2009 From India, Thana
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Hi,

For front office employees the following modules will be apt.

Effective Communication Skills(oral and written)

Effective Listening Skills

Telephone Handling Skills( making and receiving calls, leaving message on voice mail)

Creating a positive Corporate Image

Cleanliness of Reception area

We as a training provider have our presence all over India. Please get in touch with me at 9987791851.

Regards,

Aparna Sengupta

Mumbai




14th July 2009 From India, Thana
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Dear 

Greetings to you from GLOBALedge.

We provide an effective training programme for Front office staff.  

Details are provided in the attached PDF. Please go through the same and call us @ 9443498027 for further information.

Thanks & regards,

RAJA C S N,

Director,

GLOBALedge TRAINING ACADEMY,

Erode

GLOBALedge TRAINING ACADEMY








14th July 2009 From India, Madras








			

			
Attached Files (Download Requires Membership)	
 FRONT OFFICE EXECUTIVE COURSE.pdf
  (232.8 KB, 3343 views)
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Dear Gramasubramani,



Front office staff need training on telephone etiquettes, lobby etiquettes, customer handling etc. 



I am Bangalore-based Management and Behavioural Training Consultant. I handle training assignments across the spectrum of industries. The differentiation of  my training is as below:

 

  a)   Very strong on content

  b)    My focus on controlling invisible cost through soft skill training

  c)   Conducting Psychometric wherever required.

   d) Above all ensuring positive change takes place because of the training.

 

 To know more about my training activities,  <link outdated-removed>  to visit my blog. In the blog, you will get information about my  <link outdated-removed>  ( Search On Cite | Search On Google ) . 

 

In the blog you also will get links of  <link outdated-removed>  ( Search On Cite | Search On Google ) ,  <link outdated-removed>  ( Search On Cite | Search On Google )  etc. For your convenience, I have attached Training e-Brochure to this mail also.

 

Regards,



Dinesh V Divekar

 



 

 

 




14th July 2009 From India, Bangalore








			

			
Attached Files (Download Requires Membership)	
 Management and Behavioural Training e-Brochure.doc
  (70.0 KB, 1128 views)
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Hi ,

Please give me your contact number. i have 6 Years of experience in training and development across all areas. i am right now a freelancer. PLEASE Post your number to me, i will keep in touch with you asap

\

Regards




16th July 2009 From India, Madras
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Hi,

Since its the Front office staff, there would be a high level of interaction involved with various entitites- both internal as well as external as also a maintenance of the work area. Hence, you could take up the following training modules:

- Personality Development (including Intra & Inter personal skills)

- Business Etiquette (including Telephone etiquette, personal appearance, handling various customers including foreign delegates)

- Effective Communication (Oral & Written Communication, Language skills, Listening skills)

- Handling the Office Communication system (especially the telephone network, if required)

- Office aesthetics

I do not really have a list of Trainers based down south as I am in Gujarat and we generally explore consultants around this area. 

Regards,

Miti




16th July 2009
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Folowing trainings can be conducted

- Personality and grooming

- Handling telephone calls

- Client etiquette

- Knowledge of entire office : where who sits / desk tel nos etc

- Dos and donts at the reception

- Time management

Regards

Sonali Wagle






16th July 2009 From India, Thana
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Hi,

We are from FranklinCoveySouthasia,we are the worlds largest training company. We are providing various training solutions to all verticals in the organization.

For FrontLine Employees we are having a training program called "7 Habits for Associates".this is based on the book of Dr.Stephen R Covey who is the author of the  "7 Habits of Highly Effective People" is the largest selling books in the world.

For more detials call me @09902433663

Thanks & Regrads,

Suganthy Jawahar




16th July 2009
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Dear Ramasubramani,

We are a leading Training Solution Provider HQ Bangalore, with resources in Chennai.

Pl visit our web site www.bizmentors.net for full info on our capabilities.

We can surely meet your requirement effectively, as we have a good track record with leading MNC clients.

Pl contact me on 98456 16203 or .

Tribhuvan

MD, BizMentors Pvt. Ltd.






15th August 2009 From India, Bangalore
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