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Professionalism in the Office

Course Description

Professionalism in the Office is designed to teach the skills needed to be more professional on the job. This
self-study will emphasize the positive results when an employee possesses courtesy, work organization,
time management skills, effective interpersonal communication skills, knowledge of the organizational
culture, and flexibility for change. This course gives the opportunity to assess personal performance,
participate in learning experiences not available in the day-to-day work environment, and define and
evaluate personal goals/objectives related to career growth.

Course Objectives

After successful completion of this course, participants will be able to:

Recognize the qualities that help you to be more professional on the job.

Develop an awareness of the standards and abilities required for professional job performance.
Learn how to develop an understanding of your organization's policies, procedures, and

philosophy.

Improve your outlook and motivation.

Improve behavior related to interpersonal communication and courtesy.

Stimulate teamwork through learning how to communicate with peers, supervisors, and other co-
workers.

Learn how to increase your productivity by organizing work, setting priorities, and managing your
time effectively.

Learn how to accept organizational changes and how to benefit from new opportunities.
Understand that all professional skills and behaviors can be learned, perfected, and used successfully in
both the business and world and in your personal life.

Two CityPlace Drive, Suite 200 m St. Louis, MO 63141
Office: 800-396-2402 m Fax: 866-311-2305 m E-mail: info@h-c-h.com m Website: www.h-c-h.com




