
Upcoming Staff Training Sessions 

Dear Team, 

We are excited to announce a series of upcoming training sessions designed to enhance our skills 

and improve our workflow. Please see the details below: 

• Session Title: Effective Communication 

• Date: March 10, 2023 

• Time: 9:00 AM - 12:00 PM 

• Location: Conference Room A 

• Session Title: Time Management Strategies 

• Date: March 15, 2023 

• Time: 1:00 PM - 4:00 PM 

• Location: Conference Room B 

Please make it a priority to attend as these sessions will provide valuable insights and tools. A 

sign-up sheet will be circulated to confirm attendance. 

Thank you! 

Sincerely, 

The HR Team 


