Mihaela Geanina Oneamoise-2232227
Module: Digital Technologies

Course: Send Emails in the Workplace
Objectives: -How to write an email for any situation at work!
-How to write polite and respectfully!

-How to edit and send your email!
-When not use email

All emails have 5 basic parts: recipient, subject, greeting, body and
closing.

Email informing, | will be late for work.
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How to edit emails:
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When do NOT use email:

e Asking supervisor for a raise
e Filing a complaint about coworker
e Giving bad news

e Discussing other confidentiality or privacy concerns

Email someone you don’t know!

Objectives:

-Search online for the name or email address of someone you’d like to contact outside of your
organisation

-Write an email explaining why you are writing and how you can be reached
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Zia Nina — Italian Restaurant Bridgend
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To hello@zianina.co.uk *

Discussion about jobs opportunity in your restaurant ! Draft saved at 11:51 PM

Hello Zia Nina,

My name is Mihaela, and we met last week in the town center at the "Christmas lights
on"events .

I really enjoyed talking with you about the job opportunities in your restaurant, and |
hoped we could meet next Saturday to talk more about that job opportunity because I'm
interested in a chef job !

| appreciate your help and | look forward to receiving your response!

Please contact me on this email or at this mobile number: 0765446333

Best regards,
Mihaela|





