Communicating Using Email/Sending Emails in the workplace
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For this course, I had to send emails in the right format in order to build a structure and the email to be set to follow.  I learnt that the email must be respectful to gain a response from it. 
There are different elements that must be included, I had to choose two situations, from this I then had to include a recipient, subject line, greeting, body and the closing. I had to follow the instructions that each task told me to do, I did this and applied my skills.
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This course gave me all the important information that is required by using an email, what people would expect and how. This course will allow a better understanding of why emails are important and how they benefit us, for everyday use. Some of the things I didn’t know, all the information was included about how it would attract people that are reading it.
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Here, there are images that I could attach to make it more appealing when another recipient reads the email, to ensure it meets their needs. Also, there was information about how and when not to structure your work, including drawbacks. Writing aspects of presenting and what the response should be.
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