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What I have learned over the past month.
I have learned how to use and understand Miscrosoft Office, which is the most use business productivity software global 
I have learned the professionalism in all correspondence, how to use powerfull tools to manage high volume of daily mail.
This past month has been  highly focused on use tools, it provide me with essentials digital literacy and professional skills. The most important will be daily communication. I can now ensure communication with management and team.
I learned from the WORD session as powerful tools to creating documents in professional way. I also understood more professional formatting, collaboration tools and documents structure. Understanding how to use comments and track changes 
This will allow me to work more effectively with the team






