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Using Word: I Learned how to format, structure paragraphs, and use basic editing tools in Microsoft word to write academic assignments.
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Above screenshot shows the email tool that i have used for communication
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Above screenshot shows the powerpoint that i have used
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rafael rojas <rrraaafffaaaeeellloool@gmail.com> 11:19 (hace 25 minutos) Y @ “«
para CARLABONFIM105 v °
Dear Carla Bonfim.
o
| hope this email finds you well. -
| am writing in advance to coordinate my vacation period for next year. My proposed dates are from 15/03/2027 to 30/03/2027.
Ahead of these dates, | will ensure all my tasks are up to date and organized so that everything runs smoothly in my absence. +
Please let me know if these dates work or if we need to adjust them.
Best regards,
Rafael Roias Bernal.
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I. Effective communication serves as the core foundation that upholds success and

harmony within any contemporary corporate setting (Katz and Kahn, 1978).

©

I. When groups exchange details transparently, smoothly, and clearly operational

mistakes are avoided, and daily misunderstandings drop significantly (Robbins and Judge,

2017).

I. This becomes quite clear during intricate projects, where routine coordination stops

delays and enhances overall employee performance (Clampitt, 2016).

I. In summary, promoting open communication channels not only elevates collective

and individual productivity but also builds a collaborative and healthy corporate

atmosnhere (Taurish 2010
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