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Clerks Agenda – Day 1 & 2 – Sessions A, B, C & D

Wednesday, September 1st. 2021
	TOPICS
	ESTIMATED TIME
	ATTENDEES (s)

	
	
	

	Training room walkthrough and setup
	9:00am to 9:30am
	

	
	
	

	Introductions
	9:30am to 9:40am
	

	
	
	

	Introductions, Training Objectives, and Agenda
	
	List all training participants expected to attend

	Expectations, Devices Policy, Emergencies, 
	
	

	Icebreaker, etc.
	
	

	
	
	

	Increase productivity right away (40 + 10)
	9:40am to 10:30am
	

	
	
	

	Adapt to the needs and styles of management
	
	

	Improve your communication skills; written & verbal
	
	

	Manage meetings effectively
	
	

	Being an effective gatekeeper
	
	

	Update your organizational skills; calendar management
	
	

	Understand the confidentiality guidelines
	
	

	Activity – TBD
	10 Minutes
	

	
	
	

	Morning break
	10:30am to 10:40am
	

	
	
	

	Business Etiquette (40 + 10)
	10:40am to 11:30am
	

	
	
	

	The importance of business etiquette
	
	

	Guidelines on how to make effective introductions
	
	

	Identify the 3 C’s of a good impression
	
	

	Understand the value of the four levels of conversations
	
	

	Etiquette guidelines on managing business emails
	
	

	Etiquette guidelines to manage telephone conversations
	
	

	The meaning of colors in dressing for success
	
	

	Wrap-up
	5 Minutes
	

	
	
	

	
	
	

	
	
	

	Transition from Session A to Session B
	11:30am to 12:00pm
	

	
	
	

	Transition from Session C to Session D
	11:30am to 12:00pm
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOPICS
	ESTIMATED TIME
	ATTENDEES (s)

	
	
	

	Introductions
	12:00pm to 12:10pm
	

	
	
	

	Introductions, Training Objectives, and Agenda
	
	List all training participants expected to attend

	Expectations, Devices Policy, Emergencies, 
	
	

	Icebreaker, etc.
	
	

	
	
	

	Increase productivity right away (40 + 10)
	12:10pm to 1:00pm
	

	
	
	

	Adapt to the needs and styles of management
	
	

	Improve your communication skills; written & verbal
	
	

	Manage meetings effectively
	
	

	Being an effective gatekeeper
	
	

	Update your organizational skills; calendar management
	
	

	Understand the confidentiality guidelines
	
	

	Activity – TBD
	10 Minutes
	

	
	
	

	Afternoon break
	1:00pm to 1:10pm
	

	
	
	

	Business Etiquette (40 + 10)
	1:10pm to 2:00pm
	

	
	
	

	The importance of business etiquette
	
	

	Guidelines on how to make effective introductions
	
	

	Identify the 3 C’s of a good impression
	
	

	Understand the value of the four levels of conversations
	
	

	Etiquette guidelines on managing business emails
	
	

	Etiquette guidelines to manage telephone conversations
	
	

	The meaning of colors in dressing for success
	
	

	Wrap-up
	5 Minutes
	

	
	
	

	
	
	

	
	
	

	
Comments: 

	
	


· These are the proposed topics for the upcoming professional development training sessions A, B, C & D. 
· This draft agenda can be modified based on business needs and updated expectations. 
· Final changes to the agenda must be made at least one week prior to the first day of training. 
· We strongly recommend one course/topic per hour to ensure proper delivery and content consumption. 
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