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· Workplace Etiquette Part 1; After viewing the video, list three strategies from the video that will help you be successful during your first days of new employment
a) Always be punctual
b) Dress tidy 
c) Use respectful language
· Workplace Etiquette Part 2; After viewing the video, discuss the consequences of inappropriate communication and some techniques you can use to improve your communication both in daily life and the workplace. Please provide a written example of a professional voicemail you would leave based on the information you learned from the video. 
The potential consequences of inappropriate communication involved losing your job, and getting and arrested and charged. To improve my communication, I could use proper language when addressing people, pay attention to the customer and their needs, and ensure to maintain professionalism in the work environment such as avoiding sexual harassment. A voicemail is considered professional when the person introduces themselves, states the reason for their call, and leaves a call-back contact number. It is also beneficial to repeat the name and contact details one more time. 
· Workplace Etiquette Part 3; after viewing the video, describe how you would handle constructive criticism from a peer/co-worker. 
While dealing with constructive criticism from my peers, I would first take a step back and listen to their opinions and ideas. I would then ask for advice and seek clarification on points that are not clear. After the other party has finished, I would explain my logic and reasoning for the decisions I made. If time and space does not allow communication beyond this point, I would schedule another meeting with the candidate. 
· US Department of Labor: Enthusiasm and Attitude; after viewing the video, describe the steps you would take when preparing for an interview or meeting with a professional. 
a) I would first ensure I am dressed appropriately
b) Maintain time and possibly get to the venue ahead of time
c) After arriving at the scene, ensure your presence is known to the other candidate
d) Wait to be called upon without disrespecting the personal space of other
e) While in the interview, avoid phone calls and present yourself responsibly
· US Department of Labor: Teamwork; after viewing the video, describe a scenario in which the different dynamics of a team have influenced a work or class project. 
One class project required the student to form groups and analyze the influence of culture in the mannerisms and communication patterns of indigenous communities in the United States. To successfully accomplish the task, each team had to have a representation of five, and each team member was assigned a specific research topic such that the combined data collected completed the project. 
· US Department of Labor: Communication; after viewing the video, describe how technology has affected communication and how you will use technology when corresponding with college staff, classmates, and potential professional contacts. 
Technology has mostly initialized a new language mostly adopted by the millennial population where they may communicate in short form by either simplifying the words or using initials. Use of technology should ensure that communication flows from and to the persona involved, and hence using the medium as communication will need to abide by; professional standards when conversing with potential professional contacts and college staff, and should be adapted as necessary for each classmate. 
· US Department of Labor: Critical Thinking; after viewing the video, describe a project in which you used your critical thinking skills to benefit your employer or another group of individuals. 
The company was in a tough position, whereby we had a supply contract of sewing 1000 matching outfits whose deadline was in a week. The amount of labor involved would take a minimum of three weeks, and hence much of the costs would be overtime. However, my outsourcing proved influential since I managed to acquire an external company to complete the work, and it would cost the company 20% less of the initials calculated price without overheads. 
· US Department of Labor: Networking; after viewing the video, describe the types of activities you can involve yourself in to expand your professional network. 
To increase my professional network, I would need to have my portfolio ready and first seek out any organizations whose that I may be interested to work for. Next you can look up your contacts for any link to anyone who works there. Alternatively, you can look for people who work there and schedule a meeting where you can introduce yourself. 
· US Department of Labor: Professionalism; after viewing the video, describe three professional attributes you think will help you be successful as a professional in your field. 
a) Punctuality
b) Demonstrating initiative in finding ways to keep myself busy
c) Always completing tasks assigned to me with efficiency
Out of the nine videos, select the top three videos that you view as promoting success in your career. 
· For each of the three videos, explain how the information in the videos will be valuable for your career. 
All the videos are highly influential in my career. However three videos stand out as crucial; the soft skills video on networking is significant since it involves my expanding the number of professional contacts who will help in advancing my career. The work etiquette part three is also crucial in providing means to process and provide constructive criticism to develop and hone my skills. The soft skills video on enthusiasm and attitude is influential in the presentation during a meeting or an interview. 
