Tip Sheet Preparation
I just need assistance putting this together this makes no sense to me at all. I am not asking for the assignment to be done or the essay. You helped me with the first part know I just need assistance putting it together
· List what you do poorly

· Provide suggestions for how to improve

· List words frequently misspelled 

· Identify grammatical issues you encounter frequently 
· List appropriate openings and closings for letters

· Identify ways to conduct a good meeting

· Identify problems with your oral presentation skills and methods to overcome them

· Identify potential problems in resume development and interviewing skills

· Again, list ways to overcome them

· Determine (with others' help?) your listening skills and non-verbal "presence", how can you improve both?

· Think about ways you can present a more professional and warm demeanor

· Discuss appropriate dress and courtesy for the office and different work scenarios

· Consider a list of things to avoid:  gun chewing, saying ummm, a poor handshake.  

· Make some goals for your long term development as well.
