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Schedule
9.00-12.00 13.00-16.00
Day 1 Greeting and Introduction Offering Help and Everyday
. Informal and Formal greeting Communication
. Introducing oneself and others . Asking for Help
. small talk . Giving Help
. Talking on the Phone
. Communicating through emails
. Office chit-chat
Day 2 Directions and Locations Library Information and Introduction
. Asking for Directions - Library location & Directions
. Giving Directions - Library Staff
. Describing Locations - Library Policy & Administration
- Library Budgeting
Day 3 Library Service & Presentation Q & A'in Library
- Introduce Library - Reference Services
- Library Service - In-house Services
- Library Activity - Telephone Services
- Library Information - Online & Social Media Services




