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LEARNING BASIC OFFICE SKILLS

Where are you problems?

To solve a problem, you have to face one boldly. You first must know what your problems are. If it is something to do with your work or job responsibility,
may be you are just stressed and frightened.

May be it's your fear that is not letting you do your job, because, once again, the organization would not appoint you otherwise. Or may be you have some
problem with the new environment, or it may also be the case that you have some problem with your co-workers and their career advice.

Maybe you think they do not like you or are not talking to you well or something like that. Try to understand what the problem is.

How to face the problems?

Once you have identified the problem, the first common step to face every problem in life is to believe in yourself and learning basic office skills to solve the
office problems is no exception. This is also the hardest step sometimes. Once you have done that, the rest is easy enough. If you think you just can not adjust
with the new environment, that’s only natural; especially if you are a fresher.

The standard school or college environment is so different from that of the office that it easily leads to a problem. The only remedy is to be happy, make
friends and/ or seek help from your co-workers. If you have a problem with the co-workers, it’s natural once again and just a specialized form of the previous
one.

Maybe you are paranoid. You need to talk to them and if possible make friends with them. They should not dislike you without any reason. If you have given
them areason, try to correct it by talking to them as soon as you can, because, after all, these are the family of your second home.

Learning skills that can help

The important basic office learning skills are:

* Be a team player

* Be responsible

* Be helpful to others

* Finding and sustaining communities

¢ Managing emotions and

» Managing technological changes

Learning basic office skills is important for every individual. The key paths to solve these problems are patience and understanding mentality. And remember
throwing away your career planning is not a good option because others have been where you are now and most of them have succeeded. So why can’t you?
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