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Skills Programs – Fall 2013
Executive Communications Coaching Sessions :
October 18th & November 8th OR October 25th & November 15th

No matter which career path you choose, you will likely be called upon to present facts in a clear, concise and persuasive matter, to audiences both large and small.  To help you develop these skills, we have created a one-on-one coaching program designed to enhance your effectiveness and confidence in your communication skills.  This program will provide you with two individual meetings with Ann Fischer from the Wharton Communications Program.  You will have three weeks between the first and second session to give you an opportunity to practice your skills and receive a second evaluation.  In these sessions, you will establish goals for your communications development, practice your skills and receive valuable individualized feedback for improvement.
Brown Bag Language Exchange
Mondays at noon, October 14th-November 18th
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This Fall, Penn Law's Center on Professionalism and its International Programs Office are jointly sponsoring a new brown bag language exchange series.  In this series, J.D. students who wish to practice one of four languages: Spanish, French, Mandarin or Japanese will meet over lunch with LL.M. students who speak those languages fluently and who wish to practice their English language skills.  These sessions will allow students to get together in an informal setting at the law school and to improve their language skills through conversations with fellow students.  At each session, the group will be provided with a fun language exercise to get the conversation started.  Although students do not need to meet any proficiency requirement, because the exercises will involve reading and writing in the chosen language, we suggest that students possess conversation speaking ability in their chosen language and have sufficient comfort with reading their chosen language to review a short news article.  All meetings will take place on Mondays from 12-1pm.  The sessions will run for six weeks in October and November.  Each week, two different languages will be highlighted in accordance with the following schedule:
October 14, 2013: Mandarin (Silverman 270) and French (Silverman 147)
October 21, 2013: Spanish (Silverman 270) and Japanese (Silverman 147)
October 28, 2013: Mandarin (Silverman 270) and French (Silverman 147)
November 4, 2013: Spanish (Silverman 270) and Japanese (Silverman 147) 
November 11, 2013: Mandarin (Silverman 270) and French (Silverman 147)
November 18, 2013: Spanish (Silverman 270) and Japanese (Silverman 147)
PowerPoint for the Legal Professional:
Friday, November 1st, 2013, 1:30-2:45

Sharpen your presentation skills by creating slide shows filled with many different PowerPoint commands.  The session will be led by Craig Brody, a long-time computer skills training instructor at Wharton, who has received rave reviews from Penn Law students for his training programs.  Specific topics will include: 
· Exploring PowerPoint Views, Designs, and Slide Layouts
· Creating Charts
· Using Diagrams and Drawing Tools
· Importing Excel Data
· Creating Web links; Using Animation and Special Effects
· Programming Automatic Action Settings

Using Excel Effectively in Practice:
Friday, November 22nd, 1:30-5:30

To help you prepare to effectively work with clients’ financial documents, prepare reports for meetings of your non-profit’s board of directors or submit budget requests at a government agency, we are providing a program on using Excel effectively, which will prepare you to work with Excel and give you a head start in understanding and manipulating client data.  Craig Brody, a Wharton training instructor, will provide a full day program in a small-group setting.  This program will cover Excel fundamentals, such as editing data and using formulas and charts, as well as more intermediate-level skills such as statistical functions and the ability to link to other Microsoft applications.
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