Name: ___________________________
Workplace PowerPoint Student Instructions
You are a human resources manager and have been asked by your employer to create a Workplace PowerPoint to show all new employees upon hire. The PowerPoint will cover the aspects of the workplace discussed in this unit: appropriate versus inappropriate behaviors and attitudes, effective communication, respect and tolerance, leadership and teamwork, and work ethics. The PowerPoint should be geared towards those who have been newly hired. This PowerPoint should be generic and should be applicable to any job/career. Remember to give real-world examples to help the new hires understand why these topics are important in the workplace. 

You will have a rubric to follow and to give you a guideline for information; however, here are a few points to remember:
· The PowerPoint should consist of no less than six slides and no more than ten

· It is suggested you break the slides into the following categories:

· Appropriate vs. Inappropriate Behaviors and Attitudes

· Effective Communication

· Respect and Tolerance

· Leadership and Teamwork

· Work Ethics

· Keep it concise and easy to understand

· Give real-world examples in order to help people relate 

· Keep the information generic enough that it can be used for any job/career

· Use graphics, but only those that apply to the content on the slide

· Consider using appropriate videos or movie clips in your presentation

· Remember not to overpower the slide with too many words

· You may use textbooks found in the classroom or reliable Internet resources

· Review the definition of plagiarism 
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