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This course is for anyone who
needs to write professional emails
in an education environment.
As an administrator in a school,
you can learn to write a wide
range of common emails to
other administrators, faculty, and
students both inside and outside
of your organization. As well,
the course shows how to use
vocabulary and phrases correctly
to create professional emails, but
also to change formality and tone
appropriately depending on who
is reading your email. Feedback
from experienced instructors will
help you correct and improve your
writing throughout the course.
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