SURFING THE NET EXERCISES

CHAPTER 11 Front-Line Reception

Exercise 11-1

In the last year your company has experienced significant growth in both sales and staffing.  As the front-line receptionist you are finding it challenging to handle appointment booking for all the sales staff.  You have brought your concerns to your manager, Alice Gibson.  After reviewing your concerns Alice agrees some changes in appointment scheduling may be required.  Before she makes a decision on the best approach, Alice asks you to investigate the possibilty of utilizing an online appointment booking software for clients to book their own appointment with sales staff
A. Connect to browser of your choice and enter the search criteria of  online appointment booking software.

B. Pick three choices of software and compare their features
C. Create a chart comparing four features of each software option.  Include your a recommendation providng reasons why you have made this your top choice.  Submit this chart to your instructor.  
Exercise 11-2

The workforce at Millennium Appliances, Inc. has become more culturally diverse and several managers have requested cultural diversity training to help them develop effective personnel policies and practices. Your job is to locate companies that provide this type of training.

A. Connect to a search engine of your choice.

B. Enter the following key search words: business, cultural diversity, training.

C. In a memo to the managers, summarize the information you located and ask them to choose a suitable program so that you can make arrangements for the training.

