Date
Dear Participant Name:

You have been selected to participate in the Coaching Job Skills workshop, an interactive learning experience on the skills and techniques for effectively coaching your team members’ job skills.

As a leader, your results depend on your team members’ efforts. You must have skills in leading people. This workshop will give you an opportunity to examine these skills. Discussion and practice of techniques for demonstrating these skills will help you in demonstrating your professionalism on the job.

In the workshop, you will acquire interpersonal skills by observing them performed effectively by others and then by practicing these skills yourself. You’ll receive feedback on your performance and have multiple opportunities to apply these skills. 

The workshop will take place at Location on Date at Time. The time frame for the workshop is Length.

This workshop requires you to be devoted completely to training. There won’t be time for phone calls or other business unless these can be completed during breaks or lunch.

Thank you for your cooperation in making this workshop complete. See you on the          Date.

Sincerely, 

Your name
Title

