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Background :

The first reception staff is the receptionist in business activities when customers call in or pay a visit, it
means that the receptionist is the first impression of your company. The receptionist's demeanor and
performance is directly related to the company image and even operation quality. Most companies'
receptionist contact a lot of information everyday which make them bear the responsibility of receiving,
generalizing, classifying and handling information. So they take an important position in company.
"Wisdom Bible of Excellent Receptionist" intends to assist the receptionist to accomplish their work, help
them master the reception etiquette and enhance the skills to analyze and solve problems, let the



receptionist make a great progress in a short time.
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Objective :

1.Standard the professional image of receptionist
2.Give full play of receptionist's window display effect
3.Maintain a good image of company
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Characteristic :

Simple, easy and practical. Lecturers deduction, self-test, case studies, watch video, interactive exercises,
simulation games, group discussions and other teaching methods. Highlighting the importance of
experience and exercise by yourselves. !
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Training Qualifications

Contract Lecturer in Five Major Training Institutions

CIPT International Certified Professional Trainers
Four-colors Personality Analysis(FPA) Authorized Lecturer
Ximan color Authorized Trainer
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Professional Experience

8 years' experience of training manager in a well-known multinational media company
More than 10 years training experience

19 years' experience of management in foreign company

12 years' experience of sales management

10 years' experience of personal image management consultant
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Training Style

Jenny is full of enthusiasm, sincere and delicate concern for everyone, and she has a perfect
communication skills. Nearly 20 years' experience in foreign company, 12 years' experience of sales
management and hundreds of training lectures which make Jenny use her experiences and insights
imperceptibly. So that students can learn in a happy and reflection environment. Since 2004, Jenny spent
10 years to comprehensively and systematically study the wonderful relationship which "color" showed in
people's Inside & Outside. Not only make students more professional in external image, and also make
students master the skills to deal with confusion and conflict in interpersonal relations.
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Specialized Course

Professional Visual Image Management, Explanation of Etiquette, Business Communication, Stress Relief
and Emotional Management, Quality Customer Service, Time Management, Excellent Reception of
Wisdom Collection, Assistant Secretary of the Foundation of Professional Practice Skills, Effective
Presentation Skills, Character color Code, Five code of charming women etc.
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BroadWay Consulting is leading corporate intelligence provider, which is always brain-storming the big
idea for the professionals in the business community. Building-up a formal platform for our customer to
get a further improvement and give them big ideas to do different and better business. We want you to
come away from our event with the new inspiration. That is what we contribution to the business
community we serve. BroadWay' s event producers have movement by movement working contact with
expert and your peers. Each event is based on firsthand, intimate knowledge of what’" s going on in a
specific subject, functional specialty or industry.

To help customer gain the more knowledge in their focused area, BroadWay Consulting uniquely gathers
proprietary experts, scholars together, creating a face-to face opportunity for our customers. The
innovative events and survey to address specific customer needs in order to improve productivity, increase
profitability and stimulate growth. BroadWay' s responsibility is revolved around with “Four Word” that
is Profession, Innovation, Fore-sight and Efficient.

Broadway profession executive events, we offer a platform to provide professional information and
knowledge in HR, Legal, Finance field, We dedicated to serving the clients from the HR, Legal, Finance
sector, The profession speaker and effective service and superior service quality have been instrumental in
creating Broadway excellent reputation, We give best ideal and knowledge for different industries,

We produce high value for our clients through valued tailor-made inquiry and highly care, and training
solutions, all are practical and highly useful
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