Invita Training Center
Social Media in the Workplace
We are being ﬂooded with Social Media invita ons and updates. Web-based communica on icons like Twi er, Facebook, YouTube, and LinkedIn are domina ng the way we interact with each other. People are feeling the need to be updated at all mes. It has become a me eater, and businesses are quickly becoming aware of the drain it can have on
produc vity. People love to share, but they need to know what is alright to share and what should not be sent out. Understanding Social Media is about communica ng the right way. We are beginning to communicate more
through electronic means than face to face. Talking on a phone has been replaced more and more with SMS (tex ng.)
Social media channels are becoming the main form of communica on and your par cipants will realize how Social media
and the Workplace can work together.

Course Outline


What is Social Media?



Deﬁning Your Social Media Policy



Crea ng a Living Document



Keeping an Eye on Security



Rules to Follow When Pos ng



Beneﬁts of Social media



The Pi alls of Social Media



Listen to Your Customers

Prerequisites

The candidate must have completed or be in the
process of comple ng a high school or secondary
school diploma or similar educa onal standards.

Training methods

Learning outcomes

Upon the comple on of this Course, the learner will be
able to:


Learn the meaning of social media



Learn diﬀerent ways social media is used and altered



Build and maintain a social media policy



Keep the social media secure



Establish rules for the social media the company posts



Discover the beneﬁts and pi alls of using social media

Course Dura on

The standard dura on of this course is 12 contact
hours.

Approvals & Accredita on


Interac ve facilitator lead learning
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Class ac vi es

HABC





Group discussions and case studies

ILM




Prac cal sessions



Ques on and answer sessions



E-learning




Who Should A end

Middle level staﬀ such as:


Sales Execu ves

Role-plays



Marke ng Managers

Self-assessment tools



Social Media specialists

For more informa on please feel free to contact:
Invita Training Center | P.O. Box 1197 | Manama | Kingdom of Bahrain
Tel: +973 17 506000 | Fax: +973 15 500202 | info@invita.com.bh
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