Date:

Name:

Secretarial and Adminstration Assistant

EOYWACYRSWNIKAZB

O S L
FWOY ZJ ZVS KIKNYTNVUSBTETEH

c B XXYGRYDEJPXMDXMNAIJDSC CT

O Z DM I

Q

J

L THJ J ANY

Il WG D J S
Q O ARTKNHSUNMYVE S J

AAALOLPRAOQR

X M F L A ER

T PECERWFJTOCAKIRTJ DA

| N O |

T S

Q AMCVYTTULLHMKSDTULIBETWBSGDNT
Y G N

L

A S Y O E
c J S TERWPPR

FWKWIKQJUOTCYF

L

I
K S ENOHZPIKTFTMHSL

Q OY Yy CDNY BLMDPO

T P X S C

Uu s L L

XS K UNOPWLTMIKTFOSAATNTZ B E E

u z B J

E AUF B R S

FMXVFCEOTFBEC

L AT J E L Z R E

M NB B SY KWJEULTFCYV

X O S

T D G J A |

R

N

R CBTUEBASNVRILTKZCIZ

QU Z CF T CZ P A

I
T CBTFENETEX AL

Q X X P MQY

R OADOMN Z

D D |

JWVRVGNSTRCCSSFLYFSMJXWES

GHRILNEIKATHN

Y BV TG

T UFQNWSFNIKTH

B S POCDBUDT GHOIKYWHHTTR

K

G JNLFNZPWGEUDI KWDUNXU BWJYV

E S LDHMETLIRIBWHIKIBMXOQRZ

MASCMUEHNCMUNADBAOOUTX X WF

X Q N L X

w

E

F L AL H I

H V |

WBUDMR RS S S E

LLSWXJM

GOANOZOXU®PEOPTLTESK

responsibilities

written correspondence

adminstrative assistant

office skills

people skills

general office

receptionist bookkeeping

phone skills

data entry multitask

scheduling

clerical filing

secretary
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