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Office Secretary Course
6 Sessions - 21 Modules

Session | - Introduction

Session Il - Basic Skills

Session Ill - Career Skills

Session IV - Communication Skill Set
Session V- IT & Computer Skills
Session VI - Advanced Skills

A comprehensive course on latest practices, procedures and methods followed in today's modern offices.

Contents

Preface

SESSION-I : Introduction

The Modern Office

The Changing Secretarial Function

Your Career Strategies

SESSION-II : Basic Skills

Job Applications, RA@sumA® Writing and Interview Skills
Personal Care and Personality Development
Social and Business Etiquette

SESSION-III : Career Skills

Your Workplace & Work Ethics

Shorthand & Typing

Basic Secretarial Duties |

Basic Secretarial Duties Il

SESSION-1V : Communication Skill Set
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Business Documents

Language Rules

Language Usage

Spoken Communication Skills
Conversational English
SESSION-V : IT & Computer Skills
IT, the Internet and WWW and Email
Computer Basics

Microsoft Word

Microsoft Excel and PowerPoint
SESSION-VI : Advanced Skills
Financial Skills

Interpersonal Skills

The Accompanying CD-ROM

About Pustakmahal Publishers

Pustak Mahal publishes an extensive range of books that are both affordable and high-quality.
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