000 0O, tushu007.com
<«<OQ000O0000Oods>ss

gobooo

O00<<0O000O0ODOOOd>>
1300 ISBNUO O 0 9787506235587
1000 ISBNO O 11 7506235587
0dodoo1998-03
godooobooooooao
gooo.od

googon

guooobobbogooooopbrbbbggoooobbbgooooon

00000000 http://www.tushu007.com

Page 1



000 0O, tushu007.com
<«<OQ000O0000Oods>ss

goon

gobbobbbuoooogobbbbbdoooooobbooo

“OoO” gooooobbbbbodooooobobbboooooobbobobbboooo® oo
Toouoogogoo® bobood” g

gobobobbooooogoboo® od” o
gobboobbbougooooboooo

gobboobbboogogobbobbidoodobobobboooooobobobbooga
gobbobbboogooooboobo

Page 2



000 0O, tushu007.com
<«<OQ000O0000Oods>ss

goon

00O

Introd uction

00

SecretariesatWork
oo0oon
GettingQuali6ed
oooooo

Trendy Training
ODooooooo
The ArtofLookingBusy
oood

Your Lmage

good

Secretary's Survival Kit
googod
Conquering Electronic Equipment
Ooooooon
Communicating
oood

The Paper Mountain
oooooo

The Might Memo
O0oooog

Letters of Complaint
O0ooooag
Presentation

oood

Talking to Your Boss
OoDooooad
Mastering the Telephone
gooooon
Getting to Grips with the Grapevine
gooooon
HandlingVIPs
ooooooooo
Fending and Defending
O0o0ooboooooo
Playing Hostess
oooooo

Training Your Boss
oood

Devising a Training Programme
oooooo

Dictation

oood

Page 3



000 0O, tushu007.com
<«<OQ000O0000Oods>ss

Diaries

oood

Deception
ooogon
Delegation
oooooo

Some Do's and Don'ts
O0o0oooon
Changing Your Job
oood

Agencies

oo0ogn

The Jod) Ads Jungle
Oo0oodooon
Temping

Ooo0oon

Your Working Environment
oooad

Starting Your New Job
ooooooo

A Strategy for Success
ooogon

A Carcer for Life
oood

Page 4



000 0O, tushu007.com
<«<OQ000O0000Oods>ss

goon

gobboooboupbDFODODDODOOOO0O0O0OO0OOOODOOO

0000000 :http://www.tushu007.com

Page 5



