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Unit 1 Job interview
O0oooooon

Unit 2 Getting into the job as a secretary
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Unit 3 Appointment
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Unit 4 Receiving visitors
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Unit 5 Making and receiving phone call
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Unit 6 Working out schedules for activities
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Unit 7 Arranging meetings
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Unit 8 [J aking minutes at the meeting
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Unit 9 File management
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Unit 10 Arranging business trips
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