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3 IR BRI AS B+ B R [ SR LR T
| P 5 B B 3 1 B -
l . (2) Administrative Assistant

sccretarial skills

organizational ability

administrative ability

ability to supervise

ability to work without supervision “self-starter



willingness to take responsibiliti" st
ability to handle confidential matters .

(b Administrative Secretary
»organizational ability

secretarial skills

ability to work without supervision /self-starter

maturity .

gnod communication skills

ability to interface with top management,/clients/all
levels, etc.

(¢) Executive Secretary

@

(e) Secretary-Receptionist
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secretarial skills

organizational ability

administrative' ability

ability to work without superviston,/self-starter -
maturity

good interpersonal skills '

good communication skills

Secretary

organizational ability

secretarial skills

ability to work with minimum supervision
responsible, dependable '
maturity

detail-oriented

pleasant phone manner

organizational ability
maturity

gnod secrerarial skills
professional appcarance
excellent phone manner
take.charge ability
self-starter
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