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listening speak-

ing reading writing translating
multi — skilling
typing skills
dictation proofreading file management
processing mail telephone record
keeping scheduling appointments
greeting visitors composing and editing
documents research co-
ordinating meetings conferences and teleconferences
making travel arrangements time man-

agement

polite



friendly helpful

peers
management

sensible easy—to
—understand filing system



multi-tasking

honest trustworthy

coordinator



Receptionist
or operator

Good morning Hall & Associates Law Office. How can |
help you

Good afternoon Brown's Fertiliser Company. How may |
direct your call



Hello Miss Brown | have your husband on the line for
you.

Mr Jones Brenda Star from Hall & Associates Law Of-
fice would like to speak to you. Can you take the call

Good morning Peter. Jane Matthews is calling from
Beijing. Should | put her through

Secretary

“ Good morning”

Good afternoon”



Good morning Hall & Associates Law Office. Melinda
Jones speaking.

Good afternoon Brown ‘s Fertiliser Company. This is
Jenny Lee speaking.

Legal Department. Melinda Jones speaking.

Accounts and Payments. This is Jenny Lee speaking.
How can | help you

Good morning Accounting Department. Jack Wang
speaking.



Good afternoon Sales Department. This is Mary Ren.

Answering a colleague’s tele-
phone

Mr Brown's office Melinda Jones speaking.

Hall & Associates Law Office. David Bell’s telephone.
This is Mary Ren speaking.

Accounts and Payments. Jenny Lee’s office John Black
speaking.

Good morning Accounting Department. Jack Wang’s
extension this is Mary Ren.



Mr Brown is on another call at the moment do you want
to hold the line leave a message or call back

David Bell is out of the office at a meeting. He should be
back at . a.m. Would you like to leave a message or call
back after

Jenny Lee has just stepped out of the office. Would you
like to leave a message for her

Jack Wang is on a conference call. | think it will be a
while before he is free. Let me take down a message and he
can call you back when he is finished.



