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By John Harrison

Pearson Education Limited, United Kingdom, 1996. Paperback. Condition: New. 10th edition.
Language: English . Brand New Book. Having sold over one million copies worldwide since it was
first published, Secretarial Duties is well-established as a combined textbook and workbook which
covers everything the secretary needs to know. The tenth edition has been completely revised using
a new format and layout, and updated to take account of the new NVQ specification, and LCCI and
PEI syllabi. It also focuses on the increasing role now played by computer technology in business
adminisration. Recent advances in areas such as data storage and retrieval, the internet, speech
recognition, automatic call distribution systems, video phones and desktop publishing are all
covered.A wide range of in-tray exercises based on realistic case studies are provided at the end of
each unit using examples of real forms and other business documents. In working through these
realistic simulated business activities, the student is required not only to apply theoretical knowledge
to practical situations, but is also encouraged to develop NVQ and GNVQ standards of competence.
Further practice is provided with recent examination questions from LCCI and PEI examinations.The
inclusion of a list of worldwide Chambers of Commerce and forms...
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This pdf is definitely worth getting. Better then never, though i am quite late in start reading this one. It is extremely di icult to leave it before concluding,
once you begin to read the book.
-- Jer a m ie Da vis-- Jer a m ie Da vis

The very best book i actually study. It is actually writter in easy terms and never hard to understand. Your daily life period will probably be enhance when
you total looking over this publication.
-- Edna  Rolfson-- Edna  Rolfson
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