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UNIT ONE TEXT From Secretary to Executive Assis-
tant

PRACTICE The Resume Writing

UNIT TWO TEXT The Ideal Secretary

PRACTICE Preparing the Itinery

UNIT THREE TEXT Developing a Professional Attitude
PRACTICE Organizational Structure

UhNITFOUR TEXT Creating Better Office Relation-
ships

PRECTICE Makmg Meeting Plans

UNIT FIVE TEXT Records Management
PRACTICE Filing Rules and Standards

UNITSIX TEXT Telegram and Telex

PRACTICE Taking Minutes

UNIT SEVEN TEXT Job Evaluation

PRACTICE Writing Job Descriptions

UNIT EIGHT TEXT Accounting and Bookkeeping
PRACTICE Charts and Graphs

UNIT NINE TEXT Office Automation

PRACTICE How to Edit Document

UNITTEN TEXT Application of Office Automation
UNIT ELEVEN

UNIT TWELVE

UNIT THIRTEEN

UNIT FOURTEEN

UNITFIFTEEN

PRACTICE Writing Copmany ( Internal )
Newsletters

TEXT China's Foreign Trad and Econom-

ic Development

PRACTICE Writing Repprts

TEXT New Forms of Trading

PRACTICE Managing Office Time

TEXT Methods of Payment

PRACTICE Commercial Documents in Foreign
Trade

TEXT Computer Network

PRACTICE Daily Office Correspondence

TEXT Office Professionals in the Future
PRACTICE Sample Correspondence
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