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Unit 1 Seeking Employment as a SecretaryUnit 2 Knowing Your Office WorkUnit 3 Effective
TelecommunicationsUnit 4 Communicating with Your BossUnit5 Making a ReceptionUnit 6 Travel
ArrangementUnit 7 Arranging a Meeting and ConventionUnit 8 Business NegotiationsUnit 9 Filing
DocumentsUnit 10 Meeting & Seeing Foreign Visitors offUnit 11 Entertaining ClientsUnit 12 Interpreting in
SpeechesAppendix |  Additional Practical Writing for a SecretaryAppendix Il - Some Useful Abbreviations in
BusinessAppendix Il Test Your Business EtiquetteReferences
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