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iUniverse, United States, 2012. Paperback. Book Condition: New. 229 x 150 mm. Language: English . Brand New
Book ***** Print on Demand *****.Secretaries have been in existence since the establishment of the oFice and
will undoubtedly continue to exist as long as there are oFices and bosses. But the role has expanded from
earlier years, and the responsibilities and duties have evolved as well. In The Elite Secretary, author Sandra C.
Rorbak, who has been a secretary on three continents throughout her career of more than twenty years,
provides specific information on how to succeed in the position. The Elite Secretary clarifies what novice
secretaries really need to know: what to do (and what not to do) on the first day, how to handle the bully boss
and other unsavory oFice personalities, what to expect in the modern oFice, and how to become an elite
secretary. It provides real-life examples for both new and experienced secretaries, explaining what to expect on
the job and how to handle ambiguous situations. What are the advantages and disadvantages of temping?
How do male and female employers diFer? How does one navigate oFice politics? An informative, how-to
guide, The Elite Secretary includes practical tools such as resume suggestions, a day-by-day checklist for
interview preparation, competency guidelines, and a sample dress code policy to help you become a top-notch
secretary.
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