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1 of 1 review helpful More than expected By skzipp5 Bought this as a gift for an admin and it was much more than I 
had expected It had everything you could think of in there to use as a reference Will definitely buy as a tool or gift for 
someone again 0 of 0 review helpful Three Stars By Castilm Good issues but a bit out dated Even though I checked 
the copy date 1 Administrative professionals and secretaries keep organizations running smoothly by mastering what 
to many seems an almost infinite list of responsibilities This handbook aims to tell them everything they need to know 
from answering phones to organizing virtually every aspect of the office Use this manual to help expand existing 
professional skills thirty chapters organize insights and procedures on administrative duties and high tech office 
activities from using the phone and making travel arrangements to keyboarding skills and deciphering le 
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