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The objective of this course is to make students: 1. understand the nature of duties and responsibilities of a
secretary 2. train essential skills in performing secretarial tasks 3. study skills in handling office machines and
equipments 4. learn the lessons in secretarial deportment and etiquette
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ZEMAEE © http://mww.cyut.edu.tw/~kfyang/
E-Mail : kfyang@cyut.edu.tw
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