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The key learning objectives for students are as follows: (1) understand secretarial duties and responsibilities, (2) gain
essential skills for performing secretarial tasks, (3) understand IT technologies applied by administrators and
secretarial staff in today's dynamic business environment, and (4) learn proper secretarial deportment and etiquette.

1.Prepare students in key areas for employment in secretarial and administrative positions

2. Enhance understanding of the nature, duties, and responsibilities of secretaries and administrators
3.Practice essential writing and speaking skills for performing secretarial and administrative tasks

4. Learn secretarial deportment and etiquette

The key learning objectives for students are as follows: (1) understand secretarial duties and responsibilities, (2) gain
essential skills for performing secretarial tasks, (3) understand IT technologies applied by administrators and
secretarial staff in today's dynamic business environment, and (4) learn proper secretarial deportment and etiquette.
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%013 : Class Introduction
#0238 : Introducing Yourself
%033 : Letter of Application
28047 : Inquiries and Replies
0548 : Writing a Proposal
#0678 : Project Management
074 : Arranging Meetings
50878 : Effective Marketing
%09 : Midterm Exam
%1078 : Placing an Order
#1138 : Transportation Arrangements
1238 : Banking Affairs
%133 : Business Travel
%143 : Handling Complaints
%153 : Financial Reports
%1638 : Business Memos
21738 : Personal Information
%183 : Final Exam
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Class attendance : 10%

Online activities : 30%

Midterm exam and/or project : 20%
Final exam and/or project : 30%
Conscientious attitude : 10%
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1.Success Business Writing 1Joseph HenleyCengage Learning(Zf}&)
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LETHEE © http://mww.cyut.edu.tw/~philcraigie/
E-Mail : philcraigie@cyut.edu.tw
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