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1.Know the functions and responsibilities of each | Secretarial Duties
department with large and small organizations

2.know the differences between large and small
organizations

3.know how to make travel arrangements, travel

documents, ticket reservation

1.Know a means of communication (oral, written,

visual)

2.Develop students face to face communication
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in situations in the reception area

3.Know how to receive visitors

4.Develop telephone conversation (receiving and

making telephone calls)

5.0rient students skills dialogues at the bank,

restaurant and airport
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