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1- Business letters.
2- Envelopes.
3- Incoming and outgoing mail.
4- Filing and indexing.
5- Inland transactions.
- The invoices.
- The credit and debit notes.
- The statement of account.
6- Means of payment.
- Some means of communications (Telephone calls, Telex, Fax mail).
- post office services.
- Travel services.
- Banking services.
- Clearing house.
- Securities.
- Foreign Transaction.
7- Accounting.
- Recording Financial Transactions.
- Posting Journal Entries to ledger Accounts.
- The Trial Balance.
- The Accounting Processing cycle.
- The Bank Account.
- Accounting for Cash Receipts.
- Accounting for Cash Payments.
- Accounting for Sales.
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1- Recent Concept of Secretary ( Identification and Nature).

2- Classification and Types of Secretaries & Basic Skills of Secretary.

3- Professional Characteristics of Secretary.

4- The Executive Secretary.

5- Office Work and Procedures.

6- Oral Reporting Skills and Listening Skills.

7- Preparing for Meetings : Preparing the Agenda and Taking Minutes & Taking
notes

8- Organizing Secretary Activities.

9- Interpersonal Skills and relationships.

10- Problem Solving and Decision Making .
11- Communication in Business.
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