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New Book ***** Print on Demand *****.Successful Minute Taking
- Meeting the Challenge I d rather throw myself downstairs - That
was how I used to feel about minute taking; this book is for those
among you who feel the same. It is aimed at secretaries, PAs and
administrators and covers the issues that worry them. These are
based on the things that worried me and that have worried my
hundreds of delegates over the last 10 years. This book is easy to
read and has lots of exercises to help you develop your skills. It
has advice on note taking, summarising, preparing agendas,
becoming more confident in your role, working with the chair,
writing skills, listening skills and the difference between making
notes at the meeting and writing the minutes. There is a useful
list of the order of tasks and a checklist with timings. There is a
free downloadable booklet with all the exercises in it for you. The
author, Heather, has experience not only of undertaking the role
of secretary and PA but she also has 10 years...
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These kinds of ebook is the greatest pdf accessible. Of course, it can be engage in, continue to an interesting and
amazing literature. It is extremely difficult to leave it before concluding, once you begin to read the book.
-- Ca llie Schm eler  III      

I just began looking over this pdf. It is one of the most amazing pdf i have study. I discovered this book from my dad
and i recommended this pdf to understand.
-- Mer r itt K ilba ck II       
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