BACCALAURÉAT PROFESSIONNEL SECRÉTARIAT


PROFESSIONAL SKILLS ASSESSMENT FORM -
	
	(
	(
	(

	Communication

	Greeting people (welcoming people in the company)

	
	
	

	Answering the phone 
(contact with people inside and outside the company)

	
	
	

	Typing letters, e-mails and memos
 (written communication with people inside and outside the company)

	
	
	

	Computing skills using different software


	
	
	

	Word processing


	
	
	

	Organisation 

	The work environment 

(taking part in the management of the activities of a department)


	
	
	

	Organising activities, giving information


	
	
	

	Managing files, filing, office equipment 
(being familiar with commercial documents)

	
	
	


