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Executive Secretarial
Course Outline

Organising Meetings

Organising Business Events

Administering Projects

Coordinating Business Resources
Implementing and Monitoring Sustainable Work Practices
Communicating Effectively (Telephone and Face-to-Face)
Workplace Occupational Health and Safety

Implement Workplace Information System
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Inquire Today:
Toll Free: 80082897  Call: 042277774 | Mob: 050108 7171
Email: info@discuae.com | Web: www.discuae.com

Office Co3 Emirates Islamic Bank Bldg. Al Rigga Rd., Deira Dubai
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