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Howio be an
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LANCE SECRETAN




Written by the Managing Director of Manpower

Ltd, one of the foremost suppliers of secretarial

help in the British Isles, this invaluable book tells

yvou how to

enjoy a satisfying and exciting career,
cope with responsibility,

F edin more money,

|

|

|

deal with people,
gain in prestige, and
make life easier for your boss.

Good secretaries are in greater demand than ever
before. There are more opportunities for promotion

and greater financial rewards. \WWhatever your age

anc{ experience here is sound and practical advice,
easily understood, which will help you meet the

challenge of being an effective secretary:.
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