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James Stroman, Kevin Wilson : The Administrative Assistant's and Secretary's Handbook  before purchasing it 
in order to gage whether or not it would be worth my time, and all praised The Administrative Assistant's and 
Secretary's Handbook: 

1 of 1 people found the following review helpful. More than expectedBy skzipp5Bought this as a gift for an admin and 
it was much more than I had expected. It had everything you could think of in there to use as a reference. Will 
definitely buy as a tool or gift for someone again.0 of 0 people found the following review helpful. Three StarsBy 
CastilmGood issues but a bit out dated. Even though I checked the copy date.1 of 1 people found the following review 
helpful. ExcellentBy CustomerExcellent Book
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A truly outstanding secretary or administrative assistant is a rare find. This comprehensive, but compact guide sets the 
standard for any secretary or administrative assistant who wants to be perceived as a skilled professional. The essence 
of a good assistant is efficiency and versatility, and this guide sets forth all the skills a reader needs, including a 
detailed section on the use of computers. Topics include: daily duties; telephone usage; travel arrangements; record-
keeping; basics of computer hardware; overview of wordprocessing, databases, spreadsheets and communications; 
business and legal documents; book-keeping; and hints on international trade.

Use this manual to help expand existing professional skills: thirty chapters organize insights and procedures on 
administrative duties and high-tech office activities, from using the phone and making travel arrangements to 
keyboarding skills and deciphering legal documents. An excellent handbook for office reference. -- Midwest Book 
About the Author James Stroman (Dallas, TX) has worked as an executive assistant to an army general, a governor, 
and the owner of an NFL football team. Kevin Wilson (Atlanta, GA) is vice president of Videologies, Inc., a company 
that specializes in training administrative professionals in Fortune 500 companies. Jennifer Wauson (Atlanta, GA) is 
president of Videologies, Inc. 


