Dinloma
For
Professional Secretaries

Course Content

Office Procedures Business Communication
Written & Spoken
+ Role, Qualities & Ethics of
secretaries # Letters, emails, reports,
+ Business Administration memos, notices
+ Customer Service # Committee Documents
+ Managing Meetings #¥ Interactive Activities
Time Management Skills # presentations
4+ Business Etiquette & Social #* Vocabulary building &
Behavior Comprehension
+ Public Relations # Remedial Grammar
#* Netiquette

Duration : 10 months
Classes : Saturdays 9.00am - 1.00pm
Fee :32,000/-

Placement Test Required
Commences July 2011

Ladies’® College
Department of Vocational Studies
27" Lane, Off Inner Flower Road, Colombo 3
Phone: 2574194  E-mail: dvs@stmail.lk
Website: www.dvs.edu.lk



