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An executive assistant who possesses a mastery of office skills, demonstrates
the ability to assume responsibility without direct supervision, exercises
initiative and judgement, and makes decisions within the scope of assigned

authority.

M7 H|AM 23 (International Association of Administrative Professionals: IAAP)
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ARV 5 BRI M5z oA oloh 2A A gy, i, 7
¥ (business team), 3| AHbusiness), AAFE(products of business) 5 Tl
71900 vhgE <& 8olut 33 2] AgollA H2e 4 =S ARtk 4
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As a member of the business team with which | am associated, | have an
obligation to the organization that employs me, to my immediate boss, to my
co-workers, to myself as an individual, and to secretaries or executive aides
everywhere because | represent this occupational group as a whole.

To this end, | shall try to
L= W7t Selils BEEY FIEC2ZM LS
2|10 L RS Eket BE HIMS0|A et &

o

01 Be loyal to the secretarial profession.

M2 MY 29| HIMEE SHo| Ot

02 Study and understand something about goals, general policies, and products
of the business so that I may work more intelligently.
SAS SH, M T2 10 SIAL| MAF0| CHet XAt OJoHE Z/UC=EM B E
Ol QR4S SIS LB,

03 Give an honest day’s work.
LA -H A5 H501 STt

04 Represent my company at all times so that | will be a credit to it. | shall try to
be particularly careful about greeting callers and using the telephone. | shall
edit letters carefully and see that promised enclosures are sent.
et BAE HESh= OFS7IEC 2 SIAM0 2]I0| H=8 ottt £
HHE & Lt “*—EJ—'.*% N M 2lA] 00|XE =0|=5 2ot} RS 7|
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Be alert for inconsistencies, exceptions, and deviations to instructions given
to me.
KNS S o= L2F0] ZHEAUAL 0| 2ZQ1 Af0] L=X0 =S 7|

=2k

Follow through on responsibilities and activities assigned to me. | shall try to
understand the scope and importance of my responsibilities so that | can work
with minimum supervision.
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A
T M

njo

3

el

A
e

Anticipate needs, especially such things as deadlines, extra copies, and
related materials.

OrA71et M=o AL HAKE FH| S HAL| 2515 0|2] o|71510 AN &
H|BHTY.

Be loyal to and cooperative with my boss. | shall try to work for and with him,
realizing that we constitute a “team” when | serve his interests well, | serve
my own and the company.

AR} AL 0|2S BTIAZCZEM A2 0]2lg E2 a4 QUL
HO=Z ARt HYFE 0|F0 Lt = UE -HotCt
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Keep confidences.
HZE RX[oHAL =HBITY

Be a good listener and become informed about things that concern my boss.
SOl T2 AHGHH AR HEE HEE SK[BHT.

[y

Keep all promises that | make so that my co—workers will know they can
depend on me.

S2E0| M 4+ S BE 442 F45( 0|

o2
o

cf.

Avoid unfriendly remarks, and avoid discussing personalities.
M| Gl HAHS ofX| §211 EtR12| Q140]| CHotO] =0fX| RI=LH.

Be friendly and cheerful with co-workers at all times.
S0 S TIEGHH oM et
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Take care of my health so that | will be pleasant to work with.
RRle| 74201 72lot] 20| Lot/ |ofl 7|2 £2 Ar0| =it

Respect the personalities and right of others.
Efolo| 01z{n} M2|g EZSICY,

[l

Keep myself neat and clean and groomed in good taste.

HZn et =84S fAlRI.

Strive to improve my business education and technical skills so that | can
upgrade my position within my company.
AR XA R AR 7155 Y22(0|= =M %] LHOJIA] XS

4 QE= Bl

2AxIZ 52

Maintain a balanced recreational, home, and business program so that | will
continue to be a well-adjusted, happy person.

07t 74, REdEs e QU RAIoH 2etE1 55 AL0| ECt,

Develop the poise, cooperativeness, and enthusiasm of a successful
businesswoman.

I ——
STHQI XHOI0| A, BN, BHS TN

Grow personally and professionally so that | will be the type of person with
whom others like to work.

Tz Xlo= A OtL|2t SHLte| Msat THRIC 2 HATIO 2 M ERINA 2
0] Yol A2 AMFHO0| £|=5 L Hitt,

Express ideas in a calm, unemotional and prepared manner.
Rzoldl, 480 XILXIA| 2411 =8| EH=2 L 2AS Hoipltt.
Understand the work habits, needs, and personality of my boss.
S &, 2T, 94 S5 0lalfoh2 1l =it

Grasp the instructions the first time given.

KAZE XS AR o THefst 1 ottt

Plan my work and work my plan.

QITE BT I XISk T OfALY,

Relieve my boss of detail.
SAITE AT U= SOHREEK| IS BT
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20184 92 172 (&) - Seoul to New York

8:30 om AEHOIA T5FO 2 ZEE DEAF RIEY TH

s Lo

11:00 am OY%Qz115F 38F KE 08I= (Business Class, ZHd# J-20 2%)

L2 John F KennedyZo} =2k Airport Pickup(Zo}—ZE)oi0k (10817 : 652U065)
|1:U0 oom £ 41 Millennium Hilton Hotel : 55 Church St., New York, NY 10001
Tel : 212-1565-5900 / Fox : 212-6UL-0019 / Homepage : www3 hilton.com

20184 921 18 (1) — New York

ERP(Enterprise Resource Planning)Z121, Millennium Hilton Hotel 22 Diamond

9:00 om ~ 5:00 pm
Room

Mr. Eric K, Clark (Tel: 212-313-2598)a ZL3AIAE

7:00 .
pm 24 : Stewart's Restaurant, Millennium Hilton Hotel 22 / Tel : 212-116-4692

20184 924 192 () - New York

ERP(Enterprise Resource Planning)Z121, Millennium Hilton Hotel 22 Diamond

9:00 ~ 5:00
om ~ 5:00 pm Room

5:30 pm ~ 1:00 pm | Reception. Millennium Hilton Hotel 215+ I2 Convention Hall




20184 981 202 (Z) - New York

9:00 am

Millennium Hilton Hotel 25, ZEIZI2 %13f T

10:00 om

New Jersey ZHQIEL3ZI £}

10:00 pm ~ 3:00 pm

New Jersey 2HQIETZOIZIZ} BT} Tel : 313-5Ull- 000O(Office) / 588-2910(Home)

20181 92 2124 (2) — New York to Seoul

1:00 om

Hotel 28} — JFK 25} (Hotel to airport pick up otOf 4 8U68990)

10:20 am

JFKZY} KE082H (Prestige Class, 24 J-18 2E21A])

20189 92 22 (E) - Seoul

11:30 am O\XQ 7O £ ALZE TH

7|EHEE

Loy John F Kennedy 25} Tel : 118-2Ul-LULL

EYS Millennium Hilton Hotel : 55 Church St., New York, NY 10007

THOGHD LAAL Tel : 212-1565-5900 Fox : 212-6U14-0019

S IcH Tel:212-155-5900 Fox :212-6U14-0019 T«.al : 212-326-5050
2U50 Massachusetts Avenue N W, Washington, D.C.20008

o HeiT 000-00000, A}719} 00-00—-0000

AIBAE BT Amex A2U37001671-20 (£AJ&1 012} : 800-1UL~ 0000)

Visa 3165910829888 8710} 201913 N1H(BANK 1 04234 : 800-336- O000)
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