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How to master changes and be a Professional

Executive Secretary in the next Millennium

> Changes In Skill
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> Changes In Relationship
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> Changes In Organization
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» Changes In Our Corporate and National Cultures
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Steps to move up the ladders:

> Excel at your first job
»  Show your efficiency
> Be self-motivated

» Take new Challenges
>

Be a team worker

Executive Secretary Skills & Development
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- Changes In our corporate and national cultures
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Skill most in demand
-Computer skills
-Multitasking
-Communication
-Flexibility

-Professionalism
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Steps to move up the ladders:

- Excel at your first job

- Show your efficiency

- Be self-motivated

- Take new chéllenges

- Beateam workér

- Language 'skillé ‘

- Warm personality anwiazazld video Hgduda

- Efficiency in writing persuasively to convince people

- Intelligence + creatively fiAnuanunsofiazdeudananuldlylu computer, etc.

- Think globally
Change will effect you. Don't deny it. Approach future with open mind. Learn new skills.
Cooperate + exchange information Lﬂgﬂu@:ﬁiﬂé‘lﬁﬂmﬁl@u Train younger generation-share

knowledge
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