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[0 maam.l cantake dictation. U 0 O O O OO0 OO0 262.
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[0 O 0O 263. Page Maker and Microsoft Word. [ O UJ [0 WordL
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267.1ve receive a Business English Certificate. [ U1 O U0 0O 0 O [ [
268.1ve got an Associate Professors Qualification Certificate. 1 (I [
000000000 Dialogue A O 10 Interviewerd 0O [ A=
Applicanttd U0 OO O 10 How are your typing skillstI ALJ lve been
typing for a good many years. 1L How many words do you type per
minute] AL I type 65 words per minute. IL] Can you dictatel] A



(1 YesLI maam. | can take dictation. IL] Do you take shorthandd A
[1 YeslI | take shorthand pretty fast. IL] Have you any experience
with a computer] AL | have approximately three years experience
using a computer. 10 What kind of computers are you experienced
in0] Al Im experienced in IBMU PCL Compact and Great Wall
computers. 10 What kind of software do you have working
knowledge ofl]1 AL | have working knowledge of WINDOWS and
DOS. 10 What certificates of technical qualifications have you
receivedl] ALl Ive received a Computer Operators Qualification
Certificate. ILJ Can you drive[d ALl Im learning now. Dialogue B |
[1 Did any of your previous positions require typingl ALl Yes[]
but | cant type very quickly. 10 How many words can you type per
minutel] AL I type about 40 words per minute. 1L] How are your
dictating skillst] A | can take dictation in English at 100 words per
minute. ILJ Do you take shorthandd ALl Ive learned shorthand but
have no experience. ILJ What certificates of technical qualifications
have you obtained] AL Ive received a Business English Certificate.
L] Do you have a drivers license[d ALl YesL] | have. ILI Which
computer software do you knowll ALl Page Maker and Microsoft
Word. Notes[] [1 1.Im experienced in IBM-PCL Compact and
Great Wall computers. O O O IBMO PCO COMPACTL O O O
1 O 2.What kind of software do you have working knowledge of[]
DO00000000000000 3.How are your dictating
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