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https://www.100test.com/kao_ti2020/646/2021 2022 2011 E5 B9
B4 E6 8A A5 ¢30 _646064.htm punch the time clock (O O ).
punchin (out) (OO (O )OO ). confirm the days schedule ( O
OOO00O0od).staple the documents together (U 0O O O O [
[ ).punchholesinthe papers (U O OO OOOOO ). file the
papers (LJ L0 0O OO ). look over the documents ( L O U 00 O [
[1 ) .stamp the document (I U0 00 OJ OO O ) . submit the document
(O OO0 ). correct mistakes with white-out (0 U O 0O U O [
[ ).runoffcopies (LJ O OO ). faxsb.areport (0 U 0O O 0O O
[1 00 ) .exchange business cardswith clients (O O O O OO0 ).
turn on the computer (U O OO ).sortthemall (U OO O ).
make out aninvoice (LJ OO [ ). writeoutareceipt (O O O ).
work overtime (0 O ) . set the copier for reducing (enlarging)( [
Do0o00o0do (0o )d ).runoutofpaper (00O OO
[1 ).placealarge order (J OO O J ). trip over the cord (O O [
[0 ).bowoverthephone (J 0O OO 0O OO ). take notes over
thephone (U OO OO OO OOO ). hang up the phone (1 O
00 ).inputthedata (LI OO 0 O ). change floppy disk ( LI I O1 )
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