Name:                                                               
Task 1 – My Chosen Job (example):
Job: Administrative Assistant: 
Admin assistant | Explore Careers | National Careers Service
Administration assistants write letters, emails and reports, maintain data records and filing systems and provide support for meetings.
Task 1 - Key Skills for an Administrative Assistant
An administrative assistant needs these skills:
· administration skills
· to be thorough and pay attention to detail
· the ability to work well with others
· to be flexible and open to change
· excellent verbal communication skills
· the ability to work on your own
· customer service skills
· the ability to organise your time and workload
· to be able to use a computer and the main software packages competently

Task 2 – Type of Meetings
Describe the following type of meetings:
1. Team Meeting
2. Board Meeting
3. One-to-One Meeting
4. Staff Briefing
5. Online (Virtual) Meeting
Write a short paragraph about each type of meeting above

Task 3 – Administration for Meetings
Outline what tasks an administrative assistant would need to do:
Before a Meeting
During a Meeting
After a Meeting
Make bullet points of the tasks an administrative assistant will need to do before, during, and after a meeting.
