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materials) List Price: 55 yuan Author: Guo Jianqing editor: Guo Jianqing Press: China Labor and Social Security
Publishing Date :2012-07-01ISBN: 9787504597472 words: Page: 401 Revision: Binding: Folio: 16 Weight:
Recommended Guo Jianqing editor to edit the secretary by the Human Resources and Social Security oHice of
teaching materials. the China Employment Training Technical Instruction Center. Shanghai Branch. Shanghai.
vocational training. research and development center. according to the Shanghai 1 + X secretary (three)
Occupational Skill Testing breakdown of tissue preparation. Teaching materials to strengthen the train
operating skills. mastered the point of view of practical techniques. to better reflect the current practical
knowledge and operating techniques direct help and guidance for improving the basic quality of the
practitioners. and master the core knowledge and skills of the senior secretary . The characteristics of the
teaching materials based on the work of the occupation. with the ability to culture as the fundamental starting
point. using a modular way of writing. The book is divided into 11 chapters. including the legal and regulatory
basis of business management. accounting knowledge. Chinese basic oHice transaction management.
commonly used instruments dra>ing. meeting and conference management. document archiving and records
management. public relations work. social and ceremonial oHice automation. Summary of Contents Chapter 1
the laws and regulations of a civil law legal systems of the two companies 5 4 3 Enterprises with Foreign
Investment Law Contract Law Administrative Law 6 Labor Contract Law 7 WTO Law Chapter 3 4 3 2 2 Chapter
enterprise management infrastructure of an enterprise...
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