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Secretary or Receptionist
Career For: (enter name and surname of youth)



[bookmark: _GoBack]You will need to complete Vocational training (Grade 12 plus one or two years of career training) to be a Secretary or Receptionist.                       

Do you like to work with paper?
Do you also like to work with people?
Are you organized?

If so, then you might enjoy being a secretary or receptionist!

What do Secretaries and Receptionists do?
1. Secretaries work with information and records
1. They do bookkeeping, process information, read documents to check if they are correct, answer phones, make copies, and do other office duties
1. The work of a secretary varies from office to office
1. Receptionists greet visitors while also performing secretarial tasks
1. Secretaries ensure the smooth day-to-day running of an office 
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