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Memorandum
	To
	Administration Assistant

	From
	Janet Parker

	Date
	14 April 2008

	Subject
	Seminar confirmation


I have three tasks for you to do today.  Before you begin the tasks, print off a copy of the “Things To Do” from the General Stationery folder.  Read through the jobs I want you to do and then write down the tasks and any subtasks on the “Things To Do” sheet in the order you will complete them.  Tick off each one as you go and hand this in with your completed tasks as I want to see how your organisational skills are developing.

We are organising a seminar for the stores to be held next month.  The title of the seminar is “Focus on Service” and I need you to confirm all the details.

The seminar is to be held on the 20th of next month but I need you to check the details with the Sales and Marketing Department as they are organising the seminar. I want you to ring the Sales and Marketing Department and find out the time of the seminar and the venue.  I need to know how long they expect the seminar to run and what they want us to arrange for the catering.  I also need to know if they want us to organise any equipment for the presentations. Can you check all these details with them?  Take notes as it is a lot to remember.

Set this information out in a memo for me and leave on my desk.  Confirm everything before you hang up.  Refer to the Policy and Procedures manual for correct telephone protocol and save the memo in the Administration Department folder as Seminarmemo-yourinitials.doc
When you have done this, write a letter to Grant Scully, one of our stores at the Byron Bay store confirming all the details of the seminar.  Make sure you include the title of the seminar, the date, venue, time and any information from your phone call with Sales and Marketing that the stores might need to know.

Grant is one of our new store owners and as he wants some training on customer service he is anxious to get information about the seminar as soon as possible.  You can access Grant’s details from the database.

Proofread the letter and leave a copy for me to sign. Save the letter to the Administration Department’s folder as semletter‑yourinitials.doc.

When you have finished the letter, please ring Grant and give him the date, time and venue of the seminar. If he doesn’t answer, leave a voicemail message.  Make sure you refer to telephone procedures in the Policy and Procedure’s Manual and have all the information you need before phoning Grant.
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