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COrccupational Iinformation Nefwork

O-NET OnLine

Partially updated 2004 n

Details Report for: n
43-6011.00 - Executive Secretaries and Administrative
Assistants

Provide high-level administrative support by conducting research, n
preparing statistical reports, handling information requests, and
performing clerical functions such as preparing correspondence,
receiving visitors, arranging conference calls, and scheduling
meetings. May also train and supervise lower-level clerical staff.

Tasks | Knowledge | Skills | Abilities | Work Activities | Work n
Context | Job Zone | Interests | Work Values | Work
Needs | Related Occupations | Wages & Employment
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