MODISE TRAINING ACADEMY

OFFICE ADMINISTRATION
AND RECEPTION SKILLS.

Learn and understand the role of an Administrator/
Receptionist.

Planning, organising and administrative functions
are key qualities and responsibilities of an effective
receptionist; gain the knowledge and skills through

this course.
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assist@modisetraining.co.za

@ www.modisetraining.co.za
@ 231 Ontdekkers Road, Horison Ext 1,
Roodeport



