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I Match duties with a given post.
This person's job description includes:
a)  preparing reports and financial data
b)  selecting office vendors and supervising purchasing processes
c)  hiring, training and managing members of the customer service department
d)  sometimes supervising other administrative staff   
e)  prioritizing  material for data entry, completing information analysis for reports 
f)   maintaining employee database records
g)  logistical processing of customer orders, arranging shipment of requested goods or merchandise 
h)  receiving and routing calls through an electric switchboard  
i)   coordinating schedules and activities, placing orders for supplies and services  
j)   assisting with overflow work from administrative and executive assistants

1.  Customs Service Manager   2.   Senior Data Entry Specialist  3.   Switchboard Operator  4. 
Logistics Coordinator   5.   Project Coordinator   6.   Human Resoures Assistant   7. Senior 
Office/Facilities Manager  8. Entry- Level Administrative Assiastant 9.  Senior Executive Assistant 
10.  Executive Assistant

1.   2.        3.       4.     5.      6.      7.      8.       9.       10.  
 II Match vocabulary:
1. supervise
2. require
3. spreadsheet
4. vendor
5. freelance
6. liaison 
7. merchandise
8. warehouse
9. resolve
10. hire
a. rozwiązywać (np. problem) 
b. towar (produkty wystawione na sprzedaż w sklepie, na targowisku) 
c. niezależny, pracujący na własny rachunek
d. arkusz kalkulacyjny 
e. zażądać, wymagać, życzyć sobie 
f. wynająć (np. samochód) 
g. trudna sytuacja, niedola 
h. sprzedawca 
i. nadzorować (coś), pilnować (kogoś) 
j. magazyn, skład 
k. łączność, kontakt  
1.    2.    3.    4.     5.     6.     7.      8.     9.      10.  
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