	Tasks
	Comments: 

Notes should be taken on time, stamina, attention to task, fine and gross motor dexterity, quality, etc.

	Greeting and taking a message by phone
	

	Filing alphabetically and/or numerically  
	

	Creating a business email
	

	Entering data in a simple spread sheet
	

	Operates office machines (photocopier, personal computer)
	

	Stuffs envelopes   
	

	Distribute mail, packages, and other materials
	

	 Deliver messages and runs errands
	


                    Name: ______________________                     Station: Marketing            
                Date _________

