Secretary Role Cards

Secretaries should be given a role-card with information about their boss. The information includes the boss’s whereabouts and her expected return time. When people call asking for the boss, secretaries should convey the information in the card and take a message.
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	You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She is at a meeting. She is expected back at 1:30.


	
	You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She is out to lunch. She is expected back at 1:00.



	
	
	
	
	

	You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She is on vacation. She is expected back next Monday.
	
	You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She is talking to a client. She is expected back in about an hour.


	
	You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She is away on business. She is expected back tomorrow.

	
	
	
	
	

	You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She is talking to the boss. She is expected back in about 15 minutes.
	
	You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She just stepped out. She is expected back in about 2 hours.

	
	You work for the Stellar Corporation. You are a secretary. Your boss is Mary Jenkins. She is away on maternity leave. She is expected back at the beginning of next month.
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