Complete the conversation with the supervisor who is telling you about your future job duties. Make sure to show interest by asking appropriate questions and confirming that you are up to the challenge.
Supervisor:	Let me tell you about the responsibilities of the job. Our administrative assistants work closely with the office manager, Ms. Bennett.
YOU:	     	________________________________________________________	
Supervisor:	The job involves greeting visitors and making a good first impression.
YOU:	     	________________________________________________________	
Supervisor:	They have to record the time they come and go, and who they are visiting. They also have office duties. They enter data, send emails, and transmit faxes.
YOU:	     	________________________________________________________	
Supervisor:	Sometimes. Our office manager is in charge of that. You’ll have to update our online appointment calendar and coordinate meetings.
YOU:	     	________________________________________________________	
Supervisor:	Yes. A key responsibility is sorting out and distributing the mail
YOU:	     	________________________________________________________	
Supervisor:	Yes. Screening calls and giving information about the company.
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