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LegalJobsRUs.com
Company: KLS Law Firm 

Do you want a great job? Here we come with a great offer. We are looking for a secretary with great communicational and computer skills. We need a good employee who can:
	· prepare legal documents
· send faxes 
· send out memos
· write excellent business letters 
· fill out many forms, including order forms for office supplies

	· keep track of receipts and payments
· answer queries on the phone
· maintain filing systems
· take minutes 
· manage diaries and make appointments 



Answering the phone and greeting clients is also important. We would like someone who is friendly and energetic. Interested?
Please contact us at klc.office@yourbestlawyer.com
Reading activities:
1. Read the above job advertisement from a website and mark the following statements as True (T) or False (F). 
a. _____ The law firm has a position available for a lawyer.
[bookmark: _GoBack]b. _____ The law firm needs someone to save and organise receipts.
c. _____ The person who gets the job will be responsible for ordering supplies.

2. Fill in the blanks with the correct words and phrases from the word bank below:
[image: Image result for word bank]
                                                    
order form – fill out – keep track of – fax – prepare – documents 
a. It’s essential to _____________________ important documents so you don’t lose them. 
b. It is easier and faster to _______________ documents than mail them.
c. Complete the ________________ for new office supplies.
d.  _______________ this form with your name and address. 
e. Please __________________ this letter for Mr. Bates and put it on his desk. 
f. Sign these ______________________ documents so I can send them. 

3. Place a check mark ([image: Image result for check mark]) next to the correct response:
1. Can you send out an email about the meeting tomorrow?
A ______ Yes, I just need to turn on my computer.
B ______ Sure, the phone is right there. 
      2.   Can you give me a receipt?
            A ______ I’ll take two, please.
            B ______ Yes, let me print it out. 
     3.   Please type up a business letter for me.
           A ______ I’ll read it right away.
           B ______  Who shall I address it to? 
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Purchase Order

Supplier name
Street Address
Town/City
Country

Postcode

PO no.

Quantity Description

Total

Delivery Address
Street Address
Town/City
Country

Postcode

Authorised by

Buyer name
Street Address
Town/City
Country

Postcode

PO date

Unit Price

Delivery Date

Payment Terms

Date:

Original: Supplier / Copy 1: Warehouse / Copy 2 Accounts

Amount
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Memorandum
T0: TS Sales Staff

FROM:  Karen Moore

cc: Mr. John Sakazaki

DATE:  April 18,2008

SUBJECT: Customer Presentation

The JSKL Marketing presentation you prepared last we
product line was exceptionall

t0 showcase our new

Your enthusiasm, sales strategy, and product knowledge were impressive and
certainly sealed the deal with M. Lockhart!

‘Thank you for your outstanding work and dedication. Bonus checks will be
distributed next week.

My sincere congratulations to all of you!
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