








Record Maintainance



Use of Telephone Diary and Directory



Communication Skills 

➢Verbal 

➢Non-verbal 

➢Written 

➢Listening 

➢Visual



Role of Intercom/EPBX/ FAX / E-Mail System



➢ The electronic private automatic branch 

exchange (EPABX) is equipment that has made 

day-to-day working in the offices much simpler, 

especially in the area of communication. 

➢ The EPABX may be defined as a switching 

system that makes available both internal and 

external switching functions of any organization.

EPBX



Fax Machine










