AXHVILRQV BIIXGHQIV 6KRX0G $VN 5HIDUGLQJ IIKH +LULQJ RI 7\SLVIV
Questions students should ask themselves:

= KDWINSHV RI VHUYLFHV GR , ZDQW IURP D INSLWI™ JRU H[DPSH JHQHUDO FRS\HGLILQJ DQG FRUUHFILRQV
R1' JUDP PDILFD0 HWRUV** $GKHUHQFH IR $3$ RU VRPH RIKHU  IRUPDI™ $GKHUHQFH IR 8 1. &fV
UHTXLUHG GLVVHUIDILRQ WKHVLY FDSVIRQH IRUPDI* &UHDILRQ IRUPDIILQJ RI HDEOHV*" 21IKHU™

= KDWLV P\ WILPHOLQH IRU D INSLVIV VHUYLFHV™* )RU H[DPSOH KRZ TXLFNO\ GR , H[SHFIl RU QHHG IXUQ
DURXQG IURP D INSLVI* Sl ZKDIl SRLQI GXULQJ IKH VHPHWHU GR , QHHG WKH 1LQD0 SURGXFIl FRPSOHIHG™

- HHS LQ PLQG IIKDH INSLVIVY DYDLODELOLIN PLIKIEH PRUH 0LPLIHG IRZDUG WKH 0DV PRQIK RU VR RI D
VHPHVIHU

+RZ PXFK GHFLVLRQ PDNLQJ SRZHU GR , ZLVK IR UHIDLQ RYHU P\ GRFXPHQI" 6SHFLILFDION GR ,
ZDQW VRPHRQH ZKR DVWWXPHV D00 FRQIURO RYHU FKDQJHV IR IKH GRFXPHQII RU ZRX0G , SUHIHU IR VKDUH
HGLILQJ WDVNV LQ RUGHU IR SRIHQILDOON VDYH FRVIV'* $P , UHDOLVILFDOON\ DEOH IR SHUIRUP IKH HGLIV LQ WKH
ILPH DOORINHG""

+RZ PXFK DP , UHDOLVILFDOON\ DEOH IR SD\** $UH P\ H[SHFIDILRQV R1 D INSLVI UHDOLVILF JLYHQ P\
EXGJIHI" YRUH[DPSH LI, QHHG D 3UXVK™ IRE RU P\ GRFXPHQIl UHTXLUHV H[WHQVLYH FRS\HGLILQJ DP ,
Z100LQJ IR SD\ H[IuD™

Questions students should ask prospective typists:

= KD FRPSXIHU SODIIRUP GR \RX XVH" 3& RU ODF"

= KD YHUVLRQ RI OLFURVRIW = RUG DUH \RX XVLQJ™ 5XQQLQJ QHZHU GRFXPHQIV LQ 3FRP SDILELILIN
PRGH™ IURP DQ RXIGDIHG O6 = RUG YHULRQ FDQ FUHDIH PRUH HUURUV WKDQ LI ZL00 IL[

= KDWINSHV RI VHUYLFHV GR \RX SURYLGH™" )RU H[DPSOH GR \RX FRS\HGLI DQG LI VR KRZ H[WHQVLYH"
INSRJIUDSKLFDO JUDPPDILFDO RIKHU

= KDIl LV \RXU XVXD0 WXUQ DURXQG WLPH IRU D IRE™ +RZ 1DU LQ DGYDQFH VKRX0G VIXGHQIV VXEPLIl KHLU
GREXPHQIV IR \RX IRU D JLYHQ GHDGOLQH"

+RZ PXFK GR \RX FKDUJH IRU \RXU VHUYLFHV"" ,V iKH FRWI SHU KRXU RU SHU IRE™

,1 P\ EXGJHI GRHV QR DI0RZ \RX IR FRPSOHIH D00 IKH ZRUN QHHGHG ZKDIl FDQ \RX GR IRV [[L
>ZKHUH [LL LV \RXU ERIRP 0LQH EXGJHIG"

$li ZKDIl SRLQW LQ WKH SURFHWV ZL00 \RX SURYLGH DQ HVILPDIH RI iKH RYHUD0 FRVI DV ZH00 DV KRZ 0RQJ
LI ZL00 WDNH \RX IR FRPSOHIH WKH ZRUN™ = 100 \RX NHHS PH DSSULVHG Rl KRZ PXFK ILPH \RX{YH



VSHQI RQ P\ GRFXPHQI" HVSHFLDOO\ LI \RX DUH FORVH IR IKH 3ERIIRP 0LQH™ DPRXQ! RI ILPH , FDQ
DIRUG"

"R \RX H[SHFIl VIXGHQIV IR JUDQH \RX FRPSOHIH FRQIURO RYHU IKH GRFXPHQH RU DUH \RX ZL0O0LQJ IR
VKDUH LQ iKH HGLILQJ WDVNV ZLIK VIXGHQIV" ,Q RIKHU ZRUGV KRZ PXFK 3EDFN DQG IRUIK™ H[FKDQJH GR
\RX DOORZ ZLIK IKH VIXGHQIV ZLIK ZKRP \RX ZRUN"

= KDW LV \RXU SUHIHUHG PRGH Rl FRPPXQLFDILRQ HJ HPDL0 SKRQH DQG KRZ GR \RX SUHIHU IR
VKDUH ILOHV HJ =URSER[ *RRJ(H GRFV 86% GULYH HIF ™

,Q ZKDW IRUPDI V' GR \RX GHOLYHU lIKH ILQD0 HGLIHG GRFXPHQII iR VIXGHQIV"* )RU H[DPSH 3 ™)

= RUG RIKHU™ +RZ 10H[LEOH DUH \RX ZL00LQJ IR EH LI KH IRUPDII LQ ZKLFK \RX SUHIHU IR GHOLYHU
GREXPHQIV GLITHUV IURP WKH IRUPDII KH VIXGHQI SUHIHW HJ  \RX SUHIHU 3 =) ZKHUHDV IKH VIXGHQW
QHHGV IIKH GRFXPHQI LQ = RUG

General advice to students considering hiring a typist:

%H FOHDU ZLIK IKH INSLVI- TURP IKH EHILQQLQJ DERXI \RXU 3ERMRP 0LQH™ FRVI (LPLIDILRQ ODNH VXUH
WKH INSLVI XQGHUVIDQGY DQG LV ZL00LQJ IR DELGH EN\ \RXU FRVI OLPPLI

" R QRI DFFHSII YDIXH UHVSRQVHV UHIDUGLQJ WKH SULFH IKH\ ZL00 FKDUJH \RX IRU IKH IRE WKLV LV D
EXVLQHVV IUDQVDFILRQ WKDIl VKRX0G EH FOHDUON VSHFLILHG

$IIHU IDONLQJ ZLWK D SURVSHFILYH INSLVI FRQVX0Il ZLIK RIKHU VIXGHQIV IRUPHU VIXGHQHIV \RXU DGYLVRUV
DQG PHQIRUV UHJIDUGLQJ ZKHIKHU RU QRII fKH GHDO VHHPV UHDVRQDEOH SHFRJQL]H \RX DUH PDNLQJ
GHFLVLRQV GXULQJ DQ HPRILRQDIO\ VIUHWIX0 WLPH <RX VKRX0G U\ IR DYRLG LPSXOVLYH FKRLFHV UHIDIHG
IR KLULQJ D INSLVI KD \RX ZL00 UHJUHII ODIHU L1 IKH INSLWI LV QR D JRRG ILW LQ IHUPV LQIHUDFILRQ VIN\OH
VIDQGDUGV RI TXDOLI\  GHOLYHUDEOH 1LQD0 SURGXFIl DQG FRWH

%H FOHDU DERXW IKH IRUPDI R WKH 1LQD0 GRFXPHQH \RX SUHIHU DQG PDNH VXUH WKH INSLVI LV ZL00LQJ IR
DJUHH WR \RXU UHTXHW )RUH[DPSIH VRPH VIXGHQIV SUHIHU IKH HQILUH GRFXPHQI LQ = RUG IRUPDI
ZKHUHDV RIKHW PLIKW SUHIHU VHSDUDIH SGI GRFXPHQIV IRU HDFK VHFILRQ RI \RXU

GLVVHUIDILRQ WKHVLV FDSVIRQH SHPHPEHU WKDH \RX DUH IKH FOLHQIl ZKR LV SD\LQJ 1RU IKH INSLVIfv
VHUYLFHV DQG IIKXV VKRX0G KDYH IIKH ULJKI IR PDNH UHDVRQDEOH UHTXHVIV RI WKH INSLVIl VXFK DV
GRFXPHQI IRUPDI QXPEHU RI KRXUW PD[LPXP \RX DUH ZL00LQJ WR SD\ IRU VHUYLFHV HIF



