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N _collaborate Daily Tasks

on projects :
b be organized
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_meet
deadlines
—phone
calendar _maintain
~ software cleanliness
—projector \maintain a
friendly space
— printer
I'm responsible for various everyday
office tasks, such as initially ..., followed
A by ..., then.., and finally ... in the
afternoon.
— photocopier - | utilize the ... to ...
| make use of the ... for...
/ | always keep a ... for ...
—calculator

To adhere to the company's policy, it's
crucial for everyone to ...
It's important for us to be ...




