
Writing
Sample response:
All administrative assistants must follow these instructions for handling the incoming and outgoing mail at the company.
Incoming mail
•	Mail should first be sorted into two piles: mail which is marked “private” or “confidential” and mail which is not.
•	Open any mail not marked with “private” or “confidential” and stamp the documents inside with today’s date. 
•	Do not open mail marked with “private” or “confidential” but stamp the envelope with today’s date.
•	Document all of the mail in the mail log, writing down the date, the sender’s name and address and the recipient’s name.
•	Sort the mail according to which department it needs to go to, leaving it in the basket marked with each department’s name. 	Give any mail marked “private” or “confidential” directly to the recipient.
•	Put any junk mail into the recycling bin.
Outgoing mail
•	Collect the outgoing mail from each department.
•	Make sure that all the letters in the outgoing mail have signatures on them.
•	Check that the addresses on the envelopes are correct, and that each one has a postcode.
•	Weigh the mail to find out the correct cost of postage.
· You should use registered post to send any legal letters or valuable items



