Need an extra pair of hands?

Kiss the in-tray goodbye!




Overwhelmed by administration?
Buried under filing or behind with your to-do list?

Introducing your one-stop PA service

7 Reports and manuscripts Friendly and efficient

Letters and audio typing Confidential service
Minutes of meetings

Data entry Professional and presentable

Estimates
Excel spreadsheets No task too mundane

Mail shots Locally based

CVs ore
Filing/archiving Competitive rates

Powerpoint presentations

Event planning Call Teresa today on
Project t

print and production 07815 963 798
Research

7 Mystery shopper email: onestop-pa@hotmail.co.uk
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