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SECRETARIAL AND ADMINISTRATION

Useful Dewey Classification Numbers

	Administration & Office Practice 
	651

	Assertiveness and personal 
development

    - at work
	158.1

658.3

	Business / Management Admin.
	650 / 658

	Communication Skills
	302.2 / 651.7

	  - Foreign languages for business
	430-499

	Computing and IT

  - Email / Internet

  - Microsoft Office 

  - Windows
	004 – 006

004.6

005.369

005.4469

	Customer Care
	658.812

	CVs / job searching
	650.14  

	Employment/Labour Market
	331

	Europe
	337.14 / 341.2422 / 382.9142

	Health & Safety

  - Law
	363.11

344.0465

	  - Safety Management
	658.408 / 658.382

	Human Resources / Personnel

  - Motivation/Discipline

  - Recruitment & Selection

  - Supervisory Management
	658.3

658.314

658.311

658.302

	Industrial Relations
	331.8

	Information Management
	658.403 / 658.514

	  - Business Information Systems
	 658.05

	Law
	340

	  - Business law
	46.066 / 346.07

	  - Employment law
	344.011

	Management
	658 /658.4

	Marketing & sales
	658.8

	  - Advertising & PR
	659.1–659.2

	Numeracy
	510

	Organisational Theory
	338.7 / 302.35

	Presentation skills
	658.45 / 808.5

	Reception / Front Office
	647.94068

	Report Writing
	808.066

	Shorthand / Typing
	653.4242 /652

	Small Business
	658.022

	Stress
	155.9024

	Teamwork
	658.402

	Time Management
	658.4093

	Word processing
	652.5 / 005.369


The library catalogue is available on the Internet at: www.wiltshire.ac.uk/heritage 
Check out the My Career Online. Also look at the Careers Information and websites from Internet Resources
.

Journals

(taken at one or more of the college sites)
PC Answers       PC Basics
Daily and Local Newspapers 
Executive PA


Economist        Business Standards   

Marketing      Business Review
Tips & Advice Health and Safety
Some Useful Reference Items

	Encyclopaedias 

Statistics Collection

	CANS – legislation (not updated)
	340.0941

	Dictionaries of Business
	650.03

	Dictionaries of Computing
	004.03

	Human Resources / Personnel
	658.3

	Dictionaries of Marketing 
	658.83

	Directory of British Associations
	062

	Directory of Directors
	658.42

	English Dictionaries
	423

	Health & Safety at Work
	344.0465 / 363.11

	Kompass – Company Information
	380.1

	Whitakers Almanac
	032.02


E-Books:
(accessible from all sites and from home)

These are complete books available over the Internet, you only need to locate your college and then use your log-in.
Online Databases & E-Journals:

(accessible at all sites but some require passwords)

Individual on-line journals, Infotrac Journals Database, is accessed via  Internet Resources from Library Services – click on ‘Magazine articles online’.
For Keynote, KnowUK, FactFile, Issues Online and more – access is via Internet Resources from Library Services click on ‘Local News Reference’.

ILT Equipment:
Still and DV cameras, mini laptops, iPods etc are available to help with your studies.

Contact the ILT aide for further services provided
DVDs and Videos: There is a range of course related material available to view in the Library.

If you need more help or information please ask the LRC Staff. 


We’re here to help you!
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