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�

Questions students should ask themselves: 
 
:KDW�W\SHV�RI�VHUYLFHV�GR�,�ZDQW�IURP�D�W\SLVW"�)RU�H[DPSOH��JHQHUDO�FRS\HGLWLQJ�DQG�FRUUHFWLRQV�
RI�JUDPPDWLFDO�HUURUV"�$GKHUHQFH�WR�$3$��RU�VRPH�RWKHU��IRUPDW"�$GKHUHQFH�WR�81&¶V�
UHTXLUHG�GLVVHUWDWLRQ�WKHVLV�FDSVWRQH�IRUPDW"�&UHDWLRQ�IRUPDWWLQJ�RI�WDEOHV"�2WKHU"��
�
:KDW�LV�P\�WLPHOLQH�IRU�D�W\SLVW¶V�VHUYLFHV"�)RU�H[DPSOH��KRZ�TXLFNO\�GR�,�H[SHFW��RU�QHHG��WXUQ�
DURXQG�IURP�D�W\SLVW"�$W�ZKDW�SRLQW�GXULQJ�WKH�VHPHVWHU�GR�,�QHHG�WKH�ILQDO�SURGXFW�FRPSOHWHG"�
�.HHS�LQ�PLQG�WKDW�W\SLVWV¶�DYDLODELOLW\�PLJKW�EH�PRUH�OLPLWHG�WRZDUG�WKH�ODVW�PRQWK�RU�VR�RI�D�
VHPHVWHU���
�
+RZ�PXFK�GHFLVLRQ�PDNLQJ�SRZHU�GR�,�ZLVK�WR�UHWDLQ�RYHU�P\�GRFXPHQW"�6SHFLILFDOO\��GR�,�
ZDQW�VRPHRQH�ZKR�DVVXPHV�DOO�FRQWURO�RYHU�FKDQJHV�WR�WKH�GRFXPHQW��RU�ZRXOG�,�SUHIHU�WR�VKDUH�
HGLWLQJ�WDVNV�LQ�RUGHU�WR�SRWHQWLDOO\�VDYH�FRVWV"�$P�,�UHDOLVWLFDOO\�DEOH�WR�SHUIRUP�WKH�HGLWV�LQ�WKH�
WLPH�DOORWWHG"�
�
+RZ�PXFK�DP�,�UHDOLVWLFDOO\�DEOH�WR�SD\"�$UH�P\�H[SHFWDWLRQV�RI�D�W\SLVW�UHDOLVWLF�JLYHQ�P\�
EXGJHW"�)RU�H[DPSOH��LI�,�QHHG�D�³UXVK´�MRE�RU�P\�GRFXPHQW�UHTXLUHV�H[WHQVLYH�FRS\HGLWLQJ��DP�,�
ZLOOLQJ�WR�SD\�H[WUD"��
�
�
Questions students should ask prospective typists: 
 
:KDW�FRPSXWHU�SODWIRUP�GR�\RX�XVH"�3&�RU�0DF"�
�
:KDW�YHUVLRQ�RI�0LFURVRIW�:RUG�DUH�\RX�XVLQJ"��5XQQLQJ�QHZHU�GRFXPHQWV�LQ�³FRPSDWLELOLW\�
PRGH´�IURP�DQ�RXWGDWHG�06:RUG�YHUVLRQ�FDQ�FUHDWH�PRUH�HUURUV�WKDQ�LW�ZLOO�IL[���
�
:KDW�W\SHV�RI�VHUYLFHV�GR�\RX�SURYLGH"�)RU�H[DPSOH��GR�\RX�FRS\HGLW�DQG�LI�VR��KRZ�H[WHQVLYH"�
�W\SRJUDSKLFDO��JUDPPDWLFDO��RWKHU���
�
:KDW�LV�\RXU�XVXDO�WXUQ�DURXQG�WLPH�IRU�D�MRE"�+RZ�IDU�LQ�DGYDQFH�VKRXOG�VWXGHQWV�VXEPLW�WKHLU�
GRFXPHQWV�WR�\RX�IRU�D�JLYHQ�GHDGOLQH"�
�
+RZ�PXFK�GR�\RX�FKDUJH�IRU�\RXU�VHUYLFHV"�,V�WKH�FRVW�SHU�KRXU�RU�SHU�MRE"��
�
,I�P\�EXGJHW�GRHV�QRW�DOORZ�\RX�WR�FRPSOHWH�DOO�WKH�ZRUN�QHHGHG��ZKDW�FDQ�\RX�GR�IRU��[[[�
>ZKHUH�[[[�LV�\RXU�ERWWRP�OLQH�EXGJHW@"��
�
$W�ZKDW�SRLQW�LQ�WKH�SURFHVV�ZLOO�\RX�SURYLGH�DQ�HVWLPDWH�RI�WKH�RYHUDOO�FRVW�DV�ZHOO�DV�KRZ�ORQJ�
LW�ZLOO�WDNH�\RX�WR�FRPSOHWH�WKH�ZRUN"�:LOO�\RX�NHHS�PH�DSSULVHG�RI�KRZ�PXFK�WLPH�\RX¶YH�



VSHQW�RQ�P\�GRFXPHQW"��HVSHFLDOO\�LI�\RX�DUH�FORVH�WR�WKH�³ERWWRP�OLQH´�DPRXQW�RI�WLPH�,�FDQ�
DIIRUG"���
�
'R�\RX�H[SHFW�VWXGHQWV�WR�JUDQW�\RX�FRPSOHWH�FRQWURO�RYHU�WKH�GRFXPHQW�RU�DUH�\RX�ZLOOLQJ�WR�
VKDUH�LQ�WKH�HGLWLQJ�WDVNV�ZLWK�VWXGHQWV"�,Q�RWKHU�ZRUGV��KRZ�PXFK�³EDFN�DQG�IRUWK´�H[FKDQJH�GR�
\RX�DOORZ�ZLWK�WKH�VWXGHQWV�ZLWK�ZKRP�\RX�ZRUN"�
�
:KDW�LV�\RXU�SUHIHUUHG�PRGH�RI�FRPPXQLFDWLRQ��H�J���HPDLO��SKRQH��DQG�KRZ�GR�\RX�SUHIHU�WR�
VKDUH�ILOHV��H�J���'URSER[��*RRJOH�GRFV��86%�GULYH��HWF��"��
�
,Q�ZKDW�IRUPDW�V��GR�\RX�GHOLYHU�WKH�ILQDO��HGLWHG�GRFXPHQW�WR�VWXGHQWV"�)RU�H[DPSOH��3')�
:RUG��RWKHU"�+RZ�IOH[LEOH�DUH�\RX�ZLOOLQJ�WR�EH�LI�WKH�IRUPDW�LQ�ZKLFK�\RX�SUHIHU�WR�GHOLYHU�
GRFXPHQWV�GLIIHUV�IURP�WKH�IRUPDW�WKH�VWXGHQW�SUHIHUV��H�J���\RX�SUHIHU�3')�ZKHUHDV�WKH�VWXGHQW�
QHHGV�WKH�GRFXPHQW�LQ�:RUG��
 
General advice to students considering hiring a typist: 
�
%H�FOHDU�ZLWK�WKH�W\SLVW��IURP�WKH�EHJLQQLQJ��DERXW�\RXU�³ERWWRP�OLQH´�FRVW�OLPLWDWLRQ��0DNH�VXUH�
WKH�W\SLVW�XQGHUVWDQGV�DQG�LV�ZLOOLQJ�WR�DELGH�E\�\RXU�FRVW�OLPLW���
�
'R�QRW�DFFHSW�YDJXH�UHVSRQVHV�UHJDUGLQJ�WKH�SULFH�WKH\�ZLOO�FKDUJH�\RX�IRU�WKH�MRE��WKLV�LV�D�
EXVLQHVV�WUDQVDFWLRQ�WKDW�VKRXOG�EH�FOHDUO\�VSHFLILHG��
�
$IWHU�WDONLQJ�ZLWK�D�SURVSHFWLYH�W\SLVW��FRQVXOW�ZLWK�RWKHU�VWXGHQWV�IRUPHU�VWXGHQWV�\RXU�DGYLVRUV�
DQG�PHQWRUV�UHJDUGLQJ�ZKHWKHU�RU�QRW�WKH�GHDO�VHHPV�UHDVRQDEOH��5HFRJQL]H�\RX�DUH�PDNLQJ�
GHFLVLRQV�GXULQJ�DQ�HPRWLRQDOO\�VWUHVVIXO�WLPH��<RX�VKRXOG�WU\�WR�DYRLG�LPSXOVLYH�FKRLFHV�UHODWHG�
WR�KLULQJ�D�W\SLVW�WKDW�\RX�ZLOO�UHJUHW�ODWHU�LI�WKH�W\SLVW�LV�QRW�D�JRRG�ILW�LQ�WHUPV�LQWHUDFWLRQ�VW\OH��
VWDQGDUGV�RI�TXDOLW\��GHOLYHUDEOH�ILQDO�SURGXFW��DQG�FRVW��
 
%H�FOHDU�DERXW�WKH�IRUPDW�RI�WKH�ILQDO�GRFXPHQW�\RX�SUHIHU�DQG�PDNH�VXUH�WKH�W\SLVW�LV�ZLOOLQJ�WR�
DJUHH�WR�\RXU�UHTXHVW��)RU�H[DPSOH��VRPH�VWXGHQWV�SUHIHU�WKH�HQWLUH�GRFXPHQW�LQ�:RUG�IRUPDW�
ZKHUHDV�RWKHUV�PLJKW�SUHIHU�VHSDUDWH�SGI�GRFXPHQWV�IRU�HDFK�VHFWLRQ�RI�\RXU�
GLVVHUWDWLRQ�WKHVLV�FDSVWRQH��5HPHPEHU�WKDW�\RX�DUH�WKH�FOLHQW�ZKR�LV�SD\LQJ�IRU�WKH�W\SLVW¶V�
VHUYLFHV�DQG�WKXV��VKRXOG�KDYH�WKH�ULJKW�WR�PDNH�UHDVRQDEOH�UHTXHVWV�RI�WKH�W\SLVW��VXFK�DV�
GRFXPHQW�IRUPDW��QXPEHU�RI�KRXUV�PD[LPXP�\RX�DUH�ZLOOLQJ�WR�SD\�IRU�VHUYLFHV��HWF��


