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Data Protection Act Manual Handling Operations Regulation

Moving objects
safely without
injuring your self

Collecting and storing client and
staff data safely. Store in a safe
place. Destroy when not needed

Trades Description Act

You must not tell the client Fire Precaution Work Place
incorrect information about Regulation

products prices and services _ .
Follow fire evacuation

procedures
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Computer
bookings

Written
bookings
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Price list

Card machine

Magazine

Waiting
chairs

Retail products

Drinks machine

Posters

Communication

Good / poor

Service (Hair)

Treatment (Beauty)

Stationary

Flowers

Coat hooks

Computer
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Receptionist Role
Answer the telephone
Take messages
Book appointments
Sell products
Cash up
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