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Working and Learning  
Along with this newsletter, you will 
receive a seminar notice – see our 
seminars.htm page for more!  You’ll 
note that I am presenting at one of these 
– all the speakers involved are members 
of National Speakers Association and 
very dedicated to their profession – and 
extremely knowledgeable.  Read through 
the information presented – if there is a 
topic there of interest to you, please do 
book and come along! 

Radio Interview 
In February Gavin Wood of 3AK, who 
was keen to hear about our secretarial 
network and how we operate, interviewed 
me.  He dubbed us ‘Melbourne’s biggest 
typing pool’ and I was quick to remind 
him we stretch much farther than 
Melbourne.  It was a good interview and 
I now have a copy of it on tape.  He has 
asked me to come back - his program is 
during ‘drive time ’ late each day, and his 
Business Show is on Thursdays - I’ll let 
you know when the next one will take 
place. 

 

Did you know??? 

…that we provide transcription support 
in 5 different ways: 
1. micro audio tape 
2. mini audio tape 
3. standard audio tape 
4. digital audio (via email) 
5. dictation – either by phone or in 

person. 
Many medical and legal practitioners 
need this kind of support, and there are 
professionals in other industries also. 
Please feel free to search our website for 
suitable support, or contact this office 
direct for assistance! 

 
Looking for help? 

We’re the secretary you need when 
you h aven’t got a Secretary! 

For professional, efficient and 
timely service. 

Seen our site lately?  It is regularly 
updated.  Please take time to visit.

 

We welcome the new members who 
have joined our ranks since January: 

 
Heather Walters , Chirnside Park, Vic, 
heatherjoys@optushome.com.au 
Lorena Vergara, Hillsdale, NSW, 
e_secretary26@hotmail.com 
Wendy Todd, Heathmont, Vic, 
sfpa@smart.net.au 
Wendy Morgan, Burrawong, NSW, 
admin.assist@bigpond.com 
Margaret Kirkman, Blacksmiths, NSW, 
kirkmanjones@ozemail.com.au 
Michelle Cross , Penrith, NSW, 
mobilesec@bigpond.com 
Rebecca Teci , Narre Warren South, Vic, 
beckstar_services@iprimus.com.au 
Janice Toy, Hoppers Crossing, Vic, 
jantoy@optusnet.com.au 
Christine Vexler, Dingley, Vic, 
cvexler@ozemail.com.au 
Karmen Vanutini , Port Melbourne, Vic, 
karsal@smartchat.net.au 
Janice Puglisi , Rowville, Vic, 
jpuglisi@bigpond.net.au 
Leah Farley, Rowville, Vic, 
leah_farley59@hotmail.com 
Mer Miegel-Peel, Dampier, WA, 
merps@kisser.net.au 
Leanne Palmer, Seaford, Vic, 
baysideadmin@optushome.com.au 
Ann O’Connor, Annerley, Qld, 
orinno@powerup.com.au 
Melinda Randall, Nunawading, Vic, 
bmrandall11@hotmail.com 
Lorraine James, Vermont, Vic, 
pljames@optusnet.com.au 
Helen Maxwell , Fishing Point, NSW, 
maxword@aol.com 
Janet Guthrie, San Angelo, Texas, 
jeguthrie@msn.com 
Denise Abboud, Guildford, NSW, 
djabboud@optusnet.com.au 
Sylvia Adova, Moonee Ponds, Vic, 
info@caionet.com.au 
Tracey Earle, Lysterfield, Vic, tracey-
earle@bigpond.com 
Bibby Yow, Sutherland, NSW, 
virtualoffice@start.com.au 
 
Members may charge differently as they 
are independent contractors. Some 
specialise in medical/legal 
transcriptions, bookkeeping, or Internet 
based work and have varying 
backgrounds of experience.   

 

 
 

 
Now providing services 

in 17 languages, the 
team at “A Clayton’s 

Secretary” look forward 
to assisting you in your 

business needs! 
 
 

 



What our customers are saying: 
 
"Thanks Kathie for helping me with 
my website.  Like many small 
business owners I have a website but 
can't afford to employ a tecky to 
update it and attend to the million 
and one tasks required to keep it in 
good working order. Your help has 
been fantastic.  Thanks to you at 
long last I feel that I have the web 
side of my business under control." 
 
Michael Grose 
www.Parentingideas.com.au 

 
Kathie Thomas is as good as it gets!  
Her professionalism, dedication, 
attention to detail, reliability, 
honesty and friendly personality 
make her an outstanding example of 
true service.   
 
Paddy Spruce 
www.paddyspruce.com.au  

 
 
We are dedicated to provide you 
service with: 

integrity, dignity, loyalty, 
confidentiality, competence and 

trust. 
For the secretary you need - call 
me! 
Kathie M. Thomas 
AFAIOP, ASO, ASM, MVA  

Want to share this newsletter with 
others? Please forward copy of this 
newsletter so they can register too!! 

Keep in touch with our site  

 
Click to subscribe to acsnews  

 
This newsletter is also sent out in html 
format using a list builder. If you wish to 
receive in this format, please register at  
acsnews-subscribe@yahoogroups.com 
or let us know your email address so we can 
add you to our database. 

My email address is:  

.............................................................. 

Name: 

Company: 

 

   
 

“A Clayton’s Secretary”®  
ABN 76 809 078 624 

LPO Box 6062, Cromer, Vic, Australia, 3193    
National: 1800 033 355 
Melb. Metro: (+613) 9583 8359  
Mob: 0414 659 142  
Fax: (+613) 9585 3785 
Email: kathie@asecretary.com.au  
Web: www.asecretary.com.au 
 
If you wish to unsubscribe from this newsletter: 
acsnews-unsubscribe@yahoogroups.com 

Current Rates apply: 
 

Word-processing $30.80 per hour 
Overheads design/graphics $38.50 per hour 
Desktop Publishing $44.00 per hour 

Database design & maintenance $49.50 per hour 
Colour printing $  3.30 per item 
O/H Film $  2.20 per item 
 

Internet: 
Research on the Internet $33.00 per hour 
Send email $ 2.20 with text   
Design, publish and register 
Website with search engines $825.00  (8 pages ) 
Webpage maintenance $ 66.00 per hour 

Photocopying: Price on asking 
Laminating $4.40 A4 size   
Faxes: 
Local $1.10 
STD $2.75 for first 5 pgs 
Scanning 
Image - graphics - per graphic on disk  $5.50 

OCR (Character recognition) $16.50  minimum 
Training 
Use of computer and software  $55.00 per hour 

Event Management 
Flyers prepared, registrations handled, bookings made - POA 

All prices are GST inclusive in Australian Dollars 
If something you require is not listed here, please do give me a call and I will source it for you.  Further information about  
‘A Clayton's Secretary’® can be obtained through the web page address listed at the top of this page.  Rates for clients outside of 
Australia are ex GST (Goods & Services Tax = Base + 10%). 

 

 Web Links 

Awards  
www.achiever.com.au 
www.businessawardsaus.com  

Bridgeworks 
www.waynedyson.com  

Creative Celebrations 
www.creativecelebrations.com.au 
 

Guerrilla Marketing 
www.guerrillamarketing.com.au 
 

Hampering Around 
www.hamperingaround.com.au 
 

JewishAustralia 
www.jewishaustralia.com 
 
Networks: 
For a list of networks in  
Melbourne go to 
www.whats-on-in-town.com 
www.bni.com.au  
 
Small Business Support 
www.homebusinessmanual.com.au   
www.mbn.com.au  
www.soho-life.com 
 
The Image Centre 
www.theimagecentre.com.au  
 
The Office Organiser 
www.office-organiser.com.au 

The Ultimate Gift Experience 
www.ultgiftexp.com.au 
 
Travel Solutions  
www.travelsolutions.com.au    

Universal Currency Converter 
www.xe.net/ucc 

 


