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Dear Miss,

My secretary of six years has left following
her marriage, and I am seeking a competent secretary/
typist/ receptionist. The Division is involved in the
development of new treatments for the mentally ill, with
special emphasis on drug abuse. The secretary acts as the
administrative assistant for a large staff, assuming authority
for expenditures and various services in my frequent absences.
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The work includes the maintenance of some records,
allocating charges to various research funds, handling some
finances, and typing of reports. Most imperative, the position
requires someone with judgment to accept calls and allocate them
to the appropriate scientists.

if the position interests you, please call me at
2l2- 369 8488.

Sincerely yours,‘K’F—W
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Max Fink, M.D.
Professor of Psychiatry
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Dear Miss,

Recenfly, my secrefary/ adminisfraflve assisfanf of
six years ieff affer her marriage, and i am seeking a replacemenf.
The focus of our office is in The deveIOpmenf of new mefhods
fo freaf drug abuse and various ofher psychlafric problems.
The secrefary is responsible for managing fhe office, felephone,
and considerable fyping of reporfs and pubiicaflons. There is
some lighf bookkeeping as if is necessary fo keep some
check on the expendlfures of various sclenfisfs in +he program,
and There are five fo eighf accounfs open af any Time.

The office is at i02 Sfreef and Fifth Avenue.

if such a posifion lnferesfs you, please call me
af 2i2-369 8488.

Sincerely yours,

Max Fink, M.D.
Professor of Psychiafry


