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AN INTRODUCTION TO KEOS 
 
 The purpose of this issue is to introduce you, the STAFF MEMBER of King 
Enterprise Office Services, Inc. (or "KEOS" as we like to call ourselves), to the 
company you work for, and to familiarize you with our PRODUCTS and services. 
 
 What Our Company Does 
 
 We are a "Full Service" company that delivers a highly DIVERSE group of 
services, all geared towards supporting OTHER organizations in their efforts to 
EXPAND. 
 
 Our client list includes private companies of all sizes, ranging from start-up 
businesses to large corporations, and as well a number of non-profit organizations and 
numerous individuals. 
 
 The emphasis of all our services is to support the efforts of our clients to 
COMMUNICATE, i.e.) to PROMOTE their products and/or services.  As of this 
writing, the motto that we use in our current advertising is: 
 
 "Communication Services For Business Expansion". 
 
 However, our services are NOT limited to "promotion" or "advertising", but 
cover as well ANY needed services that will help our clients to expand, organize, and 
generally IMPROVE their endeavors. 
 
 As a staff member of KEOS, it is important that you have at least a basic 
understanding of the various individual services that we deliver, diverse though they 
may be.  In fact, it would be a good idea to give our current ADVERTISING  
BROCHURE (both Side 1 and Side 2) a comprehensive reading as a supplement to 
studying this issue.  That would include taking the time to thoroughly clear up any 
misunderstood words or phases that appear within the brochure (including the word 
"brochure" if needed). 



 

KII 1996.08.01 Page 2 

 
 The "Trained Staff Member" Viewpoint at KEOS 
 
 As you continue with your training as a staff member, you will learn that we 
heavily promote the use of the latest in "study technology", in order to accomplish the 
greatest possible comprehension by our staff of the technical and administrative 
materials that they have to know in order to do their jobs. 
 
 The reason for this is simple: 
 
  The more you know and the greater competence you display in 

your work actions, the more productive you are.  That means that 
as a TEAM, and as a COMPANY overall, we are more productive 
and competent, and the products we deliver reflect EXACTLY 
WHAT OUR CLIENTS NEED AND WANT. 

 
  THE NET RESULT:  Greater prosperity and maximum stable 

growth for the company overall, which means higher paychecks 
and greater company benefits for ALL of you! 

 
 
 The KEOS Basic Staff Glossary 
 
 To assist you in your reading, we are in the process of preparing a basic-level 
glossary of the various terms that are used at KEOS to describe our products and 
services. 
 
 We are calling this the KEOS Basic Staff Glossary.  In addition to specific 
product names (such as those used in our advertising), this glossary will also include 
other product-related words, abbreviations and phrases that our staff tend to use as 
part of day-to-day operations. 
 
(Tech Writer’s Note:  For this writing sample, we have available an online “limited” version of 
the KEOS Basic Staff Glossary, with only basic computer and finance terms included.) 
 
 Keep in mind that this glossary is meant to be a basic-level reference.  You are 
not going to learn how to become a professional printer or mailing services operator 
from using this glossary alone.  However you should be able, after reading our current 
advertising brochure, AND then using the glossary to clear up any misunderstoods or 
not-understoods, to at least know what our products and services really are, and to be 
able to easily describe these to anyone. 
 
 It is strongly suggested that you make use of this KEOS Glossary! 
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 Additions and Changes to the Glossary 
 
 When using the KEOS Basic Staff Glossary, please do not write in the glossary 
books.  If you find that new words or phrases need to be added to the glossary, or feel 
that certain definitions need to be expanded or updated due to new technology, etc., 
submit a written request to the Director of Routing and Personnel, who oversees the 
compilation and preparation of staff training materials. 
 
 Within your request, indicate in detail whatever changes or additions you 
recommend to the KEOS Basic Staff Glossary, along with any necessary background 
information explaining why such changes and/or additions are needed. 
 
 Also include with your submission some type of "accuracy verification of 
source" for each addition or change, i.e., "What is your source of information, and 
how do you know that this source provides an accurate definition for the word or 
phrase in question?" 
 
 Your submission will be reviewed by the Director of Routing and Personnel, as 
well as the senior management of KEOS, and if approved the specified addition(s) 
and/or change(s) to the KEOS Basic Staff Glossary will be prepared and inserted into 
all copies. 
 
 If You Need Help - Please Ask! 
 
 KEOS is a very high-production-oriented company, and because of this we 
have been quite successful throughout our history.  Quite frankly, in the modern 
world of inflation and high taxes, such an organizational viewpoint has become an 
absolute necessity if one is to "stay in business". 
 
 Besides the "usual" approach of "pushing productivity" as many companies 
and organizations do, the management of KEOS also makes it their business to ensure 
that ALL of our staff members get THOROUGHLY TRAINED IN THE TECHNICAL 
AND ADMINISTRATIVE KNOW-HOW NEEDED IN ORDER TO PROPERLY AND 
EFFICIENTLY PERFORM THEIR DUTIES AS STAFF. 
 
 We have already spent many hours "writing things down", which includes 
logging procedures, preparing "how-to" write-ups, as well as the compilation of a 
number of training packs and study checksheets to go along with them.  Obviously it 
would be to your own benefit as a staff member to make maximum use of these 
materials. 
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 However, there will be times, during your staff study or while doing your job 
(especially if you're "new"), when you simply cannot find the information needed to 
adequately answer your questions or tell you how to do your job correctly.  All we 
ask in such situations, is that you ASK SOMEONE FOR HELP - preferably someone 
who should be knowledgeable in the area you are studying or working. 
 
 It may be that you simply are not aware of written materials that already exist, 
or else there may not be any write-up at all on the particular subject in question.  As 
we are a relatively young company, this would not be surprising.  Writing up the 
numerous procedures and technical know-how for a diverse product and service line 
such as ours, takes not only many hours of time to prepare, but requires a significant 
amount knowledge and of experience. 
 
 You will find that most, if not all of our staff are always "willing to help", so 
please do not hesitate - simply ASK when you need help or assistance. 
 
 If you are new to KEOS (which is likely if you are reading this issue), then 
chances are you will be "assigned" an experienced staff member to act as your 
"guide" or "person to go to when you need help or have questions".  If you have 
already been posted at a particular position within the company, then this would most 
likely be your immediate senior.  If not, then it will probably be someone in the 
Personnel Department assigned to oversee and assist new staff. 
 
 In any case, we as a company want you to ENJOY your work, in addition to 
becoming a competent, productive, and efficient staff member who feels "secure" and 
"confident" on the job.  Please don't forget that part.  Work is also supposed to be 
FUN!  -  RIGHT? 
 
 So "Good Luck" in your career at King Enterprise, and here's wishing you 
infinite success! 
 
 
The Management of King Enterprise Office Services (KEOS) 
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