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I. %2 FEH OFFICE WORK

i - 0YER - #M Taking Notes, Dictations,
D UL 555 5555w R s o o AR S ST s Bes e s e 9
. {FRMAEE » TR « Wik Preparing Letters, Outgoing -+ 4
C EEG Preparing Letters, Incoming - seessesesmesssinnas R

4. RREH (X » B X F )Presenting Information
(Documents, Newspaper Articles, etc.) ===+ cosassssrasisss 10, .

ik » HEMEHR Planning a Meeting, Trip:--oe-seeeerieees 14
BAEERIE Office Procedures----+«ossssssessassanssarsassnizes 16
ﬂ“‘&ﬁ‘ Training a New Secretary «««-++e-soseesesnsesinns 20
HMRB—XF R Specialized—Word Processing -+ 26
WE—RH Specialized—Spreadsheets:----+--+seee:: seseesrans 28
W3R — B M Specialized—Databases =--+----reemsererneen 32
W3R ——IL M Specialized—Electronic Mail--+--+-=s--ssseseeee: 34
WR—BM - 8 Specialized—Telex, Telegram - 38

A



R A A W

© & N

S T N

s P o

I.# & RECEPTION

— A8 General Greetings: +-<seservesrsssasnsainniiiinanainioiii 42
*‘# Job=Seeker ++rrerrerrrrernrintiiian 44
FIEMA New Employee «-+wesseesoreosisssssisarsisansusssensins 48
# & B Visit with Appintment -s=s-ssssesssressssiniiinie s 50
FEE R HRT Visit without Appointment"; """"""""""""""" 52
Eg Eo@OUTivE v reereereramnmnesenitm ittt bt 56
$97% A% (¥ A ) Special Visitor(Family)--eeeoosreemeesninns 58
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HH'EE Government Official-r===rrsrrereemrmrnin 66
Qﬁ#a Giving Tour, Guiding ..................................... 68
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UM (@44 © Y ) Giving Comforts(toilet, medicine) «-+- 74
% RI# B ( O ;) Special Assistance(Interpreting) ----e++s2+-- 78
$HBE Giving Directions «++-++s-sssesssssssssasnssssssimmancissiiens 80
7B ¥ M Explaining an Itinerary-++«+rsssrsessssmessnonsins 82
BE Sending Someone Off+-=severrveessessarensainiininanecisnar 84

M¥ 3 TELEPHONE

—f% 1% General Greetingsg: -+ 1=ses1essesseaamsmornansssraanansacsane 88
$os (2 FAHE) Information (inter—co. ) ««esessuseesenenssssnanse 90
FOB (2 5 5MB) Information (extra=—co. ) =+eeseeesesasaessuenes 92
Euum Directory ASSISTANCE **o=t ettt et aas 94
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BB Services -++-+osrooreosmessmsssssss s %
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B AR T T T T SO S P 104
% T AHYHT {i Transportation Reservations «=-«+++-sresseres 106
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ZEEE Deliveries -wrsereersrerenrtnric i s +110
ﬁﬁ Compla]nts ......................................................... 112
28R BR A Complaint Follow—up «++=+-se=sressesmamsenssusamnnnenss 116
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T R RSN THROSSp S SR —— 120
a“ Thanks .............................................................. 124
R - 8% Congratulations & Goodwill =-«-=sreerssmesaeneenes 126
o A — 130
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B SR (18 Foreign Trade Payments:--s--sseseecscescrens 140
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BRI + P2 Stocks, Securities ++-+r+ssrserrrssssssssserasssssssensans 144
WM Secretarial Services: s swesssmusssissrsorsinsrssraress 146
BB E Einergency -« =c-isssesiaisssssmissrisrissonssunsnsis 148
08 PO Finianicial Problems «+ ssssssevssssansassrissssassassasios 150
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2 Office Work

I.

OFF1ICE WORK

1. Taking Notes, Dictations, Translations

| Model Dialog |

A

: Miss Nakajima, | have a letter | would like you to

prepare. Could you take care of it now ?

- Yes sir, would you like it typed or handwritten ?
It isn't a personal letter, so please type it on

company stationery.

 Yes sir. Shall | type it in the usual business letter

format ? ‘

- Yes, | think that would be best. Any other

questions ?

- Shall | sign this letter in your name ?

| Other Useful Expressions |

1

2s

I am ready to take a dictation now, Ma'am.

Would you like me to take this in shorthand or
record it on cassette tape ?

3. When would you like this prepared by, sir ?
4. 1 could type an outline of your speech on note

cards if you would like.
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4 Office Work

Would vou like this translation done in a formai
or informal style ?

6. How exact do you want this transiation to be ?

. Since | typed it, | have also placed my initials at

the bottom.

2. Preparing Letters, Qutgoing

| Model Dialog |

A

B_.

* Would you please pr-epare these materials for

posting ?
Yes sir, right away. Who would you like me to
address this to ?

: Send them to Mr. Donald Smith. | believe he's in

Michigan.

. Should | use Mr.Smith’'s home or work

address ?

- | think using his home address would be best.

He might be on vacation when it arrives.

- Would you like this sent surface, air or express

mail ?

: America doesn't have express mail service, so

| suppose you had better send it by airmail. |
want it to arrive as soon as possible.

* Would you like me to file a copy of this letter

before sending it ?
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6  Office Work

| Other Useful Expressions |

1. Should I enclose payment, ask to be billed, or
request that the item be sent C.O.D. (cash on
delivery) ?

2. Should I use a form letter or a personalized reply ?

3. Should I enclose any other materials with this
letter ?

4. Would you like this typed on company or personal
stationery ?

5. Local mail pickup is at 3: 00, but if you prefer, I
will contact a private delivery service.

6. Since this is oo large 10 send as a leuer, 1 will send

it as a pareel.
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8 Office Work

3. Preparing Letters, Incoming

[Model Dialog |

-

A:

B

What would you like me to do with today's mail,
Ma'am ? -

- Please bring it to me now, | have been waiting

for some important information.

: Here it is. Personal mail is in the first bundie,

bills in the second and receipts in the third |
have onened all the envelopes except the
personal mail.

. Fine. Thank you. Weren't there any orders

today ?

- Yes Ma'am, | have already forwarded them to

the mailroom.

- Very good. That will be all for now. Il call you

if | need anything else ?

| Other Useful Expressions |

i.

A telex message from Tokyo has just come in.
Shall I get it for you ?

Excuse b’ae but Mrs. Aims has requested a personal
reply to her letter. She has a few quesuons she
would like answered.

Would you like me to send replies to any of today's
letters ?
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