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Part 1
Secretarial Jobs And Duties

Unit 1  Qualifications for a Good PA /Secretary
Pre-reading Question : What makes a good PA or secretary?

(A) Reading

Read the Advertisements below and tell what makes a good secretary.

Wanted: Executive Secretary
Top personal assistant for Managing Director of AE multinational . College education and pro-
fessional secretarial training essential. Fluent in English and one other language. Must be prepared
to travel on behalf of the company . Familiar with computer systems and word processors . Must be
prepared to offer loyalty, enthu51as7m tact and discretion. Pleasant manner and appearance, and

i s ;
ability to keep calm at all ‘times essentlal Also to act as liaison between {\/Ianagmg Director and all
liaison |

departments within the organization as well as assist in promoting the desired company image to
clients and the public.

This position is for someone with a mature sense of responsibility, who is an efficient orga-
nizer, able to work on her/his own initiative. We offer good salary and welfare benefits.

Please apply, in English, to the Managing Director---

Senior Secretary Required
First-class secretary required for AC Oil Company . Responsible for filing & general secretarial
duties, computer operations, dealing with visitors & telephone calls.
* College or above education.
* Good communication skills in English, Mandarin and Cantonese.
* ngh standards of Office secretarial and administrative practice and business procedures.
* Be {ehable and used to working under pressure and on own initiative. g{ /5
* Ag’ei‘rm;nde}tgr‘lnal but should have a mature sense of responsibility.
Apply in English with full details to-+-

Office Assistant / Administration Assistant

Pacific Insurance Agency needs qualified staff for its branches in Guangzhou, Beijing and

Shanghai to assist senior executives.
%* Female, aged 23~28.
* College or university degree required.
* Fluent in Cantonese, English and Mandarin.
* Strong communication, interpersonal and negotiation skills essential.

* Electronic correspondence competence preferred.



Interested candidates please send your resume, college diploma, and recent photo to -
As you read the advertisements, indicate what makes a good PA or Secretary. The first one

has been done for you.

Requirements:
1.Good educational background
2. Professional secretarial training in-*

3.

ole <R I~ ) ¥ T

10.

(B) Writing

Based on the given advertisements, write a letter of Application.

1) Telling how you learnt about the opening.

2) Telling
a) why you select a secretarial career and apply for this position;
b) what you know about the the company and the job requirements;
¢) why you think you are fit for the job.

3) Write within 200 words.

4) Use full block format.




(C) Oral‘'Work

Making Preparations for an Interview

You are thinking of gaining some experience by working as a secretary. You will be inter-
viewed by Mr. Patterson, Manager of BC Art Design Firm. In order to make a good impression on

the interviewer, discuss with your partner the questions:

1. What questions would the interviewer ask you and how could you best answer the ques-

tions as:

1) family background; 2) educational background; 3) work experience; 4) reasons for

application or transfer; 5) spare time interest and personality; 6) general knowledge;

current affairs and personal outlook; 7) ambitions and aspirations.

2. How should (or shouldn’t) you behave? (good dress sense and presentation, easy man-

ner to speak , pleasant mature attitude etc. )

(D) Words for Precis-writing

to be practise in

to be trustworthy

to be conscientious in
to be calm and tactful
to be cordial (amiable)
to be capable of

to be superior to

to have good dress sense and presentation

to have a good command of

to meet (fulfil) requirements

to be qualified for

to be considerate

to be refined (elegant) and courteous
to look and sound charm

to have an easy manner

(E) Word Check
1. multi
prefix (of) many
n.multinational % El/4 7]
company which has branches or subsidiary companies
in several countries
2. essential
a.necessary n.sth. that is necessary
3. company
n.business, a group of peopl organized to buy, sell or
provide a service
assoctate company W& A 8], BE N8
Samily company K2 &)
holding company ¥ N-E), WA E]

Jjoint-stock company &R 28]

limited company Bty (F4E) HIRA 3

listed company (JR&) LT 8

parent company i8]

private (limited) company # & 28], F &
(ABREREZEFZHFHEMLF)

finance company (AHGREFT L) 2820 F
public limited company (PLC) B EAF L
g

insurance company H&-8]

shipping company #i& />8]

. corporation

n. (a) large company : finance corporation , corpo-
ration tax (CT)
(b) US company which is incorporated in the United

3



State

. initial

a.first or starting
initial capital ) HF A
initial sales AI45E

initials

n. first letters of the words in a name

v.to write your initials on a document to show you have

read it and approved initiative

n.decision to start sth.

to work on one’s own initiative LAEX. 3
to take the initiative I L5
to win initiative WmAF L5

6.

tact

n. the ability to do or say the right thing at the right
time; skill in handling people without causing offence
a. tactful || ad. tactfully

. word-processor X FZ 4L

n.small computer or typewriter with a computer in
it, used for working with words to produce texts, re-

ports, letters, etc.

8. desirable
a.worth having, or doing
9. trait '
n.a particular quality of sb.or sth; characteristics
10. discretion
n.the ability to decide what is most suitable to be
done
11. reassure
v.to comfort and make free from fear
12. liaison
n.a working association or connection
13. promote

v. (a) to give sb.a more important job

(b) to advertise

(c)" to support, help in the growth of

n. promotion

promotion chances or promotion prospects -5 H 4
promotion of a product B ] EAVEAK F S
promotion budger ]~ EAE 4 TRE

promotion team J HAR4H 4

14,

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

client

n. (a) a person who pays a professional person,
esp.a lawyer, a doctor, for help and advice

(b) customer

customer

n. person or company which buys goods

regular customer %%

customer appeal FAE-R 3]

customer service department JR F-FR 53

mature

a. fully grown and developed

commensurate (with)

v. (a) equal in size, quality, or length of time
(b) fitting, suitable

demand

v.ask or ask for and not take “No” for an answer
request '

v.to demand politely

require .

v. (a) to need : This suggestion requires careful
thought.

(b) to demand; order, expecting obedience: All
passengers are required to show their tickets.
procedure

n.an action or set of actions necessary for doing
something

reliable

a.fit to be trusted; dependable

immaterial

a.unimportant

Secretary

n. person who helps to organize work or types letters
or files documents or arranges meetings etc.for
someone

secretary honorary % 3% %

(person who keeps the minutes and official docu-
ments of a committee or club, but is not paid a
salary)

a.secretarial

n.secretariat B4k, itk

(imporant office and the officials who work in it)



Unit 2 Office Work Prospects
Pre-reading Question.: What will a successful secretary do in the office?

(A) Reading

Much of the secretary’s work is done in the office, where you may see computers, word pro-
cessors, calculators, telephones, fax machines, file cabinets, and many other current office equip-
ments. As a secretary, you should be familiar with the basic and necessary things relating to your
work in the office.

Modern office equipments demonstrate a serious and highly demanding challenge to the secre-
tary . Mastering of the latest equipments and information technology to carry out many and varied
responsibilities more effectively is essential to your office work. With the realization of office au-
tomation, career options for office professionals at all levels are rapidly expanding. Technology has
created an information age that has changed the way offices operate and the way information is
handled. As office professionals in the next century you will be required to have strong technical
and interpersonal skills and work as integral parts of the management team. You will need the life-
long education and retraining to keep pace with the changiﬁg 8ffice technology and to meet grow-
ing market demands.

Office automation is the application of computer and communications technology to improve
the productivity of clerical and managerial office staff. Today people have a wide variety of office
automation hardware and software components at their disposal. The list includes telephone and
computer systems, electronic mail, word processing, desktop publishing, database management
systems, two-way cable TV, office-to-office satellite broadcastiﬁg, on-line database services, and
voice recognition and synthesis. Each of these components is intended to automate a task or func-
tion that is prestently performed manually.And this can be accomplished only when computer,
communication and office equipment are networked and an office worker can easily access the en-
tire systemn through a PC sitting on your desk.Hence , as the office envirohment becomes elec-
tronic, the key to your office career success lies in your ability to connect—to connect phone calls,
messages, schedules, information, reports, and data—and to put information together for a par-
ticular use. For a secretary who wants to grow professionally you should keep up with develop-
ments in your field and in the business world in general. You should improve all your communica-
tion skills—reading, speaking, listening and writing. You should keep on growing in your profes-
sion and effectively use new technologies such as the Internet, E-mail, on-line déitabasés, and PCs
and soft ware. You will need to be an expert problem solver and will serve more in a managerial

role with more decision-making responsibilities.

(B) Word Check

1. professional ¥ A&, B EF 2. fax machine f£EH
n.skilled person or person who does skilled work n.machine for sending or receiving faxes (facsimile:
for money system for sending the exact copy of a document via

S
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11.

12.

the telephone lines)

. Xeroxing machine # 5 & ERH,

n.a machine that makes photographic copy of printed

or written matter

. file cabinet #4 4

n.a piece of office furniture with deep drawers in

which files are kept

. integral .

a.necessary (to complete sth.)

. hardware

computer hardware 8 YL/
n.machines used in data processing, including the

computers and printers, but not the programs

. software B GHEIERF)

n.computer programs (as opposed to machines)

. desk-top publishing £ IR (BRI R %)

n.writing, designing and printing of documents in an
office, using a computer, a printer and special soft-

ware

. database (KEGTENBH) BIEE

n.store of information in a large computer

. on line or online (HEESFHL) FHBH

ad. linked directly to a mainframe computer
synthesis &£& ()

n.the combining of separate things, ideas, etc.into
a complete whole

network M4%, BXM

n.system which vlinks different points together
computer nerwork i+ E WL &5

(C) Controlled Practi;e
Read the four passages below and fill in the blanks with proper words given.

electronically automation
conventional PC
audiovisual forms
fundamental terminals
professional text
remote newsletters
face-to-face systems

13.

14,

15.

16.

17.

18.

television network LR

distribution network 4& R %%

v.to link together in a network

typeset HEAR

v.to arrange type

n. typesetter HEFHL (TA)

manipulate 34254 F , BfE, B

v.a) to handle or control (esp.a machine),
usu. skilfully

b) to use (sb.) for one’s own purpose by skilfully
controlling and influencing, often ’

in an unfair or dishonest manner

to manipulate the accounts HARRE

to manipulate the market W T
n.manipulation

stock market manipulation

n.manipulator

company newsletter 2\ &) [ i}

n.printed sheet or small newspaper giving news
about the company

graphic (BLHA4E) BE (&)

n.concerned with written signs, usu.letters  or
drawings

pictorial Bl iy, B RFH

a. having, or expressed.in, pictures

dictating machine 33818 FHL

n.machine records text what sb.dictates, which a

secretary can play back and type out

composing
relationship
handles
graphic
interoffice

dictating



1.Desktop Publishing 5% A i i (EIRIR4E)

One important application that examplifies the relationship of PC to office 1) is desk-
top publishing, a term that was coined in 1985 by Paul Brainard, founder of Aldus Corparation.

In all organizations, thereisthe2)  need to produce written communications that not
only deliver the company’s message clearly but have a3)  look as well. Desktop publishing
can satisfy that needs.

In its simplest form, desktop publishing entails the use of 4) to prepare and print a
wide va)riety of typeset or near-type-set-quality documents. The process involves composing the
text, manipulating graphics, making up or 5) the document, and publishing the fin-

ished product on a laser printer or typesetter.

2. Electronic Mail T B {4

A tool that can simplify your understanding of the 6)  among computers, communi-
cation, and workgroup computer in the automated office is electronic mail—an electronic technol-
ogy that 7) the sending and receiving of messages. In most offices, messages often pass
back and forth between desks.A message is independent of size and may take on several 8)
__, such as a telephone message, an 9) memo, a letter, an invoice, a proposal, or a
newsletter. A message can also include 10) or pictorial elements and should not be
thought of as merely a written note. Most messages are composed on paper or are spoken into a de-
vice, such as a telephone or 11) . machine. Messages are often transmitted via telephone,
telex interoffice delivery systems, 12) U.S.Postal Service mail, or overnight delivery

service such as Federal Express.

3.Video Conferencing #7213

Video conferencing involves the linking of 13) sites by one-way or two-way televi-
sion. If meeting rooms in offices can be equipped with the necessary 14) facilities, travel
time and money can be saved by holding a tele-conference instead of 15) conference.

4.Videotex 15 81514
Videotex is a form of electronic publishing that consists of a database connected to 16)
__or PC.It stores and displays information in blocks of information called frames or
pages. Videotex offers a simple user interface by displaying pages of information that contain 17)
and graphics and providing an easy way for an untrained user to access one or more
databases of information. ’
Offices using videotex can 18) _ publish standard operation procedure manuals, sales
literature, interoffice 19) _, companywide phone lists, and other information that is sub-
ject to periodic changes.Some videotex 20) permit users to conduct electronic transac-

tions.



Unit3  Appointments
Pre-reading Question : What should a secretary do in arranging appointments?

(A) Reading

As a secretary, arranging appointments for the boss is essential to your daily work. For doing
business, the boss would often visit people. He needs attending meetings or traveling outside. At
the same time other people would come to meet him or call him on the phone for
business. Furthermore, even if he is in the office, he may be busy working at something when
somebody wants to see him. In these cases, you should arrange appointments for the boss for these
visits, meetings, interviews, and discussions. Thus arrangement of appointments is rather a chal-
lenging task to you, which is sometimes called an “art” .When you are making appointments, al-
ways keep in mind the points as follows.

1.Keep an appointment book in which daily activities and arrangements for your boss or
manager are listed. Whenever there is a possible appointment, you had better put it in both the
boss’s diary and your own and you should make it a tentative appointment and consult your boss as
soon as possible. When it is finally confirmed by the boss, you should make it known to the person
who initiated the appointment for confirmation. It is advisable that you will confirm by letter or by
fax any important appointment made by telephone.Furthermore, if a person requests an appoint-
ment, and the time, date and place are agreed, you must make a note of the caller’s name, ad-
dress, and phone number in case you need to contact him or her for possible amendment.

2.Be considerate enough to understand your boss’s preferences and consider them.You
should always be aware of the routine office work with which the boss prefers at special times of a
day and take special care when arranging appointments.

3.Be tackful in refusing appointments, giving the reason for a refusal whenever possible and
trying not to offend the clients.

4.1f it is necessary to make a cancellation of an appointment, notify the person immediately

by phone or by fax and arrange a new-one if possible.
Sample 1

Jane is a secretary to TAK’s Training Manager, Mr.Sybil. When someone calls to make an

appointment to see Mr.Sybil, she consults his diary and her own.

Caller: I wonder if 1 could see Mr. Sybil for about an hour on Tuesday morning.

Jane: Mr. Sybil is having an interview at nine, I’'m afraid, but he’ll be free in the afternoon.

Cgller: Well, what about Wednesday afternoon?

Jane: Mr.Sybil is having a meeting with training staff at half past two, I'm afraid, but he’ll
be free in the morning.

Caller:  Is he free on Thursday afternoon?

Jane: Yes, 2.30 p.m.Is that suitable for you?

8



Caller; Yes, fine.Let’s fix it. Thank you.Good-bye!
Jane: Good-bye.

Mr. Sybil’s diary:

6 MONDAY
9.00 a.m.attending management meet
7 TUESDAY
9.00 a.m.having an interview
8 WEDNESDAY
2.30 p.m.have a meeting with the training staff
9 THURSDAY
9.30 a.m.hold a committee meeting
10 FRIDAY

3.00 p.m.to show visitor round
11 SATURDAY
12 SUNDAY

Sample 2
This is an example of writing to make an appointment for an executive.
12th August, 199 —
Poully Changan Technologies
121 Changan Street
Beijing 100020
China
Dear Sirs :
I am writing on behalf of Mr . David Goodman , Vice President of the Cairo Institute for

Industrial Research . He will be spending ten days in Ghina in September , and would like

to meet your Sales Manager . He wishes to discuss an order which the Institute has sent al-

ready .

He will be in Guangzhou from the 2nd to the 4th of September, and he could travel to
Beijing on the 9th . Could he see you then? A morning appointment would be preferable .

Please let us know whether this is convenient for you .



Yours faithfully,

L.A.Mertini (Miss)
Secretary of the President’s Office

The Reply
19th August, 199 —

Cairo Institute for Industrial Research
1297 Kasan
Cairo, Egypt

Dear Miss Mertini :

Thank you for your letter of the 12th August, in which you requested an appointment
with Mr . Wang Lijun , our Sales Manager .

Mr . Wang will be pleased to meet Mr.Goodman on the 9th of September, at 9: 00

a.m . Mr.Goodman should ask for me when he arrives at reception .

I trust this date and time is convenient . If it is not, please do not hesitateto contact us by

phone .
Yours truely,

Sandra Liu (Miss)
Secretary to Wang Lijun

Based on the given letters, complete the Itinerary prepared for Mr.David Goodman.

Date Time Place Activities
Dongfang meet Mr. Lincoln,
2 Sept. 10.30 a.m.
Hotel,_ Guangzhou Representative from -+

10



