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Introduction!to

Secretarial ' Work

—
O

Dialogues

&= Situation B Li Hua is being interviewed for a secretary post at Miss Brown’s office.

799999 999999995 9

(A—Li Hua, the interviewee; B—Mary Brown, the interviewer)

A

: Come in, please.

% > W > =

>

(Knocks at the door) May I come in?

: Good morning, Miss Brown! I’'m Li Hua. I've come for an interview as requested.

: Good morning, Miss Li! Please take a seat.

: Thank you.

: Well. Would you mind telling me about yourself ?

: Of course not. I come from Shanghai and study at Shanghai International Studies

University as an English Major. I specialize in English Secretarial Studies. And I will
graduate from Shanghai International Studies University this July.

: Oh, I see. What courses have you taken in English Secretarial Studies?

: I've taken such courses as secretarial principles, office administration, business

English, public relations, etiquette study, psychology, computer programming, typing,
stenography and file-keeping.

: Oh, very good, very good. But how are your typing and shorthand skills?
: Well. I am a good shorthand-typist. I can type 100 Chinese words a minute and take

dictation in English at 150 words a minute.

Oh, fantastic! Can you operate computers skillfully?
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A: Yes, I can. I have received some special training in computers. Besides I am good at
operating common office machines, such as fax machines and duplicating machines.

B: Where did you learn to operate these machines?

A: At a Foreign Trade Corporation last summer. I worked there for nearly two months.

B: Oh, really? That must be very interesting experience. What did you do there?

A: Yes. Mostly typing and running errands.

B: Good. That experience will be very helpful to secretarial job. Ok, we’ll be letting
you know the result of the interview sometime next week. Thank you very much for
coming.

A: Thank you very much for giving me the chance, Miss Brown.

B: You're quite welcome. Good-bye.
A: Good-bye.

& Situation » Miss Brown invites Li Hua, the new secretary to have a cup of coffee with her

at a cafe nearby. Now they are talking over coffee about qualities of a good

secretary.

P9 999999999 %% 9%

(A—Miss Brown; B—Li Hua, the new secretary)

A: Li Hua, how is your secretarial work going these days?

B: Um..., not bad. Miss Brown, could I ask you a few questions?

A: Yes, please!

B: What qualities would people like to find in his secretary?

A: Well. I think loyalty should be the first quality. If a man can’t trust his secretary,
whom he can trust?

B: Ah, I see! You mean a secretary is supposed to be loyal to his boss and his company
and to be trustworthy. When making decisions and solving problems, he needs to
keep the interests of the company in the forefront of his mind. What is the next, then?

A: Well, efficiency, I think. You know, a secretary needs to handle many repetitious and
routine tasks and it’s imperative for him to be able to complete a lengthy to-do list of
tasks with a sense of urgency.

B: Right. Efficiency is essential to a qualified secretary. But do you think initiative is
also one essential quality for a good secretary?

A: Of course it is. Although a good secretary should not exceed his duties and meddle
in the boss’ affairs, yet he needs to act for his boss in his absence. Surely, he needs

to consult with his boss before he take the initiative to make any major decisions.

-




2 Unit 1 introduction to Secretarial Work

Therefore, it is crucial for secretaries to know when to act on your own and when to
consult.

B: I agree with you. Well, what other qualities do you think a good secretary should
have?

A: [ have to admit that a good secretary should be tactful and charming. Secretarial work
can be so tense and tedious that secretaries are very likely to loose their tempers.
Thus, a good secretary should be tactful enough to avoid any friction and resolve any
conflicts. Additionally, a good secretary is expected to be charming, which involves
looking and sounding attractive. As the company’s appearance symbol, a good
secretary should have a professional demeanor, good dress sense and presentation.

B: Ah... It seems very difficult to be a good secretary. I bet he must be very lucky if an

executive can recruit a secretary with all those qualities.

A: Yes, of course. I am sure you will be a good secretary.
B: Thank you. I will try my best!

799 99 % 999%9%9

Useful Expressions ~

1. I’ve come for an interview as requested.
AR @K
2. I specialize in English Secretarial Studies.
BE HEE AL
3. Besides I am good at operating common office machines, such as fax machines and
duplicating machines.
Aok, RLAE RGBS NG, thdets AALA 2P AL,
4. Yes. Mostly typing and running errands.
AW, KBRITITF, AMGERIBIT D,
5. We’ll be letting you know the result of the interview sometime next week.
BAVE AT R A 18 38 ot B XA 45 R
6. Therefore, it is crucial for secretaries to know when to act on your own and when to
consult.
B, ¥THRFEMT, pdH A EERETIMH LA EZFTFTELESR,
7. Secretarial work can be so tense and tedious that secretaries are very likely to loose their
tempers.
AP TAETREAIREIR, R, AHEMLARA TR,
8. Thus, a good secretary should be tactful enough to avoid any friction and resolve any
conflicts.
X B, —AFeted 8igdRBIE LCHER, BRATE.
_J
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é 9. As the company’s appearance symbol, a good secretary should have a professional\
demeanor, good dress sense and presentation.
Ve H B bl FAE, —ANAFRHRLP BLiZ A R e9AT AL RIFHF R,
10. I bet he must be very lucky if an executive can recruit a secretary with all those qualities.

AF AR EZFREZINLA LR SRAAHS, —TRFE y

Situational Dialogues

Using the Sample Dialogue as a model, try to create a new dialogue with your partner.
Situaﬁon 1 > ‘Wang Li, majoring in Enghsh for secretaries, is soon to graduate from Sichuan
Intematmnal Studies University. Now she is being interviewed on telephone
for a secretary post in a Sina-foreign joint venture.
Situation 2 p Lily, a secretary in a foreign trade company, is talking with her superior, Mary
- Brown, and she wants to know secretarial duties and responsibilities.

F1adl W Text A

Secretarial Work

1.TheTerm “Secretary”

The term “secretary” is derived from the Latin word secernere, “to distinguish™ or “to set
apart,” with the eventual connotation of something private or confidential, as with the English
word secret. A secretarius was a person, therefore, overseeing business confidentially, usually for
a powerful individual (a king, Pope, etc.). As the duties of a modern secretary often still include
the handling of confidential information, the literal meaning of their title still holds true.

Since the Renaissance until the late 19th century, men involved in the daily correspondence
and the activities of the mighty had assumed the title of secretary. With time, the term was applied
to varied functions, producing compound titles to specify various secretarial work better, like
General Secretary, Financial Secretary or Secretary of State. Just “secretary” remained in use for
relatively modest positions such as administrative assistant of the officer(s) in charge. As such
less influential posts became more feminine and common with the multiplication of bureaucracies
in the public and private sectors, new words were also coined to describe them, such as personal
assistant.

For a long time, the term “secretary” has come to be used for too loosely. Many junior
typists, who are only beginning to acquire their secretarial skills, like to think of themselves as
secretaries. However, the true secretary should have not only highly competent manual skills
but also an understanding of organization and administration and a capacity for obtaining results

4



Unit 1 introduction to Secretarial Work

through people on behalf of her manager or managers. This is a complex activity requiring

knowledge, experience, and social skills.
2. Duties and Functions

A secretary is a person in charge of records, correspondence, and related affairs, as
for a company; a person employed to do routine work in a business office, such as typing,
filing, and answering phones; or a person employed to attend to the individual or confidential
correspondence, scheduling, etc. of an executive, celebrity, or the like.

The duties of a secretary or administrative assistant vary by industry or employer, but
some tasks are common to many work settings. In general, secretaries perform basic clerical,
organizational and office responsibilities for an organization or department. Their basic duties and
functions are:

2.1 Files

Secretaries often manage customer files and other records in an office. In a doctor’s office,
for instance, the secretary pulls each patient’s file at the time of the appointment for the nurse or
doctor. She replaces it when the appointment is over. Keeping files in alphabetical order and using
a local filing system for easy storage and retrieval are keys to successful file organization.

2.2 Correspondence

Secretaries are the common liaison for incoming and outgoing phone and mail
correspondence. They receive calls from clients, business partners, workers or community
members, and either answer questions or forward the calls. They also make calls on behalf of
managers to communicate information to customers, to schedule appointments or to follow up
on inquiries. Taking notes from a manager, preparing a memo or letter, and screening mail are
common written correspondence duties.

2.3 Documents

Secretaries are often tasked with copying documents for mailings or for internal distribution.
They also must fax documents from the company to clients or customers, and receive incoming
faxes to pass on to the appropriate person. Some secretaries use e-mail, Word and Excel to create
spreadsheets or documents and pass them on to employees or customers. Proofreading documents
before they are sent out of the office is another duty.

2.4 Office Tasks

Especially in small offices, a secretary may be asked to carry out routine clerical tasks and
errands to assist others. This may include canceling or rescheduling appointments, ordering office
supplies, taking notes during meetings, and getting drinks for the supervisor and guests.

2.5 Reception

In general office positions, secretaries commonly assist new employees and visitors in
finding their way around. This includes directing visitors to the people they come to meet and
showing new employees where to go on their first day. In general, the secretary projects the

image of the business by offering a friendly and professional reception to people who come into
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the office.

Admittedly, specific duties and functions vary with different types of secretaries. Executive
secretaries or executive assistant may handle some routine and complex responsibilities, including
managing budgets, doing bookkeeping, attending telephone calls, handling visitors, maintaining
websites, making travel arrangements, conducting research, preparing statistical reports, training
employees, and supervising other clerical staff, and so on.

Some secretaries, such as legal and medical secretaries, perform highly specialized work
requiring knowledge of technical terminology and procedure. For instance, Legal secretaries
often prepare documents, including legal briefs, court summons, spreadsheets and other office-
related letters. Many legal secretaries also maintain electronic-filing databases, help lawyers with
research for cases, gather necessary documents for trials and submit paperwork to courthouse.
Other duties may include scheduling client appointments, answering calls, taking notes during
legal meetings and maintaining the firm’s legal research references. Medical secretaries perform
secretarial duties using specific knowledge of medical terminology and hospital, clinic, or
laboratory procedures. Their duties may involve scheduling appointments, billing patients, and
compiling and recording medical charts, reports, and correspondence.

Other technical secretaries who assist engineers or scientists may handle correspondence,

maintain the technical library, and gather and edit materials for scientific papers.
3. Outlook for Secretarial Work

Since the 1970s, office automation has developed rapidly in the new wave of technological
revolution and a number of high-tech have quickly entered the field of office automation. With
the application of a large amount of advanced office automation equipment in secretarial work,
the efficiency and the quality of the work have been greatly improved, but traditional secretarial
work has been affected deeply and the content, methods, thinking and work site of the secretarial
work have been changed. Hence, the work has converted from experienced management to high-
level one which is more standard, automotive and efficient. Therefore, Those people who wish to
continue on as secretaries will need to demonstrate ever more flexibility on the job and get ready

for some new tasks.

(distinguish [dis'tingwi[] ve. X5, ¥ confidential [konfi'den[al] adj. Fi ﬁ“
ik, HRE 1, LB FRGEER, KEBD
eventual [i'ventjual] adj. %), ] oversee [‘auva'si:] w WiEF, WA, WAt
feny Pope [paup] n. ¥ Dh# 5
connotation [konau'teifan] n. & X, literal [literal] adj. ZFF1, - FHY,

@’FZE SCFHY )
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g
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WE, i, R, —3

mighty ['maiti] adj. S KM, B KK
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e ik
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