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Chapter

Being a Secretary
(B INHRIE)

(QSecﬁon One Knowing Career(ﬁaﬂkum))

Part A Situational Dialogues(lE2£iF)

Dialogue 1

qualified secretary. They are talking about what qualities a secretary should have.

s P T

A: Mr. Smith B: Lisa Yang

Hello, Lisa. I want you to post the position.

That’s all right. Should we post job ads later both in the newspaper and on the
Internet?

Yes. The more applicants we attract, the better it will be. And before the actual
face-to-face interview, we should read resumes and do some screening first.
By the way, what qualities do you think we should look for in a secretary?
Well, I think he or she should be aggressive and conscientious.

Yeah, I think so too. He or she should also be enthusiastic and self motivated.
Exactly. And he or she must be creative and responsible.

That’s true. So we all know what qualities a qualified secretary is supposed to
have. All that we need to do is to post the job ads, read the applicant resumes
and select suitable candidates for the face-to-face interview.

That’s it. But there’s one more thing about the job requirements in the

_____________________________________________________________________

Background: Mr. Smith the boss asks Lisa Yang, personnel manager, to recruit a
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candidates have?

E A: At least 3 years’ working experience should be required. Besides, he or she

should have a college degree.

Dialogue 2

y/

Background: athy Lee is a candidate for the job vacancy for a secretary. She is
eager to get the post. And now she is answering the questions by the personnel

manager in the interview.
A: LisaYang B: Cathy Lee
“A: Let me introduce myself. I am Lisa Yang, personnel manager here. First of all,
I’d like to check some of the details in your resume. You’re 26 years old. Is
that right?
B: Yes, that’s right.

A: And you’ve got three years’ working experience?

B: Yes. Over the past three years, | have been working as a secretary in a
shippingcompany.

A: Isee. And what did you have to do at that company?

B: There, I have been responsible for a lot of filing and some computer data input.

A: So you don’t have any difficulties working without supervision?

B: Not at all. In my previous job, my boss often travels to Europe and the United

States. While he’s away, I have to work independently. I’m quite used to that.
A: Good. Now what about shorthand and typing?
B: Well, I have the Elementary certificate in shorthand and typing issued by the
London Chamber of Commerce.
A: Mm, well, that would be very useful. )

Dialogue 3

y/

Background: athy Lee succeeded in passing the interview. She has come to sign

the contract with , Lisa Yang, personnel manager.
A: Lisa Yang B: Cathy Lee
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A: Nice to see you again, Miss Lee.

B: Glad to see you too, Ms Lisa.

A: Please be seated. As far as I know, you have got some information about your
employee contract, but I think it necessary for us to go over the main details
again before we sign it. Firstly, you will get a monthly salary. Secondly, one
month paid vacation will be offered to you after one year of service. And
finally, there’s a period of six-month probation, during which you are
half-paid.

B: At arate of 50% I understand.

A: Well, your salary includes a base salary and bonuses. Any approved overtime
will be paid At a rate of 50%, which you can take as salary or time off.

B: That sounds reasonable.

A: You will be offered a housing fund each month, the amount of which will be
based on your total income.

B: OK.

A: You will also be covered by our endowment insurance and medical insurance
plan while you work here. A reasonable number of sick days will be covered
by the company. Any extended illness will be covered by insurance. You are
supposed to give the company a doctor’s excuse when you call for sick leave.

B: All right.

A: If everything is clear, please sign your name here and you can start work in

five days.

Nofes

1. applicant n. W4, #wRH, #MFEKA: candidate
This job can attract more applicants.
Ty TR G| B G RIRA
2. aggressive adj. AHICSE); FFFey, Pkeba)  aggressiveness n
We need an aggressive young executive.
BAE Z AL RSB FE2EEANL .
3. conscientious adj. Aar#) conscience 7.
a conscientious attitude to work Xt TAER T 49 A&
4. enthusiastic adj. ey, HoSay; ik
be enthusiastic about sth./ doing sth.
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euthusiastic welcome — #& 23R 3%
You don’t sound very enthusiastic about the idea.
IRIFARAT EA R R KSR,
5. potential adj./n. A, BHH
potential customer A EZ P
potential demand # £ % K
analyze the market potential 2 #7  #&
He is a potential managing director.
M 2B 8 R
Being both cheaper and longer-lasting than any of its rivals on the market, the
product has enormous sales potential.
A =S5 g Leg R £ - S AL B AT A, B AR A AR,
6. firstofall &2t
First of all she just smiled, then she started to laugh.
AR RBK, o RAKE KK,
7. supervision n. WE, &3
Children should not be left to play without supervision.
TR IR RAARE,
8. certificate »n. EB, JEBA
a birth certificate 5 4 JE5]
a death certificate ST
9. contract n. &F; #%
The contract still holds.
R Y948 KA 3L
10. probation n. iXA; XA H
He is a technician on probation in that company.
P RAR K 8] 89— 25 I ARG .
11. fund nov. 304, Ad; RETE
disaster fund Wk % &2k
housing fund £ 5% A4
pension fund B4R 4
government-funded programs  BUF 7 B4R H
The project has been cancelled because of lack of funds.
R A Bk e AR,
12. insurance n. R

insurance policy &%
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endowment insurance F~Z k%
medical insurance [E 55 &%

Practical Sentences

1. Secretary should have a good memory and writing ability.

A N BAT AP IS AZ A E 1 g

2. A secretary should be good at coordinating communications with his co-workers.

b~ AR [ S R V)3

3. A secretary should be familiar with and skilled at database software and the

Internet.

ISEINATE S ek G E R S R

4. Special training in shorthand and three years’ practical experience in the

secretarial field have prepared me for your challenging position.

AT T MR B 1T, HAT ZAE M SEhamb 5 TAEZE, BeEAE Bt

O3 ) B AT HR AP R AT
5. Thave a solid background in practical writing, editing, and management.

TANHEE, G PSR,

6. Money is important, but the responsibility that goes along with the job is what

interests me most.
TR AR, (HERAT SRR TAFRI DT
7. 1will stay as long as I can continue to learn and grow in my field.

HERREAE BT U N R3] AREER, A EIT.

8. I would expect the standard rate of pay at your company for a person with my

experience and educational background.

T AT 2 57 A w5 A H AL P A0 1 S5 R RE 3 58

9. 1 am willing to work on a trial basis for a small salary for several months, if

necessary.
g s, WAL AW, BRI R R
10. You can get a double wage for working overtime.

INBE AT 45 B T
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Part B Reading Module (jFiFERE)

Six Questions Asked in Interview

“What can you tell me about yourself?” This is not an invitation to give your
life history. The interviewer is looking for clues about your character, qualifications,
ambitions, and motivations. The following is a good example of a positive response.
“In high school I was involved in competitive sports and I always tried to improve in
each sport I participated in. As a college student, I worked in a clothing store part-time
and found that I could promote the sale of goods easily. The sale was important, but for
me, it was even more important to make sure that the customer was satisfied. It was not
long before customers came back to the store specially for my help. I'm very
competitive and it means a lot to me to be the best.”

“Why do you want to work for us?” This is an obvious question and, if you
have done your research on the company, you should be able to give a good reason.
Organize your reasons into several short sentences that clearly spell out your interest.
“You are a leader in the field of electronics. Your company is a Fortune 500
company. Your management is very progressive.”

“How do you feel about your progress to date?” Never apologize for what you
have done. “I think I did well in school. In fact, in a number of courses I received the
highest exam scores in the class.” “As an intern for Company X, I received some of the
highest evaluations that had ever been given.”

“What is your greatest weakness?” You cannot avoid this question by saying
that you do not have any, everyone has weaknesses. The best approach is to admit your
weakness but show that you have a plan to overcome it.

“What is your greatest strength?” This is a real opportunity to toot your own
horn. Do not brag or get too egotistical, but let the employer know that you believe in
yourself and that you know your strength. “I feel that my strongest asset is my ability
to stick to things to get them done. I feel a real sense of accomplishment when I finish
a job and it turns out just as I’d planned. I’ve set some high goals for myself. For
example, | want to graduate with highest distinction. And even though I had a slow
start in my freshman year, I made up for it by doing an honor’s thesis.”

“What goals have you set and how did you meet them?” This question
examines your ability to plan ahead and meet your plan with specific actions. “Last
year, during a magazine driving to raise money for our band trip, I set my goal at
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raising 20 percent more than I had the year before. I knew the drive was going to begin
in September, so I started contacting people in August. I asked each of my customers
from the year before to give me the names of one or two new customers who might
also buy a magazine. Eventually met my goal, and even became the top salesperson on
the drive.”

No matter what question you are asked, answer it honestly and succinctly. Most
interviewers are looking for positive statements, well-expressed ideas, persuasiveness,
and clear thinking under pressure.

Vocabulary Bank . Useful Phrases

1. ambition n. P, S 1. participate in &5, £im

2. motivation n. FhAL 2. make sure A

3. competitive adj. FE 3. spellout #H#F#E

4. obvious adj. AR, R I 4. todate %) B ETAHILE

5. progressive adj. #t49 ©'5. tootone’sownhorn AR AIE

6. evaluation n. S 6. stickto &3

7. approach n. 7 ik, &3 7. make up for AMZ, RAb

8. brag v. R 8. the top salesperson R ¥F 8944 & i
9. egotistical adj. B %149, B K#) 9. positive statement FURE) L4 F #

10. accomplishment »n. M3k 510. well-expressed idea & 3K # 49 WL &
11. succinctly adv. fiE#, f1&3 - 11. clear thinking &3 A W69 &4

Part C Writing Module (B{EXxih)

Application Letters
(KER{E)

SRIPUS SRR SIS AL A5 bR, R EIRIE A2 R SRIPUS R B 3K
KA, LHMMERDERAERB NN, SO NHEE, F Tk m
BBl IR 25 R IBUE R 2, IRIHSRIPUR Z SR BIPE 2. SRI
F PRI o — 00, 3 IF k. B RS RE. HEm A mMmHE, #EE
WISRIPUE A3 AL, 5 AR 45 B 70 IS A SR ARAT L UL . SKRIPUE S Rk
WAE N TSR NI AR ) Fng. BOR. REEEAE, BRI AE S SKIPUE IR g1
BANIILAS, DMEL 5 B R EFENSL, TR ikl 2s o — BRI RI
R A DL sRIRE 5 N (AT Z AR
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Specimen

8 December, 2009

The Personnel Department
Suite 1347

Far East Finance Centre
16 Harcourt Road

Hong Kong SAR

Dear Sir,

I should like to apply for the position of Senior Secretary at your company that was
advertised in the Classified Section of the Business Post on 7 December.

Having worked as a Personal Assistant in a well-known import-export company for
the past three years, and as a secretary in the retail trade for two years previously, I
believe that [ may have developed skills useful to your company.

My experience has given me a basic understanding of import-export trading
practices, and, having taken a Higher Certificate in Secretarial Studies with
Languages, I am fairly fluent in Mandarin and English, and have a fair knowledge of
Japanese. Over the last five years, I have also learnt the importance of being efficient
and methodical in my work. I am confident that these skills are required by senior

secretarial staff at the Far Finance Centre.

Enclosed is my resume. I'm looking forward to having the opportunity to answer
any questions you may have regarding my application. I am free for interview at any
time, providing you can give me at least two days’ notice.

Yours faithfully,
Chan Fung-ling
(Signature)

Practical Sentences

1. I would like to apply to your company for the position of sales manger.
TRALNHE 5 o ) B 2 P 1A
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2. 1 am writing to inquire about opportunities for computer programmer in your
company.
TR BRI 1) 3 23 W) 7 FH I FURR TR A

3. Tam writing to you asking if you have a vacancy for an assistant accountant.
WEAFRW A — 5t w2 A7 B L2 vh (U 25 k.

4. 1 have an inquisitive and analytical mind.
WE) AT, E .

5. Tam a very energetic and determined individual who enjoys a variety of tasks.
ks Sy zeili, MM KT NSRRI AR

6. Attached is my curriculum vita together with the name of my referees.
BEA B g DR LA SR N2k 44

7. 1would appreciate your time in reviewing my enclosed resume.
WA I IR D, s H

8. I would be glad to have a personal interview and can provide references if
needed.
T BAYS SRR, WAL, TR R

9. My experience and qualifications indicate that I am the very person you are
seeking.
255 5% 1 ml LA ) i S R

10. Thank you for your consideration.

I e 3.

Exercises

I. Fill in the blanks with words or expressions given. Change the form if
necessary.

applicant, conscientious, candidate, supervision, contract, participate in,
spell out, to date, toot one’s own horn, make up for

1. He has agreed salary terms and is ready to sign a new

2. we have not received any replies from the personnel

department.
3. My instructions seem simple enough. Do I have to again?
4. As the wages were low, there were few for the job.
5. Don’t when your are given a chance to introduce yourself in

an interview.
6. Those workers work under the Chief Engineer’s



