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A Secretary’s Duties

Preparation

. Questions to Discuss

* What does a secretary do every day?

* What are the necessary qualities of a good secretary?

. Key Words to Know

interviewer /‘mtovjua(r)/ n. &iX'E
incoming /'mkammy/ adj. # k&)

- all walks of life &47%
irritating /'writertn/ adj. £ 8, AAE RN
people-oriented /'pizpl'ariontid/ adj. AAE], VAAA EFH)
*annoying /a'noun/ adj. SAEREG, AAREKE
frustrating /fra'streitiy/ adj. A AR 49

- *distribute /dr'stribjuit/ v. 5%
*agenda /o'dzends/ n. XF HAZ
minutes /mmits/ n. () (2XF) Tk
memo /'memov/ n. &R
involve /m'volv/ v. 1&4N; F&, &4
*routine /rus'tin/ adj. B # &), FHEY
calculating /'keelkjulerty/ adj. ##A4Y, it %3589
individual /indr'vidzual/ n. A~NA



II. Text
1. Dialogue

Betty Brown is an experienced secretary in a large company. She is

now being interviewed by a journalist.
(A: The interviewer, a journalist
B: Betty Brown, the secretary)

A: What do you do?

B: I'm asecretary. The most important parts
of my job are dealing with people and incom-
ing mail. I also input information on the com-
puter (1) and send e-mails and faxes.

A: And what is the most enjoyable part of
your job?

B:
people from all over the country, all over
Well,

people can also be very irritating, but the

I think meeting people... There are

the world, and all walks of life.

nice ones usually outnumber the irritating
ones (2). It’s a people-oriented job. It’s
communication, whether it’s in person (3)
or on the telephone, and that can be fun.
Sometimes you have problems getting
through (4), sometimes you unfortunately
get a wrong number, but it’s all part of the
job. You don’t often get annoying people
face to face. You get more of them on the
phone because people feel they can say
things over the phone that they perhaps
wouldn’t say to your face (5). So I don’t
usually find people too frustrating in
person.

A: Anything you particularly hate about your
job? (6)

(3]

B: Nothing in particular. (6) But I would
like a lot less paperwork. (7) I have to at-
tend many conferences, prepare and distrib-
ute agendas, and take minutes, and I must
keep all the memos and the records that in-
volve our company. I have to update a de-
tailed index (8) every week to make it effi-
cient for us to get what we need. And I have
to reply to routine letters.

A: How do you get on with your fellow
employees?

B: Most people are nice. But you have to
be aware of the office politics (9), you
know, try to be equally polite to all fel-
low employees and show appreciation for
a favor or kindness (10). I prefer to keep to
myself, which helps discourage problems
which can arise in the office (11). This may
sound calculating and cold, but a good work-
ing relationship can often be ruined by try-
ing to turn it into a friendship (12). Some-
times I feel lonely for a while, but I am more
afraid of becoming popular. Usually the
popular guy will be in trouble later on.
Generally speaking, I am satisfied with the
present situation. Be friendly, but main-

tain a distance to be an individual, right?



2. Language Notes

(8)
9

(10)

(11)

(12)

3. Words from Betty

B input 1E50 1)

the nice ones usually outnumber the irritating ones: A5 A
WE IR AZ . X ones $5fC N, outnumber & 2ji],
TN e bR

in person: Mifi, . X HUE RO, EAEXTTET.
Sometimes you have problems getting through: have problem
+ doing sth. F/REEFARME, get through JEAalia], f5 “fEmHE".

... that they perhaps wouldn’t say to your face: £\ HJ, &1 things, EHEE “—
SEAD T FAS 23 2 THOM AR B35

Anything you particularly hate about your job? Nothing in particular. particularly S
i), Fen CJUH, BT 1 in particular JEAMIAETE, 1EfREE W, &1 nothing.
I would like a lot less paperwork: would like £&/RJE 3, paperwork 5 (5 TAE, A
AT AL ], LA LRE I less 11T ANRE fewer A&

update a detailed index: JUH— 1 EAHN ARG, update YEBhTA],

you have to be aware of the office politics: be aware of JEJEZ TR E, 8§ “BEiH
" office politics 48§ I3 HALFLA BRI F 1Y Hmg ™

show appreciation for a favor or kindness: X ] AT 8l A R igalf . favor f&

%], appreciation (18} /£ Xl appreciate

discourage problems which can arise in the office: discourage f£iX f5 “PHAG--- -
MR, fdieee ARG KT, can FoRnTfigtk, arise JEA KW BhiA.
a good working relationship can often be ruined by trying to turn it into a friendship: Jii\

A BP0 ARG FR 2 O AR 28 WAL A AV T 18 S A

A secretary’s job is to help his/her boss to work more efficiently and happily. I have to

greet visitors, answer telephones, screen (i i) callers, relay (f£i$) messages, open and sort

mail,

type routine correspondence ({5 1) and various reports on the computer, send faxes and

e-mails, make appointments and maintain a calendar ( [/ [1]/7), attend conferences and take

minutes, keep files in alphabetical order (F&“FREIIFHES ) , pick up and deliver materials

(98]



as required, assist with making routine travel and accommodation arrangements, and operate
office equipment such as a photocopier (& E[Jf/l) and a fax machine, just to name a few. And
you've got to be constantly smiling, eyes bright, questions answered. So, you see, to be a

qualified (5% %) secretary is quite challenging.

III. Coffee Break Reading

® |Important Qualities
of a Good Secretary

Appearance

This involves looking and behaving appropriately.
As a secretary, you should always be professional-
looking. Your clothes should be fresh and clean. It’s bet-
ter for a woman secretary to wear skirts than trousers.
Your shoes should be well-polished (J£15%4%) | not

worn or dirty. Your hair and hands should be kept clean

and neat. Heavy make-up (fbd&) is not suitable. It is ap-

propriate to wear simple jewelry — small earrings, a matching necklace and a ring.

Personality

As a secretary, you must be absolutely trustworthy ({445 ##1) . No relationship in busi-
ness involves a higher degree of trust between two persons than the secretary-boss team. You
should also have a strong sense of responsibility and punctuality (7f:f) . You should be able

to work long hours under deadline pressures. You should be friendly, helpful and patient.

Ability

A secretary should have the ability to know when to act on one’s own and when to do as
directed. As a secretary, you should be good at communicating with people, face to face, over
the phone, and in writing. You should be highly capable of handling routine correspondence
and reports, and taking minutes at meetings. It’s advisable for you to master one or two for-

eign languages as well. A fast typing speed is a must (W45 7E) .

® Humor in the Office

Sally walked into the office, and both of her ears were all bandaged up (% [ #i17) . The
boss asked, “What happened to your ears?”
She said, “Yesterday, I was ironing a shirt when the phone rang and (holding iron to ear)



shhh! I accidentally answered the iron.”

The boss said, “Well, that explains one ear, but what happened to
your other ear?”

“Well, I had to call the doctor.”

IV. Do It Yourself

Fill in the blanks with that, which, who, whom or whose where necessary to complete
the relative clauses.

(1) The letter you mailed to us last week hasn’t arrived yet.

(2) I'm afraid the person is responsible for this is not available right now.

(3) I applied for a job [ saw advertised last week.

(4) Please call Mr. Black, extension number is 123.

(5) Mrs. Ward, with you spoke just now, is our Personnel Manager.

(6) Most of the people I’'m working with are nice.

(7) A handwritten letter of application, many companies prefer to a typed one,

can show the reader more of your personality.

(8) My friend Mike, feels nervous during interviews, finds it hard to put himself

over effectively.

Here is a list of positive adjectives to describe a person. You may add some more to
the list. Decide on the three adjectives which you think are the most important quali-
ties of a good secretary. Exchange your opinions with your partner and give reasons.

initiative hardworking loyal patient
kind polite clever humorous



