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A Secretary’s Duties

I. Preparation

l. Questions to Discuss

{Ask students to discuss in small groups. Give them a few hints before they
start and ask them to report to the whole class what they have discussed.)

In brackets are a few hints you may choose o give your students:

* What does a secretary do every day?
(answer phone calls, make phone calls, greet visitors, type, open and sort mail,
send faxes and e-mails, write routine letters, make arrangements for meetings,
book plane tickets etc.)

* What are the necessary qualities of a good secretary?
( — kind, friendly, efficient, careful, clever etc;
— able to type quickly, able to speak at least one foreign language, able to use
the computer and fax machine efc.)

2. Key Words to Know

* interviewer /'mtaviwa(cy n. @iAE
‘E R 2 R I AR A interview .
@ He refused to give any interviews to journalists. (7.)
it fH 4 2 AR B TR Vi
The personnel manager interviewed all the applicants one by one. (v.)
T B —— ik 1T R EE
i -er FRIMERTER , MAGH -ee RAaERIEZ A .

1



@ interviewer ([& bV E) interviewee (#EMIA#)
trainer (5IED trainee (B E5PIF)
employer (& F) emptoyee (J&H)

* jncoming /'mkamuiy/ adj. XK
@ the incoming tide F§E]
the incoming visitor R iH%
the incoming letters YA HI{H
T LiFH: outgoing, HER,

* all walks of life 451 144k
walk of life By “Hlk, Hufe”.
@ People from all walks of life came to hear him speak.
B 4745l ) AHR e M {1
There are honest and dishonest people in every walk of life.
H—THEEERAAILARA,
The banker didn’t want his son to marry a girl from a different walk of life.

AR TRARIL LT Tk A A FRY 2 B 255

* jrritating /'rterty/ adj. (EWUASEHY, S AL
‘EAE A iritate FIAE B, {EEAE
@ an irritating remark —HJ4 A4 (09iE
an irritating letter — -4 AR A RIS

* people-oriented /'pitpl'ariantid/ adj. AAN, DIAKF Y
KA RS
@ exam-oriented {03 BEH, o bR
profit-oriented {1 F)iA )

* annoying /ononny/ adj. S AR, S AN K
& 2#hia] annoy BYIMTE ZriElEAL, R 7R
@ annoying questions 7 A4 S R L
an annoying mistake - -% A% X R

* frustrating /frA'strentny/ adj. 2 AJHIER]
‘&S Zhia] frustrate BIRA MK, VEIBZ .
@ After two hours’ frustrating delay, our train at last arrived.
2314 NN R G Z R, KEETXT -



* distribute /dr'stribjust/ v. 23%
@ The company decided not to distribute dividends to its sharehaolders,
P EIBSE AT IR 340,
The chairs are distributed around the room.

LR TR = IR L

* agenda /o'dzends/ n. XA
@ The reading of the minutes was the first item on the agenda.
H DR |8 T,

* minutes /'mimits/ n (8) (S5 il
@ The minutes of the last meeting were read and confirmed first.
BOATTIEERIERIA K2 AL

* memo /‘memav/ n SR
& memorandum [F TS, HEECH memos.

*involve /m'volv/ v. ffIEA; WE, A&
@ Don’t involve me in your quarret!
AL B IR i h b
His work involves occasional journeys.

) AR SRR A

*routine frur'tin/ adi. HH R, FHLA
@ A routine medical checkup is necessary at least once a year.

AEED RRE AR R L TR

* caleulating /'keelkjulerty/ adj. ¥EHARY, &1 LHRAY
XA E WAL L
@ He is a selfish calculating man, who will do anything to get 1o the top.
fis E—PHRMETREIRA, 278 TEE K.

* individual /Zindi'vidzual/ n. A
@ Applications should be addressed to the committee and not to individuals.
W IZZ ST, AR

II. Text
I. Dialogue (8%)



2. Language Notes

(1) input information on the computer: FFIHHL I A A TR, XA input 1150,
input —MBHEZ IR, W1 language input 18775 A

(2) the nice ones usually outnumber the irritating ones: A7 A IR A%, X
B ones 5L A, outnumber 241, &R TR BT

X #f: Girl students usually outnumber boy students in language institutes.

EERE¥E, WP ZF B

RPIHIAEEE . outmatch BEif outrun oo Fi5
outweigh Heeee ES outwit PIHUE it
outfight ] outlive H;--+-- e

(3) inperson: M, A XHIE AR E, BETE-
XU The movie star looked old when I saw him in person.
YIS m B R, D S E .

(4) Sometimes you have problems getting through: have problem + doing sth. FR#GEEH
1RME, get through ZBNalH, #F “HopAE"
X 4n: Nowadays many parents have problems dealing with their children.

BFERZ S TE MRS T FEAL R B 2 1 AERS

(5) ... that they perhaps wouldn’t say to your face: @’ iEM ). 1M things, EER “—
BT A R AT RIS

(6) Anything you particularly hate about your job? Nothing in particular. particularly £:5¥
W, FoR JLE, F5H07; 00in particular 2R, A5 B HE, B nothing,
X 4: You should avoid eating fatty meat, pork in particular.
PRI R S RE SR A0 A, LR
The manager particularly asked that you be there.
S ER AR LR R
(7) 1 would like a lot less paperwork: would like F/RIE#H, paperwork 5 L1 fE, &
BI%gia, Bl RAEH less TOANBEH fewer 3 1

(8) update a detailed index: TH—{B1FHMIE S|, update fE3NA,
S UN. update a dictionary 57708t
update the information ¥ &

(9) you have to be aware of the office politics: be aware of JIE%RME, # “EiR
2”3 office politics 4§ “JpAAF BLALE AP ARG



X46: It was several minutes before I was aware of what was happening.
BTG, ABRBIRE T 4.
He wasn’t aware of her presence until she spoke to him,

HEM AT, B R,

(10) show appreciation for a favor or kindness: Xt 5 A HE T sk & & Foniift. favor
FAT# 417, appreciation FaliEE 2 4 appreciate.
Xin. He showed no appreciation for my help.
ST HRETE, SR ForLZ R -
1 appreciate what you’ve done for me.

TRBRAR TR F

(11) discourage problems which can anse m the office: discourage 7FiX 845 "B
fyRE, f - RE R, can ARFENE, anse EASKYIEIIH .
X, We tried to discourage him from climbing the mountain without a guide.

A HC B A A 1 R R BB R 1L

(12} a good working relationship can often be ruined by trying to turn it into a friendship:

B BLEFAS T R R 80 S O IR A B A8 R AR I EIROA .
3. Words from Betty (%)

I1I. Coffee Break Reading (B&)

IV. Do It Yourself

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

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

(2} I'm afraid the person who is responsible for this is not available right now.
(3} | applied for a job { or that I saw advertised last week.

{4) Pleasc call Mr. Black, whose extension number is 123.

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

(6} Most of the people whom or / or that I'm working with are nice.

(7} A handwritten letter of application, which many companies prefer to a typed one, can
show the reader more of your personality.

(8) My fricnd Mike, who feels nervous during interviews, finds it hard to put himseif over
effectively.



