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“Office Management (1)

« E-office
+ Office manager

Part A Brainstorming

Directions: Read the following short story and fill in the blank. And then discuss the following

questions.

» What can you learn from the funny story?
» What do you think of the former CEO?

Three Envelopes

A fellow had just been hired as the New CEO of a large high tech corporation. The
CEO who was stepping down met with him privately and presented him with three numbered
envelopes. “Open these if you run up against a problem you don’t think you can solve,” he
said.

Well, things went along pretty smoothly. But six months later, sales took a downturn
and he was really catching a lot of heat. About at his wit’s end, he remembered the
envelopes. He went to his drawer and took out the first envelope. The message read:
“Blame your predecessor.” The new CEO called a press conference and tactfully laid the
blame at the feet of the previous CEO. Satisfied with his comments, the press and Wall
Street responded positively. Sales began to pick up and the problem was soon behind him.

About a year later, the company was again experiencing a slight dip in sales, combined

with serious product problems. Having learned from his previous experience, the CEO quickly
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opened the second envelope. The message read: “Reorganize.” This he did, and the
company quickly rebounded.

After several consecutive profitable quarters, the company once again fell on difficult
times. The CEO went to his office, closed the door and opened the third envelope. The

”

message said: “

The following information may do help to expand your thinking perspective.
1. Why was the former CEO fired? And what was his experience of managing the company?
2. Product life cycle vs. Company life cycle

3. In your opinion, can a manager stay in his or her position for a lifetime? Why or why not?

Part B E-Office

Pre-reading Questions
» What is E-office, OA (Office Automation) and Paperless Office?
» What are advantages and disadvantages of E-office?

The electronic office, or e-office, was a term coined to cover the increasing use of
computer-based information technology for office work, especially in the 1980s. It was a
marketing buzzword at the time, but now it is not so widely used since all modern offices are
electronic offices.

The term appeared much earlier in the name of the LEO computer (Lyons Electronic
Office), that first ran a business application in 1951 in England.

The ongoing process that led to ‘e-office adoption was elimination of paper and making
most of the office communications electronic. The definition of electronic office is not
precise, and it might be either:

» the introduction of individual computers running office software applications , such as

word processors ,

» or the interconnection of office computers using a local area network (LAN) ,



» or the centralization of office functions via web applications.

The introduction of e-office impr-oved accuracy and efficiency of organizations and
thereby improved their level of service, while theoretically lowering costs and drastically
reducing the consumption of paper. Many documents are still being printed out and
circulated on paper, however, especially the ones that require signature.

E-office can make the office work more efficient. However, every coin has two sides,
sometimes we will complain that it is no more efficient with electronic communication than
they were with paper. Here is a simple set of rules and suggestions to help secretaries deal
with the barrage of e-mails that they receive.

One of the first issues that causes confusion with new e-mail users (and many veterans)
is deciding on which line to place a recipient: To, cc, or bcc. When addressing a message,
observe the following guidelines:

» To: Put people on this line who are responsible for acting on information in the
message body or to those from whom you expect a direct response. Unless the recipient
is expected to do something as a result of receiving the mail , then don’t put his/her
name on the To line .

» CC: cc stands for courtesy copy. (E-mail history scholars will argue that this stands for
carbon copy, but since none of us has ever gotten his or her hands dirty by reading an
electronic piece of correspondence , it really doesn’t seem appropriate to carry this
1970s metaphor forward.) This means that you're letting these people know about the
contents of the message as a courtesy only and you do not expect them either to
respond or to act on the basis of receiving the e-mail . In general , you should not hit
Reply to All when responding to a cc message. Reply to All should only be used when
responding to a message in which you're included on the To line. As a cc recipient,
the sender of the message did not intend to engage you in a dialogue about the subject ,
but only intended for you to know as a courtesy.

» BCC: bcc means blind courtesy copy. This means that you want someone to know
about a message , but you don’t need or want the other respondents to know that others
are receiving the message. The most common use for addresses on this line is: Doing
broadcast mailings (Put yourself in the To line and all the broadcast recipients in the
BCC line) ; Sending a mail to outside parties and alerting people inside the company
that the message has been sent .

Remember that if you put someone’s e-mail address on the BCC line, then the external
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recipient doesn’t have a copy of the e-mail address, but if you put them on the CC line then the
external recipient has the e-mail address (potentially leading to more spam or people making
contacts inside the company that were not intended to be allowed by the sender of the message).

One final recommendation: Never send a response of five words or less unless the
sender specifically requests a response from a predetermined list of choices. (Will you attend
the meeting? Yes/No.)

If you’re the only person on the To line, then it should be understood that if there are
actions to take as a result of the message, then you’ll take care of it. And if you’re not going
to, then it should require a more detailed response than “no” to explain and sending a

response of “OK” or “T’ll take care of it” is unnecessary.

Task One Choose the best answer to fill in the blank.

1. Digital is the of the moment in communication technology.
A. headline B. deadline C. buzzword D. big word

2. As the champion of the Beijing Olympics, his from the competition in the first round in
London Olympics was a great surprise.
A . limitation B . elimination C. delimitation D. diminution

3. If you say that there is a/an between two or more things, you mean that they are very

closely connected.

A . interconnection B. internet C. connection D. relation
4. Every has two sides, so it depends on you how to treat it.
A . person B. thing C. note D. coin
5. At the meeting. all the attendees lodged a of complaints about the low salary.
A. bag B . barrage C. bar D. rage
6. Although she would not like to accept his invitation, she wrote a letter of thanks out of
A . recipient B . revenge C. courtesy D. appreciation
7. will be treated as spams or junk mails by receivers sometimes.
A . Mailings by CC B . Broadcast mailings
C. Mailings without subject D. Mailings by BCC
8. An alarm sounds when the temperature reaches a level.



A . predetermined B . determined C. doomed D. predicted

Task Two Decide whether the following statements are true or false
according to the text.

1. ( ) E-office is out of time because it has been replaced by more advanced technology.

2. ( ) E-office is paperless office.

3.1 ( ) E-office may sometimes make work less efficient.

4. ( ) Knowing how to deal with emails can make secretaries work more efficiently.
5. ( ) The external recipient cannot see the e-mail address on the BCC line.

Task Three Translate the following sentences from the text into Chinese.

1. Many documents are still being printed out and circulated on paper, however, especially the ones

that require signature.

2. Unless the recipient is expected to do something as a result of receiving the mail, then don’t put

his name on the To line.

3. As a CC recipient, the sender of the message did not intend to engage you in a dialogue about the

subject, but only intended for you to know as a courtesy.

4. This means that you want someone to know about a message, but you don’t need or want the

other respondents to know that others are receiving the message.

5. If you're the only person on the To line, then it should be understood that if there are actions to
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