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Devoted to Office Work

Although secretaries” work is trifling, it is with great value and can not be neglected.
There is no simple key to maintaining job satisfaction as a secretary. But there is a general
goal:to keep a balance between job security and new challenges.

Job security results from a secretary’s competence and commitment, If the boss trusts
the secretary’s work and judgment, he is not likely to give her up. There is much satisfac-
tion in the knowledge that one is needed.

However, security alone does not assure job satisfaction. Indeed,it can be just the op-
posite. A secretary who feels that her job is exactly the same day after day is not likely to
be happy. She will get bored. Her boss will take her for granted. (Other employees will be
promoted while she remains in the same position.

For these reasons, a secretary should seek new challenges in her job. Sometimes this
is difficult. Many bosses fail to recognize the potential of their secretaries. The secretary
has to create new tasks for herself and then prove that she can do them well.

Fortunately,these days there are many levels of secretary, all the way up to executive assis-

tant. A good secretary may seek promotions and new challenges throughout her career.
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