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An Open Letter to My “Dream”
Secretary

Dear Ms. Tung,
You asked me to write an article for Advices from
Experienced Secretaries (VL3N % —% 1) describing my view of

an ideal secretary. I have been a manager for 30 years in 6
countries on 4 different continents. From experience I can
say that no matter what country, an ideal secretary will always
be the same.

Now what is a secretary ? The Random House Dictionary
defines her as “a person employed to handle correspondence
and do routine work in a business office, usually involving taking
dictation, typing, filing and the like”. This description certainly
does not meet your job profile for which reason I prefer your
official title “assistant.”

Now in what way do you assist me ? I need you to
provide information which means to screen the flood of
incoming documents and feed me with only what I really have
to see. I am thankful that usually you spare me what would
unnecessarily make me upset. You tell and show me
information which I cannot read or understand because of
language reasons.



I need you for efficient communication which often means
not only translation but interpretation of western into Chinese
messages. Communicating also means to bridge the gap inside
the company between management and staff and outside with
customers and authorities. As you have proved to be very
efficient in this area you were made accountable for public
relation matters and also our internal house journal.

I need you for protection, for example, from people who
want to take my time or our company’s money. Thanks to
you problems are being solved without my involvement and
often before they occur. You protect me from having to perform
tasks which you or others can do better. For all those reasons
you participate in meetings chaired by me not only to do the
minutes but also actively participate with advice, to facilitate
cooperation in our team and to assure as follow up that everyone
is doing homework. ( You also protect others from me if ] am
in a sombre mood in closing my office door, which is usually
open.)

Thanks to your dedication and commitment to our
company’s goals which are also my goals, you help me to assure
that I earn my bonus,

Last but not least, I would like to thank you for your
pleasant personality, for always smiling and showing good
humor; and for always being dressed professionally.
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To conclude dnd summarize, next time you ask me about
my “dream” of a secretary, I will answer~just look at the mirror.

Jurgen Bauerle
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