HOW TO BE
A GOOD ENGLISH SECRETARY
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Chapter 1 %——-ﬁ‘
Recipe for a professional secretary

WMEREY LS

Learn the basic ingredients
REEAHRR

The picture or portrait of a successful secretary can only
be partially drawn by any writer, Essentially each secretarial
worker must draw a self - portrait, You make each position
or job in which you work very specialized. You give to it
your own unique abilities and skills. Your personal philosop-
hy of work—=how to do a job—and your personal pride in your
work and in yourself as a uniqye individual will determine your
success and advancement in this exciting field,

eI e RERFIERBE — R U BOHTR - Bt - 64
ANETFBALAR R (AZG) - FEEEEIFERLEE
R BRAIEDRE T » FROTIFBEL - READ LS —
BRI — 1 B — R R EA RARE TS O BERERRERE
ETAREBHITERRY 5 -

You will find variety as well as much routine in a secre-

tarial position. Some secretaries have days on the job when
they believe they have far too much variety—with everything
happening at once and several tasks which need doing simulta-
neouslyl Here are some possible activities Whlch you may do:

ﬁﬁﬁﬁ MBYLIEARTFEM T B AR NS RATLH -
AEEU SO EERG PR LOBURR LS TS — B2 8L
EROFEERIRE > ME— G XRRLALANEY  TEE—
SLYRTTRE B - '

Meet people who come to the office.

ERERAZHEA -

read, sort, and orgamize incoming mail.



B ~ DRI H IR S -

take dictation and transcribe notes on the typewriter.
EHS 0 R BT BT -

compose letters and assist in preparing reports,

Bt 12030 1 B A 0 s F S -

answer the telephone and place outgoing calls,
CEEREYARE A -

make appointments for vour employer and keep track of them.
BRI b ol 6wk 8k -

arrangc materials needed during conferences,

R RTRELIT -

file papers of many types so that you can find them prom-
ptly.

BESERE 0 R IRFI TR

type material from your employers longhand, or from
roughly typed notes
%WLM¥%&&%%H&%¥£§%HN

type meterial to be printed.

HEMI MR

- take and type minutes of meetings .
(ERIARSE - W 1) | BT

" ‘type speeches your employer will deliver .
MR L sl s R Taf

- record speeches 1 sherthand,

DA Aok BRDE B s

" order supplies and cquipment for the office.
RTREME L5 U T k-
use adding, calculating, and duplicating machines.
BeWH TR MG R
prepare budgots aind payrolls.

BB 2

keep fiancial r: ©amd expense accounts,



{EtRts IR Hac# -

keep personal records for your employer and do personal
. banking,

BEAMEABBIEYRER S8 F -

make hotel reservations and trave! arrangements,

FRITHE B8 3 PEIRAT L6 & TR -

maintain a clipping file on vour empiover’s interests and

concerns,
BR L REEREB L HRROE B s

be a “ buffer ” or go-between fa1 .. vr vnplover,
Birm Ly A LrhmiA -

supervise other employees or sc:.  as office monager.
BB R R LBy N

Suggestions for effective and et:: ot procedures for per-

forming these activities are presented in this handbook. You
will develop many more to fit' your speiific position in the spe-
ctalized business in which you work,

BRG] & S B LR EBIRL S o BHER A AR R
AR T BERBAG LR - (RRET RIS 4 4 -

Look ahead  Fi %

A secretarial job is the ideal spot :n any organization form
which you can listen, look, and learn. It is inevitable that as you
do the many “expected” jobs of a secretary (discussed in detail
in succeeding chapters) you will find vou are also being given
the opportunity to assume executive and administrative respon-
sibilities. You have the chance to demonstrate how efficiently
you can do it — or you can “muff” it{ The more promotions
you receive, and the higher you go in the company, the more
responsibility you must assume ; the more decisjons you must
make and live with; the more broblems or concerns with which

you must cope.
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The majority of secretarial jobs are pleasant most of the
time. Many of the features which distinguish the job of the
executive also become a part of your position as secretary. You
will benefit from good space assignments for your executive,spe-
cial office fwsug@ings, and maybe even a viow from the office
furnishings , ss@ wighe even a view from the office window!

KEMEHMLAEBRZEE R - SETTUBRAFMRE AR
9%#%&&‘5%%& %m&@&@ %6 - B RESFTH
HOEMAEE- ‘

Meet interesting people. RR—EHEROHAY

As a secretary, you will meet interesting and important peo-
ple as well as cantankerous and difficult ones. Your work will
have variety as well as dull and monotonous periods; Depending
upon the business in whicli your employer is engaged, the job
can be a never-endjng series of surprises,

AR BRERIFLAENEEMAY - (R oT5E &R
FRB BLHEEHANILE - W%Iﬁﬁﬁgﬁw%ﬁﬁ Lm@
FHEBRWOE BB LIFEETEER— EBHRE - ZR2E
R EMBILE R IE TIFMPEE -

Be a traveling secretary. KB—{I%k TR

Being a secretary inmany businesses will be confining, In
other jobs you may be able to travel. If travel is one of your
main interests in lile, you canalways get a series of secretarial
Positions in various parts of the world. If that is your dream,
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you should also consider adding some skills and fluency in one
or more foreign languages,

BOEFKET RO B TEESHREBARER - £H0TERIRWE
EHRRTHRE o TRM RIRITRIRE G EEELEIE » (KT LIE
RESLEI R & RWT—EBOWB T - MEZRIFOHEH - 73t
ZINRIREI S B S) - SR RMEIEE -

“He and She” secretaries. ZFERBHLAHE

Although the secretary ismost often identified as “she”
and the executive or employer as “he”, it isn't always necessarily
sot In the early days of office work most secretaries were male
because the female of the species was considered toc weak for
such strenuous activities,

ERRMEEIRUBEZRLY METREWESY - AL
ERLEYHETFTZE TR - LS E TIFR2h BRI
RRAFEBL LHMEKRS - BETHEAEESIME-

Currently there is an increase in the number of men coming
into the secretarial field, just as more women are moving into
executive and administrative positions. Jobs and careers are not
primarily established on the basis of sex, but rather on the in-
dividual's abilities, preferences, and opportunities.

A # - B+ FHAL R BT IEM B L MREBEREE —
RufEm. TFNERLARALFREITE - REBEWLERE
ABSHES - BREBRNEEE -

Good secretaries are always in demand.
150 R kRS RRGRA

There will uever be an oversupply of good secrefaries. Many
“secretaries” are actually stenographers or iypists_ They have
either not had the experience or special training ( usually on
the job) in the many duties requiredof a secretary, or they do
net have the personal qualities and abilities to becomfe secretari-



es. In good times or bad, during economic ups and downs. the
secretary who has the correct secretarial traits as well as the
necessary secretarial training will always have or be able to
obtain a position.

HREBHAIGHEKEH " FHE" - FRLFSFANG “ L8
TR AT A ART o PR G R E AT S T
PZRRMERIEE ( KERERIE) - ARV AR EHUBHE
HRIED - THRMBIFE BEEREARE —UEELSE MAS
BRI EER L GREN -

You must, of course, live in the present, but simultaneously
you must prepare for the future. This makes it imperative
that you continue your education all of your life, either form-
ally, informaily, or both. For example, if you are going to be
a top-notch secretary in some business you must acquire back-
ground information and knowledge on just what that business is
-what it does, what product orlservice it sells, and the activi-
ties which make it different from other businesses.

RO LAEEERE  FROEENRREIER - Rtk
ZATHBE  AEREAGIFERS - hiFFERE - Gl
HEEETRRRME KON E  RLATHETEOYRERR
HBRMIHE — SR ERBH R - BEATHEREE R - ROt
EHRBUERAMITEAHERR - ’

Learn specialized skills. &g!#ﬁﬁ .

You may nced to be proficient in science, mathematics , my-
sic, editorial skills, or public relations. Adult education prov-
ed long ago that it is possible to teach an old dog new tricks,

so 1t will never be too late for yau to go back to school in some
capacity and extend your knowledge, skills, and interests.

FRATETEHRHE - 1% - T2  \BEEZ ARG L FEE
B WERIENE  BHE” > FLUARNBEOHSKRER
MR - B RER R ITH o



Any executive with whom you might talk can give you a word
picture of the competent and successful secretary. Personnel
directors and placement officers in schools and employment ag-
encies can also enumerate gualities and skills considered essen-
tial. A composite of these opinions, reported in the following
pages, indicates areas which will influence your success on your

secretarial jobs,

BIRRIEF EETHES - FS AT EBREL MR EED RS
HRBEEREEEY - BRABRENMEHF T EEASG L RBA
hEEHRE - AR U BRFTRABOEENRREER - £ FF
BETAMELEROEAREES TR BeRFapSnres
ERB AR S -

See yourself as others hope to see you.
AARLIRRERN

lncluded in all the hopes—for abilities and qualities of the
successful secretary is excellence m the mechanical skills. As
one supervisor phrases it, “ She turns out letter-prefect work.”
This means that your shorthand and typing are accurate and spe-
edy, the format of your letters is attractive, and your typing
is sharp,

ﬁ~ﬂﬂ%ﬁﬁ§ﬁﬁ¥%%ﬂmﬁ#*’E%T~§$Mﬁﬁ
- B o EM— EEFRE | TS TIFERG—FAE - | #83

" R RGE HESRITE L (e F R R ﬁ%r%ﬁ%ﬂkﬁmﬁﬂ
FHEERERP -

Closely related to the mechanical skills is the erpressed hope
that the secretary will also be good at detail, This calls for
standardizing your routine jobs so that errors can be avoided,
and working out systems for follow- -up. You will also need to
learn to organize your schedule to do the rush and important
jobs first,

RALBRAEINEOR > — L HE - LAEREN - B T2
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In the past much has been said about the clothing and per-
sonal appearance of secretaries, One executive said, “I want
my secretary to be attractive to look at.” That is not much
help, for what is attractive to one person may be repuisive to
another. The area of dress should be your personal decision,
hopefully based on what is sometimes called common sense. Your
company may have very specific rules,in which case you follow
them. In any event, clothing sheuld be personally becoming and
somewhat simple. You would, of course, be sure that it is clean,
freshly pressed, and smart. Hairstyles should be neat and
manageable, '

MANBH A ELEBEMBRLRARIFHAG . — 1T HEH
DT RBRERONERABERERSIA - | ERFOHFEEEHE
By NEERSIXEAL > THEERFA —LARIKE - EpE
BELREZZHECREN  NERTFREBEETREERE -

HEFHBR R E HEL SHAEOE  EEERE TRBIFATET
o MR KEEGEEME - ERKB—FEAREN - THE
IR 4 T SR o

The question of make—up is equally controversial, Hopeful-
ly, you will not use excessive amounts. A number of years ago,
.a,famoué music critic said, “ I like my secretary to use make—up,'
but not so much that I feel I must buy a ticket to see her”

MR ARSHY - REEHRAEAS AR - 84577
~HEBHERTHRER | (AFERGUBE - (BT EmEGL
HRIHRBARBTRLAREEBBHEE - |

Be a good team member, EEELE

Your direct supervisor is the one with whom you work most
closely, but both of you work with other persons in the organi-
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zation. First, however, you should learn your immediate su-
pervisor’s preferences on work routines. As you start work,
you should ask what the preferred times for doing certain tasks
might be, such as the time for dictation and the routine for
reading and signing mail.

R{R CIFRRGR B BYMS IR IERA L7 (B 2IRMR AR ER
ArPHMATAE S EREE TH LA EBGTES X - E6100
1 P55 + ORI PO S R L IF RE S A TR T REA B > A
PR ER O REN R EINEERNEE

You will also need to learn your emplayer's and/or the com-
pany's policies about helping other secretaries when a heavy work

load develops in other departments, whether you may ask others
to heip you when the load is heavy in your office | and whether
there are other executives who may ask you to do work for
them.

ERMAMAYBIEGRER - (REERBIRS L AXAFBR
REGERBERIPMP]  REAERGITEER S  IRESATLLE
PARIC » LR REBE DI L H 7T LATR R P -

Being a good team member also means that you are a re-
sponsible person. You realize the value of time and youdo not
gossip, in or out of the office, about company business or secrets.
You learn where to get information and assume as much respon-
sibility as your executive is willing to delegate,

B—L & BEET A RREth R TIR RO BRI A - IRLA T MBS
MHEEN - BREH L PATHE  $ND T EH RS BN
D EREERS - FRBHAEERAFEOES  CHEEEARLA
MRHESRIER T -

As a responsible team member you must have the capacity
to take an enthusiastic interest in the ideas and plans of your
employer. 1If you are impatient on the job because of the im-
portance of your personal plans and life, then you will not be
a good team member. Working as a secretary means that your



