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a Secretary’s Job

B

:
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>
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» ETHEBNR
MSEABATE, A R RERE .

18

XA B A RN TR TAER
B, HPAE A FATTHE ) 3T TG,

2. %48 2-3 IR T AR TERIR SCAE A,

3. PRMEFIERR ISR ER L, HRIRICH
Y R BRI

4. WriEEBASAY. AR KA
i, FREEFTH KR,

5. BRI BT ARE, FBEARTH
FERESCEH RG24

6. TMRENEFEIEAZR, HEHEH
FHEEFEE.,

> BITFIERHER

1 Bl B TARRAR

2. PRSP RYE A BRI,

3. SRERTHR P HHETERIE,

4. FHELE.

. SECTION I PREPARATION

| Special Terms
HFEI
1. ik

He R secretary Fil interviewer /4™
Hiia],

WS BT, TR
ﬁﬁﬁﬁﬁﬁWIﬁmﬁ

Warm-up
> HEFEIW
1.8 Ao 2 A R T ) B R A 5 1 3K

{2 A AR B A 37
WA, BUTRLES S RPN L
WA R 55 Oy A4 R Section 1
AR, SR e A2 O R b,
BOMIE 45T,

i i8 Section I1 (1) Y 25 B, Ul o] 37 2
HRRILATE P EM B N BER, &
FBREVIAR 2N B 8
Ao KRN NILR, BB R
W] 5 .

> GISEER

II.

Yes. They are caring, warm-hearted, hard-
working and outgoing,

A good secretary must always wear
professional clothes.

If I am a secretary, I'd like to work with a
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boss who has the ability to lead others and
make decisions. He/She should be kind,
thoughtful, easy-going, ete.

A secretary should do a lot of things for
their boss. For example, they should deal
with brl.ylvs.iness letters, receive visitors,
make appointments, arrange all kinds of
business meetings and busix‘ﬁsax'r ua\;els for
their boss; besides, m'lg(;{ﬂ& be 5ble to
use computers well.

SECTION II READING THROUGH

> HF I

1.

1)

2)

R, VL — B i
i, Wb~ A,

WrRIGRE, EFAEREBIRIL,
KTRICHCEF, BOTAR AR B
FiE, EHRRSCFER, BIRXAE
PCE S (1. What kind of things
should a secretary do in the office?), 7&
FHBEH RIS IR A P TR,
FRWRIE, ALFEATHEANT M.
How do you understand the sentence “A
secretary may be the boss’ ‘right-hand
person’ and also a ‘jack of all trades’?

If you are a secretary, what would you do?

| EA%A. 4. secretary, employer,

. assist, arrange, minutes, shorthand,

- oral, direction, itinerary, book,
reservel,ja'ck of all trades, deal with, -
- show sb. around, make appointments,
. keep a schedule, get... ready for, get
along well with |

- BEAEWIALC: take minutes, take
shorthand, arrange business itineraries

> IS

1. assistant n. i)
The manager’s assistant is young but very
helpful. 42 5% &) ) F R 5F $2 {2 fR RE T,

2. assist v, #8), thHE)

assist sb. to do sth./in doing sth.
LU EYNCES

She assisted her mother to clean the dishes/in
cleaning the dishes. 44 84545 % & T,

3. appointment n.
1) A%, Yy
I have an appointment with my dentist this
afternoon. L HF LS X FFEATE,
2) %, B

I've applied for a teaching appointment in

London. & ¥ i 7 A& F&)— A4,
4. schedule n. Bf[a]%, —WE, it

The project was completed ahead of the
schedule. iX #{ TALHEAT T L,



Our schedule went completely off the rails
during the strike. & 11 ¢ # Z it X A F L
I AMRATAT .

ve. THE, 1R, FiE
The meeting is scheduled for Thursday.
F g £ 0k =
. arrange v,

1) ZHE

My mother arranged an appointment for me
with the dentist. 45454 KM T FE .
2) il

She arranged the flowers beautifully in the
vase. o IeFE iR T HAE A TEM L,
arrangement n. ‘ZHE; 7
They have made all the arrangements for a
huge party. AR
M B X R2ELERENLE,

. minutes 7. [plural] 2105
Please read the minutes of the last meeting.
e Ek 2B R,

. prepare vt. ffi--- - HER 4T
A hotel room is being prepared for them.

iE fe M) A A — 1) AR A B

I had no time to prepare.

AARH A B0 A4

. direction n.

1) (WA fm, W, HBF
Directions about putting the parts together
are printed on the card.

oA RAHHNAPLTF A L,

He did the work under my directions.

e KEHEF T LART T4,

10.

Unit 1

Understanding a Secretary’s Job

2) File)
“No, go that way,” I said, pointing in the
I wads
opposite direction. e , FEARMA " K
Lk A
BEMAHTOR,
/AN
essential adj,

) ATIDE, AFHEEEY

It is essential that you should win the voﬁts’
hearts. %A% i& K695 R FER,

2) ARJRH), BAEY

Her most essential quality is kindness.

HRARAH oA RCHE R,

itinerary n. JiRf7it %
It is important to make a good itinerary

before you travel.

AT i R AR & 6,

11.

12

13:

book ve. TiliT, %y T

Seats (for the theatre) can be booked from
(RFBEH)) TAME A L
FI0 HALETH6HIE,

10 am to 6 pm.

reserve vi.

1) BT, WLy

They have reserved a table for four at
China Hotel.

el e d B XEEMITT OAHRL,
2) kA, A

You’d better reserve your strength for
tomorrow’s climb.

FRER L, (RRFFED A,
colleague n. [ 35, [f]{ff

His colleagues taught his classes while he

was ill. f & 75 B, A6 B) ¥4 K K2R,
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> IRNERE

I. They may be the boss’ “right-hand
person” and also a “jaék of all trades”.
(Para. 1) filifi] (B%45) wJ AR EREIRY “ 2
HF7, RdE “ZiEFE,

A jack of all trades B4 “JRBSEAE, L
Fr, RN AT AR — SE R A
AN, Bl
—Tom is thought to be a jack of all trades.

He knows a lot of things but isn’t good
at anything. AMiAA p42—15 % &
F. iR % AR EER M,

2. For example, a secretary should deal with
messages in various forms like business
letters, phone calls, faxes, e-mails and so
on. (Para. 2) filfl: b5 WV i% AE4S 4b B
B EE , Wl EeE, #is,
fRE. HFHREEE,

A deal with §fy b3, RAF7, B0
—What is the best way of dealing with
young criminals?
AR RO RIT S ERMA A7
—How shall we deal with this problem?

A A Ao o7 2k 53X AN 9] 7

3. They may also receive visitors and
sometimes show them around the
company. (Para. 2) fib{i7t A] fig T8 15
Vi%, ARRERIISWAE,

A show sb. around B A “HrkE NS - g
i 4n:

—The headmaster showed the guests

around our school.,

BKAFEARIT KM FAL,

Next, a secretary should make appoint-
ments for their boss and keep a
schedule. (Para. 3) 7 %h, fbHiLNi%N
LRI ZHAF A2 H PR 2 A AT .
make an appointment/appointments (with
sb.) B “EHES - Wi, B0
—She made an appointment for her son to
see the doctor.

WHILFHRT A ELGEE,
—Have you made an appointment with
Doctor Li yét? fhAe = E % 4937 T 259
keep a schedule Bk “ffi-:--- AT,

Bian .

—Once you make an appointment with
others, you should keep a schedule.
— 2Rk FeR| A LT T AL EAeAAL 29,

Another duty of the secretary is to arrange

business itineraries and get everything

ready for the boss’ travel. (Para. 4) i1 -¥)

i —/NRTTHUR L HERF R R 55 IR T

IR R M — Y%

to arrange... 2 — P AENX, RERD

i) is JEW{ERE , Bl

—The most important thing for you to do
now is to listen, not to talk. f{ M, 7& %
BARERGF AL ZT,

get... ready for BN “flF - HIHER",

B .

—Have you got everything ready for
tomorrow’s travel?

B R 6 3R AT IR R AAT T B7



6. Therefore, booking plane or train
tickets and reserving the hotel for the
boss are important jobs, (Para. 4) A i,
2 EFE BT AL K R A K S R 5 R
R EETAE,

A JIt 4t booking... and reserving... &2z %4
WEEEEIE, .
—Reading in bed is not good for your
eyes. 5 & b A& 45 2R 6 IR #F AT
—Talking aloud is not allowed in the
reading room.
MEZRAKXE S,

7. Finally, a very important point to be a good
secretary is to get along well with their boss,
colleagues and clients. (Para. 6) f% J5, %
oA — 2 FRIRRGEE S, M Ew], [FIZERA
BEPRFHLIFHES,

A get along well with B “5---.- MALE
4, 5 FIEEAHAL", BIH0:
—They just can’t get along well together.
MR SRR,

» SEFY
S W (2

WHRELEAMBF , MNSXRERN L
AR £ HA . IR %R EER <&
HE?, ARBE “SHE".

B4, MBEWB b E S RE RN
ANEBES, Bl FF %A AL T4 R
BRIER, WMEkfEes. mik LA,
MRS, MG TEERSNE, &

Unit1  Understanding a Secretary's Job

R 1S WA El,

ok, AR %R L E B A4
HOREL 2 AT, Ml % B 68 % HF
HRMARMTE SN, E2WE, B
P WG, e 24 L. ST
Rz IR AR AR IS 7 iR s B i 1R
MR ER. Hit, RIF0ELEERE
XFFRSA RV LA AT DY

B9 5 — N R L HE L
A 55 IRTT AT B2 9 R Z 808 — U o 4% T4
Bk, A EaIT AL ok R R I
[ 2B EETAE,

BeAh, B 43R N REGEA AR Ak, B
f1: Microsoft Office Outlobk; Microsoft
Office Word, Microsoft Office Excel %, [A]
P {471 42 20 BE 2 25 8 ) A% AL AT B AL,
T B B BER AL 1 R A AT
BEST,

5, BRCh— 2RI, 1 B,
FHFARE AL R ERR,

> HISEER

L' 15€ y125Begs3: By 4. Avip Sk
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>

1I.
Chinese English
E¥, La employer
Tl F right-hand person
A4S secretary
LHEL W, make an apgakﬁuém‘ :
s

HTHUE

S get ready for

U ;g
EMF

jack of all trades

w2 iR’ take minutes
i ic take shorthand
RN - show sb. around
IIL. 1. boss 2. secretary
3. made an appointment
4. booked 5. jack of all trades
6. deal with 7. taking, shorthand
8. get, ready 9. showed, around
SECTION III
LISTENING AND SPEAKING

Listening In
HFEIL

1. BOWHGRE R, ARESE A KRR

KPR R A BiE . pIAn

2.

Band I of Public | AJt#E%SE i
English Test - )
type vr. kR
sound vi. W ok
look forward to (Fah) Bred
el e R

WSk AT, PIEOT RS, BDORSE—
i J& [ 5. Speaker A I Speaker B &
75 Wb BLHEAT XS A7 WESE i S ]
Speaker A IE#Eff( {14 F1%? Speaker B
i B Gy A a2 o A R S — T
242 Speaker A {Y3iE K0
fa]? Speaker A 27515 5| T f X — !
(29 AEWT S5 ks 14 (7] B 55 I3 =5
B B R AT A, TS R S A
W,

3. Wik, FEERFER.

Bt E g, i B T VR .

5. WIFRE, WEMR—ERE, A

ViR, DAEILE AR RO .

> GIBEER
I.B
II.1.C 2.B 3B 4A 5.C
IIL 1. speaking 2. writing
3. type 4. shorthand
5. skillfully 6. careful
7. hard-working



> U it
W: May I come in?
M: Come in, please.
W: Good morning, Mr. Waters. I'm Ma Li. I'm
here to have the interview. '
M: Nice to meet you. Have a seat, please.
W: Thank you.
: Well, as you know we need a secretary who

=

is good at English speaking and writing.
How is your English?

W: 1 think my English is good enough to be
a secretary and I have passed Band II of
Public English Test. I can also write most
of the daily business letters. =

=

: How are your typing and shorthand skills?
W: 1 can type 80 English words per minute and
take shorthand in English at 60 words per
minute.
M: Can you use computers?
W: Yes, I can. Besides, I can use fax machines
and copiers skillfully.
~ M: Tell me something more about yourself.
W: I'm always careful, hard-working and
outgoing.
M: That sounds good. Thank you for your
coming. I'll let you know the result by Friday.
W: Thank you, sir. I'm looking forward to

hearing from you.

Speaking Out
> HFEEIY

Unit1  Understanding a Secretary's Job

R

- B OTEAES, BORSAEFHIE 4

M2, PR,

UM e 5 — 0 B bR A — R R
U, REiFA RG], ZoRR R
RS BT . SEERRBE AT
A EE A PRt LA B AR B NS BOh
0 TRFWT A o 5 1 SRR 4 X
THRESIRIZERRE A, LB R,
ik A O AT G 4R 2], BT 4
BE, WeWTEAEXT R, AR REAE ),
SRS, AR
AR AN L, M (I TR,
BOM B E R, i RE
PERIEIR .

SECTION IV READING MORE

> BFEIW

(3

PO~ PVERT, WL AR Y
TN JL L — LR DA

BB BEAE S5, LhF A e B P SCRE T bR
ERYLR T A

BOARE 72 Y 52 P i DL SE PR P 0 3%
WE], - TR A R B2 > 1R
BOMFEFA4 R P2 e, R
BEAE ) R,
BOTVHRE S ARIRAE , BX5) 5 R,

> HE AR

I.

It’s not easy to be a good secretary...

(Para. 1) ¥k — 2 FRE B 5 3 A 25

T——



