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Knowing about Secretary

Role of Secretary
Qualities of Secretary
Secretarial Ethics

1. Listening One: Work of Secretary

Direction; You will hear five short recordings. Each recording is followed by three different
statements decoding it. Choose the correct statement, and mark one letter (A, B or C) for the

correct choice.

1

A. The secretary needn’t typing nowadays.

B. The secretary is to provide assistance to the manager.

C. The secretary can take the place of the manager in some companies.
2

A. The secretary has overloaded tasks.

B. The secretary only does some mental work.

C. The secretary also does some odd jobs.
3

A. Management-employee relations are not straightforward.
B. Management-employee relations are straightforward sometimes.

C. Management-employee relations are crucial.
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4
A. In small business, formal meetings are necessary.
B. In small business, formal meetings are important.
C. In small business, formal meetings are unnecessary.
5

A. When your boss is stressing, a cup of tea is the best.
B. When your boss is stressing, let him be.

C. When your boss is stressing, you should have a talk with him or her.
2. Listening Two: Being a Competent Secretary

Direction ; Fill in the blanks with the words/phrases or sentences you’ve heard about Being a

Competent Secretary.

To be a (1) secretary, you will need to learn how your boss works, what his/her

role and objectives are within the company, what (2), telephone and personal

inquiries he/she would like you to refer to him/her, or whether he/she prefers to take his/

her calls at certain times of the day. Knowing these sorts of things will make your job easier

too. The idea is to save your Manager time with the daily (3) matters and be as

helpful as you possibly can. Books are available on this exact subject—forming a working
(4) with your boss.

As you learn more about the way your company operates and the role of other company
personnel, you will find you will be answering more and more of the routine inquiries and

(5) referring enquiries to the correct officer without having to bother anyone
else, particularly your boss.

(6) yourself with company policies so that you know how to deal with certain
issues should the occasion arise in your role as Secretary. For instance, should personnel
complaints be put in writing , or will your boss deal with them (7)? You need to
know these things so you don’t waste the time of your boss by putting unnecessary calls
through to him/her. You’ll be able to deal with them expediently yourself because the
policy will give you (8) on how the company wishes you to handle them.

Also, many companies have procedural books and/or staff handbooks. Ask if there is one
and read it and re-read it. (9) . Take the initiative. You will find it so handy

when you need to train other staff you supervise.

(10), see how you rate in the desired qualities a secretary should have.
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3. Speaking One. Secretarial Ethics

Direction ;: Mini-presentation. You are asked to give a short talk about three minutes on a

business topic with one-minute preparation.

e Confidentiality
e Honesty
e [ oyalty

What is important when talking about ethics of secretary?

fxyressions fm’ reference:

>

vV V V V V V V

moral principles

talk about ethics of secretary

in our opinion

have more chances of access to

keep information private and confidential

never repeat sensitive information

incorporate the mentioned ethics in the secretary’s role

both your boss and your work colleagues will respect you

4. Speaking Two: Qualities of Secretary

Direction . Four or five students in a team make a group discussion about the given topic

Qualities of Secretary, and then make presentation with the help of expressions given for

reference.

fE)fpressions for reference:

>

YV VV V V V V V V

helpful

trustworthy

reliable

honest

confidential

organizational skills

immaculate appearance

good communication skills

good telephone etiquettes

ability to take instructions and carry them out
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» ability to type speedily and accurately

5. Reading One: Duties and Responsibilities of a Secretary

Direction ; Read the following passage and finish the exercises given.

In recent years, the secretarial responsibilities have undergone a vast change. Due to this
reason, many people are opting for a career as a secretary. If you are one of them, it is
important for you to know the major responsibilities that a secretary has to handle.

Earlier, the role of the secretaries was limited to taking notes from their bosses, typing,
etc. However, with the advent of technology in companies and offices, these duties have
extended to things that were meant for the managerial staff. Nowadays, employers prefer
candidates who at least have a college degree. One can also enroll for specialization courses that
train people to carry out their duties effectively. Though the role of a secretary differs according
to the company, the basic secretarial profile is generally the same in every organization.

As a secretary he or she may have a lot of duties to fulfill. Generally speaking, a secretary
has to do the following major jobs. First, a secretary is expected to relieve the executive of
various administrative details. Second, a secretary is required to coordinate and maintain
effective office procedures and efficient work flow. Third, a secretary must be able to
implement policies and procedures set by the employer. Fourth, a secretary should be able to
establish and maintain harmonious working relationships with superiors, co-workers,
subordinates, customers or clients, and suppliers.

Apart from what has been mentioned above, a secretary should also be able to do a variety
of other jobs. To begin with, a secretary should make appointments for the executive and
maintain his or her calendar. He or she is expected to receive and assist visitors and telephone
callers in every way possible and then refer them to the executive or other appropriate persons as
circumstances warrant. A secretary is expected to arrange business itineraries and coordinate the
executive’s travel requirements.

A secretary is also expected to take action authorized during the executive’s absence and
use initiative and judgment to see that matters requiring attention are referred to a delegated
authority or handled in a manner so as to minimize the effect of the employer’s absence.

A secretary should be able to take shorthand or longhand notes and transcribe from it or
transcribe from machine direction. He or she should also be able to type material from longhand
or rough copy. What’s more, a secretary is expected to sort, read, and annotate incoming mail
and documents and then attach appropriate files to facilitate necessary action. He or she should
be able to compose correspondence and reports for the executive’s signature as well as prepare
communication outlines by the executive in oral or written directions.

A secretary is expected to research and abstract information and supporting data in
preparation for meetings, work projects and reports. He or she must be able to correlate and edit

materials submitted by others in draft format. Also, a secretary should have the ability to
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manage the office work well. He or she should be good at maintaining filing and record
management systems and other office procedures.

Another duty of a secretary is to make arrangements of the executive and coordinate
conferences and meetings. A secretary may serve as the recorder of minutes with responsibility
of transcription and distribution to participants. He or she may supervise or hire other
employees, select or make recommendations for purchase of supplies and equipment as well as
maintain budget and expense account records, financial records, and confidential files.

A secretary should have a good command of office skills and be proficient in office
software such as Microsoft Outlook, Microsoft Word, Excel, etc. Ever-evolving software
applications require that secretaries be efficient, skillful and open to change. Effective business
writing skills are essential for secretaries who use e-mail throughout their workday.

In summary, the secretarial position can be described as “the boss’ confidant, office
manager, supply and equipment purchasing manager, and master of office mysteries. ” He or
she may have to retain a great deal of information without speaking of it to anyone. Because a
secretary is often made aware of highly sensitive company information, he or she must be
trustworthy and able to keep a “secret. ”

Notes

1. candidate n. someone who is considered for something ( for an office, prize, honor etc. )
The Democratic candidate is still leading in the polls.
AR 44 B 2 S e AATH7E R Bl 36 h 5% o
2. relieve v. provide physical relief, as from pain; free someone temporarily from his or
her obligations
You had better open your mouth to relieve the pressure on your eardrums.
PR 3K T LAV S IR BT 52 I T
(Word Family)
(1) believe v. accept as true; take to be true
(2) grieve v. feel grief; cause to feel sorrow
(3) achieve v. to gain with effort
We all believe in good, free education for our children.
FATERHE RIFH) . B B E N BT A 15,
The boy’s wrong actions grieved his parents.
F B EERTT A S BB M50
She hoped to achieve her ambition to become a singer.
i A ER S H ARIB K 57
3. coordinate v. bring into common action, movement, or condition
You must coordinate the movements of your arms and legs when swimming.
YUK A R A 25 (5 A R ) S VA 0

subordinate n. an assistant subject to the authority or control of another
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The department manager devolved the work on a subordinate.
WM TAER S T8 .
4. minimize v. make small or insignificant
We had about ten hours’ warning, so we were able to minimize the effects of the flood.
1 FTE /NS R B TR, IR K K BRI U 2 B IR
( Word Comparison )
(1) minimum #. the smallest possible quantity
(2) minimal adj. the least possible
(3) maximize v. make as big or large as possible
(4) maximum n. the largest possible quantity
This is the minimum quantity we require.
XRERANRER RN,
Like we saw with the client, the impact to the server should be minimal.
IEANTE ST 26 AL B B , 3 AR 55 4% B9 32 IR N i B/
From a design perspective, our job is to maximize the value of every visitor, whether they
love the content or hate it.
MBI BER UL, BN AL 5 R R AL Us Rl AN, R EMAT WA R B 2R
The maximum number of marks for the subject is 100.
BRHR R BN E Y
5. office procedures Jp/\ 2 i fe
office skills Jp/N4 fiE
office software Jp/NEf4:
office staff 51 , IpvA=E THEA G
office automation 2> H a4k
office control Jp/\ a4 HH
6. recommendation n. something that recommends (or expresses commendation) of a person or
thing as worthy or desirable
We make this recommendation for two reasons.
FATER i st WA AR
7. confidant n. someone to whom private matters are confided
She had chosen me for her confidant and I learned all about her quarrels with her lover.
MR SIER O, TRBELLFNE AN Z RIS T e —F 2,
8. trustworthy adj. worthy of trust or belief '
Facts have shown us that he is trustworthy.

FYC LR [0 F A TIE A AR AT A

‘Exercises

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

1. Nowadays, employers prefer candidates who at least have a



Unit 1 Knowing about Secretary

A. MBA degree B. college degree C. master degree D. doctor degree

. First, a secretary is expected to the executive of various administrative details.

A. achieve B. believe C. relieve D. grieve
what has been mentioned above, a secretary should also be able to do a variety of
other jobs.

A. Far from B. Different from C. Depart from D. Apart from

. A secretary is expected to arrange business itineraries and the executive’s travel
requirements.
A. coordinate B. subordinate C. ordinate D. dominate

. He or she should be good at filing and record management systems and other

office procedures.

A. maintain B. maintained C. maintaining D. maintenance
. A secretary should have a good of office skills and be proficient in office software.
A. sense B. command C. time D. eye

business writing skills are essential for secretaries who use e-mail throughout their

workday.

A. Defective B. Protective C. Detective D. Effective

. Because a secretary is often made aware of highly sensitive company information, he or she
must be and able to keep a “secret. ”
A. friendly B. helpful C. talkative D. trustworthy

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

1.

N

() The basic secretarial profile is different in every organization because the role of a
secretary differs according to the company.

() A secretary is required to coordinate and maintain effective office procedures and
efficient work flow.

() A secretary is expected to arrange business itineraries and coordinate the executive’s
travel requirements.

() A secretary should be able to compose correspondence and reports for other office
staff’s signature.

() In summary, the secretarial position can be described as “the boss’ lover, office

1l

manager, supply and equipment purchasing manager, and master of office mysteries. ’

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

1.

2.

Though the role of a secretary differs according to the company, the basic secretarial profile

is generally the same in every organization.

Fourth, a secretary should be able to establish and maintain harmonious working

relationships with superiors, co-workers, subordinates, customers or clients, and suppliers.

oo
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3. What’s more, a secretary is expected to sort, read, and annotate incoming mail and
documents and then attach appropriate files to facilitate necessary action.

4. Another duty of a secretary is to make arrangements of the executive and coordinate
conferences and meetings.

5. Effective business writing skills are essential for secretaries who use e-mail throughout their
workday. '

6. Reading Two: Secretarial Skills and Tips

Direction ; Read the following passage and choose the best answer to fill in the blanks.

Secretaries work in nearly every industry, providing administrative support for the
organization and often serving as the connection between employees and clients. To succeed in
this role, a secretary must be skilled at maximizing customer service and organizational

(1). A good secretary is one who can manage multiple tasks at once and tackle
unforeseen problems with ease. A valuable asset to any organization, the secretary helps keep
the office running smoothly.

A. proficiency B. efficiency

C. emergency D. fluency

Customer Service Skills and Tips

Secretaries often serve as the face of the office, greeting employees and clients when they
arrive and directing them to their destination when needed. They also answer the phones, field
basic questions and route calls to employees. Therefore, strong customer service skills are a
must for secretaries, as they must be " (2) and knowledgeable as they interact with

employees and clients.

A. lonely B. lovely

C. friendly D. frankly

Secretaries can build their customer service skills by getting to know employees and
clients. Comfortable, friendly work relationships facilitate (3).

A. protection B. recognition

C. communication D. destination



