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PREFACE

The Special English series from Collier Macmillan, Publishers, London,
introduces titles on a wide range of technical subjects that will be of
interest to students of English as a second language. Each volume
illustrates the special English of a particular trade or profession in both its
spoken and written forms. It is not possible, of course, for books of
this size to cover the subject matter exhaustively, so the authors have
concentrated on those topics and activities that should have the widest
appeal The conversations which are the basis of each chapter or unit
are deliberately written in the colloquial and idiomatic speech’ used by
technicians and specnallzts as they go about their everyday activities.

It must be emphasized that these books are not primarily intended to
teach the subject matter itself, although the technical content is accurate
inrevery respect. Nor are they intended to teach the introductory stages
of English. It is assumed that the reader is already familiar in his own
language with the subject matter of the book, and has a good groundmg
in-the basic grammatical patterns and vocabulary of Engfish. He will
use these books to improve his knowledge of English within the frame-
work of a technical vocabulary that is of interest to him enther privately
or professionally.

The authors in this series each have their individuat approach. but-all
the volumes are organized in the same general way. Typically, each. book
is based on a series of situational dialogues, followed by narrative
passages for reading comprehension. Exercises give the student practicé
in handling some of the useful and more difficult patterns, as well-as
lexical items, that occur in each unit. Tape recordmgs of the dla]ogues
and selected exercises, may be used either in thetaniguage faboratory
or for private study. Each volume is provided with a _glossary of
technical terms, with i.p.a. equnvalents as used in the Daniel Jones
Pronouncing Dictionary.

PETER STREVENS
General Editor

vi



INTRODUCTION

This book is the sequel to Office Practice: Clerical Duties. It is
intended for anyone who is already working in an office or who wants to
start a career as a secretary. The various duties of a secretary are
described in dialogues and reading passages; but the book has a double
purpose. As well as teaching office procedures, it is intended to teach
English (and particularly the English which will be useful in an office)
to students for whom it is a second language.

Office Practice: Secretarial Duties does not claim to cover every
aspect of the secretary’s work, but what is included is realistic, practical
and relevant. The dialogues should provide good classroom activity and
at the same time help to improve the student’s spoken English. Exercises
following the dialogues give the student practice in the use of new
vocabulary and structures; exercises following the reading passages
include comprehension questions and further structural practice. A key
to the exercises is provided at the back of the book.

A glossary is provided for those words which a standard dlctlonary
might not include in the sense in which they appear in the text. The
International Phonetic Alphabet is used as a guide to pronunciation.
Idiomatic expressions are footnoted at the bottom of the pages on which
they appear.

The tape recording that accompanies the book may be used by the
teacher in the classroom or the language laboratory. For the student
working alone, it will provide a model for pronunciation as well as a
means of taking dictation for practice in spelling. The exercises have
pauses for student response, but there are no pauses in the dialogues.
This has been done on purpose to provide the maximum amount of
reccrded material. Most tape recorders are now equipped with a pause
button, which will enable the listener to stop the tape after each sentence
and repeat it aloud before proceeding to the next one. If pauses are
required for language laboratory work, a copy may be made and the
pauses inserted of a length to suit the requirements of the students. A

demonstration tape, free of charge, is available from the publisher upon
request.
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UNIT 1

GOO0D OECR!T_ARIIS ARE HARD TO FIND

Dialogue '

A busy office in a commercial firm in the West End of London. Mr.

Lumley, a senior executive, is talking to Karen Adams, whom he has just
. promoted from being his secretary to the posilion of ‘personal assistam

- .Mr. Lumley Well, Karen, now that you" re my *P.A. one of yOour new
: duties—and not the least lmportant—wﬂl be to appoint a
new junior secretary, and you can start by preparmg an
advertisement.
I already have, Mr. Lumley—here it is. ‘Would you liké to
read it to see if it’s all right? _
: (Reads the advertisement.) Yes, that’s fine. Let’s sce what .

1 © - response it brings—I expect we’ll have a number-of
Tl - applicants with the required speeds. You’ll be interviewing
i, o them, Karen, and you must look out for the qualities

_q_

necessary in a secretary. What would you say these are?
_.' r' )

’ | & $arne -
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Karen:

Mi,_ Lumley:

- lookmg for, Karen?

Karen:

Mr. Lumley:

Karen:

Hmm. I should say that mmatwe is important, a sense of
responsibility—and a methodical. ‘approach to work. It’s
amazing how often the unexpectéd. happens, even in the
best- planned offices. A secretary wouldn’t be much use if
she-was always needmg instructions;

I must say I also appreciate a girl who looks presentable—

~which doesn’t mean tha. I want a beauty'queen!’ But she

should take care over her appearance, and her office and
her - work shouid ‘be as neat as.she’ 1S.Mhnt else are we

Well, I don’t know- about otheroﬂi y but & sense of
humour is ccrtamly essentfal here—~also tact and dis-
cretion.
Yes, I agree. I can’t bear glrls who gossnp about the office
and the staff—you never know when they’ll give away
some important bit of information about the company 'S
activities. - ¢

I think thcy should also keep thelr pnvate ‘problems to
themselves, don’t you?Too many office hours are wasted
on private dramas—what he said to her and she said to
him the night before.

! beauty queen: girl who wins a prize for her beauty in a competition with other girls

PERSONAL SECRETARY
WA asecicent of Teged werk
regoired by Diremer of w Tasan

ECONOMIST ADVISOR
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Mr. Lumley: You could also mention to the girl you hire that “she
doesn’t lose status if she helps out with any odd job that
needs domg when we're busy. On the contrary, she gams
respect by showing that she’s willing.

Karen: Yes, I'll remember that. Another thing that’s not’ rated

- highly enough is a good telephone manner. Of course, it’s
often a disappointment for the caller when he ﬁnally
meets you face to face!

Mr. Lumley: (Laughing) Anyway, by that time you've establlshed a
good image for the firm.

Karen: And built up-a lot of goodwill.

Mr. Lumley: Well, 1 should say you know what we're looking for I
suppose it can be summed up as someone with initiative
and responsibility who will anticipate our needs and take
some of the pressure off us. Now, Karen, all you have to
do is find this paragon? of virtue!

% paragon: perfect model

EXERCISE 1: STRUCTURAL PRACTICE

Notice this structure from the conversation:

You can start by preparing an advertisement..

Use this structure to respond to the following questions:

Example: What shall 1 do first?
Prompt: prepare an advertisement .
Response: You can start by preparmg an advcrtlscmem '

Now you do it. *

I. What shali 1 do first? pré’are an advertisement

2. How shall I deal with the applicants? . interview them

3. How can | be methodical in my work ? orgam:e vour daily schedule

4. Where should [ look for the file? ~ ° look in thar drawer

S. What shall | do this morning? . help the filing clerk

6. ’What should I say in the letter?  thank them for the order

'7" How shall 1 “find their address? “consult the telephone direc-

tory
8 ‘How shall T get the information ‘? S “make some telephone calls
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EXERCISE 2: SUBSTITUTION DRILL
~ Statement: 1 should say that mmauvc is important.

“'Prompt:  think
Relponse I should thmk that initiative is important.

Now you do it.
‘ Statement I should say that initiative is xmportant
1. think | s; would
- 2. tact o 6. essential
3. necessary - . 1. punctuality
4. imagine 8. say:
EXERCISE 3

Make the following sentences negative:

Example: You’'ll be interviewing the applicants for the job.
Response: You won't be interviewing the applicants for the job.

. You'll be interviewing the applicants for the job.
. A sense of humour is essential here.

. We've got to hire a new secretary.

. Do you like the advertisement I've written ?

. Am I going to appoint junior staff ?

. She went to see the employment officer.

. He wanted to know if her speeds were high.
You’ve established a good image for the firm.

0 AR WN

ﬁoédihg_ and Comprehension

People often wonder what difference there is between a shorthand
typist and a secretary. It is easy enough to define the work of a short-
hand typist—her main job is to take down shorthand from dictation
and then to transcribe it. A secretary does this as well, but she also
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toes much more. Her duties will include such things as arranging
conferences, dealing with cailers, and even fetching her boss's lunch-
time sandwiches. In addition to company work she often has to cope
with her boss's private engagements. It is almost impossible to list all
the duties that a secretary may be called upon to perform, and it is even
more difficult to list the qualities that she needs in her work. if you look
at the advertisements—for instance, the one below—you will see what
crder of importance employers give to secrctarial abilities. The im-
portant thing to remember it seems, is that secretaries should be
prepared to tunrthelr hand to anything,? and to do so cheerfuily.

WANTED

Junior secretary for busy, friendly office, to
work for managing director and his personal
assistant. She should have good speeds, a sense
of humour, a sense of responsibility and an
ability to cope without flapping.‘ Starting salary
within range £1,200—£1,400 depending on age
and experience. Good promotion prospects for
capable career giri.

| Write to Box RG 7604

3 turn lhei{ hand to anything: do a variety of different jobs
., ¢ flapping: panicking

EXER{TISE 4: COMPREHENSION QUESTIOI;IS

. Waur 13 the main job of a shorthand typis:?

. List tnve duties which a secretary may be ~xpected to perform.

. What ,n.giut she have to do in addition to company work ?

. What qualiics s 1-e writer of the advertisernent looking for?

. What, accordmg to the advemsement can a capable career girl
expect ?
How much money does the advertisement offer?

. Can you cope without flapping ? Explain what this means.

VOB RO e

N
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EXERCISE 5

Use the foilowing words or phrases in sentences of your own to show
that you understand their meaning and use.

copy

. initiative

. discretion

. sense of responsibility
image

. for instance

cope with

perform

paragon

. capable

SvENANE W~
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TAKE A LETTER

Dialogue

A week later, Karen has appointed a junior secretary, Jackie Collins, and
this is her first week at work.

Karen:
Jackie:
Karen:

Jackie:

Karen:

Jackie:

Karen:
Jackie:

Karen:

Will you come in please, Jackie, and take a letter?-

Oh dear, this pen’s run out of ink; can I go and fill it?
Here’s your first lesson in taking dictation: never arrive without
spare pens and pencils. And while we're about-i, make sure
that every page has a margin wide enough to take notes and
amendments during dictation.

I’'msorry, Miss Adams, I should have thought of that myself. It’s
so obvious.

There are many tips' like that which® you'll pick up with
experience. For instance, has anyone ever told you that even if
instructions, such as the number of ex{fa copies, are given to
you at the end of a letter, you should go back to the beginning
and write them down there?

You mean, so that Idon’t get half way through the letter before
realizing that I should have put in an extra *carbon?

That’s right.

While we're on the subject, may I ask you something? If I don’t ~
understand a word or a phrase when you're dictating, or I know
Y've got down a wrong *outline, would you prefer me to try and
work it out for myself later or to ask you during dictation ?
Obviously you'll have to use your judgment; I don’t want
interruptions every other minute, but I'd rather you asked at
the end of the letter than spend hours struggling. I'd prefer 1o
explain while it’s still fresh in my ﬁ"md;_; and I certainly don't
want you to give me a lettsr for mgnature which has an error
in it -

3 tip: hint
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Jackie:

Karen:

Jackie:
Karen:

Jackie:

I always use a dictionary if it's just the spelling I'm unfamiliar
with, but sometimes you use technical terms that I haven’t
heard before.

Well then, whenever we're interrupted by the telephone or a
caller it will give you an opportunity to read through your notes
and ring round anything that worries you; then you can ask me -
before we go on. Let’s get started.

I'll just find my place.? _

Ah, that’s another thing—it’s a good idea to put a rubber band
round all the used pages so that you don’t waste time looking
for your place. Also, you should put the date at the beginning
of each day’s dictation, and cross through the letters as you
type them. ‘

Oh yes! That's one thing I do enjoy It gives me a lovely sense
of achievement to see how much I've done in a day.

! find my place: find the next empty page in the notebook
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_EXERCISE 1: STRUCTURAL PRACTICE
Notice this structure from tlﬁ%onv’crsation: o g

. I'd rather you asked. . .

Use this structure to respond to the following questxons

Example: Should I ask you or Mr Lumley?
Prompt: Mr. Lumley
Response: I'd rather you asked Mr. Lumlcy

Now you do it.

Should I ask you or Mr. Lumley? . Mr. Lumley

1.
2. Shall I use a pen or a pencil? - a pencil S
3. Shall I do it now or later? : now .-
4. Do you want me to put the date at the begmnmg

or the end? at the beginning.
5. Do you want me to interrupt you or wait unt:l

.theend? . interrupt me

6. Shall I type the letters now or this afternoon" this afternoon
7. Shall I go for lunch at twelve or one? one '
8. Shall I give the letters to Mr. Jones or his o

secretary ? his secretary

EXERCISE 2: SUBSTITUTION DRILL

Statement: I should have put in an extra carbon.

Prompt You -+
Res,euse:  You should have put in an extra carbon

j::..‘,’Now you do it.

%" Statement: I should have put in an extra carbon.

e

L _ Prompts:

o

‘ 1. You 5. shouldn’t

’f “*2, a comma 6. interrupted

5> 3. used . 7. could

% * 4. pencll 8. used a dictionary




EXERCISE 3: FURTHER STRUCTURAL PRACTICE
Notice this structure from the conversation:
And while we’re about it, make sure that every page has a margin.

Use this structure, with the appropriate pronoun, to respond to the
followin~ statements:

Example: I'm writing to Mr. Jones.
Prompt: you can ask for his advice v
Response: And while you’re about it, you can ask for his advice.

Now you do it.

w b

1. I'm writing to Mr. Jones. you can ask for his advice
2. I'm going to fill my pen. " you can sharpen your pencil
3. I'm going to look up the spelling. you can look up the meaning
as well
. Karen's making herself a cup of coffee. she can make one for me
. They're reading through their notes.  they should ring round all
: the technical words
6. I must find my place. put a rubber band round the
: pages
. I’'m typing your letter. do a carbon for Mr. Jones

0 3

. I'm going to get some rubber bands.  get me some carbon paper
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Mr A.G. Jones

Smith Brown & Drysdale Limited
Melbrow House

40 South Street

LONDON W3R 2DL

Dear Mr Jores

I enclose our revised budget based on your letter of 18th October.

We have considered carefully the present situation, your requirements
and the limited budget available and we are confident that the twelve
proposed data sheets will provide the greatest benefit for your company.

As requested we have concentrated on the London office. All expenses
connected with the European offices will be outside this budget figure
and you should bear the future travel costs in miad. In the case of
the Zurich office for.which we have already produced some designs, 1
anticipate that at least four trips will be necessary in the coming
year. With the development of the Paris and Amsterdam offices we
propose to let you have a breakdown of corporate design costs and
requirements when our work at the London office has progressed for
another three or four months. We shall then be in a better position
to see the extent of the requirements and the solutions possible in
various media.

I feel sure you understand that your budget changes and restrictions
have involved us in an enormous amount of planning and administrative
work and that in future we shall be unable to carry such overheads.

We look forwsrd to a happy collaboration enabling us to work on a
consecutive programme in London and then throughout Europe.

Yours sincerely

Norma B. Kitting
Business Manager




' Reading and Comprehension

A well displayed, nicely typed letter is a joy to receive. Conversely, a

" letter that is badly typed, grubby® and full of errors will reflect badly on

- </ .- -the whole company and not merely on the typist. Many factors go to
"' make up a good letter, including the quality of the paper, the printed
.. -heading, the absence of both errors and clumsy corrections, the evenness

of touch, and consistency of *display. All sorts of things can make it

face, rubber dust in the *type basket (lcading to- *“shadowing” and

‘uneven right-hand margins, incorrect or too frequent_ word divisions.

difficult to produce a good letter: a worn ‘typewﬁlcr ribbon, dirty *type

uneven spacing), inconsistency in spacing . after ‘pupctuation, very =

‘All these faults can and should be eliminated by the typist. Butitisnot- -
}enough to type a letter perfectly if this has taken the typist three or

four attempts. The cost of the letter is far more than the cost of
 »the paper and the postage. It includes the time taken by the typist and -
-+ her employer in dictation; the equipment and premises that are needed -
" for both to work in; the time taken to type, check and post the letter; © - -

- -and the depreciation and servicing of the typewriter. A part of all these = -

expenses must be charged to each letter that leaves the office, and it

" stands to reason that if there are only ten letters going out in a day, the .

... cost pet letter will be twice as much as if there were twenty.
P '#“W- dirty




