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How to Become a Qualified Secretary,

An Introduction of Plot

With the growth of business, Xin Niu Dairy Group decides to em-
ploy (J&H) a secretary who is proficient in English. Among a number
of applicants (/f# ), the Group’s General Manager finally chooses |
Wang Lin as the company’ s first secretary in charge of foreign business. |

- o arthers, p— — i o
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To be a company secretary, you need to
e have excellent spoken and written communication( 2 ) skills,
e have good presentation( /%) and negotiation( 3 #|) skills,
have a good understanding of business and finance,
e be well-organised,
e pay attention to details, ‘
be able to understand and explain complex ( & 7« #) legal and financial
(£ 1) matters,
¢ have good judgement and be able to resolve problems,
e be able to prioritise( /% 4% #) and manage a heavy workload( T/ &).

Warm-up >
A. Look at the pictures and match them with the words or phrases in
the box.




' B B B Unit 1 How to Become a Qualified Secretary

B. According to the above-mentioned words or phrases, answer the

following questions.
1. Have you ever had an interview ?

2. What kind of clothing is appropriate on business occasions?

3. List some components (E %) a resumé should contain.

Listening & Speaking 1>

A. Extensive Listening
Wang Lin is speaking with the receptionist of Xin Niu Dairy Group. Listen to the Lis-

tening & Speaking 1 and answer the following questions.
1. What is the full name of the interviewee?
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2. Who will be the interviewer?

3. When will the interview take place?

B. Intensive Listening
Listen to the Listening & Speaking 1 carefully and fill in the missing words or phrases.
Receptionist: Good afternoon. Can I help you?
Wang Lin: Yes. I’ ve come to the position as an office secretary. The
asked me to come here for an
Receptionist: What’ s your name, please?
Wang Lin: My name is Wang Lin.
Receptionist; Nice to meet you, Miss Wang. Your interview is at 3:00 p. m.
Please and have some water.
Wang Lin; Nice to meet you, too. Thank you very much.

C. Substitution Drills
The HR manager asked me to come here for an interview.

CFO
CEO
manager of R&D Department
manager of Marketing Department

Please take a seat and have some water.

have a rest
enjoy a cup of tea
make yourself comfortable

look at our company’s brochure(/hMiF)
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D. Simulated Speaking

You are going to be in- You are the reception-
terviewed for the secretary’ s

position. Now you have ar-

ist. You should welcome the
guests and visitors of the

company with politeness and
hospitality.

rived at the reception desk and
are being received by the re-

ceptionist.

Good morning. / Good afternoon.
Nice to meet you.

| have applied for a ... position.

| was told to have an interview this
morning/ afternoon.

Good morning. / Good afternoon.
Can | help you?

Nice to meet you, too.

May | have your name, please?
Please take a seat and have some tea.

Listening & Speaking 2 »

A. Extensive Listening
The following is part of a conversation between Wang Lin and the HR manager. Listen
to the Listening & Speaking 2 and decide whether the following statements are T (true ) or F
(false).
( )1. Wang Lin’ s English is not good enough to handle telephone calls in English.
( )2. Wang Lin has several years of work experience.
(' )3. Wang Lin has taken courses in Secretarial Principles and Office Administration in
English Secretarial Studies.
( )4. Wang Lin takes dictation in English at the rate of 150 words per minute.
B. Intensive Listening
Listen to the Listening & Speaking 2 carefully and fill in the missing parts.
Wang Lin: What kind of responsibilities does this secretary’s job involve?
HR manager: , such as typing letters and documents, receiving do-

sk —




Wang Lin.
HR manager

Wang Lin:
HR manager

Wang Lin.

HR manager :
Wang Lin.

mestic and foreign visitors, answering phone calls and so on. Can you handle
telephone calls in English?
I think so.
I see it in your resumé that you’ ve several years of work experience.
?

I was in charge of the company ’ s foreign-related affairs and correspondence,
and supervised three other secretaries.

What courses have you taken in English Secretarial Studies?

I’ ve taken such courses as s .

Typing, and File-keeping.
9

I can type 60 words per minute, and take dictation in English at the rate of 100
words per minute. I can use fax machine and Xerox machine.

C. Simulated Speaking

Now you are having an
interview with the HR manag-
er of Xin Niu Dairy Group.
You should first make a brief
self-introduction and answer
the HR manager’ s questions.

My name is ...
| graduated from ...
| am good at English.
| master a variety of skills ...

| am a patient, hardworking and
dutiful person.

| have worked at ... for ... years.

You are the HR manager
of Xin Niu Dairy Group. You
should listen to A’ s self-intro-
duction attentively and ask him
/ her several questions based
on it.

Could you give a short introduction
of yourself?

What is your biggest advantage and
disadvantage?

Could you please describe your
personality?

How would you cope when you are
faced with a challenge?
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Reading >
Duties of a Qualified Secretary

A competent secretary can shoulder many responsibilities besides to typing, filing, and tak-
ing dictation. For example, once a secretary understands the boss’ s priorities, paper items can be
sorted out and ranked in order of importance.

A secretary can compose effective letters and memos. That cuts down
the amount of time the boss should spend on’corresponding.

An efficient secretary can save the boss from time-consuming inter-
ruptions. The secretary can skillfully receive unexpected visitors and
handle routine questions and problems. The secretary can schedule ap-
pointments to give the boss even best use of time.

A good secretary can handle public relations for a firm. For exam- §
ple, the secretary can acknowledge special events of clients, such as
birthdays, by sending birthday cards.

Bosses who allow their secretaries to make use of their talents,
skills, and intelligence often find that secretaries can help them with problem-solving. The boss
who gets the best results by working with a secretary is the one who realises that the secretary is in
a powerful position. An unmotivated secretary reduces the effectiveness of any office, whereas an

ambitious secretary increases its effectiveness.
' Clerical skills are important, but they are not enough. Many firms look long and hard for the
right person and agree that people who have certain characteristics make the best secretaries.

One saying states that a secretary needs tact, endurance, enthusiasm, punctuality, speed,
loyalty , brains and patience. In many cases, people who have the right qualities are offered man-
agement training so their talents can be developed to the fullest. After all, secretaries are key
components of the company team.

Read the passage and decide whether the following statements are T
(true) or F(false).

( )1. A qualified secretary can write' memos and correspondence effectively, thus saving

time for the boss.

( )2. A qualified secretary is not responsible for the reception of visitors who haven’ t pre-

viously made an appointment.

( )3. Special events of clients have nothing to do with a secretary’s job.

— 6 —




(' )4. Secretary is in a powerful position. An effective secretary increases its effectiveness.
( )5. To be a good secretary, right qualities are enough and management training is of no
importance.

Writing >

A. Sample( A Cover Letter)

© Dear Madan/Sir, '

@ I have learned from the newspaper that you are looking for a secretary. I am
very interested in this position.
I graduated from the Beijing Secretarial School this summer. As a student of
Secretarial Speciality, I hope to work for a foreign company as an English
secretary after graduation.
In the past four academic years, I have proved myself to be a straightforward
student, and was awarded a succession of scholarships. I have a firm knowl-
edge on Secretarial Speciality. In addition, my English is particularly good,
which will live up to the requirements set by a wholly-owned foreign compa-
ny like yours.
You will find me a good team player, self-motivated and eager to learn. 1
believe I can be a great asset to your company.
I would be most happy if you can arrange an interview with me.

@ Yours sincerely,

©LiNa

B. Structural Analysis
1. Salutation
2. Body(including the following parts: )
Where the applicant learns of the information from;
The applicant’ s education background;
Why the applicant is qualified for this job;
The personality and advantages of the applicant.
3. Complimentary close
4. Signature
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C. Simulated Writing
Fill in the blanks and make it a complete cover letter.

’

I learned from that you are looking for a . I would like to

apply for this position.

I have had a good education. I graduated from . The main courses in-

clude

When I was at school, I took part in a variety of social activities, such as
. After my graduation, I worked at for one year, from

which I learned .

Generally speaking, I am a(n) person. I am good at learning and full

of teamwork spirit.

I have enclosed and I am looking forward to your reply.

Yours sincerely

Wang Nan

Weords & Expressions >







Knowing Your Office

An Introduction of Plot

Finally, Wang Lin is employed as a secretary of Xin Niu Dairy
Group. Because of her diligence (#j#¥) and studiousness ( B &Y i) ,
she has soon become familiar with the business scope (M43 ) and
organizational structure ( 214544 ) of the Group and started her career |
at Xin Niu Dairy Group. f
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When you start working in a new environment, certain proprieties ( #i 4 ) may
seem awkward ( < 47 ik &9, 4 #& & ) ; but don’ t make any immediate changes.
Find out how things are done and why. Observe how others answer the tele-
phone, dress, decorate desks or office space, snack( "z & ) on the job etc.
Any changes you make will take effect after you have familiarized yourself with

the customary( 3] % # ) procedures ( # ¥ ) .
Every office has its own custom how its staff are to be addressed, that is,

whether to be addressed by first name or by title. New employees should follow

suit( % 15 ) after careful observation.
Whatever your position is, no matter how small a favor your colleague has

done for you,a “thank you” is necessary.

Warm-up >

A. Look at the pictures and match them with the words or phrases in
the box.



