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Science and technology have created an information age that has changed the way offices operate
and the way information is handled, affording new opportunities for professional growth. Career
options for office professionals at all levels are rapidly expanding and office professionals are thus
required to have strong technical and interpersonal skills and function as integral parts of the
management team. “If you can imagine it, you can achieve it. If you can dream it, you can be- |

. ”
4 come 1t. 1

Text 1 What is a secretary?

A secretary often refers to somebody who does general clerical and administrative work such as word-
processing, filing, and arranging appointments for an individual or an organization. The position of secre-
tary has its earliest recorded mention in the 16th century. Then a secretary was usually a man with the
ability to read, write, and calculate; he wrote all manuscripts, letters, and records by hand.

Not until the late nineteenth and early twentieth centuries did the mechanized office come into being.
The invention of the typewriter, telephone, duplicating equipment, and calculating machine helped to
speed up information processing within busﬁess. As a result, the male secretary’ s support role evolved
into management as he became an understudy for the executive and the executive’ s successor in managing
the business. With that change, more and more women were hired and trained to perform clerical support
tasks for this male-dominated management.

Along with the development of technology, with business increasing in size and complexity, a secre-
tary is no longer a lowly clerk. As a qualified secretary, it is not enough for her to only process informa-
tion, receive guests, she should be able to provide administrative or executive support for the manage-

ment. Thus, today’s secretary can be defined as an executive assistant who possesses a mastery of office
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skills, who demonstrates the ability to assume responsibility without direct supervision, who exercises ini-

tiative and judgment and who makes decisions within the scope of assigned authority.

Various office functions

There is no standardization for the definition of “secretary” now, since more positions are evolving
and the term is increasingly applied to various positions. However, a secretary, as the senior clerical em-
ployee in the office, may perform various secretarial functions such as: screening visitors; handling tele-
phone calls, mails and appointments; managing records; arranging for staff meetings, committee meet-
ings, and conferences; maintaining and assembling information for the supervisor’ s use and keeping the

supervisor informed or advised in a variety of situations or circumstances.

Various roles and skills

Since each organization is different, secretarial roles may vary. Besides handling routine business in
the office a secretary may also function as:
Administrative assistant: generally includes most of the nonclerical functions previously performed by the
traditional secretary. Skills and characteristics needed within the area of administrative support include
ability to work as part of a team, good communication and organization skills, and initiative. It requires
analytical and decision-making abilities, supervisory and managerial techniques, human relation skills and
problem-solving abilities.
Administrative support supervisor: hires, evaluates, and trains new personnel; delegates and assigns
work; coordinates work schedumes; keeps attendance and payroll records; develops, writes, and imple-
ments office procedures; establishes and maintains work production standards; supervises aod motivates
personnel .
Switchboard operator: handles incoming calls and processes outgoing calls, has a good telephone voice,
effective verbal communication skills. Takes message, answers inquiries, and handles fax transmissions.
It sometimes requires bilingual abilities.
Records and file clerk: performs simple sorting and retrieving of information; classifies and processes
materials. Skills and characteristics needed for this field include having a team consciousness and being
detail-minded, logical, systematic, and security conscious.
Receptionist: welcomes, orients, and directs visitors, handles phone system or switchboard, does some
filing and correspondence, handles fax transmissions, controls petty cash, uses office equipment, distrib-
utes mails, and controls courier and messenger dispatch. It requires specially trained personnel with tradi-
tional basic skills as well as new skills to manage and operate the office.

Word processing operator: keys and produces dictated work; keys simple correspondence and reports
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and applies various word processing software applications; keys assignments submitted in writing, in print-
ed form, or in other forms. Skills needed here include the ability to work independently, a technical ori-
entation, computer skills, a knowledge of word processing software, a team consciousness, accuracy, lan-

guage arts, audio acuity for transcription, and the ability to proofread, edit, and prioritize tasks.

Travel service clerk: delivers tickets and communications related to travel, uses data processing and

telecommunications to provide travel service. It requires responsibilities, analytical abilities, problem-

solving abilities and human relation skills.

Words and expressions

clerical
manuscript

duplicating equipment
executive

supervisor

delegate

coordinate

bilingual
retrieve
systematic
acuity

proofread
prioritize

adj . of or conceming a clerk (e.g. clerical work in an office /2% I3
TAE, a clerical error 2£1%)

n. the first copy of a book or piece of writing, written by hand or typed be-
fore being printed

a machine that makes copies of written, printed, or drawn materials

adj . concerned with making and carrying out decisions, esp. in business

n. a person who supervises people, activities, or places, especially an em-
ployee who supervises other workers or a tutor who supervises students

v. If you delegate someone to do something, you give them the duty of acting
on your behalf. If you delegate duties, responsibilities, or power, you give
them to someone else so that they can act on your behalf.

v. to make (people or things) work together, esp. so as lo increase effec-
tiveness ( e.g. We used a computer to coordinate the marketing campaign.
A — 6 B FH YR DR ERIE 3 ,)

adj . able to speak two languages easily and naturally; written, expressed, or
conducted in two languages

v. to get something back; save something from being lost, damaged, or de-
stroyed

adj. carried out in a methodical and organized manner, well organized, ha-
bitually using a method or system for organization

n . sharpness, keenness of hearing, sight, or intellect 2243 , 44

v. to read the proofs of a text in order to correct them BIE , Bt

v. to rank and order things according to their importance or urgency 1. . . [X]

SR
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Relevant information

Opportunities for the office professional

Office professionals have numerous career opportunities in many different fields, such as the fields of
law, government, medicine, education, and technology. The basic duties within each specialized field
may be similar and the use of office technology the same; however, terminology, applications, and proce-
dures vary greatly from field to field.

In the Legal Field Accuracy and speed are important requirements for a career in the legal field.
Whether in a private lawyer office or a state firm, the work of a law office is detailed and exacting. Termi-
nology is precise; timing, organization, and confidentiality are essential in this field.

Keying and transcription are the essential duties. Besides, a knowledge of legal documents and legal
terminology as well as good oral and writing skills are important. The work is highly varied, ranging from
managing the office to preparing legal documents and court papers; it also includes extensive contact with
clients.

For Government Offices  Along with the fast development of our country, various government institut-
ions offer numerous opportunities for office professionals. To become eligible for most government posi-
tions, normally you should take a written civil service examination. Many positions are available in prov-
ince, city, county, and municipal governments as well as in quasi-governmental agencies. Responsibility,
confidentiality, efficiency are just some of the assets.

In the field of Medicine The medical office professional”s special duties include managing the office,
scheduling patients, quoting and collecting fees, preparing and processing insurance claim forms, ordering
and maintaining supplies and equipment, transcribing dictation, maintaining patients’ records, assisting
and supporting patients, and assisting in clinical duties if trained to do so by attending physicians. Confi-
dentiality of patient records must always be maintained.

Opportunities within the medical profession exist in physicians’ offices, medical clinics, public
health facilities, hospitals, health maintenance organizations, nursing homes, research centers, medical
centers, foundations, laboratories, insurance agencies, private agencies, medical departments of large
companies, educational institutions, companies that manufacture medical supplies and equipment, and
medical transcription service companies.

In the Field of Education In the educational field, a career can be multifaceted regardless of the edu-
cational level. This office professional must have excellent communication skills and the ability to work un-
der established policies and practices as well as to plan and organize work schedules. Computer skills and

transcription are important, as is familiarity with other office machines. The educational office professional
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must serve as liaison between students, teachers, administrators, coworkers, parents, and the local com-
munity, so interpersonal skills are essential.

The duties of educational office professionals vary from institution to institution. Opportunities for
such personnel exist from the preschool to the graduate level and can be in public or private schools, large
or small. Specialized schools for special need students, vocational schools, and correctional schools also
need office professionals.

In the Field of Science and Technology  Aerospace, agriculture, engineering, environmental protec-
tion, chemistry, life sciences, mathematics, and the physical sciences are just some of the career fields
available to the technical office professional .

Knowledge of electronic office equipment is essential for the technical office professional . Technical

documents such as scientific reports and abstracts, require proper formatting. Technical office profession-
als must have the ability to key technical data accurately and to proofread text. A strong background in
mathematics or science and a knowledge of technical terminology are definite assets . Confidentiality is also
a critical element for this field.
In the Field of Business  The fast development of our economy, the opening policy of our government
and the entry into the WTO, all these have created many opportunities for office professionals. Within
both government and private companies, both foreign companies or joint ventures, the ability to plan and
organize; the excellent communication skills; the enthusiasm and responsibility; the problem-solving and
decision-making abilities; the computer literacy and the ability to deal with technical terms and symbols
are greatly appreciated.

Text 2 Career ethics and corporate image

The most successful people and companies are those who behave ethically. The leaders of a corpora-
tion set the tone for ethical behavior, and this determines how employees, customers, and competitors are
treated . Ethical problems in business are not just a matter of knowing right from wrong, but involve look-
ing at business questions from a reasonable, responsible, and consistent point of view.

The legality of an action is determined by law. The morality of an action is determined by ethical
rules of right and wrong. Ethical behavior requires following the spirit as well as the letter of the law. Be-
sides, the corporate climate often determines employee behavior. A person’s career ethics can be continu-
ally built and expanded. Your sense of ethics, integrity and professional standards have to change and
broaden as you inevitably move into roles of greater responsibility, which are going to lead you into roles of
leadership and management in business and organizational enterprises. However, professional ethics are

often founded on values from childhood, and continue to expand and broaden as a person goes through col-
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lege, begins working as a professional and then enters management. It’s not an easy road to build and it
doesn’t end. But it is something that, if you build it through your career, if you build it broad and wide
and see all the issues, you will be not only very proud of yourself but also learn something from which you
can teach others. That is, by virtue of what you have done — the experiences you have had and what you
have stood for in your career — you can actually help others do what is right and progress a little faster.

But what are career ethics and why is there so much concern about ethics? Ethics are the principles
or standards of human conduct, sometimes called morals, which often refer to the code of morality, a sys-
tem of moral principles governing the appropriate conduct for an individual or group. Thus ethics and mo-
rality concern the decisions we make about whether something is right or wrong: first about how we make
such decisions and secondly about how we carry them out in practice. Working out what” s right and wrong
can sometimes be a complicated business. We need to pay attention to a whole spectrum of factors, which
include the principles we think through, how we feel about the situations we face and our underlying mo-
tives. We also need to consider the consequences of our decisions, our responsibility within society for the
choices we make. Modeling desired behavior and having the courage to do the right thing, even in the face
of adversity, will be critical benchmarks that will be ingrained in office professionals. Accountability and
responsibility will be stressed, with strong emphasis on balancing ethics, values, and self-interests. Cred-
ibility, honesty, and integrity are important aspects of professional ethics. University graduation is often
one of the most celebrated events in a professional career. However, education is a life long learning pro-
cess, which does not end after the formal college graduation. Continuing professional development can be
obtained in one’ s working practice. As a professional, you should be aware of your professional values
and ethics; develop your professional skills, judgment, quality of work and productivity; advance your
professional knowledge and social and community services.

The reputation of a company is judged by its image in the public eye. One factor of a corporation’s
image is the care and upkeep of its building, grounds, and offices. Its logo and letterhead also communi-
cate a message about the company. One of the most important factors in a company’ s image is the way its
employees treat its customers and clients as well as the general public. Finally the way a company treats
its own employees is another important factor in corporate image .

A positive corporate image creates respect and confidence in the company and its product or service.
Every employee can contribute to a positive image by wearing appropriate business attire, by being courte-
ous in telephone calls and written correspondence, by treating visitors well, and by participating in com-

munity activities.
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Words and expressions

consistent adj . reasonably or logically harmonious, able to maintain a. particular stan-
dard or repeat a particular task with minimal variation PR, —y

the letter of the law W 0 75

ethics n. a system of moral principles governing the appropriate conduct for an indi-
vidual or group B 7 K35

integrity n. the quality of possessing and steadfastly adhering to high moral principles
or professional standards iF E , {552

by virtue of as a result of, by means of Hi T, [H %

spectrum n. a broad and continuous range % %1, 3 [l (e.g. There is a wide spec-
trum of opinions on this question. XX ANl B G 2,
o)

adversity n . hardship and suffering, misfortune

benchmark n. a standard against which something can be measured or assessed PR, AR
i

credibility n. the ability to inspire belief or trust AISEYE, AT

logo n. a design used by an organization on its letterhead, advertising material,

and signs as an emblem by which the organization can easily be recognized 7
W, #5i& (e.g. The Longman logo, a small sailing ship, is on the cover of
this book . 43 (B Th7_ E[IAT BISC A 1 9/ ML bR 2 )

Relevant information

Handling ethical problems

"'As an employee, you may be faced with a situation that is unethical or illegal or both. You will have
to decide how best to handle the problem. For example, you might be asked to prepare expense reports for
trips never taken or to underreport state sales tax. Such a situation calls for a choice of action. All choices
have consequences. When making a choice, you must define the problem and weigh the potential conse-
quences. You need to assess the risks of stepping forward and of keeping silent, and to calculate your
chances of being fired, reprimanded, demoted, or of having a promotion withheld. You must also live

with the possible stress the situation causes.
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Activities
1. Questions for discussion
(1) What are the office functions of a secretary?
(2) In a professional career, what principles are most essential?
(3) How should we build.career ethics?
(4) How would you contribute to a positive corporate image?
2. Insert the correct words in the appropriate space in the passage below

appointment duties procedure
announces escorts refer

area gesture register
arrangements movements suggestion
client notify tact

A receptionist in a small firm may have to use the typewriter, operate the switchboard, and perform
other clerical in addition to receiving visitors. In a large firm a receptionist can concentrate on
welcoming and looking after visitors.

A visitor to a large firm should make an , because executives are often very busy and do
not have mush time for visitors. Executives and secretaries should the receptionist in advance
about important appointments, and about the of executives, especially when they are out of the
building on business. Executives often ask receptionists to make travel for them, such as book-

ing hotel rooms and airline tickets.

There is a certain for receiving visitors. A receptionist should find out if the visitor has an
appointment or not. If the visitor is an important , the executive or his secretary will come down
to the reception to greet the visitor. Sometimes the receptionist or another secretary ?

or accompanies the visitor to the executive’s office. Using the visitor’ s name when he arrives is friendly
and gives the visitor a good impression of the firm. When the receptionist and the visitor arrive
at the executive’s office, the receptionist the visitor’ s name, title and position, and introduces
the executive to him.
When a visitor cannot be satisfied, the receptionist should apologize and make some for an
alternative meeting. If a meeting is impossible, the receptionist should express regret and explain, with
, what has happened, so that the visitor’s feelings are not hurt.
A receptionist should keep a which includes dates, times, names and the firm the visitor

works for. A receptionist can then to this if there is a request for information .



