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Unit 1

Learning Elements

» 1.1 The Secretary’s Role
» 1.2 Career Development
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1.1 The Secretary’s Role

A secretary is defined by the Professional Secretaries International Organisation
(PSI) as “an cxecutive assistant who possesses a mastery of office skills,
demonstrates the ability to assume responsibility without direct supervision,
exercises initiative and judgment, and makes decisions within the scope of
assigned authority.”

However, the secretary was historically regarded as “a mere servant”
responsible for keeping statutory records and performing certain administrative
tasks. Currently, the position of the secretary has changed a great deal in the
past 50 years. With repetitive work being carried out by office technology,
secretaries today take more responsibility for administration and supervision. It
may enable her/him to work for more than one person as a “team” secretary,
which can make for a more interesting and involved role. Duty requirements
depend on the personality of the secretary, her/his interest in and knowledge of
the organisation she/he works for, and the attitude of the firm towards

promotion for secretarial staff.
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This book will illustrate in detail a secretary’s job and major duties performed in
respect of daily office procedures, data and information processing,

communication tools, relevant financial support and other knowledge or skills
involved.

Secretaries perform a variety of clerical and administrative duties needed to run
an office effectively.

Secretaries carry out and coordinate an office’s clerical tasks. They also make
sure that correct information is given out to staff and clients. Secretaries work
in all types of firms and organisations. Secretaries spend much of their day
dealing with information. They answer the phone and give information to
callers. They may also transfer calls or take messages. They schedule meetings
and appointments. They often make travel arrangements for out-of-town
meetings. Secretaries may work with clients in other ways. In some offices,
they place orders or provide other client services.

Secretaries organise and use paper and computer files. They produce letters and
documents from files, inserting changes and corrections. They make notes of
meetings and compose letters and memos. They compile lists or other data from
various sources. To do these tasks, secretaries store and retrieve data, usually in
computer files. Many offices also keep paper files for some types of data.
Secretaries maintain and monitor all these files with highly efficiency.

In many offices, automation (using machines to do work) has freed secretaries
to take on new tasks. They may conduct research on the Internet and write
reports of their findings. They may also manage projects using database
management software. In large offices, secretaries often use computers to keep
track of supplies and when they order them.

Secretaries use a variety of office equipments to do their work. They use fax
machines, copiers, and complex phone systems. They may use complex
computer software to run spreadsheets or do desktop publishing. With the help
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of modern office facilities, managers and executives often perform much of
their own word processing. Secretaries in these offices support several members
of the professional staff. They often work as part of a tcam.

An example of a typical secretary’s job description is given in Figure 1.1.

JOB DESCRIPTION

Job Title Secretary
Accountable to Office Manager
Pay Range E10

Date 8 May, 2004
Job Summary

Schedules appointments, gives information to callers, takes dictation, and otherwise
relieves officials of clerical work and minor administrative and business detail.

Main Responsibilities

B Receives dictation and transcribes it by using a word processor, composes correspondence
and summaries reports. Uses the computer system to transmit electronic mail.

B Receives and prepares incoming mails and, at the end of the day, deals with the
Office Manager’s outgoing mails.

m  Receives and entertains visitors.

m  Handles telephone calls and transmits messages by fax or telex.

m  Keeps the Office Manager’s diary; arranges his/her appointments and engagements;
assists him/her in planning his/her day to ensure the most effective use of his/her
time.

m  Makes the Office Manager’s travel arrangements.

m  Ensures that all correspondence and enquires have been processed and actioned where
necessary and that all records are filed accurately for speedy retrieval. Administers an
effective follow-up system.

®m  Organises and attends meetings.

m  Organises the office, maintains wall-charts and statistical data.

m  Supplies information, using teletext and database services and reference books;
circulates information as dirccted by the Office Manager.

m Controls the Office Manager’s petty cash, bank transitions and expense claim forms.

m  Supervises junior secretarial staff and administers their induction training, job
allocation, appraisal, disciplinary and complaint procedures.

m  Organises conference and special events, as required.

®  Controls stationery and office materials for the office.
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B Complies with the company’s health, safety and security regulations.
®  Undertakes other duties as assigned.

Knowledge, Skills, and Abilities

‘®  Knowledge of modern office procedures and methods including telephone communications,
office systems, and record keeping. .

®  Knowledge of modern business communication, including style and format of letters,
memoranda, minutes, and reports.

m  Skill to use a personal computer and various software packages.

m  Skill to type 50 words per minute.

B Ability to establish priorities, work independently, and proceed with objectives
without supervision.

B Ability to handle and resolve recurring problems.

Credentials and Experience

B Associate degree with courses in secretarial/office administration.
B Two-year related experience.

B Equivalent combination of education and experience.

Special Requirements
Willing to work overtime, holidays, and weekends as requested by Office Manager.

Figure 1.1 A Sample of Secretary’s Job Description

ULIIIIIIIIIILIEIISIEESS IS ES,

N

Practice 1

“A secretarial post calls for much initiative because it is possible for a good
private secretary to save her/his employer a great deal of time by the quick

anticipation of the manager’s requirements and possible future actions.”
Justify this statement.
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ic and Professional Qualifications

Much of the secretary’s work is done in the office, as a result, it is essential to
master the latest equipment and information technology to carry out many and

varied responsibilities more effectively. For a secretary who wants to grow
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professionally, she/he should keep up with developments in this field and in the
business world in general.

Practice 2

Look carefully at the following advertisements for secretary 6r administrative
staff and make a list of all the academic and professional qual ifications
requested. '

Discuss your findings with other members of the class. Compare the needs of
each job. Are there any skills needed for all the jobs advertised? If there are,
make a list and keep it for future reference.
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1) Post Title; Secretary to Chief Officer
Vacancy Ref. CF1294
Grade: Scale 5/6
Department: Corporate Services
Service: Financial Management
Section: Financial Development
Salary: £17,922~ £21,654
Closing Date: 24/06/05
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Providing an effective and confidential secretarial service to Chief Finance
Officer, your duties will include a range of administrative tasks including
diary management and word processing. You will also filter telephone
calls whilst dealing with general enquiries.
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Working as part of a small team, you will be organised and able to
manage your own workload. Experience of producing correspondence and
reports is also required.

To obtain an application form please contact Juan Wright on 0208 562
7846 or e-mail to personnel@glorory. co. uk.
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2) THE UNIVERSITY OF HUDDERSFIELD
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SCHOOL OF ENGINEERING
PART-TIME SECRETARY
to assist with marketing and admissions
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Post Ref. 2222
Part-time: 18.5 hours per week
Salary: Grade B pro rata £9,156 to £11,432
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With excellent organisational and telephone skills, the successful
candidate will help arrange meetings, liaise with outside agencies and
carry out more general secretarial duties.

Applicants should be enthusiastic, able to work on their own initiative and
be qualified to word processing.

Further details and application forms may be obtained from the Personnel
Office, University of Huddersfield, Queensgate, Huddersfield HD1 3DH.

Tel: 01484 472845
Fax: 01484 473150
E-mail: personnel@hud. ac. uk
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Administrative Assistant
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Disability Care Links requires an Administrative Assistant to work in its
central London office. The job involves a variety of administrative duties.
These will include filing, letter writing, sorting post, obtaining information
from a computer, photocopying and maintaining records. Training will be
provided, if necessary, to equip the job-holder with computer skills to
enable them to use the organisation’s computer system.
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Applicants are required to have two GCSEs ( General Certificate of
Secondary Education) at grade C or above (or equivalent) including
English Language and preferably some experience in administration.
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