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Unit1 Secretarial Jobs and Duties

Get some knowledge of secretarial jobs and duties;
Learn some useful expressions about secretarial jobs and duties;

Know how to write an application letter.

Background Knowledge

Getting Some Knowledge of a Secretary

The term secretary comes from a Latin word, meaning “confidential employee”. Today, a
secretary is still an employee who is secret to confidential information. In that respect, the job

has not changed.

il il denfo] ‘mma, 7

mrrespondence [kan spondans] n.JEF“ f*'ﬁ:
transact [treens'akt] v.IpE, 5
deﬁae[di'fam] v.EX, B
- executwe{ig‘zakjumﬂ adj ATELHI, &ﬁ&%
As The Oxford English Dictionary states, a p@{p&'zes] vt i, ®H, XK
secretary is one who is entrusted with private or WFM] n.ﬁﬁ HE, ﬁﬁ
secret matters and one who is employed to '7 ,
conduct correspondence, to keep records, and mﬁ' nifetiv] oG8R, iﬁ!ﬂ
usually to transact various other business, for WIS!EUP] n.i5HH

another person or for a society, corporation, or public body. American Professional Secretaries

International (APSI) defines a secretary as an executive 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.



Accordingly, a secretary usually does almost everything in the office, such as: typing,

keyboarding; transcribing; processing mail; telephoning;
scheduling appointment; greeting visitors; composing and
editing documents; researching and coordinating meetings,
conferences, and teleconferences; making travel
arrangements; handling reprography and organizing time
and work. These form the daily office routine for a
secretary. In modern society the secretary is an important
member of the management team, responsible not only for
carrying out the executive’s wishes but also for helping to
maintain a well-organized and efficient office. In other
words, a secretary entering the work force faces many
possible job situations. Therefore only those who have

received specialized professional training will survive in a

world where the methods of handling information are complex. Technically, according to the

survey by APSI in 1981, the titles of secretaries can be classified into five categories:

Administrative Assistant, Administrative Secretary, Executive Secretary, Secretary, and

Secretary-Receptionist. Each has its
techniques and qualifications, but they
skills,
organizational ability, administrative

all must have: secretarial

ability, good communication skills, and
self motivational skills before they
serve as a professional secretary.

Exercise

Answer the following questions.

tmnscn'be [trans‘kraib] vﬁ’i%'

(1) Where does the word “secretary” come from? And what does it mean?

(2) What does a secretary usually do in an office?
(3) What skills and abilities should a secretary have?
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How to Be a Qualified Secretary

A secretary is the person who is responsible for the smooth functioning of the office. They
handle all the office jobs. However, their job may vary from company to company. They hold a
lot of responsibilities. The secretary job description will provide you with the correct information
on this profession.

Though, there used to be a time when all the people in the management positions were
given secretaries to handle their correspondence and many such other duties. Today, just one or
two secretaries are enough to help the management. It is possible because of all the technological
advances. The responsibilities column in the secretary job description has immensely reduced;
thanks to technologies like e-mail, voice mail and office automation.

Most of the correspondence is done on e-mail, but still, many companies also correspond
through letters. The secretaries manage all those letters and sort out the important ones. They
also have to dispatch all the reports to whom ‘
those reports are marked. Most managers
have many reports coming in from many
departments; the secretaries sort the
important ones and hand it to them.

peﬁ?['peﬁf adjmm

The managers sometimes also have Dl e L

assistants. The secretaries will then have to coordinate with all the assistants instead of the
managers. Secretaries have to be competent in using a computer and should know about the
internal systems that are used as well.

In some organizations, secretaries are given many other duties as well. They are responsible



for training new staff about office equipment. They are even responsible for the petty cash box
that each office has. In many organizations, there are different levels of secretaries. The highest is
an executive secretary. There are also administrative secretaries who handle administrative work.
However, it takes time and a lot of experience to get to these positions. The secretary job
description has changed a lot over the years, but a few things remain the same.

Duties and responsibilities of a secretary job

1. They have to manage all the correspondence that takes place within the office and also
the mails that come in from outside.

2. They have to dispatch all the reports to all
the relevant people on time.

3. They have to make agendas for the
meeting and give it to all the people who are

commences [ka mens] vt G, & $
mm Emlni:s] n&itiER

attending it Before the meeting commences, they
have to read out the minutes of the previous meeting.

4. They have to check if all the members are present or not.

5. They also have to write down the minutes of the meeting and file it.

6. They have to manage the petty cash box of the office.

7. They have to make appointments for the manager to whom they report and they also have
to remind them about the commitments.

8. They have to correspond with other companies on behalf of the management.

9. They have to teach the new employees about the specific protocols and work culture
regarding the office.

10. They also have to teach technical things like the use of office intranet and filing
systems.

The secretaries handle multiple duties and because of them, the workload of many people
from the management reduces.

Exercise

Discuss with your partner about the duties and responsibilities of a secretary job.
Speaking

[New Words & Phrases]

apply for HIi#
domestic [de'mestik] adj.ZFKEER), E N

4
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in charge of 157, T

ease [i:Z] n&5, KW, W&, HTE

Dialogue 1

(A: receptionist; B: Li Hua)

A: Good afternoon. Can I help you?

B: Yes. I've come to apply for the position as an office secretary. The HR manager asked me
to come here for an interview.

A: What’s your name, please?

B: My name is Li Hua.

A: Nice to meet you, Miss Li. Your interview is arranged at 3:00 p.m. Please take a seat and
have some water.

B: Nice to meet you, too. Thank you very much.

Dialogue 2

(A: applicant; B: interviewer)

A: May I come in?

B: Yes, please.

A: How are you doing, Madam? My name is Wujing. | am coming to your company for an
interview as requested.

B: Fine, thank you for coming. Mr. Wu, Please take a seat. [ am Anne Smith, the assistant
manager.

A: Nice to see you, Mrs. Smith.

B:Nice to meet you, too.

Dialogue 3

(A: applicant; B: interviewer)

A: Excuse me. May [ see Mrs. Smith?

B: It’s me. What can I do for you?

A: Nice to meet you, Mrs. Smith. I’'m coming here for an interview by appointment.
B: Are you Mr. Wu?

A: Yes, I am.

B: Nice to meet you, too. Did you have any difficulty finding our company?

A: Not really, I am familiar with this area.



Dialogue 4 GRS b s st il g ‘

(A: interviewer; B: applicant)

A: OK, Mr. Wu. You may come in. I’'m Anne Smith and on my right, my colleague, Anna
Duncan, and on my left, Angela Lamb. Do please sit down.

B: Thank you. Good afternoon Mrs. Smith, Miss Duncan, Miss Lamb.

A: Your English is fluent.

B: Thank you.

A: How do you think of the weather today?

B: I don’t like the weather like this. Cold and rainy. Hope it become sunny as soon as

possible.
Dialogue 5

(A: Li Hua; B: HR manager)

A: What kind of responsibilities does this secretary’s job involve?

B: The job involves handling routine tasks, such as typing letters and documents, receiving
domestic and foreign visitors, answering phone calls and so on. Can you handling phone calls in
English?

A: 1 think so. My English scores are at the top of my class.

B: I see it in your resume that you’ve several years of work experience. What kind of work
were you doing then?

A: 1 was in charge of the company’s foreign-related affairs and correspondence, and
supervised three other secretaries.

B: What courses have you taken in English Secretarial Studies?

A: T've taken such courses as Secretarial Principles, Office Administration, Business
English, Public Relations, Computer Programming, Typing, and File-keeping.

B: Can you use office machines comfortably?

A: 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 with ease

Exercises

Translate the following sentences into English

(1) &4, BRHPIEDAZHBIRL.

(2) BAHE AR EAREIR.



(3) fRIT 2452 iE. B,
(4) AL IR BRNL R .
(5) RAMZEHBEIRMELRE.

(6) i, HIMEL, THESHN.
(7) figfd RIAH— FHRECS?
(8) AEM] FHIRTIR — FIRAI P ?
(9) SHRTEDN PRt ARy NExs ?

(10) fREAMBR R A7

Role play

1. Student A: You are going to be interviwed for the secretary’s position. Now you are
arranged at the reception desk and being received by the receptionist.

Student B: You are the receptionist. You should welcome the guests and visitors of the
company with politeness and hospitality.

2. Student A: Now you are having an interview with the HR manager. You should first make
a brief self-introduction and answer the HR manager’s questions.

Student B: You are the HR manager. You should listen to the interviewee’s self-introduction
attentively and ask him or her several questions based on it.

Functional Sentences
3SR

Who is going to take over his work after he leaves? =
b T2 )5, #EREE MK T/

There will be a vacancy in our office. A1 /M A F W2 H NG

Donna gave notice last week. We’ll need to fill her position.

JE AR TR, BATEHRAZ KB




e

r What are the qualifications you are requesting for the position? | i‘ :
) PRI A XA IR E R A AR A2 |
What kind of people do you want to employ?¥/<48 i F 2 FEIANE ?
“ What are other requirements for the candidate?X {5k # &4 HoAth {14 ZsRk g ?
» The applicant should be flexible, creative, and be able to work in a team atmosphere.
RERE WRHERTE. HAIE. HAe/ERRA T,
We’ll require a college degree candidate, preferably in secretarial.
{ BATERERET, BUFRHAS AL ARES .
The person needs to be outgoing, very organized, and able to work independently.
fBIEH &AM . A HRME A TAER N
\ Specialty in secretarial is preferable. Bt & &A1 L1

L

How do you think of your proficiency in written and spoken English? ! Hg |

PRI A VR 0 5 [0 D 5 AT 10 Sk SR AR R e 2

* think I can make myself understood in English without too much difficulty. R fEZA
Gigab- A NGNS B I '

*I have passed CET-4, and this is my certificate. 3l T K HiE UK E K, XAK
FRIIESS o

Have you got any experience related to this work?

IRA A S TR K ?

*I have never done this kind of work before, but I will try very hard. B3R F LAHT A
ROXM AR, (EHRBERIE T LM,

*I have just graduated from college, and I haven’t got any opportunity to work yet. &
NIRRT & Xt TAE.

What’s the reason for your application for this position?

R R4 FIEX AN I ?

*I have applied for the position in the hope of fully realizing my potential. 3 HiFX
WAL R A T REFe 7 I FE B IR RE

*I think working in this company would give me the best chance to use what I've
learned in the college. B\ ATEIX AN A LAERE L FRAL K27 B B2 21 1) 25 05 15 2 B4 (1)
ZH.

What certificates of technical qualification have you obtained?

TRARIRAT T ARLEBOR BEMIE TS ?

*I have received an Accountant Qualification Certificate. B & vH B A& IE+
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Letters of Job Application (GRER{E)

When you are applying for a specific, advertised job, a letter of application is needed
together with your resume. Some companies are very particular about it, for they believe that an
application letter can help them learn more about the applicants. So it is vitally important for
applicants to expand the information provided in the resume. Other guidelines, such as courtesy
and correctness, should also be followed. Here are the structural analysis:

1. Salutation

2. Body

* 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. Signiture

Generally speaking, no matter how much you want to share with the reader in your letter,
narrow it down to one page. In a word, an application letter is characterized by brevity and

conciseness.

Sample 1

Dear Madam/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 Shenyang 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
knowledge on Secretarial Speciality. In addition, my English is particularly good, which will
live up to the requirements set by a wholly-owned foreign company like yours.

You will find me a good team player, self-motivated and eager to learn. I believe I can
be a great asset to your company. [ would be most happy if you can arrange an interview with
me.

Yours sincerely,
Li Hua




Sample 2

Re: Secretary Position
Dear Mr. Moore,

[ am actively seeking a secretary opportunity in a demanding and fast paced office. And [
believe five years experience, as secretary to the president of an international corporation will
qualify me for your executive secretarial position. In fact, the job described in your ad in
today’s Daily sounds tailor made to my abilities and experience.

Throughout my career I have demonstrated for my employers an exceptional facility for
meeting organizational objectives and demands. My duties as an executive secretary have
included the routine obligations plus extensive experience in communication with and
traveling to foreign countries.

The attached resume details my business and academic background.

I look forward to hearing from you. I can be reached at 12345678 during the days and
2220-8888 after 6 p.m.

Thank you for your consideration of my application. Hope to meet you in the near future.

Yours sincerely,
Li Hua

Basic Patterns
1. I am writing in response to your advertisement in Liaoning Today of August 6...
HAE8 H 6 AMILTHIR EER T HARMAEE L, TEEMF -
2. Your advertised position of secretary interests me...
R RATIRES & P AP —HRIRBOS R, Frih----
3. The requirements outlined in your ad in... for a general manager assistant appear to match

almost exactly with my own.

AN A SIRMITIFAE XXX RS b B SR ) e 20 20 B 2 AR 4% o 2

TTEYE .
4.1 think I am the right person for the job you advertised, because...
AR VRIN BN R B AL, Ry

5. I am glad that I feel quite qualified for the position you advertised.
XEFURAITAES & h IS S, T XE) B O A A% .

6. I would like to apply for the vacancy of...
FAC T oo o XA R

7. 1 am writing this letter to recommend myself as a qualified candidate for the job of...
RAATSRE - TIEMERAL, FrUREEHEEEC.

8. I welcome increasing responsibilities in a quick-paced setting.
TSR Z2 IR P AR H B £ DT E

9. Should you grant me a personal interview, I would be most grateful.

RPR e RIARIAL 2, B AR

10



