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A:We haven't met each other for some time. How's the company? How are you
and the others getting on?

B:The company is going well. Everyone is as fine as before except Susan. What a-
bout you?

A:I'm very well. What's wrong with Susan?

B:She has taken off for one month.

A:I'm sorry for hearing of this. Is she better now?

B:I was told she’s much better. Maybe she will come to work next week.

A:That's redlly good. I'm glad to hear of it.

<

A:Miss Smith, | have dictated some letters on the Dictaphone. Would you please
transcribe them? Also,| have some material here that I'd like Xeroxed. Ten cop-
ies each, please,and have them collated. In addition , here is a list of figures that
needs calculating for the budget. The adding machine is broken, so | suggest
you use the desk calculator.

B:The Xerox machine is being serviced. Id like to take this material to the Repro-
duction Department. A clerk can do the job either on the duplicator or the Photo-
stat machine.

A : Certainly. On your way,would you deliver these papers as marked? Some are for
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keypunch and some for tabulating.
B.Yes,sir.

..............

A.If you need me, I'll be in the data-processing area. | have some punch cards for
input on the computer. | also have to check on a print-out that's just been com-
pleted. Oh, | almost forgot. Would you drop off this material for the offset print?

B.Of course,sir.

A .Excellent. As soon as you get back,would you please type up that dictation? It's
important correspondence. It's going to be a busy day for both of us.

G\WEEKEW

g n # £ iR
[Meeting a New Boss]

A. Good morning, Mr. Smith. I've been
sent over from the Personnel Depart-
ment to fill in for Mary.

B.Oh, really? Nice to meet you. | thought
they were going to leave me here on

my own! How long have you been
with the company?

A.Oh,about 5 years. Time goes so fast,
you know.

B:Does it ever! Well, Let's get started.
Please type this report now and then
give it to me.

A All right. Anything else?

B.I'll see what else needs to be done.
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Sending Materials
A .Hello, Mr. White. Are you free now?
B:What's the matter?
A: When would you like me to send

those materials over to your compa-

ny?

B: It would be good if you could get
them to me by Friday morning, Miss
Li.

A:No problem. What is the exact ad-
dress of your company again please?

B.Garden Hotel,Room 808.

A:Thank you. See you later.
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B.See you later.
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Greeting Business Partn

J

A:Hello, Mr. Henry. How are you?

B:Very well,thanks. And you?

A:Fine. How are things recently?

B: Quite busy nowadays. In fact, we're
going to expand our business. How
about you?

A:Not bad.
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Secretarial Duties

A.You have just talked about the per-
sonal qualities in a secretary. But
what are her responsibilities?

B: As a secretary, receiving guests and

dealing with phone calls are the basic
duties.

A.And then?

B.Read,sort and organize the incoming
mails.

A .Does she need do some paper work?

B:.Yes, compose letters, write notes and
assist in preparing reports, memos,
efc.

A A secretary should have the ability in
using modern office warefares. Am |
right?

B:You are quite right. If she couldnt use
them, how can she type the letters,
send the e-mails and duplicate mate-
rials?

A.Oh,| see. What's the next?

B . Arrange travels and errands. Owing to
the need of business, the manager
needs to run errands sometimes, so
the secretary should arrange every-
thing for him in advance.

A.Any more?

B: Harmonize the relationship between
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the members or departments in the
company.

A:lt sounds so difficult. AT RBERAET

B: Not easy. Only those who can deal | B: R % 5 , R 4 7 %t 4 2 % 4b 78 3x o
with these quite well are good secre- ELHMALT R AR,

taries.

The Oldest Profession

There was a doctor, a civil engineer,and a computer scientist sitting around late one
evening,and they got to discuss which was the oldest profession.

The doctor pointed out that according to Biblical tradition, God created Eve from
Adam’s rib. This obviously required surgery, so that was the oldest profession in the
world.

The engineer countered with an earlier passage in the Bible that stated that God
created order from chaos, and that was most certainly the biggest and best civil engineer-
ing example ever,and also proved that his profession was the oldest profession.

The computer scientist leaned back in his chair, and with a sly smile responded ,

“yes,but who do you think created the chaos?”
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A :Miss Wang, did you look up those files | requested?
B:I'm sorry, Mr. Steven. | couldn't find any information on that company, even
though | checked all the cross-references. | don't think it's there.

A .I'm almost sure that information was filed.

B:Would you like me to check again under a different heading?

A:Yes,in fact | believe | asked you to put it in Mr. Brown's file.

B:Maybe that's why | couldn't find it. All the information on the Brown correspon-
dence is filed under “B”.

A . Do you still remember how our filling system works?

B:.Yes,I| do. All files are arranged alphabetically.

A :That's right.

B:! find them in report and business documents.

A ;Great.

<

A l've got the list here, Mr. Smith.

B.What list?

A:The list of points about filing. You said we should discuss it this morning.

B:Oh,yes. | remember. | was so cross yesterday when | discovered that Mary was
keeping two separate files for the same customer.

A:Yes,you said we would have to issue a list of instructions to all the staff on filling
routine.

B.Right! Well,what have you written down?




A:| thought we might head the page “notice” and then center the title “ fhng in-

structions” .
B:Yes,that's all right,and then it can be dated at the end and signed by the man-

aging director.
A : Yes.

AT
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Eiling the ReportJ

A:Please file all these reports for me. A A RAE X WL TR,

B: Would you like me to file them ac- B: G ERAKE B F )T A v, 9
cording to dates?

A:No, please file them in alphabetical | A. % JIEK R B

order.
B: Il copy them and file them both B:RLEH — R, REAFHFRANH

ways. -4,

A:Creat idea! You are an excellent sec- | A. 4 + &1 f& EEMNFRE,
retary.

B.Of course | am,sir. B:URT,%4,
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[Searching a Document

A:Mary, | can't find the document | was A: T, &8 B BE KM% B AR A 4
working on yesterday. Do you have To REAM L HED?
any suggestion about what to do?

B:Are you positive that you saved it? B:R#EHRAEH/ T

A:I'm sure | did. | worked on it all ofter- AREEHERT. RMUT BEE-T4F,
noon and then | saved it. | just had a REFETH. AXRELEBREHT

$3,
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few changes to make this morning
and now | can't find it.
B:I'm not sure what to tell you, Jane.
Have you done a directory search?
A.Oh,no. Perhaps | should try.

--------------
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Filing and Organizing the Documents]

A.Mr. Wang, should | file all these letters
and reports now?

B: Yes, please file them according to
their dates and company names.

A.OK,sir.

B:Mary, would you like to organize all
the documents in this old file?

A.Of course,sir.
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Four Points in Filing Instructions]
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A:Do you know how to file things ac-
cording to the “Filing Instructions” ,
Miss Chen?

B:Sorry,l don’t know. Could you tell me
about it?

A: Certainly. There are four points you
should keep in mind when you file
documents, information and other
things.

B:What are the four points?

<
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A Well, the four points are:keep the docu-
ments in each file in chronological order;
remove dll the chips and pins;punch the
documents evenly and place them
squarely in the folder.

B:And what is the last point?

A:The last point is the most important.
You should always remember that
“One customer—one file”is the prin-
ciple.

PN [lB i E R J
Requirements for Filing

A: Miss Chen, do you know the filing
system in our company?

B: Yes, | aftended a training class last
week before | started work in this of-
fice.

A:What is the essence of filing, do you
know?

B:The essence of filing | remember is to
bring together in a single folder or file
all papers relating to a particular sub-

ject.

A. That means
file”.

B.And each file should be named clear-
ly, either in block capitals or in jet-
black typed capitals.

A .That's right. And how should the filing

“One customer—one

A8 X 4 JOR AR AE R WO X1 S
VA4S s % BT A B B Y 4 e oK Sk 4t
PR AT AT R AN X
Xo

B:Morke—mEMFAR?
Al e —RBREE, RN %
“—p—R"RIFRNEN,

¥ 438

IV W e EXN LT Y
7

Bty BAEAIA A E T H T —
AEBH T — AR,

A PR i V3RS T A o B G 7

B:RILAHMA THNE & REHALT
— A E B RN — M K
REEN.

AR — P —H,

B: 7 HA& AN 5 4 #6400 o, B 4 A
WA AS 7%, ELRBKTAS
¥,

Axt T o BNAD B A F BB A IR




Daily Office Work

gnavi‘“
BREESRE

materials be sorted into order?

B There are five basic methods of classi-
fying materials for filing ; alphabetical ,
numberical, alpha-numerical, geo-
graphical ,and by the subject.

A: You have a good memory, Miss

Chen.

B:One thing | think is also very impor-
tant.

A:What's that?

B If individual papers must be removed
from the files, markers should be
used for all absent files so that one
can know where the papers are.

A:Yes,that's really very important.

B:A card index is very useful in the filing
system. It is a most valuable friend to
a secretary,so it must be kept handy
and up to date.

A: That's true. And dont forget that
prompt and careful filing contributes
greatly to the efficiency of our office.

B:Thank you for your help in reviewing
the lessons | learned in the training
class. Il do my best with the filing
work in our office.
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Extra Copies

The CEO was scheduled to speak at an important convention,so he asked one of his




employees, John , to write him a punchy ,20-minute speech. When the CEO returned from
the big event,he was furious. “Who told you to write a one-hour-long speech?” he shou-
ted. “Half of the audience walked out before I finished. ”

John was baffled. “I wrote a 20-minute speech,” he replied, “and 1 gave you the

”

two extra copies you asked for.




