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SECTIONI PREPARATION

@ Special Terms

secretary

MBREEEAFIE-BESVE (HR) 4HEEH (letters), R X4 (documents) . 4t

PN 48 H %34  (public affairs or daily routine) A,

interviewer

X E R A RRXORAE HTHIRERIA R, B Bel i RFTARENS S L

Pk E K (specialist) HE, 5ZAHX AR interviewee (HIRE, BEKXAIAN),

@ Warm-up

I. Tick (\/ ) those words that are associated with a secretary’s job.

) file

) employer
) golf

) computer
) talk big

) shorthand
) telephone

e Tl e o 0 e W e S ann S

(

P U, S NG AN

) document
) typist

) dinner

) keep secret
) sweet talk
) e-mail

) outgoing

I1. Discuss the following questions.
1. Do you have friends who are secretaries? What kind of person are they?
2. What kind of clothes do you think a secretary should wear?

suit (E%%)

jeans (4-F)

3. If you are a secretary, what kind of boss do you like to work with?
4. What kind of things should a secretary do in the office?

.
o1

evening dress (4L AR)

Word Tips:

* file n. 301, 43R, Xk
* document n. A3, 304, SCRY

* employer n. g3, 7]
* talk big A

* sweet talk FHEEIE

* shorthand n. #iC

g adj. SNA))

* outgoin;

sports shirt GZ#]#%)



Unit 1 Understanding a Secretary’s Job

SECTION II READING THROUGH

A Secretary’s Job

A secretary is an assistant to the employer.
They have to do a lot of things for their boss every
day. They may be the boss’ “right-hand person” and
also a “jack of all trades”.

First, a secretary has to assist their boss in the
daily office work. For example, a secretary should
deal with messages in various forms like business
letters, phone calls, faxes, e-mails and so on. They
may also receive visitors and sometimes show
them around the company.

Next, a secretary should make appointments for their boss and keep a schedule.
They should be able to arrange all kinds of business meetings well. During the meeting,
a secretary may take minutes and then give them to the boss.? A secretary should also
learn to take shorthand and be able to prepare reports for the boss according to his oral or
written directions.® So, good business writing skills are essential for secretaries.

Another duty of the secretary is to arrange business
itineraries and get everything ready for the boss’ travel.*
Therefore, booking plane or train tickets and reserving
the hotel for the boss are important jobs. )

Besides, a secretary should be able to use
computer software, such as Microsoft Office Outlook,
Microsoft Office Word, Microsoft Office Excel, etc. And
they must use fax machine and copier skillfully. New
application software requires a secretary to have the
ability to learn new things.’

Finally, a very important point to be a good
secretary is to get along well with their boss, colleagues
and clients.




'~ Words ﬁﬁnﬂﬁ LB

assistant /o'sistont/ n. B)§

assist /a'sist/ vt. #8y, W8

appointment /o'pomtmant/ n. 44, 4%

. schedule /'skedjul/ n. BAZ(&), X (&)

| arrange /o'reind3/ vr. SHE

minutes /'minits/ n. 2L F

prepare /pri'ped/ vt. 4&-+--- f&A4F

oral /'omral/ adj. o k#

direction /dar'rekfon/n. (F M &%) 5+

essential /1'senfal/ adj. 5 A-T V&5, FEF
T&M,;, KARAY, AKX

itinerary /ar'tinarari/ n. &47 X

I V0¥

e
stzn

: book /buk/ vt. iiT, A4

: reserve /ri'zaiv/ vi. MZ, M4

software /'softweo/ n. 4+

colleague /'koli:g/ n. Bl ¥

- jackof all trades % & F, @ FH A
deal with 432, ZHE

show sb. around # ¥ AR,

make appointments 2HE % I

take minutes & itFk
. get... ready for i
. getalong well with J5-+:-- AR AT

LoRl -2

1. They may be the boss’ “right-hand person” and also a “jack of all trades”. 41T ¥4
RESN EEFT, AHLR “F&F7 .
A jack of all trades& % “HmREt A, 2 &F”

W A A,

 AEAFBATE AR — A, {2

. During the meeting, a secretary may take minutes and then give them to the boss. /&
23 E, & HEHBITABULRIFME Y
A take minutes &4 “HKAWITE”

i%iéjo

3. A secretary should also learn to take shorthand and be able to prepare reports for the
boss according to his oral or written directions. £ 4545 5 2-1% 2. 7 fE 45 1842 | &)

DERXBEOETREELTH

A take shorthand & % “fa%42” ; oral or written directions& # ‘& k X H &IEF" .
4. Another duty of the secretary is to arrange business itineraries and get everything

mwwmmﬂmsmwkﬁ#%%*&%ﬁ%m%ﬂﬁl1%ﬁ%ﬁﬁﬁk%

A Z AT — 0 B A& T Ak,
A to arrange...

RLAE,

travel R —ANRR X, A4 FHERE, Hlie:

To see is to believe.

5. New application software requires a secretary to have the ability to learn new things.

MO ARARRBEBAAFIHABNESD,

A require sb. to do sth. &% “ZRKFAMEF”

. 1l4w: The teacher required his

students to finish the homework in class. Z)F& K ¥4 AR ET P TR EEEL,



Unit1 Understanding a

@ Exercises

1. Read the passage and choose the best answer to complete each sentence.
1. A secretary should do a lot of things for the boss except :
A. book tickets for the boss’ travel
B. type letters for the boss
C. tell others what the boss has said
2. A secretary should ;
A. finish everything according to their own thoughts
B. finish everything according to what their boss wants them to do
C. finish everything with the help of their boss
3. A secretary should be able to prepare reports according to
A. their own thoughts
B. what the boss says and writes
C. what others tell them to do -
4. A secretary should book plane or train tickets and reserve the hotel the boss’
business travel.
A. before B. after C. at the same time of
5. A secretary should have the ability
A. to learn new things
B. to get private information from the boss
C. to be talkative

IL. Translate the following words or expressions.

Chinese English
¥, EnA
right-hand person
B3
ZHEZI WL
FTHLE
T W%
jack of all trades
take minutes '
fHoEIC

show sb. around




£ﬁ§ J

IIL. Fill in the blanks with the words or phrases given below. Change the form where

necessary.
shorthand jack of all trades  secretary boss
show... around take deal with book

make an appointment get... ready

1. I’ll have to ask my for a day off.

2. As we know, a nice should be a good hand to their boss.

3. I’m sorry I can’t go to see the film with you tonight for I have with Jack.

4. The secretary has the manager in at the Hilton Hotel.

5. Johnson knows a lot of things. He is a .

6. A secretary should all kinds of business letters every day.

7. She is a skillful secretary and good at minutes and ;

8. The mother asked her son to his lessons before the exam.
9. The secretary the visitors from America the factory yesterday.

SECTION III LISTENING AND SPEAKING

Go for an Interview

@ Listening In

I. Look at the pictures below and listen to the conversation between Ma Li and Mr.
Waters. Where does this conversation take place? Tick () the right picture A, B or C.




I

II. Listen to the conversation again and then choose the best answer to each question.
1. What is Ma Li doing?
A. She is receiving a client.
B. She is having an oral test.
C. She is being interviewed.
2. What does Mr. Waters do?

A. He is a client. B. He is an interviewer. C. He is a teacher.
3. Which of the following skills is not mentioned in the conversation?

A. Typing.

B. Driving.

C. English speaking and writing.
4. How is Ma Li’s English?

A. Good enough. B. Very poor. C. Not mentioned.
5. Has Ma Li got the job as a secretary?
A. Yes. B. No. C. Not mentioned.

I1I. Listen to the conversation again and fill in the blanks.

W: Good morning, Mr. Waters. I’'m Ma Li. I’m here to have the interview.

M: Nice to meet you. Have a seat, please.

W: Thank you.

M: Well, as you know we need a secretary who is good at English 1) and 2)
How is your English?

W: I think my English is good enough to be a secretary and I have passed Band II of Public
English Test. I can also write most of the daily business letters.

M: How are your typing and shorthand skills?

W: I can 3) 80 English words per minute and take 4) in English at 60
words per minute.

M: Can you use computers?

W: Yes, I can. Besides, I can use fax machines and copiers 5)

M: Tell me something more about yourself.

W: I'm always 6) W), and outgoing.

M: That sounds good. Thank you for your coming. I’ll let you know the result by Friday.
W: Thank you, sir. I’'m looking forward to hearing from you.




