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—. MHLIYIZEINEE (Function of the Training Office)
(=) BEAARE LA LR AT T MR AR T B Ao T

Being helpful for the learner too familiar with the working Environment.
(=) T BN BEESTIAEG T2

To understand the importance of Office Facilities.

(=) #&ANEE IR

To familiar with the usage of Office facilities.

(W) B AT F e kit E R AL B TG4 5

To grasp the working process of a secretary.

= MBLIYIEINEER (The Training Activities Area)
(—) #4FZE Reception Room

(=) 2 E Meeting Room

(=) &% Office

=. MHEIIZEREE The Facilities of Secretaries’ Office

(=) ##%E (Reception Room Including)

] & 7022 % (Reception Table) , 3% (Telephone ) . &, i (Computer) %,

BRIV K (Sofa) , FIL(Tea Table), $5 3k (Magazine) , %K (Tea & Water) %,
(=) &£ E Meeting Room

2% (Meeting Table), #F (Chair) v BB YEE (Multimedia
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(=) 2% Office
7r2>% (Desk) |, &, i (Computer) | &, 3% (Telephone ) , X 4 % (Folder) , 3 4k 46

(Files cabinet) \ 4% A AL(Fax) . & P #L(Photocopier) , 412 JA & (Office Supplies) %,
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INTRODUCTION TO THE SIMULATE COMPANY & PERSONAGES

—. BTN (Introduction To The Simulate Company)
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PROJECTS ONE
INTERNATIONAL BUSINESS SECRETARIES’ PERSONAL QUALITIES

. AR E Brief Introduction

$mﬁﬁ AR AR RS N B2 O RITREER | BB R AIAL 5 TAEM A
HARE, A-BRBOIESE, MRIEMHA R WIS R AE S SS M B F155E b
T BRRZEA IR X AR

In this unit we introduce the general Secretaries’ Personal Qualities: a sectary is
expected to relieve the executive of various administrative details; he or she is to
required to coordinate and maintain effective office procedures and efficient work
flow, and must be able to implement policies and procedures set by the employer;

and also be able to establish and maintain harmonious working relationships.

—. ZEIIZE & Key Points To Practice

L. % MR R 55 A5 RO RTR BB R AL 2K , 0 B E BB L, 4 H 2

2. THRFRTEAML B 7= BN ZUEEH .

3. MR TZHE, BIBFTIRSS I R A& T

4. SV, B3R B S RE IR,

1. To fulfill the major duties of a secretary and to be very well qualified
for the job according to the important secretarial skills and abilities.

2. Learning the company’s operations and the organized system.

3. The secretary should provide a vital link between her employer and his
various contacts, to be familiar with all the necessary situations.

4. According to the samples, you must learn to be secretive without

appearing to be, so this requires a knack.
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Modular 1
International Business Secretarial Skills & Abilities

—. WEHMIRFIFLEE The Essential knowledge & Skills
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—. FEE1m (Main Points)
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=. KilZ&>3 (Practice)
25>)— (Exercises 1)
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