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UNIT

Professional Secretary

Reading and Translating

R Reading A

Before reading the foliowing passage, answer these questions:
1. What do you think should be the duties of a secretary?
2. What skills should a secretary possess?

1.

What are the major
jobs of a professional
secretary according
to paragraph 1?

How can a secretary
help visitors?

US Professional Secretarial Job Description

As a secretary he or she may have a lot of duties to fulfili. Generally speaking,
a secretary has to do the following major jobs. First, a secretary is expected to
relieve the executive of various administrative details. Second, a secretary is
required to coordinate and maintain effective office procedures and efficient work
flow. Third, a secretary must be able to implement policies and procedures set by
the employer. Fourth, a secretary should be able to establish and maintain
harmonious working relationships with superiors, co-workers, subordinates,
customers or clients, and suppliers.

Apart from what has been mentioned above, a
secretary should also be able to do a variety of other
jobs. To begin with, a secretary should make
appointments for the executive and maintain his or
her calendar. He or she is expected to receive and
assist visitors and telephone callers in every way ;
possible and then refer them to the executive or other i
appropriate persons as circumstances warrant. A
secretary is expected to arrange business itineraries
and coordinate the executive’s travel requirements. ‘

Next, a secretary is expected to take action
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3. What should a secre-
tary do when the ex-
ecutive is away?

4, What should a secre-
tary do with different
documents?

5. What recommenda-
tions can a secretary
make?

authorized during the executive’s absence and use initiative and judgment to see
that matters requiring attention are referred to a delegated authority or handled in
a manner so as to minimize the effect of the employer’s absence.

A secretary should be able to take shorthand or longhand notes and transcribe
from it or transcribe from machine dictation. He or she should also be able to type
material from longhand or rough copy.

In addition, a secretary is expected to sort, read, and annotate incoming mail
and documents and then attach appropriate files to facilitate necessary action. He
or she should be able to compose correspondence and reports for the executive’s
signature as well as prepare communication outlines by the executive in oral or
written directions.

A secretary is expected to research and abstract information and supporting
data in preparation for meetings, work projects and reports. He or she must be
able to correlate and edit materials submitted by others in draft format.

Also, a secretary should have the ability to manage the office work well. He
or she should be good at maintaining filing and record management systems and
other office flow procedures.

Another duty of a secretary is to make arrangements for the executives and
coordinate conferences and meetings. A secretary may serve as the recorder of
minutes with responsibility for transcription and distribution to participants. He or
she may supervise or hire other employees, select or make recommendations for
purchase of supplies and equipment as well as maintain budget and expense
account records, financial records, and confidential files.

Finally, a secretary may be required to maintain an up-to-date procedures
manual for the specific duties handied on the job. He or she should perform other
duties as assigned or as necessity dictates.

In addition to the duties mentioned above, a secretary should possess the
following skills. He or she should have a good command of office skills and be
proficient in office software such as Microsoft Outlook, Microsoft Word, Excel and
etc. Ever-evolving software applications require that secretaries be efficient, skillful
and open to change. Effective business writing skills are essential for assistants
who use e-mail throughout their workday.

In summary, the secretarial position can be described as “the boss’ confidant,
office manager, supply and equipment purchasing manager, ‘jack of all trades’,
and master of office mysteries.” He or she may have to retain a great deal of
information without speaking of it to anyone. Because a secretary is often made
aware of highly sensitive company information, he or she must be trustworthy and
able to keep a “secret”.
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INEW WORDS AND EXPRESSIONS

secretarial / sekro'teariol / a.
implement / ‘implimont / v.
itinerary / aitinorari / 7.

MABE; HicH
SHL, AT, B
ik, RITHEk

executive / ig'zekjutiv / 4. PATHY, FTELHY

n WITH, B EEANR
administrative / od'ministrotiv / 4. BEHN, fTEHH
harmonious / ha'mounios / &. Figny , FER

subordinate / sa'bo:dineit/ a. £ 1.

warrant / ‘worant/ 7.

MIEH), TERH; T8
AL, fedE, ATk

V. LR, it
initiative / i'nifiotiv / 72. ¥
delegate / 'deligit / 7. K&

v. Bk HIREK

minimize / ‘minimaiz / v.
manual / ‘maenjusl / 7.

- W B D M
T, 1/

a. FILH, KhiH
shorthand / [orthend / 72, #Hid
longhand / 'loghend / 7. FELX
transcribe / trenskraib / v. %, 05
transcription / ‘trenskripfon/ N ELCIE
sot /sot/ v. 533, BE
annotate / 'znouteit / V. T8,
facilitate / fo'siliteit / v, fRfE , #3zh
correlate / koroleit / . HERE, fo- X
minutes / 'minits / 72. St
dictate / dik'teit / v Hit, A#%
a variety of BRh R
attach to... fims KRBT
draft format A
office flow procedures AR
up-to-date WK, B
sea-ear or abalone it £
[_9‘ Check Y our Understanding
I. Mark the following statements with T (true) or F (false) according to the passage.
1 1. A secretary has to fulfill only one major duty.
1 2. A secretary should be good at doing office work.



3. A secretary should be helpful to and thoughtful of the visitors and clients.

4. A secretary should never do anything he/she is not told.

5. Taking shorthand is the most important duty of a secretary.

6. A secretary should be good at classifying information and organizing materials.

7. A secretary shouldn'’t be talkative because he/she must be able to keep a “secret”.
8. A secretary should be skillful in office management and proficient in office software.

[ W WA REN Sy N

g Il. Read the passage again and finish the outline with the information you have got in the passage.
§ US Professional Secretarial Job Description
5 1. Introduction: Overall Duties of a Secretary
pa 1) To relieve the executive of
2 2) To maintain effective
ug; 3) To implement
4) To establish and maintain with people
2. Other Jobs/Duties of a Secretary
1) To make for the executive
2) To receive and assist
3) To arrange the executive’s and
4) To use to accomplish other jobs
5) To take and type materials
6) To sort, read, and annotate and
7) To write and prepare
8) To research and abstract and
9) To correlate and materials
10) To be good at and systems
11) To make for the executive
12) To be the recorder of and distributor of its
13) To supervise or hire , select or make

3. Skills of a Secretary
1) To possess
2) To be proficient in
3) To possess
4. Summary
The secretarial position can be described as
A secretary must be trustworthy and able to keep a “secret”.

Build Up Your Vocahulary

1ll. Read and remember the following expressions.
harmonious working relationships g TEX &R
effective office procedures V=R Q10D A a0




.

efficient work flow R T AR R
take shorthand g
coordinate conferences and meetings LHESI
recorder of minutes 2BdR R
account records itk Hidx
financial records W 5% i %
confidential files BLE Sk

jack of all trades E 3 EATRE

Unit 1 Professional Secretary B

Fill in the blanks with the words and expressions listed below.

review
classify

assignments with
free for

in addition
for instance

Some secretarial positions require that secretaries have specialized skills. Legal secretaries,

1 , are supposed to prepare legal papers under the attorney’s supervision. In other words,
legal secretaries must be able to 2 legal papers according to the attorney’s
requirements. They may also 3 journals and write reports for the attorney and should
be able to present ideas clearly and coherently. When writing such reports, legal secretaries are not

4 to express their own thoughts and views. They must write the reports in the tone of the
attorney. In order to accomplish their 5 well, legal secretaries should be able to take directions
easily and listen to the attorney carefully 6 instructions. They should also be able to access

information quickly by being highly organized. 7 , legal secretaries should have clear and in-
depth understanding of the duties and responsibilities needed to be effective in the job. When confronted

8 a problem, they should actively seek a solution.

Translate the following sentences into Chinese, paying special attention to the underlined
words.

1. A secretary is required to coordinate and maintain effective office procedures and efficient work
flow.

You can't find the city on the map if you don’t know the coordinates of latitude and longitude.

A secretary is expected to refer visitors to the executive or other appropriate persons as
circumstances warrant.

The court has issued a warrant for arresting the murderer.

A secretary is expected to sont, read, and annotate incoming mail and documents.

Although Jack is sometimes out of sorts, he is really not a bad sort.

A secretary is expected to research and abstract information and supporting data in preparation
for meetings, work projects and reports.

He can’t understand this painting, for it's a littie too abstract.

9. A secretary must maintain an up-to-date procedures manual for the specific duties handied on the

@ P

N o O s

®

job.
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10. His strong muscles resulted from his long-term manual iabor.
VL. Fill in the table below by giving the corresponding Chinese or English equivalents.
management functions

BRI

g subordinates

8 R BB

é tidy up documents . .

] nExs 0

5' establish records -
WRARIOE

VI Complete the following sentences by translating the parts given in Chinese.

1. A secretary should be able to (G- HALFHRFBRBEN TEXR)
superiors, co-workers, subordinates, efc..
2. A secretary is expected to (#LiT IHE kB E) and coordinate the

executive's travel requirements.

3. A secretary is expected to take action authorized during the executive’s absence so as to

- CEEPA L 1A 7 28 B FA S50 T 535 0 38 e (ER R JEE )

4. A secretary must be able to organize materials that may be
(URRER % L)

5. A secretary may serve as (27 &) with responsibility
for transcription and distribution to participants.

6. A secretary may maintain budget and ,

C(FFEZmk R idF, W iC s TIpLE Sk

7. Ever-evolving software applications require that secretaries be ,

and C(ER. A% BEZHEY)
8. The secretarial position can be described as , ,
and C(EERMOE, “SHT, PAEHRIEEE)
B Reading B
Resume

If you want to apply for a job as a professional secretary in a big company, you should send your
Resume (People call it CV in Britain), enclosed with your letter of application. Here is an example of Resume.
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Resume
Personal Data
Name He Leman
Sex Male
Age 46
Marital Status Married
Address 5570 Youngfield Street Littleton, Colorado 80127
Telephone No. (303) 973-3414
E-mail Address heleman5570@aol.com. usa
Education Lee University Cleveland, Tennessee
MA — Master of Teaching 2001
University of Colorado Denver, Colorado
MA — Master of Information Systems 1996
University of Iowa Iowa City, lowa
MBA — Master of Business Administration 1986
Northeastern Illinois University Chicago, IHinois
BA — Business Management 1981
Work Experience T— NETIX, Inc. Englewood, Colorado

1999 — 2000: National Director of field operations: Responsible for multiple

installations on a national level

Circuit City Stores, Inc Aurora, Colorado
1995 — 1999: Operations Manager: Directly managed large installations
or equipment relocations
Codex Corporation Westminster, Colorado
1987 — 1995: District Service Manager: Directed critical customer accounts

for service

Unisys Corporation Denver, Colorado
1983 — 1987: Field Service Manager: Initiated special training for technical

personnel, customers and users

Sperry Corporation Chicago, Illinois
1974 — 1983: Supervisor: Supervised special customer requirements;
Supervised departmental project participants

Foreign Languages French and Italian: Good

Personal Hobbies Basketball, Soccer, Baseball, Golf

Other Factors 1.76m, healthy, honest and trustworthy, hardworking, easy-going
Job Objective District manager

References Available upon request
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NEW WORDS AND EXPRESSIONS

installation / insto'leifan / 7. [itl&%, ¥
relocation / ridloukeifon / 7. FAE, TRmE
initiate / i'nifieit / v. s, ks
supervise / 'sju:pavaiz/ V. WE, B8, me
soccer /'soka/ 7. LS WiiEN
baseball / beisbo:l/ 7. ¥erk , Heskiz )
golf /galf/ n &R R ER
trustworthy / 'trastwa®i/ & AT {5 B Y

available /a'veilobal/ &

IR, Al MR

Marital Status JET RN
on a national level [ N 7k -
upon request Rl e £ A4

Colorado / kolo'ra:dou /
Denver /'denva/
Cleveland / kli:vlond /

FHE L % M (AL T 5 15 74 &)
FHb i (€ E BB I % M E AT
SE NI LR (AL T SR E A )

Tennessee / tene'si:, -na- / H 2 4 S F 36 B 46 v )
Chicago / [ika:gou / et (EEG )
Englewood / 'inglwud / e IG FE T (A T 36 = 76 )
Aurora / orora / BB R (AT X E )
Westminster / 'westminsto / FE 0T B30T R T (BT F 35 1 )
lllinois / ilinoi(z) / 17 35 197 M (0 F 35 [ b )
lowa / 'aiowa / 5 Wi AE M (47 T 3€ = 76 )
Lee University BRY

University of Colorado BT hi % K4

University of lowa e K

Northeastern lllinois University PRI ARIL K
T-NETIX, Inc. T-NETIX it BAHLIK 42 &)
Circuit City Stores, Inc. W ERBEELNA

Codex Corporation Bl R i AL IR A )

A FEGE AR CGREKXET B /)
W A (EEKBEHL )

Unisys Corporation
Sperry Corporation

I. Mark the following statements with T (true) or F (false) according to the Resume.
< 1. The man wants to apply for the position of supervisor in a big company.
Q 2. He has three master’s degrees in all.
d 3. He enjoys basketball and soccer better than baseball and golf.
d 4. He can speak two foreign languages.
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3 5. He is middie-aged.
Q 6. According to the Resume, the man is easy to get along with.

Il. Give short answers to the following questions.
1. What's the man’s nationality?

Where did he have his first college education?

From which university did he receive an MBA?

When did he become a master of teaching?

How many states has he studied in?

oA wN

HI. Fill in the table below with the corresponding items you get from the Resume.

Personal Data Educational Background

1. Name: 1981: BA—
2. Sex:
3. Age: 1986: MBA —
4. Marital Status:
5. Address: 1996: MA—
6. Tel:
7. E-mail: 2001: MA—

Work Experience Personal Hobbies
1974 — 1983: , Sperry Corporation
1983 — 1987: , Unisys

Corporation
1987 — 1995: , Codex

Corporation
1995 — 1999: , Circuit

City Stores, Inc

1999 — 2000:

T-NETIX, Inc.

o L AR S B AR S NS IR § 5 T A ME R e n el s R A G RELEr S SRO v e Sioad BRE R ¢ apifor o
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Simulated Writing

Business Letters

BT SRR 2 950G AP S WIS BRI AL T N AR A I i 1 Bl A, LUV LI R K

BiRE, AERE T REAE PRI

Bl A St BL B aig

119 (Date)

Frif (Salutation )
1 3¢ (Letter Body)

NOoO ok wbh =

%%, (Signature)

{7:3J; (Letterhead — The Writer's Name, Address)

% a4kl (Complimentary Close)

Wi A% . Hihl (The Receiver's Name and Address / The Inside Name and Address)

Yelfi 22 25 iR 155 kAT B 4t (Indented Style) | # X (Blocked Style) . it {5

{Modified Style) ,

1. %t A

2. 574K

3. A

Date
Inside name
and Address
Salutati(ﬂ

Body

Date

Inside name
and Address

ik

Salutation

Letterhead |

(Letrhad]

Inside name
and Address

Salutation

Body

Body

]

Closing

Signature

Closing |

Signature 1

b=
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Sample 1

Personnel Department
Chongqing Petroleum College
Chongqing 400042, China

May 18, 2001
Miss Sally Smith
Education Department
Manchester University
Manchester 054321, UK

Dear Miss Sally Smith,

Your recent application for the position of English teacher has been received and approved by the

personnel department. Your abilities and experience seem suitable to the needs of our college. We can offer
you the position beginning from September.

If you choose to accept our offer, please contact the Personnel Department before June 30.

Yours Sincerely,

Wang Duoduo
NEw WORDS
approve /o'pruiv/ V. #AgE, @it
Manchester / ‘mant[isto / n. 2 ) 3 R (3 I R L P AL R s DR T)

Sample 2
Personnel Department
Guiyang Medical Equipment Company
86# Guizhong Road, Guiyang 600066
China
May 18, 2001

Mr. Bai Shitong

Sales Department

Health Caring Center
Daping, Chongging 400042
China




12

Dear Mr. Bai,
Congratulations on your success in being selected for the position of sales representative in our company!
You owe this to your wonderful and successful work experience in market promotion.

It will interest you to know that you are getting this job in competition with 20 other applicants. I'm sure that
you will prove that we’ve chosen the right person.

If you choose to accept our offer, please contact the Personnel Department within two weeks.

Yours Sincerely,
‘g Le Kaihuai
£
s — ,
UV UUUUUUJUUUUUUU
& NoOTES e o
5 incompetionwith ~~ Sema
. sales agent - . Emm

‘market promotion

. R =

Sample 3

Mr. E.C. Rochester

London Import and Export Corporation
58 London Street, London 023456
England

January 8, 2002

Alan A. Parker

Leather Goods Company
1# Oil Road, Daping
Chonggqing 400042
China

Dear Mr. Parker,

Your interest in London Import and Export Corporation is appreciated. I read your CV with considerable
interest and it has been carefully evaluated by our Personnel and Marketing Departments.

Your qualifications are excellent, but I regret to tell you that, at present, we don’t have a position open that
fits your obvious abilities.

Thank you for consideration of London Import and Export Corporation. I'm sure that you will find a suitable
position soon.
Yours Truly,
Jerry D. Merrill




