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o Introduction
Y

O Focus

In this unit, you will learn:

<> definitions of secretary.

<> classifications of secretary.

<> basic duties of international business secretary.

<> significance of the role of international business secretary.

© Background

g
D

The International Association of Administrative Professionals ( IAAP) * was formed in
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Kansas City, Missouri in 1942. At that time, the organization was known as the
National Secretaries Association. The name of the organization was changed in 1981 to
“Professional Secretaries International ” and in 1998 to “International Association of
Administrative Professionals. ” Tt is not a trade union for secretaries, but a non-profit,
professional networking and educational organization. Currently, there are 40,000
members and 27 affiliates all over the world. Administrative Professionals” Day ( Also
known as Secretary’s Day) is an unofficial holiday observed in the United States on the
Wednesday of the last full week of April to recognize the work of secretaries,

administrative assistants, receptionists, and other administrative support professionals.

In 2011, it was celebrated on April 27, 2011.

© Warming-up

Secretary ( A Song)

By Clifford T. Ward

Typing her letters she’s the type I like
Looking like a girl of impulse and delight
Working her typewriter, pen between her lips
She has the whole world at her fingertips.

Oh wont you come and be my secretary
I got most of my work done
Won't you come and be my secretary

We can have a lot of fun.

Her in-ray’s full up
Her out-tray’s empty
And the only thing that’s pending is me

2 @
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So I just sit and watch her hair fall on her face

While she keeps pushing it back in place.

But all she sees are the keys

As she crosses her knees

And straightens her backache

She lights a cigarette

Drinks her coffee

Yet she dont notice me ( she dont notice me)

She don't notice me ( she dont notice me) .
P 1.1 What Is a Secretary? {+ 4 =fF?

The word “secretary ” comes from a Latin word
“secretum” , mmeaning “a person who keeps records, write
letters, etc. ", originally for a king. Today a secretary is a
person whose work includes maintaining files, operating
telephones, typing letters and other clerical functions. These
functions may be entirely carried out to assist other employee,
for example, a manager.

Here are some more definitions from dictionaries:

ALD: A person who works in an office, working for
another person, dealing with letters and telephone calls,
typing, keeping records, arranging meetings with people,
etc.

LDCE: Someone who works in an office typing letters,
keeping records, answering telephones calls, arranging
meetings, etc.

COBUILD: A secretary is a person who is employed to
do office work, such as typing letters, answering phone calls,
and arranging meetings.

A secretary can also be an officer of an organization who
deals with correspondence and organizes meetings and

events. However, in the West, people normally take secretary
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as a job. In this sense, we can say a secretary is a post as

well as an occupation.
P 1.2 Qassification of Secretary fihH gy 52

A secretary may work in difference organizations:
domestic or foreign. We can also classify secretaries as
executive or administrative secretary, foreign related secretary —n. 1T
or international business secretary. In this textbook, we
emphasize on English used by the international business

secretaries. They wusually work in international trade

corporations, foreign-invested companies ( whether joint— & %4l
ventures or wholly foreign-owned enterprises) and other ¥k

foreign organizations.

In different offices, we can have other categories of
secretary:
1. Public or private. Sometimes private secretary is also

called personal assistant, or PA.

2. Senior or junior. In China,secretaries can apply for preliminary, a. ¥JZHY
intermediate and advanced certificates. a. PYHI a. FHRI

1.3 Basic Duties of International Business Secretary

= ERES B NEARE

The term Professional Secretary is somewhat outdated  a. iLHfAY
and has been replaced with other job titles, such as
administrative secretary or executive secretary. However,
international business secretary’s duties are as follows:

1. Phone Calls and Visitors

An international business secretary acts as a gateway between 7. 18

i

visitors, callers and other workers in the office. The

4 @
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international business secretary knows enough about the office
he or she works in to answer inquiries about the specifics of
the office. He or she screens visitors and phone calls and
arranges callbacks or appointments. An international business
secretary may also need to find back-up material related to
the caller or visitor to prepare his or her boss to talk about
different issues with different people. He or she may also
prepare a meeting area for visitors. On the phone, an
international business secretary may be responsible for

conducting phone surveys or inquiring after information.

2. Written Communication

In addition to answering the phone and helping visitors, an
international  business secretary must handle written
communications and the mail, as well as inter-office
communications. An international business secretary generally
sorts the mail for the boss or the office, prioritizing it and
throwing out junk mail. An international business secretary
also prioritizes work based on deadlines and communication

with others in the office.

3. Appointments and Meetings

An international business secretary not only maintains a boss’s
schedule, but also prepares the boss for meetings and
appointments. The international business secretary keeps a
calendar of the boss’s appointments as well as all meetings
within the office and determines what events the boss needs to
attend. She arranges her employer’s commitments to avoid
overlaps and to make sure that the boss has enough time to
prepare for such commitments. Often the international

business secretary prepares an agenda for meetings.

4. Other Responsibilities

An international business secretary has many duties, ranging

v. 5
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from priority duties to routine duties. Other responsibilities of n. [EE T4
an international business secretary may include:

Supervising other clerical staff

Keeping an updated mail and phone directory

Ordering office supplies when needed

Organizing files and other data.

1.4 Significance of the Role of International Business Secretary

e ARESHHEEENEY

An international business secretary may be known as the
“face of the organization. ” They perform a variety of tasks
throughout the day. Some of these tasks may include
scheduling meetings or appointments, maintaining files,
taking meeting minutes, sending e-mails, answering phones n. 4%
or arranging for guest travel arrangements. Secretaries use a
variety of tools to perform their tasks throughout the day as
well. They will frequently use photocopies, fax machines,
computers and telephone systems. Secretaries may also be
asked to perform additional duties such as research, database
management or presentation creation.

An international business secretary is also the key person
behind a successful manager. The role of the international
business secretary can never be underestimated. The major " fiEAh
responsibility of an international business secretary is to
provide assistance to a manger.

Becoming an international business secretary is a solid
choice for the future. According to the latest figures from the
U.S. Dept. of Labor, more than 4. 2 million people were
employed as administrative assistants and secretaries in 2006,
with another 362, 000 jobs expected to be added by 2016, an
8.5 percent increase over the 10-year period.

Survey showed the top five most significant issues

6 ®
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affecting the international business secretary in the next five to
10 years are:

1. Keeping up with changing technology.

2. Doing more with less resources/cost reductions. n. BEIR
3. Corporate downsizing. v. B
n. TAETHH

4. Increased workload.

5. Balancing work and family.

© Dialogues

Part One

A: Good morning, ABC Company.

B: Good morning. 1 saw in the newspaper last week that youve got a vacancy for a
secretary in your production department.

A: Well, actually that vacancy was in the personnel department but the position is filled
now. We are looking for a secretary in the sales department.

B: Thanks, but I'm not really interested in it.

Part Two

g

International Recruitment, can I help you?

2

Hello, I'm phoning from ABC Company. I was hoping you could help us with some
temporary office staff.

Of course. Can I take your name please?

It’s John Smith.

Fine. And what kind of posts are they?

I

Well, we are looking for three secretaries. Two secretaries are leaving so we have to
replace them but we are also very busy and need another secretary because of the
extra work.

A: Fine, can I ring you back later?

B: OK, thanks.
Part Three

A: Kate Williams.
B: Good morning. This is John Smith’s secretary. Mr. Smith will be in London on
® 7



eEHEtUFEEe

Monday and he’d like to see you to discuss the marketing plan for next spring. Can
we fix a time?
: Sure, when will it suit him best?
Well, he’s got quite a full schedule already. Would eleven o’clock be OK?
: Il just have a look. I've already got a meeting then. But I can try and change it.
That would be a great help.

: Il get back to you in a minute.

FrR e R e

Thanks very much.

© Case Study

First Day as a Secretary

Jane Liu, graduated from the English Department of a famous university, set out on
her job as a secretary in a JV in Shanghai. Today is her first day of work. She excitedly
rushed to the office of the general manager. The general manager said, ‘“Please tidy up
the office. ” Jane was surprised, but did according to the general manager’s orders. She
cleaned the table and washed cups, and then dusted the floor. She then expected the
general manager to assign her some filing work. Then he said, “Please give me a cup of
coffee. ” After that, the general manager told her to do a lot of trivial things: sending a
letter, buying printing paper, etc. The whole day passed quickly. The first day of work
as a secretary was disappointing for Jane. The four-year hard study on English seemed to
be useless. She imagined a secretary as a white-collared worker not as a waitress. Jane
was quite confused.

Questions:
1. Should a secretary do office chores?
2. Was Jane’s first day of work typical of secretarial work?

3. What is your definition of a secretary?

8 ©®
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© Exercises

L RiE#EFE

secretary

foreign related secretary

international business secretary

joint venture

wholly foreign-owned enterprise

IAAP

Administrative Professionals” Day

preliminary

intermediate

advanced

I 33X

1. A person who works in an office, working for another person, dealing with letters and
telephone calls, typing, keeping records, arranging meetings with people, etc.

2. Someone who works in an office typing letters, keeping records, answering telephones
calls, arranging meetings, etc.

3. A secretary is a person who is employed to do office work, such as typing letters,
answering phone calls, and arranging meetings.

4. Since 1952, the International Association of Administrative Professionals has honored
office workers by sponsoring Administrative Professionals Week. Today, it is one of
the largest workplace observances outside of employee birthdays and major holidays.
In the year 2000, TAAP announced a name change for Professional Secretaries Week
and Professional Secretaries Day. The names were changed to Administrative
Professionals Week and Administrative Professionals Day to keep pace with changing
job titles and expanding responsibilities of todays administrative workforce.

5. The International Association of Administrative Professionals is a not-for-profit
professional association for office professionals with approximately 28, 000 members
and affiliates and nearly 600 chapters worldwide. Our mission is to enhance the

success of career-minded administrative professionals by providing opportunities for

® 9
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growth through education, community building and leadership development. The
association founded in 1942 as the National Secretaries Association to provide a
professional network and educational resources for secretarial staff. The association’s
name was changed in 1998 to the International Association of Administrative
Professionals to encompass the large number of varied administrative job titles and

recognize the advancing role of administrative support staff in business and

government.
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V. B & &

1. What is the definition of a secretary?

2. What are the characteristics of the work of a secretary?
3. What are the guiding working principles for a secretary?
4. What are the working methods for a secretary?

5. How do we categorize the work of secretaries?
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