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Unit 1 Understanding Secretarial Job B St T 1E
Part 1 Reading

General Overview of Secretarial Job

The English word “secretary” stems from the Latin word “sécrétarius” , meaning “ confiden-
tial employee”. Its form ( secret + ary) indicates the secretarial job involves keeping a secret. At
present, According to International Association of Administrative Professionals( IAAP) ,a secretary
is defined as an executive assistant who possesses a mastery of office skills, demonstrates the abili-
ty to assume responsibility without direct supervision, exercises initiative and judgment ,and makes
decisions within the scope of assigned authority.

Secretaries’ major role is to assist their bosses to handle various administrative tasks,to main-
tain effective office procedures and efficient work flow, and to establish harmonies relationships
with superiors, co-workers , subordinates , clients and suppliers. Their daily tasks include a variety
of duties,such as doing research, typing, filing , taking shorthand , screening telephone calls , making
appointments , contacting clients and other staff members ( sometimes this includes handling emer-
gency ) ,attending meetings , taking minutes, writing letters, booking flights and hotels, supervising
and training staff (including one’s boss) ,ordering flowers and gifts and so on. So secretaries play
two roles in the company—internal spokesmen and external representatives. To do a good job ,they
should communicate and negotiate with others in or outside the company to achieve the goals of
their tasks.

Secretarial positions often vary with the level of the company at which secretaries work. For
instance , legal secretaries are familiar with the terms and procedures used by lawyers. Medical sec-
retaries work in doctors’ offices, hospitals, and other places where knowledge of medical terms is
essential. Bilingual secretaries work for the government or for other organizations that need contact
and exchange letters with offices abroad. And business secretaries need to assist their employers to
handle all kinds of business affairs, such as drafting the contracts, contacting customer, dealing
with business correspondence , participating in business investigation and negotiations, business de-
cisions and so on. Therefore , professional secretaries usually need some special training in the spe-
cific field in order to update their skills. With deeper and more flexible skills, experienced secre-
taries can be promoted to higher positions,such as top-level executive assistants or general manag-
ers of departments.

To be competent secretaries , above all, they should have some basic professional skills. They

should be good at both oral and written language communication. They should have a good com-

1



mand of office managerial skills and be proficient in computer skills such as Microsoft Outlook,
Microsoft Word , Excel and Internet, etc. They should also have organizational skills as well as some
knowledge in specific field,such as business,law, medicine, etc.

Apart from these basic professional skills, good secretaries should also possess some profes-
sional ethics. For one thing, they should have professional dedication spirit. They must fulfill the
task assigned by their leaders promptly. They should have a sincere attitude towards staff members
and keep commercial confidentiality. For another, they should also have good characteristics: a
sense of responsibility, loyalty,,a sense of time, initiative and enterprise. These professional ethics
will help them survive in the changeable social environment.

In summary, secretaries hold key positions in a company, responsible not only for implemen-
ting the executive’s policies and procedures but also for helping the company run in an efficient

and well-organized manner. Their positions can be summarized as “jack of all trades”, the

employer’s confidant , master of office affairs.
Words and Expressions

stem [ stem |
n. the part of an inflected word that remains after the inflected part is removed i8]+
stem from
originate from 3k 5, ®IHETF, H---- &
confidential [ .konfi'den/1 ]
adj. secret or private; marked by intimacy or willingness %5 ) ; HLE K ; RARBIER; 3E
W
demonstrate [ 'demanstreit |
vt. to prove or make clear by reasoning or evidence; to illustrate and explain especially with
many examples JIFBH, {E3C; A
assume[ 9'sju:m |
ot. to take into partnership, employment 7 $H , HiF
supervision [.sju:pa'vizn ]
n. the action or process of watching and directingwhat someone does or how something is done
g B
initiative [ i'nifativ ]
n. the energy and desire that is needed to do something Fzfi14 ; EshiEH
adj. the power or opportunity to do something before others do H & #J; Al4HH
assign| 9'sain |
ot. to appoint to a post or duty;to consider to belong to 43JK, EJK, JEC
authority[ 5: '§orati ]
n. the power to give orders or make decisions; persons in command A1, BRAL
procedure| pra'si:dza(r) ]

n. a series of actions that are done in a certain way or order 172, &JF



flow[ flou ]
n. an act of flowing; the amount of something that flows in a certain time J#i3l; WHif2
assist[ o'sist |
n. to give support or help;a mechanical or electromechanical device that provides assistance
#ey; &8 BF
ut. to give support or aid ; to make it easier for someone to do something H; Bl ; $£8h; #58)
L YN
subordinate { s3'ba:dinat ]
adj. in a position of less power or authority than someone else 2% | B b v/ B KA ; T A ;
Rt 1
n. someone who is subordinate to someone else ZfJ&, # F
superior| su':piaria(r) ]
n. a person of higher rank or status than another %%
adj. (rank,position) of higher rank , quality ,or importance (Z%%l|. Huifvi) BREK
client[ 'klaiont |
n. a customer or patron JIiZ , FEJi
supplier[ sa'plaia(r) ]
n. someone who provide something with (something that is needed or wanted) L ; AL
&
shorthand[ '[5:theend ]
n. a method of writing quickly by using symbols or abbreviations for sounds, words, or phrases
#id, #Eickk
minute[ 'minit ]
n. a brief note (as of summary or recommendation) ; the 60th part of an hour of time £ /%
k5 2B00%; a8
supervise[ 'su:pavaiz |
vt. & vi. to watch and direct (someone or something) W% ; &3 ; 5%
representative[ 'repri 'zentativ |
n. someone who acts or speaks for or in support of another person or group X% ; 4k{E&
adj. typical of a particular group of people or of a particular thing BL#Yf); HILFMH)
negotiate [ ni'goufieit |
vi. to discuss something formally in order to make an agreement ¥R¥]; R, AW
ot. to successfully travel along or over iR ¥k i
vary|[ 'veari |
vi. to be different or to become different Z54k.; K[E], WES
ot. to make (something) different {§i A [F]
correspondence [ .kora'spondans |
n. communication by letters; the agreement of things with one another —%(, £F&; Xth;

afE, &1



executive [ ig'zekjotiv ]
adj. relating to the job of managing or directing other people in a company or organizaton 4,
fTH9; EEEH
n. the person or persons who constitute the executive magistracy of a state 1TEUE
competent [ 'kompitant ]
adj. (of people) having the necessary ability, skill, knowledge (¥§ A ) A 8 J1/H G/ 4111
E; BEREAERY; BETHY
proficient[ pra'fifnt ]
adj. be good at doing something ¥&i# 1, BZkH)
n. well advanced in an art,occupation ,or branch of knowledge §8F, EZF, €F
ethic[ 'efik |
n. rules of behavior based on ideas about what is morally good and bad {SFEM.; 1B fE{A R
dedication[ .dedi'keifn ]
n. a feeling of very strong support for or loyalty to someone or something Z=#k ; Bk B4 #!

fulfill [ ful'fil ]
ot. to do what is required by (something,such as a promiset) BT (B %) ; thiT (2
%)

confidentiality [ konfi'den/i .zeloti |
n. containing information whose unauthorized disclosure could be prejudicial to the national
interest HL&E, {5
enterprise| 'entopraiz ]
n. a business organization; the ability or desire to do dangerous or difficult things or to solve
problems in new ways /& (Z5) MyEA; Fb0y, HEBUL
In summary
using few words to give the most important information about somethin &L VE, HA4HE K
jack of all trades
a person who can do passible work at various tasks 25 [ F
confidant [ .konfi'dznt ]
n. a trusted friend you can talk to about personal and private things .0>EAAA, HE

Notes

1. International Association of Administrative Professionals (IAAP).

EFRBM A B, WAL F 1942 4E, B EEXELEMB S (American Profession-
al Secretaries International, APSI), 1981 g EHRERM A Bihs, BEEMEHLS, B3
HEEED BN LR SRE4 TN, BREERGERRH, GFERRMN . T, ST
EWMEM 30 BAERMMX, HFEE: EARBORSIHE, PRENasflia; @
HELHE, REWBBARKNRERRAKT; NMRBEEAR, WL 5HE, R
b, TAAP 2R B3EAE% K, BHET7ES B4t LS5 K 2 &L 7 IS
EF=8

4



2. So secretaries play two roles in the company—internal spokesmen and external representa-
tives.

Hik, fEAH, BEANESHE—XHNEETA, MHINEARBRE,

3. They should also have organizational skills as well as some knowledge in specific field,
such as business,law , medicine, etc.

oA BB 4R — SR 55 . . RS L SEMIN, hELAHS R,

FEMIH as well as IF, BHERELEFREE (KE), HFEE (FE),

4. Their positions can be summarized as “jack of all trades” ,the employer’s confidant , master
of office affairs.

RSB AT LSS “ZEF, BROCENCMIAZEFHETE.

Exercises

A. Questions for comprehension.

1. What’s the definition of a secretary?

2. What is the major role of secretaries?

3. How can a secretary do their job successfully?

4. What should a business secretary do?

5. How can be a competent secretary?

B. True or False.

1. A secretary should never do anything he or she is not told.

2. A secretary’ daily task is to write letters and answer phones for the boss.

3. A secretary should be thoughtful of the clients.

4. Professional secretaries often work with doctors and lawyers.

5. Secretaries cannot be promoted to general managers of department.

6. Secretaries should be good at computer skills.

7. Secretaries may fulfill their employers’ tasks at flexible time.

8. Secretaries should only be on good terms with their employers.

C. Choose the appropriate forms of the words or expressions given below to com-
plete the following sentences.

assume proficient assist assign involve

correspondence negotiate update stem from

a variety of

1. Our company keeps en production styles to meet the demand of customers.
2. Mr. Wang is in business negotiation.
3. Secretaries should in the general management of the company and in liaising with

professional advisers.

4. From Mary’s ,it is clear that she knew little of Robin’s business in the last years.

5. Running a company a great deal of tasks.



6. Mr. Brown will the role of Chief Executive with a team of four directors.

7. People get information from _ different sources.

8. His chief failures mainly incompetent execution.

9. How you value that time is central to how you __ with clients.

10. When I taught,I would a topic to children which they would write about.

D. Translation.

/NS

© N n AW

Dialogue 1

Susan .
Kate
Susan .
Kate

Susan .

Kate
Susan .
Kate
Susan .
Kate
Susan
Kate

Susan
Kate

Susan

MERAWNESH—AREFA, MHMNURAFNE,

P43 A7 BE B PAT & B A B & TUBOR B TAERR Y
FbAS NN I A A B R AR AR TR LA BE
FERBABARR, BHETERABARMERE.,

P4 T B A A O Sk 1B S AR T o

AR B AUERA R EE, EZAPA S
Ry 95 Al A5 o B b R AL B R R P 55

PO EEA B T BB HE IR P AT

Part 2 Situational Dialogues

Making Introductions

Allow Me to Introduce Myself.

Good morning.

: Good morning.
: Well, allow me to introduce myself. My name is Susan Green. 'm the new secretary.

:Oh, so you are my replacement. Welcome, I have been looking forward to your

coming.
Thank you. You are Ms. White,I believe? I've heard so much about you. May I know

why you want to leave this department?

:Not really. Our boss wants me to work in another department.

Got a promotion, I suppose?

: You may say in that way. I'll be in charge of the correspondence department.

You have done really well here.

:Thank you. You have a lot of work. That’s your desk over there.

Thank you,Ms. White. Is the work difficult?

:Oh, no. you’ 1l learn it all in a couple of weeks. And that’s your typewriter.
. It looks fine.

:And please call me Kate.

: Thank you, Kate.



Dialogue 2 Who is the gentleman beside you ?

Smith :Hello, Mr. Zhang.
Zhang : Hello , Mr. Smith. How nice to see you again. How are you?

Smith :I'm fine,thank you. And you?

Zhang :I'm fine,too. How is your trip?

Smith H Very

good. It’s very kind of you to meet me at the airport.

Zhang ; It’s our pleasure.

Smith : Who

is the gentleman beside you? I don’t think we have met.

Zhang : Let me introduce you to each other. In your last letter you said you were interested in

expanding your market in China. So I have brought along Mr. Wang, the general man-

ager

of Hunan Import and Export Company.

Smith : How do you do,glad to meet you.
Wang: How do you do, Mr. Smith? Glad to meet you,too. Mr. Zhang has already told us a lot

about

your company and you. We’d like to do business together.

Dialogue 3 Would you introduce me to your manager ?

Mr. James .
Michael
Mr. James :
Michael
Mr. James .
Michael
George
Michael

George
Mr. James :

Good morning, Michael.

: Good morning, Mr. James.

I hear you have got a new manager. Would you mind introducing me to him?

:No,not at all. Come along with me. He is now in his office.

Thank you.

: George. Are you free at the moment?
: Yes,come in please.

: Let me introduce a friend to you, Mr. James. Mr. James is an old client of our

company.

:How do you do,Mr. James? Pleased to meet you.

How do you do,manager? The pleasure is mine.

Introducing a distinguished guest

Ladies and gentlemen,good evening. Now allow me to avail of this opportunity to introduce to

you a distinguished guest, Prof. Michael Greenwood. Prof. Greenwood enjoys a world wide reputa-

tion as an economist. We count it our great honor that we can listen to his lecture in person.

Today’s lecture is

about the economic situation in Asia. Now I'll hand the chair to the speaker.

Let’s welcome Prof. Greenwood , please.

Keywords
allow ». 15 pleasure n. 5R3Z
introduce v. /148 department n. &[]



replacement n. B# g A (¥)) client n. &

promotion n. ¥ Ft

Relevant Vocabulary

arrange v. % negotiation 7. iR ¥
invite v. $5i& sightseeing n. Z: Wik i
train v. £5I| filing n. #43 &
reservation n. Fl & news conference n. ¥[8 & i<
schedule n. 3530 H# memorandum n. £5 7557
Notes

1.TI" 1l be in charge of the correspondence department.

FoR LA TTIEEER

in charge of v. %, ¥

e. g. The company is in my charge while the director is away. T ZH K RNFERT K T AH
%55 o

2. In your last letter you said you were interested in expanding your market in China.

e b EHME IR B RAEET T,

expand v. K (RAi%, HE. ERE)

e. g. The company has expanded its operations in Scotland by building a new factory there.
XHARIETME LN TH L), WY KAz X 2 &G,

3. Now allow me to avail of this opportunity to introduce to you a distinguished guest Prof. Mi-

chael Greenwood.

PAETE VPR AT AL R KN — 11 51%, Michael Greenwood #(#%,

avail of v. to make good or profitable use of FI|

e. g. I availed myself of this opportunity to improve my English. I FI XML& E HC
R BETE K

4. Now I’ll hand the chair to the speaker. Let’s welcome Prof. Greenwood , please.

BLAERK M Greenwood ZBZ/EH4: .

hand the chair to v. &5 AE

Exercises

A. Answer the following questions according to the dialogues.

1. Why does Ms. White leave this department in Dialogue 17

2. Is the secretarial work difficult according to Ms. White in Dialogue 17
3. What does Ms. White prefer to be called in Dialogue 17

4. Why does Zhang bring along Mr. Wang in Dialogue 27

5. What is the relationship between George and Mr. James in Dialogue 37

6. Who will give a lecture in the last introduction?



7. What is Prof. Greenwood’s lecture about?

B. Play the role of a secretary and a guest to make an introduction between the
guest and the boss.

C. Fill in each blank in the following conversation with one word only.

(A :Miss Mary B:Mr. Smith C:Mr. Brown)

A : Good morning, Michael. are you this morning?

B.I'm very ,thanks , Miss Mary.
: Good , good. is Michael Smith , Mr. Smith.

do you do,sir?

:Mr. Brown is our new managing director, Michael.

have you been working here , Mr. Smith?

el

: Nearly two years,sir. But not all the time working here. I was in the record department for
eight months.

C:Do you like it here?

B:Yes,very much.

C.Good. Well ,I'm to have you Mr. Smith.

B : Thank you,sir.

Useful Expressions

1. Let me introduce myself. / Let me do some introduction.

R NMG—THC.

2.1 have lots of interests,such as singing,dancing,drawing and so on.

KAWL IGERELF, WIRHK, BkEE, EES,

3. This is our general manager, Mr. George.

XERNEBEIEITIREAE

4. General manager, this is Mr. Zhu from the ABC Trading Company.
MR, X2 ABC By /A FHIREA

5. May I introduce you to our manager, Mr. Wang?

T BN BRI LB £ e A7

6. I've heard so much about you.

HHBEREZ X TIREIFE L, /AMKA

7. Helen has told me a lot about you.

MAEXT B T HF ZREIEE Lo

8. I've been longing to meet you for some time.
RA LR —EHAB AR

9. I'm delighted to make your acquaintance.
PR AR T =%,

10. It’s a privilege to know you.



IWHEREHIRE,

11. Allow me to introduce Tom Brown to you.
HRFREAEN R G - .

12. Have you met Mary?

PR IRI G 7

13. I’ 1 introduce you to the new purchasing agent.’
FRLGIRT B R A TTRMEI AN

14.1 think I'm reasonably optimistic by nature.
WAARAENERERIK.

15. 'm quite familiar with editing.

AR H BB e TR

16. I haven’t done anything like that before.
FLART B A o X FP TAE

17.1 11 be in charge of the P. R. department.

ol 0158 24 K
Part 3 Practical Writing

PAE A FERRAFEN T —FE WHZRRER, BARISMIEARRFRRNE
BFB, BEANLEHEWAIEG, AT ECHEEREBERE, #0077 686 3R
], BEEMBBORMME LR, BFRFEHIIT, HF B FEUREAEESEEERE
FACk, B Z B HREE SUEF Y e-mail,

YEE N 555 bR — M LAUF JLER A

{53k ( Letterhead — the writer’s name , address)

HH (Date)

W 5 A4 . Hihlk (The receiver’s name and address/The inside name and address)

PRIE ( Salutation )

1E3C (Letter body)

KELEHIE (Complimentary close)

%4 (Signature)

WHIIE NS emal WPEEEXAFHM: 4835 (indented style) . 553k
(blocked style) , DATF DAL ME 55 56 & 1515 A6l

EBERE

Chamber of Commerce F§j<> Commercial Counselor’s Office {453 %t4b
business scope 2%l in the line of /in the market for FE:----- an4
specialize in L& - enclose ffHAG -+

catalogue R i H % look forward to Hjfs------

1. We have your name and address from the Commercial Counselor’s Office of your Embassy

in Beijing and are now writing to you for the establishment of business relations.
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