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-3 BHIMRBEMTAESHR

A B4, TR ETENESEREF R —R EREY
R, BB R — A E RN Z R ARG (1979 4£4K, 4009 TORY
BXCREBREHA. PTEHERNLOE, HAHRERHG A M.
BEE BB BER BEMFEFR, FBTFRANBTERNE
ERE.EVERTONERURERNERETIE."REIH
secretary — R R IR F L T & HY secretarius, gy HL W] WL, ZERR M L2 B
HRA T “BH"X—RAu.ZSHASEHSFHEIHBERE. N
RESL AR TERESSSERUBERERAGES.

KEE 70 ERBEF WK, SHASEHZEHZHE,
BIRELTHEN . RESHAEFMBRMR S A EMZR
EREHER. HATENX —FER, “WIBHERT FHX
89 RRRTEA MM E MBI HR, R, “ B I E B
ARA—HERMFE, X—EFRMRFROERTE. RS
MEAMIMEPORE SHAHM YA FEL ., X—EFZHUSHIA
MR —FERHKE, FERRB TRIARRERE TS
— ARG BBERAR . BIBHERREEREN AL
AR VEEAFRZRELPTEMBBAR. MO IER
WYLHPH TABESE SAEA M SEAER. SMEAL
B BAERFLITE, KB EE R IIRSE, BT ERE L “H
AV ZE U RSHARBENBHEX S BRIEXKNRSAKE
HEER“BP7, mEFKBH”. “LEBH".T KBHE"FE.

BT A BRAEW IS Tl E A A F BB THEN
ARBRAGHEMRZER, ALK E, HEAEER EHRAR
. ‘
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— A TS FE

ERE, BB TENERY ERH FTENEASNEE. RES
HEgE—PEUNES TS TEPRE DB BREK ST
FEEME R, BRBIIRFR YRS EHYEHORS TIEE
TR,

CBEIR ) (G %5 B0 548 1983 4R, 2267 SO “R BB LR
OREZH, 1. HEEPRES, 3 BHEVEXE  BEBSH
4, NERTCE. O MBERRE X BT, 6TE MmN LR F
FHU BB, JEEMBBEL BHR X BRI 05 .

(1) “BBH"— AR BEZ S, B 25 o5 R BT
DUEESCH, 8 XTI LR “ R BREZ BHER”;

(2) BB —BRIE I T O

(3) BB BPSEHEETRG LK, FH G ROBERE
ORI A ‘

MBI R, BRI TS T RS TEHBMEE.BR
HEKRA— EREN THENEEIERAXHMER FEMNEM;
A4 S — T B P B 2 4% Ry BORUE B %5 F b
545N, EARMEH B — ARG — R
FIXBH IR, R ERAIE N LIECEEBE T
wE.
i T o E A R B 3 ok R BB 9 — AN A 38 4, $L4E
BBEIEMARTRAIEREHRESIHRRR, BHEE %
HFEEA AR 5 B BT “FA A BB $5 7 (private secretary) , UE“A %
BE”. BT IR, BE TAEFGR ISR, BT “¥
RS WEAE T YRM” ORBRTR" A TS  BE T K
HRABEEEAR GESENE. B0 XREHS BET
B 2R, BN B AR S, XEHERI T PEY

« 2.



“RANELSHR . B X SRR TR A AR SR Oy B kv, X R LB
BPARTFELIREW, TRREHA T UEEBBMIAN L
M B “RRAR” BN BN TR SRR AR B B 490X
S E A 2R,

B 1840 £ 58 JrdR S LUG . P ESEA B e 50 RO, 75
T BB R AL B AR A B S LR T PE, R
B85 TR e A B T RENS, AP RESRE
REBEALFTAREHT, KEFEARKRIBBREBHEE,T
BEPHEBAETAEERE DL HAMAERLH LR, B
W T ELREL AFTAERSTEHAR EHFEAEIE
FIREFEOARFEAETDOPNERELE, FRETEE
NI RIS IR AR

FHRARCMERELOR, B TIEFRAERE, BREHE
TAGRE TAEHEH . AL, 7 80 AALIRT . REBHH EKD
R 5 BE R AR R A e Sl B P, B R AL
MRRZ— T ARBAFAFA DT A NI ARTHIRA
.

80 SEARDAE, HEE R E M EF BRI ABRA, Tk 2
P EERS LEMARBREL . M EENEURLE. 5.8
XN B SR FENHE U RGP TENRBEARDH
FRIMAN, BT WA X —F A S R WA T AR
B % o b A F RS B G , AT RER ARk AR EE A
RAANBRHOFRABRT. NEXFE THEYSEBH ARG
EREZFHASH ZRER RN SEFERTREE .
TE AT TEANRKES EREMFS K PR, 5512
I FITBORT , BT AP R IIERB IR BRI H
Bk BB W E R T HER . AT EARGER, B
WSS U HBEREBB LSRR 26t R S s AL H 2
SR, RGRE B SME (H 57 BB R IGE) T ALY B & Z VOl §
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FAUAR,

EWETER, EMETE TR RN, BB TIFER LY EAZH.
BRERE.F DR, b EH AR, R E 2SS REm
MEXHTENER AARNR, RABBHERKMNEEFRKH
Pise. fim.3EE 16 £ EZ KR ALE - BB John Donne) B
YHESEEZKENRARS.

ERRRAEXHWTEFEE,  BHE—FM ST 0
XE,HBPHERERAARY. EXXSEH, ERBEAHMOR
BRELALTE R, FRIESH . Hm. XERGBHEZVREM
iE B8V 7 L0 52 i 3 & & R £ (Business and Technical Edu-
cation Council, f§f #% BTEC), ¥R TV /& (London Chamber
of Commerce and Industry, fRi#f LCCI), %45, -

FEEEMRE ,secretary X —ZHREMEHET L. H—BH#H
BENFHEHEAARER B . MK GEEDFKEFEE), M :Secre-

, tary of State fE RER“EHF MW", EXENR“EHKE"; Foreign

Secretary J2 ¥ “SEEKEL”, the Secretary of Detence J& 3% H #)
“HBEK”. HHVLEMME, KR ALK secretary,
— B X ER B A BRET R A secretary , B35S TTIERT
%,

ERBEER, BEENERABD TERHALHENE
B EERS TARENT KMEL, e B FHERS TNt
ERL., ERENBEMLEHETABRETIEY.

= YA H TG ER

ER—FRA ZHEMBIL, BHH TAEEKEBIINR, &
THERAE+SER BREMBETEMERS T o HRmMNE
BRALYEEY. MFH2=RBE,. 2R RBRT I
$, 12450 RE —BHRE AL, MBH, FERB B ITE

e 4o )



WEE - ERN T8 BB T3 & THEX— Ty A RY
HR, WA BT AF BB A R E G ETA S TE,

IR ) (1979 41T, 4009 TO MRS, BB R“IREBHZ
— RMRHEIF. BB LR EEN THE, EMESRK
KA BB EENAR R,

RIMNERBBEFRBURER . R “BE"— AR X
% B 4 R B9 4 K & L (The Oxford English Dictionary, Volume
1X, p. 358) ¥E Secretary & T B8, X & :1. One who is entrusted
with private or secret matters; <=+« 2. One whose office it is to write
for andther; esp. one who is employed to conduct cotrespondence, to
keep records, and usually to transact various other business, for ano-
ther person or for a society, corporation, or public body.

L (BERZEZRLELARBEEFHN; 2. B
BOMMABE R BIEZRANE - ARE—HEH.LAF
WA BE R, ﬁ#zﬂi#(ﬁ#)}i$%ﬁ’ﬁﬂﬂﬂ%
HIMH A

BB HLIE £ 7% Y Private sectetary jX —i#] & —— Private sec-
retary a secretary .employed by a minister of state or other high official
for the personal correspondence connected with his official position;
also applied to a secretary in the employ of a particular person (as dis-
tinguished from the secretary to a society, etc. )

ABE RZRTEHFKEXHMGRER LESHER
ARHNNREFRHRE RABDOBEZRTFE-ITA
A (AR BT IR THE S ). |

EZEHB W I AT (Webster’ s Third New International
Dictionary,p. 2052) FE Secretary 5 FTHIBE X B . 1. a: one entrusted
with the secrets or confidence of a sup®rior;+s+ 2. one employed to han-
dte dorrespondence and manage routine and detail work for a superior;
3. a; an officer of a business concern who may issue notices and keep

«5
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records of directors’ and stockholders’ meetings, oversee and presetve
records of stock ownership and transfer and of other. company affairs,
and cooperate with counsel in supervision of the company’s legal inter-
ests; b, an officer of an organisation or society responsible for its
records and correspondence.

Bl . RERABLAMIEESE; - 2 ZEAN E
FIALBERAEFGALER W THERBBRFSH; 3. a. DL PR
R AEAED, REEEARSBRAEOH SV, KENRE
BRIAREBRZZHEE, UR AT HABEFHEE, FHFiHFE
AFRERBIR B AT M A EAE; b X —ARRSHHRA,
FRZARHHREGEETE.

FE R E AR IR 5 LB (1991 £/ (BB F 4, 1415
3O — BB TEMNRERET HENESE. S TEMNE
FRELFHHHTIEER, BREXBRIET i TRE,
LS SR AR I e — M 4 TR A 44

) BB LIERARSESHEE. RBREEINSH L
ANERGEFRETENET;

) BETERFARES B, XEFRNEEERE
BHEERIASH LANEELE, AR LA WE EEK. A
REMFHEHABRERBS TIEARBRE ‘BRI —3”7. HK
i, BB L BBRR ESh R LR AT S, THERSZH B
CHERAEHEa LA LANER: ELAREREEZER R
AR EE LR HEBEWEEL, 4 LR 2%, LIEF SN E
Ji:

3) BELERALERNEAE. BTHAFREAWIHA
AR AF R P RA2ESE, BN EBF BRI
WA £ R

(4) BHTAERAVEAMBERE. V"X ST
REH TAENREERFESZ —. DUBPH B —RAERF R

e e



72 X, TIHE A secretary HLIEH F secret (B#)—id. BH
WEBESFRLENEEXANES AABRBEERELE b
AUE B MANERNES XS H R RERE I AR 5
E“BERTE”, X F 754 ML A0 20 F) o AR RE 3 3, B R ek,
BHENREE LA (EEK BRSBTS 5 TR ABRRENA
#;
| &) BB LIERBFHSIFENITE. BB RERLTH
S8k EF 24, M (k) 7 2RRR 3t Hh B A 32 4% b 89 TR 1“2
S BTRENBERRLE EAIVGEN SR X RIEREE
Fo U HOT I . — B BEBEHR AN £ R R AR &b, LBER R
HE TS .

L AR R — B TR AR WSS, LT
BRAAMEMBE —BMER 2 S, B8 LR, U5, b TH
MR BRSNS 5= A b TN O NBES
HREEHATEMMER REEVERS HHETHALSA
“ERFHE BARBLAESBREMEE—ISNEE EEENE
AT BB A RIE S RAKSEH MBS T R BRI ERIE. T
H /M58 B R R E 19 S SUBCR B 00 B Rl AT i A, A
RHtR&EHTIGE, -

WL B0 TR R A s R AR B L, F KA
B PR RIEYE, B WA R M B E W R R K E R R
2o ER AERE 4R Bl TEFEERNEXERH
U F PRI '

E=, WA A TAEE R B B R4 B SR A
SERH ARSI TBRIRE TARE. TAEA, REERS
TARMBA. BT E RS R AERERE —BRERN.
Bim, hAEEHLREMER BATBROES, RINEBER
REEFEY, HNREEERATHSFER, Bl Es+ 20 M
2RO E TAESRAER ERMRIEAR . (RIS, LA

- e T e



I TRE BB L EBHANBHRIEAR, FLERRS
BAWBECATENH RN BE,

=\ YIBHERGER

B BFHREE 80 FAMEFBUE I e —FhFp B,
EERUREH S B BORRE BT R BT aE 5T 5w 2 3¢
R.BBMHEEEARNSEZLEA N LS BLREFLHMER
A REREAE W S A TAEDR? LR MEFERNAB RS
g

' Wanted: The Perfect Secretary
Top secretary /personal assistant for Managing Director
of multi-national corporation. High standard of education
and business training essential. Must be fluent in English and
at least one other language. Must be prepared to travel on be-
half of the company. Familiarity with computer systems and
word processors desirable. Must be prepared to offer loyalty,
enthusiasm, tact, discretion. Pleasant manner and appearan-
ce, and ability to maintain a reassuring calm at all times es-
_ sential. Also to act as liaison between Managing Director and
all departments within the organization as well as assist in
promoting the desired company image to clients, customers
. and the public in general.

This position is for someone with a mature sense: of re-
sponsibility who is an efficient organizer, able to wotrk on
_his/her own initiative. Salary and working conditions will be .

commensurate with the high standards demanded.
Please apply, in English, to the Managing Director---
e 8



AT

BAEUEBEENG EFKAARDENFAR S . N
BAELAZLBAFEATRRLEN . EFERA W HE
HELHE-THMIE. FHEHRERALH S AR
YHE REERATENRA AP XFAENERET K. L
FEEGCR BHENE REFEE., SEFE, AN
E.ELAHERBATHRREABIE LERL. £
NENBRALHKEEFKE AN FTRLBIhAW,
AREANRNETERBANER P BERIMAARS
BEFHER, '

BEXRSELAEARBRNRER . HREHAD
GRABEER PREIHEREATE.—EFA,
FAEMR, THEAHRR.
HEMNEH , ARAENBERF AL EFL

First Class Secretary Required

First class secretary required for American/Chinese oil
company. Must be fluent in English. Good educational back-
ground and professional training. High standards of office
practice and business procedures. Should be reliable and used
to working under pressure and on own initiative. Age imma- _
terial but should have a mature sense of responsibility.

Apply in English with full details to ---

W — R
RV EAKEHATRE AR ERKFRA,
FHRFHREFLENE BRALXESHF0HLAE
K. THBETR.BREH ARALITHES . £8
FRELAH KRR THER,
, «e9e



R¥HERAEESHFEETEE -

LA LR, RATAT A i B — SRS BRHRAY 5 41
B3, R LUT &4

1. BEH BT F A% % (good educational background
and business training)

. MESMERE BB —FBRL, REES RS RN A
BEHAE . (il W AR A B B9 SUE K 2 o F b B 38 AR
BRI ST ENRS, AN F RSN EBRITSTEHR.
REBRXMEAE TR BUES, EX W6 ZERER R
BB .

2. BE LA Hb 68 P %15 (SR M —FFSME)  (fluent in English or
one other foreign language)

WA RS R0 L 32 BRI BRI AE A 2
B AT R, 8B LR SRR SNE ) 7 5 B A A SR
| WERAEAF TR, 385 AT HEE (UL —Fi NI IR 01 B B
. AE EEABEDOER BIEIERF,

3. BERE B N, & {F H CF b B Hl (familiarity with computer
_systems and word brocwsor) -

70 ER AR A A 2 B 34k (office automation) ALK
RETHAENWI/EME, MEEHN T HRESERERNH
AP VNS B R A GRS RS UNAD N - i ALK e ik = A
BEARABESHARAMAILIMRMAETR, A RS TEX
-

4. B B0 VL8 5 48 E (loyalty , enthusiasm, tact and discre-
tion)

HFHM B TESERS —RIR AR, & HETEF, A
LR AR B SN KA AE R S R S P 2 L E S B
R X R E R ED A o AUEN AR IR A SLER AR RER | S0 A

.10



