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Chapter One
5—=
The Secretary’s Job
B ITE

e

& Vocabulary (&7 B )

A

personal A RY loyalty iR
conscience JHEEL , FAEL relationship X%
involve X properly 14 %
initiative F3hE quality &, BHR
absence ANTE,BRAE obvious B B
permit % consult TH#, %
capable HRESIH handle 4b¥E

routine HE K correspondence {54
avoid G summary &45

tact PLE - charm &/

temper JES fray THEK AR
attractive MR5[ AK provoke IR



SCRAMPRIE
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psychological U>EH

“prediction T

mood {HZE

insight HEN

circumstance %8

soothe R, BB B, R) ability BES

mistake 8%

Ol
executive £

trust FEWJE

degree BE
overworked THEidHE
major EKH
department  FR[]

be able to  BEf#E

on the other hand H—HTH
be capable of HHREN

essential

not only. .. but also... AE

talk about R3]
run errands HHZE

basic HAHK
secretary  BH
requirement TE
between FE-e |
insure HfE
non-objective AZEXR
harmonize PMA
business Rk, BH
in one’s absence k&
at least ZE/b

take minutes {EiC3E

B Typical Sentences (3455 4])

1. What's the next, then?
IRFH KA AR?
2. Next 15 conscience.

HRRETEL (EEL) .



. No loose ends are left untied.

EMIEAERE,

. Things are done propetly.

th LAt EE,

. When to act on your own and when to consult.

2 mHg i B 17 3hi A 4 BHRIZTE R

. I argee with you.

BRI

. What about dress sense and presentation?

% E R R AT ER?

. This involves looking and sounding attractive.

XBEE LEMITEREARII N

. Never provoking unnecessary attention.

AES|EALESER,

10. A secretary is often thought of as the company’s appearience

11

12.

13.

symbol.
BEEETINNRARERMRAE,

. Any more?

BHG?

Psychological insight is another requirement.
BRI EREROHE RS,

It sounds so difficult.

W ANMET o
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C Practical Dialogue (LR X}%)

1. Personal Qualities
MAER

Mr. Smith invites Rose, his friend to have a cup of coffee
with him at a cafe nearby. Now they are talking over coffee about
the ideal secretary.

SRR ST A B At B RA A2 5 22 3 B S — 2% o e s g ol v
BRAE At 4732 PR 1 iR v AR R 5 Rl R
Rose: What people would like to find in his secretary?

ATBLEA B RE S 5 L 2R PR 4 5 FR IR 2

Smith: Well, loyalty, I think, is the first requirement. If a man

can’t trust his secretary, whom he can trust?
XN RE BEEBFENR B, WR—IMAZEHCH
B FERABEEAE , BRAE REAS (T HEWR ?

Rose: Understandable. No relationship in business involves a
higher degree of trust and responsibility between two
persons than the secretary-boss-team. What is the next,
then?

XA, TP, ERSBBIAHLRRZ M
HoAh bR R, BT AR 2 6 6 o B S LR B R
AL AT 292



©

Smith: Um. .. Next is conscience. Secretary should insure that
things are done properly, and no loose ends are left
untied.

0 FORR TR, BN K S S E LB
Y, M ITERAERE.,

Rose: Right, but initiative is also one of the basic qualities
essential to a good secretary, I think.

TiHAX AR ENHOR—-TFRBHTUARLZH
HARRZ—,
Smith: Of course it is. A secretary should be able to act for her

boss in his absence again, most executives sometimes
become overworked or non-objective and may miss obvious
courses of action. So ...

TR — M BEEAE L AR EsH A E B,
B, KEHAHERSE TS TFH RIDBERER
Z B, BT Al fE 43—l B T30 B L . K

Rose: So a secretary should not permit her boss to make obvious
mistakes, am I right? '

PSR B 45, AR YT 4E LB B B b 4, B X

7
Smith: You are quite right. On the other hand, however, he
should be consulted before a major action is taken. In
fact, true initiative is the ability ‘to know when to act on

your own and when to consult.



HUEXR T . RMA—HE, FERBEKRITEIZAIHE
NI fiE R . Kb L, RIER EshE R BB REH 45
R B A7 B4 BB EIE R

Rose: The next thing, I think is the ability to write. Every

secretary should at least be capable of handling routine
correspondence for her boss and avoiding mistakes in
English and in spelling. It is preferable, of course, if she
has a real ability to write—to do reports and summaries
and take good minutes of involved meetings.
THEH--1,RE, ZREEENT. SIBHELNEHE
REH Ay b R4 B W RS, IR B ERIERM
HEEHE, SR, WREEARNERA—ERE
MBS, BYRZTAFTHSVUFIEZEFE—BRE
AT .

Smith: I agree with you.

WA BARBY P o

Rose: Well, what other qualities do you think an ideal secretary -

should have?

AR A — IR B R LA A B R R IR

Smith: Tact and charm. Business can be tense, and tempers often

get frayed. A woman who can not only avoid friction but
also actually reduce it is of great value.

PLEME S, THESREK, RBSKEFKEHE, —1
TEFAMERRE L TR, T B AL HE, IR fE T
BT,

BT 1 A A N AT o St o
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Rose: What about dress sense and presentation?
X B BN RETER?

Smith: Well, a good secretary should have good dress sense and

presentation. This involves looking and sounding
attractive, yet never provoking unnecessary attention. A
secretary is often thought of as the company’s appearience
symbol.
X4, — BB R KA R HARE BRI,
XAFEE EEMTERERTERS A, BAEFIRATA
DEMOEE. BRBLEFINRATERNORIAE,

Rose: Any more? ‘

A7

Smith: Psychological insight is another requirement. It involves

understanding what makes people tick, being able to
make predictions about their behavior in given sets of
circumstance, understanding the boss’s moods—and,
within limits, helping to soothe him out of them.
BE-TERREOCHE WK, XEET#&AMN
AT AP R BRI ER B ETZ S RA T 4K
HI2E S, B LRI RE S, S AR b LI R R, A2
JRE BRI 1E L -
Rose: It sounds reasonalbe.

W R ARA E
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2. Secretial Duties
X%

Now, Mr. Smith and Rose have changed their topic to the
secretial duties.
BLLE S 530 oA P 4 TS AR R PR TR b
Rose: You have just talken about the personal qualities in the
secretaries. But what’s her responsibilities?
HRIRERE T B ASHNARR, B RIF RS
AT
Smith: As a secretary, receiving guests and dealing with phone
calls are the basic duties.
EA—THE, BREALEREESESRELNH
%o
Rose: And then?
RIGUE?
Smith: Read, sort and organize the incoming mails.
B > I PR B BRI EH-
Rose: Does she need do some paper work?
I B A — 2 3O T ARG ?
Smith: Yes, compose letters, wirte notes and assist in preparing
reports, memos, etc.

Ry, EZUEEH BN D BESESHRE ERE
%IWO



Rose: The secretary should has the ability in using modern office
warefares. Am I right?
#4500 228 FABIM AR, B BAT X TG 7

Smith: Your are quite right. If she couldn’t use them, how can
she type the letters, send the e-mails and duplicate
materials?

MHRT ! MRBA SR AKY, BIB/E ATEE
1 , R T R4, TETRRIR?
Rose: Oh, [ see. What’s the next?
MRL,ERET KR

Smith: Arrange travels and errands: Out of the need of business,
the manager needs run errands sometimes, so the
secretary should arrange those for them in advance.
ELikEH. BTHSTE SBANEHLE, B, #
FRLIRFT A AT ZHERF

Rose: Any more?

BAG?

Smith: Harmonize the relationship between the members or
departments in the company.
BHRARR T REWIIZHEERER,

Rose: It sounds so difficult.

MR KHET .

Smith: Not easy. Only those who can deal with those quite well

are good secretaries.

AE 5, RAIRLES RE L X HH 5 A A RN
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Conclusion (/N 45)

1. You are quite right. 7 0P R WEIER, 17 A Right
you are.

2. Hgk— fETﬁﬁZEET Tm What is the next? Then? And
then? Any more? Is that all? kA& [H,

3. B—nAEY SR FHE, BT LA firstly, secondly, thirdly. ..
finally 5, first, then and then, next... any more 53¢, B 3Z4
/.

4. be able to #§ BB -+ 1Y SRR o
be capable of R7n “HBEST, ATREAE -7

5. what about, how about FAMER X 5 &L
.

What about dress sense and porésentation?
XTE R ARA AIER?
How about having a cup of tea?
R EARE?
6. I think fE R AR, ETRARH A%, HAESRI, Hln.

Well, loyalty, I think, is the first requirement.
7. Permit sb to do sth. # allow sb to do sth. %ﬁjumﬂéiﬂ‘
“‘FE, RIFEABEE.

10



