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Chapter 1 The Secretary’s Job

WE HAVE A POST FOR A MATURE PERSON WITH INITIA-
TIVE AND A SENSE OF RESPONSIBILITY, WHICH IN-
VOLVES ALL THE USUAL SECRETARIAL DUTIES.

The advertisement given above makes the relationship between a
secretary and her job sound deceptively simple. The single word
“secretary” is itself misleading. Tt gives the impression that everyone
who is a secretary has the same kind of job. In fact, secretarial work
covers a whole collection of tasks often involving quite contrasting skills.
The fact that most secretaries start with a training based on common
techniques, such as shorthand, typing and office procedures, frequently
disguises the completely different directions in which secretanal work
develops.

The term “secretary” has come to be used far too loosely. Many ju-
nior typists, who are only beginning to acquire their secretarial skills,
like to think of themselves as secretaries. It also flatters young managers,
who are seeking to build their importance, to refer to the typist who pre-
pares their letters and reports as their secretary.

The true secretary, however, should have not only highly competent
manual skills but also an understanding of organization and administration
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and a capacity for obtaining results through people on behalf of her man-
ager or managers. This is a complex activity requiring knowledge, experi-
ence and social skills, which needs continual development.

1. Job requirements
The secretary fulfills a support role. Inevitably, therefore, her work

must take on something of the character of her manager since she is seek-
ing to identify with him and think for him. A highly technical or scientific
manager has very different needs from a people-orientated or a marketing
manager. Titles such as Administrative Secretary or Personnel Secretary
may give some indications of the emphasis of particular jobs, but it is of-
ten only when a secretary has been established in a position for some time
that the full range of her duties and opportunities is revealed. Even within
the same function, if the manager changes his work and responsibilities,
the secretary’s job will probably also change.

To find the right job for yourself, your skills and personality must
match, at least in a measure, the requirements of the position you are
seeking. This demands that you develop a clear understanding of your own
abilities as well as an accurate knowledge of the job itself so as to estab-
lish a “personal profile” of how you must perform in order to fit the re-
quirements of the job. For instance, if you are meticulous with detail and
enjoy systematic organization, you are unlikely to gain or give satisfaction
in the unpredictable world of public relations. This matching process often
takes time. We change; the job itself alters; our skills increase. Often
something which we thought was boring routine acquires a new signifi-
cance as our insight deepens. Sometimes we have to grow into a job —
seek to expand it — to a.lm high and meet a challenge.



