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In the office
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( paper-clips
calculator
file

stapler

1

2

3

4

5 waste-paper basket
6 filing cabinet

7 headed paper

8 notebook

9 door

10 desk diary

11 coat stand

12 shelf







Secretarial duties 1

Jane R —{ift45, WRIAIA LT 4845, AT R
# E 41 & Susan #—H1z, ﬁ‘MZ#EV‘]ﬁ;#:\ié

IR ELET GOHE L,
shorthand notebook screen
minutes post book word processor
memos proof reading letters
petty cash audio typing typewriter
diary typing

Dear Susan,

Well, I’ve got the job! and I seem to need most of the things I learned in

College.
They wanted to know my (1) .Shorthand ;.4 ) ST, speeds, and
whatkind ofa (3) ................. I'was used to, and whether I could use a “)

...................................... as well. Because my boss, Mr Sutherland, is away
from the office a lot he often dictates on to a cassette tape, so they wanted
to know if I cound manage (5) .........ooooeevrrrs oo - But they also gave
me a shorthand (6) ................... - They explained that I will often be making
appointments for Mr Sutherland, so I must keep his (7) .................. .I’llalso
be typing his correspondence and when he is away I may have to sign
some of his (8) ................... . I’Il also be responsible for circulating (9)
.................... to other members of the staff, and when I g0 to meetings I’ll be
taking the (10) ................... - Because I'll be buying the stamps and coffee
and so on, I’lldeal with the (11).....oooovvvvevoers oo and keep the (12)



........................................ . They also want we to (13) ............ callers to the
office, so that Mr Sutherland doesn’t get disturbed when he’s busy. And
I’1l have to do some (14) ..cccoovvivvcis ivicienicines (of catalogues, press
releases, and things like that). So I think I’ll keep busy!

1t all sounds fascinating, and I’'m terribly excited!
Love,

Jane



Secretarial duties 2

Jane LI % —EE % Susan 5 T —H43, #HMK
FEA®FE LHENE AT KR EAGE

EHAE
travel agents directory enquiries
previous correspondence circulation
system index
responsibility reference
personal assistant job
travel arrangements international telephone operator

Dear Susan,

Well, I’ve been working for a week, and I must say I'm still bewildered.I

hope it all sorts itself out.

Mr Sutherland is going away on a business trip - isn’t it exciting? He’s

going to Spain, Portugal and Italy.

The first thing I had to do was to make his (1)...... travel arrangements
50T had 101alK tOAhE(2) ..coinspessussssises wovsesnonsasnssnanss the Company uses and get
them to book all the trains,planes and hotels, and I also had to organise his
car hire, make the appointments and fix up his meetings. I’ve used the
telephone a 1ot. The (3) c.ucuueverrrieriees woserssemssincnnes cuscinersnssnesans has got quite
used to my voice, and the lady who deals with (4) ........cccoeeves vovviiiniinninnnn. must
be quite tired of me! I also had to 100k up the (5) ....ocvvriiies o
he’s had with the people he’ll be seeing, and sort out the letters he’ll need
to take with him.
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We organised the (6) .c.cocevvveuennn. list for memos. (He’ll be sending tapes
back to me.)While he’s away. I’ve promised to reorganise his filing (7)
.................... and make up an (8) ........ceve.re...... to the files , so that he can find
things quickly. I've also got to learn which (9) ... books to use
when I need to find something!

By the time I've done all this, I'll bereally pleased withmy (10) ..ocvviiinne. !
P’m really going to be a real secretary, not just a shorthand typist; in fact I'm
nearlya (11) .o —P.A. for short - as I do take complete

[§ 1)) JT— for some areas of the work.
See you soon!

Jane



