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Practical English of Secretary

Practical Dialogue SERXTiE

1. Personal Qualities ™~ AZER

Rose: What qualities people would
like to find in his secretary?

Smith; Well, loyalty, I think, is
the first requirement. If a man
can’t trust his secretary, whom he
can trust?

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

Smith: Um. ..

Next is conscience.

Secretary should insure that

things are done properly, and no

loose ends are left untied.
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Rose: Rjght ,

one of the basic qualities essential :

to a good secretary, | think.

Smith. Of course it is.

should be able to act for her boss

in his absence,

sometimes become overworked or !

non-objective and may miss some

obvious facts. So. ..

Rose: So a secretary should not per-

mit her boss to make obvious mis-

takes, am I right?

Smith: You are quite right. On
the other hand, however, the

boss 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.

Rose: The next thing, I think is the

ability to write.

should at least be capable of
handling routine correspondence
for her boss and avoiding mis-
takes in English and in spelling. It :

is preferable, of course, if she has

but initiative is also '

A secretary |

most executives !

Every secretary |
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a real ability to write—to do re- .

ports and summaries and take good

minutes of involved meetings.

Smith. I agree with you.

Rose: Well, what other qualities do

you think an ideal secretary should

have?

Smith. Tact and charm. Business
can be tense, and tempers often
get frayed. A woman who can not

only avoid friction but also actual-

ly reduce it is of great value.

Rose: What about dress sense and

presentation?

Smith: Well, a good

should have good dress sense and
presentation. This involves loo-
king and sounding attractive,
yet never provoking unnecessary
attention. A secretary is often

thought of as the company’s ap-

pearance symbol.

Rose: Any more?

Smith; Psychological insight is an-

other requirement.

understanding what makes people

secretary

It involves !
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tick, being able to make predic-
tions about their behavior in given
-sets of circumstance, understand-
ing the boss’s moods—and, within

limits , helping to soothe him out of

them.

Rose: It sounds reasonable.

2. Secretarial Duties HEIZE
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Now, Mr. Smith and Rose have changed their topic to the secretarial duties.
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Rose: You have just talked about the

personal qualities in the secretaries.

But what’s her responsibility?

Smith: As a secretary, receiving

guests and dealing with phone

calls are the basic duties.

Rose: And then?

Smith: Read, sort and organize the

incoming mails.

Rose: Does she need to do some pa-

per work?

Smith: Yes, compose letters, write !

notes and assist in preparing re- |

ports, memos, etc.
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Rose: The secretary should have the
ability in using modern office soft-
ware. Am I right? ,

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

Rose: Oh, I see. What’s the next?

Smith. Arrange travels and errands.
Out of the need of business, the
manager needs run errands some-
times, so the secretary should ar-
range those for them in advance.

Rose: Any more?

Smith: Harmonize the relationship
between the members or depart-
ments in the company.

Rose: It sounds so difficult.

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

good secretaries.

/f\\

of Secretary
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1. You are quite right. 7£ 15 EARULAF IER, o] H Right you are.
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2. Mgk—2 T BB, 7] B What is the next? Then? And then? Any more? Is
that all? % i,

3. B— U Y S G w, a] LLA firstly, secondly, thirdly. .. finally B first,
then and then, next... any more & P& 324 i FH .

4. be able to 35 BEME -+ A Leeree"

be capable of R/R“HHEST, ATHEAL "¢
5. what about, how about FHLLAFR X} 77 & ..
failtmn -
What about dress sense and presentation?
X A 2 NS A (T 23R 7
How about having a cup of tea?
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6. 1 think fE R4 Al , B TR et , IF iz SRRIT, filin: Well, loyalty, 1
think , is the first requirement.
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routine
correspondence
avoid
summary
tact

charm
temper

fray
attractive
provoke
mood
soothe
ability
essential
executive
requirement
between
insure
overworked
major
department
in one’s absence
at Iea‘st

in advance
run errands

arrange for
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Only those who have the patience to do simple things per-

fectly ever acquire the skill to do difficult things easily. ( Friedrich
Schiller, German Dramatist and poet).
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