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PREFACE

viii

Secretarial Administration and Management is a modern,
up-to-date information source emphasizing the administrative
and secretarial skills necessary for success in today’s highly
technological offices. It includes the major skills, attitudes, and
knowledge needed by administrative assistants/secretaries.
Students, teachers, and practicing office professionals alike
will benefit from its comprehensive yet succinct coverage.

Key terms are listed at the beginning of each chapter
to help in studying and reviewing the material. A glossary pro-
vides quick reference to definitions of technical terms used
throughout the book. The student workbook complements the
text in providing assignments, activities, and chapter summa-
ries which reinforce concepts presented in the text.

The accompanying teacher’s manual provides helpful
materials and suggestions for making classroom activities use-
ful for students and easier for the teacher. Chapter summary
outlines serve as model lecture notes. Short-answer test ques-
tions for each chapter are included in a test bank with answer
keys. Answers to end-of-chapter questions and exercises also
are provided.

Secretarial Administration and Management is adaptable
to both community college and university-level students and
may be used for a one- or two-semester course. The 23 chap-
ters, although arranged in eight parts by job and task relation-
ships, may be presented in various sequences at the individual
teacher’s discretion.

For practicing office professionals, Secretarial Adminis-
tration and Management is a valuable resource in several ways.
Its comprehensive coverage makes it an excellent desk refer-
ence. Within it are answers to many content and application
questions regularly confronting administrative assistants, such
as style, format, and content of various business documents.
Also, persons studying for the Certified Professional Secretary
Examination or similar examinations will find it an excellent
review source.

Our wish is that you will enjoy your use of this book
and that you will gain invaluable knowledge from reading it.

DaNIEL R. Boyp STEPHEN D. LEWIS
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AFTER READING THIS CHAPTER, YOU WILL BE ABLE TO:

o EXPLAIN THE ROLE OF TODAY’S SECRETARY AND IDENTIFY THE
VARYING SECRETARIAL JOB TITLES AND JOB DESCRIPTIONS.

o DENTIFY THE LEVELS OF SECRETARYSHIP AS DETERMINED BY
THE LEVEL OF SECRETARIAL SUPERVISION.

O BETTER UNDERSTAND SECRETARIAL COMPENSATION.

o DESCRIBE THE SECRETARIAL EMPLOYMENT POTENTIAL IN THE
1980s.

KEY TERMS TO BE STUDIED:

ADMINISTRATIVE SECRETARY
ADMINISTRATIVE ASSISTANT
CORRESPONDENCE SECRETARY
DATA PROCESSING

WORD PROCESSING

SOCIAL SECRETARY

LEGAL SECRETARY

MEDICAL SECRETARY
SCHOOL SECRETARY
CONSUMER PRICE INDEX (CPI)
COMPENSATION LEGISLATION
FAIR LABOR STANDARDS ACT
EQUAL PAY ACT

AFFIRMATIVE ACTION
COLLECTIVE BARGAINING
PROGRESSION SECRETARIES
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Today’s professional secretaries must possess a basic
knowledge of business organization, psychology and
accounting, as well as fundamental skills and abilities,
combined with a personal knowledge of the structure and
goals of their organizations. Assistants who are thoroughly
familiar with modern developments in office management
and technology, and who can make decisions and exercise
initiative are invaluable as the position of secretary becomes
more closely aligned with management. Tomorrow’s top-level
secretaries, as members of the management team, will be
rewarded on their exercise of mental rather than manual
skills.

JERRY HEITMAN
Executive Director
Professional Secretaries International

THE ROLE OF TODAY’S SECRETARY

Various factors, including technological, economic, and social
changes, have made the role of today’s secretary a rapidly
changing and expanding one. Skills and competencies that
helped secretaries reach the top of their profession ten years
ago may be inadequate for today’s dynamic offices. Because
changes have been so dramatic, secretaries should remain
“students” of their occupation, continually striving to improve
their skills, to learn more about their business in particular,
and to learn more about business in general.

Equipment developed in recent years has revolution-
ized office work for many secretaries. Data-processing and
word-processing equipment has had a particular impact. In
many businesses automated typewriters have replaced the tra-
ditional electric and manual typewriters. Work flow within the
office has been reorganized. Where there was once a one-sec-
retary/one-executive relationship, an administrative secretary or
administrative assistant may now serve more than one execu-
tive, performing such duties as answering the telephone, greet-
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ing visitors, and dictating correspondence as well as taking
part in the decision-making processes of the company. Corre-
spondence secretaries working in a word-processing center may
perform typewriting functions for several or all of the execu-
tives within a business. Their work is simplified through the
use of typewriters that allow rapid typewriting, quick correc-
tion of mistakes, and, on some of the more sophisticated equip-
ment, rearrangement of entire paragraphs.

Despite the introduction of sophisticated equipment,
office administration students should continue to develop use-
ful manual skills such as typewriting and shorthand. Typewrit-
ing skills may be applied to a variety of office tasks such as cor-
respondence, reports, and business forms not readily adaptable
to automated systems. Occasionally, a task may need to be per-
formed in a nonautomated manner to insure confidentiality, to
meet time restrictions, or to satisfy other priorities. Addition-
ally, shorthand remains an important secretarial skill, and em-
ployers sometimes use it as a criterion for the selection and
promotion of office personnel. A glance at the daily employ-
ment ads and job announcements will confirm these observa-
tions (see Figure 1.1).

Economic changes in society and business also have al-
tered the role of today’s secretaries. Inflationary trends have
led employers to look for more cost-efficient ways to operate
their offices—particularly by using automated office equip-
ment and improved workflow procedures. These innovations,
however, have not decreased the total number of secretarial
personnel needed; rather, they have enabled secretaries to de-
vote more time to other tasks. Secretaries are increasingly
being called upon for their knowledge and expertise for a wide
variety of administrative functions. In many instances they
serve as assistants to their employers, often being asked to
manage selected business matters in the absence of the
executive.

Social changes, likewise, have greatly affected the sec-
retary’s role. Only a few years ago secretaries were “second-
class citizens” in the business world. The majority of them,
primarily women, were in the labor force on a temporary basis
until they married or decided to have a family. Consequently,
few worked for a specific organization long enough to become
eligible for promotion into higher functions. Those who were
qualified for promotion often were held back unjustly because
they were “just a secretary.”
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FIGURE 1.1

SECRETARIES/ADMINISTRATIVE ASSISTANTS
min 60 wprs Typing: 80 wpm Stenc

IF YOU DO EXACTLY
WHAT YOU’RE TOLD
TO DO,

NO MORE,

AND NO LESS,

WE WOULDN'T CHANGE
YOU FOR THE WORLD.

We wouldn’t hire
you either.

At Revion you have to make a commitment: creative think-
ing, time and effort. It's a high pressure. fast-paced environ-
ment; there's lots of legwork and you'll be assuming all sorts
of responsibilities. You'll be juggling time, people and priori-
ties constantly (with tact and discretion, please), managing
details, taking it all in stride without getting ruffled. To put
it simply, your judgement is critical. Can you cope with
frustration? Can you fill in for “the boss  smiling and pro-
jecting calm assurance all the way through? Will you be
available for frequent paid overtime?

If you hesitated once, please don't respond.

Butif you're challenged by the prospect

of working in this results-oriented

atmosphere, by all means pleasc

send resume establishing qualifi- Cormporate Personnel AAG Arca

contdencer o REVION

767 Fifth Avenue,
New York, New York 10022
(General Motors
Building)

An Equs) Opporiumiy Employer M/ F

REVLON, New York, NY
Erl;lployers seek an assistant who will help them to be more effective in their
jobs.

More recently the secretarial field has become more
promising and rewarding. Secretaries see it as a profession
whereby they may continue to improve themselves economi-
cally, socially, and professionally or advance themselves into
other challenging areas of business. Employers are recognizing
the importance of competent office administration personnel,
are giving them the opportunity to participate in decision-
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Varityper Division, East Hanover, NJ

Word processing is a system of processing office communications which en-
ables the executive assistant to expand administrative support capabilities.

making, and are making promotion opportunities more attain-
able. Because of the education and experience now required of
secretaries, salaries offered are becoming more competitive
with other business areas.

Secretaries themselves are recognizing the need for
more ‘“professionalism” within their ranks and are doing
something about it through active involvement in such orga-
nizations as Professional Secretaries International, The Na-
tional Association of Legal Secretaries, and The National As-
sociation of Educational Secretaries. The secretary’s role today
and tomorrow offers change and challenge for those who are
genuinely interested in the profession.

SECRETARIAL DEFINITION AND JOB DESCRIPTION

Defining the term “secretary” is difficult, partly because there
are so many different types and levels of secretaries. Many peo-
ple classify any person who performs any of several clerical
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functions as a secretary. For example, typists, file clerks, recep-
tionists, stenographers, and other similar workers may be re-
ferred to as “secretaries,” when they perform only one or two
of the multiple and sometimes complex duties of a true
secretary.

Professional Secretaries International (PSI) defines a
secretary as:

An executive assistant who possesses a mastery of office skills, demon-
strates the ability to assume responsibility without direct supervision,
exercises initiative and judgment, and makes decisions within the scope
of assigned authority.

Because of the great diversity of work they perform, the
U.S. Department of Labor has classified secretaries according
to the level of their supervisor and the level of their responsi-
bility.! Listed below are four of the Department’s classifica-
tions of secretaries determined by the level of the secretary’s
supervisor.

Level of Secretary’s Supervisor (LS)

LS-1 a. Secretary to the supervisor or head of a small organizational unit
(e.g., fewer than about 25 or 30 persons);

b. Secretary to a nonsupervisory staff specialist, professional em-
ployee, administrative officer or assistant, skilled technician, or ex-
pert. (Note: Many companies assign stenographers, rather than
secretaries as described above, to this level of supervisory or non-
supervisory worker.)

LS-2  a. Secretary to an executive or managerial person whose responsibil-
ity is not equivalent to one of the specific level situations in the
definition for LS-3, but whose organizational unit normally num-
bers at least several dozen employees and is usually divided into
organizational segments which are often, in turn, further subdi-
vided. In some companies, this level includes a wide range of or-
ganizational echelons; in others, only one or two; or

b. Secretary to the head of an individual plant, factory, etc. (or other
equivalent level of official) that employs, in all, fewer than 5,000
persons.

LS-3  a. Secretary to a corporate officer (other than chairman of the board
or president) of a company that employs, in all, over 100 but fewer
than 5,000 persons; or

b. Secretary to the head (immediately below the officer level) of
either a major corporate-wide functional activity (e.g., marketing,
research, operations, industrial relations, etc.) or a major geo-
graphic or organizational segment (e.g., a regional headquarters;

\National Survey of Professional, Administrative, Technical, and Clerical Pay, March 1980,
U.S. Department of Labor, Bureau of Labor Statistics, Bulletin 2081, pp. 66-67.
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LS-4 a.

a major division} of a company that employs, in all, over 5,000 but
fewer than 25,000 persons; or

Secretary to the head of an individual plant, factory, etc., (or other
equivalent level of official) that employs, in all, over 5,000 persons;
or

Secretary to the head of a large and important organizational seg-
ment (e.g., a middle management supervisor or an organizational
segment often involving as many as several hundred persons) of a
company that employs, in all, over 25,000 persons.

Secretary to the chairman of the board or president of a company
that employs, in all, over 100 but fewer than 5,000 persons; or

. Secretary to a corporate officer (other than the chairman of the

board or president) of a company that employs, in all, over 5,000
but fewer than 25,000 persons; or
Secretary to the head, immediately below the corporate officer
level, of a major segment or subsidiary or a company that em-
ploys, in all, over 25,000 persons.

The Department of Labor’s classification by level of a
secretary’s responsibilities clearly shows the expectations of
secretaries at particular levels:

Level of Secretary’s Responsibility (LR)

LR-1  Works under general instructions and guidance as needed; carries out
recurring work of the office independently; selects appropriate guide-
lines, references, and procedures for application to specific cases. Per-
forms a full range of procedural office duties that involve various re-
lated steps, processes, or methods.

Performs varied secretarial duties including or comparable to most of
the following:

b.

"o an

L]

§.

Maintains supervisor’s calendar and makes appointments as
instructed.

Reviews correspondence, memoranda, and reports prepared by
others for the supervisor’s signature to assure procedural and ty-
pographic accuracy.

Makes travel arrangements for supervisor and staff.

. Notifies staff of meetings or conferences.

Requisitions supplies, printing, or other services.
Prepares scheduled reports from readily available information in
the files.

. Reviews publications for articles of special interest to the super-

visor or staff.

. Answers telephone, greets personal callers, and opens incoming

mail.

Answers telephone requests which have standard answers. May re-
ply to requests by sending a form letter.

Types, takes and transcribes dictation, and files.

LR-2  Works independently to achieve defined objectives; handles problems
and deviations in accordance with established instructions, priorities
and program goals. Guidelines include a large number of unwritten
policies, precedents, and practices.



