EEVIlSR

@ 5 & GUANLIWENMI SHIWU

@ =W KSR

YUNNAN UNIVERSITY PRESS



ERVIilSA

m B GUANLIWENMI SHIWU

@ KFEHRM

YUNNAN UNIVERSITY PRESS



EBERME (CIP) HiE

EHEICRHHES/MBRA. —BY: ZRRFEH
fiit, 2010
ISBN 978 -7 - 5482 - 0240 -0

I.O%:- 1. .O%- NI O#H%¥E .
DC931. 46

AR A 4R CIP ¥ (2010) 5% 182062 5

OB 3R
th B g

BERE: THE

EWgIH: S5

HARZIT: =R KA

EHT AEXHERZ RS
787mm x 1092mm 1/16

20. 625

. 258 T

: 2010 £ 10 A% 1 kR

: 2010 4F 10 A %5 1 EPK
ISBN 978 -7 —5482 -0240 -0
: 36.00 JG

RATRAE2 FTZHRFELARN
: 650091

0871 -5031071 5033244

http: //www. ynup. com

FRE | SHFFRENE

EREE [ HEDFRDHI
&

&

=
I

B

g

: market@ ynup. com



,%

B B SO R A R 7 S A B AR R — T AT BRI TAE . B
R SSRARE RIS XMA LR, N SEsid
LR FRMAR B — RINRF HEF 5B, TAAA HE IR
HAEE, EEBRREEZEHEAALMAEH—E LR
B TEEFHR 2001 Rk F T Ik pI A I3 B L b i SR PRAR 31
R, K CEHESGH” EAEEMRE, FHEHHMERERS
WALRRAARI T 5. B, BB SO IRTE S5 B0 B8 M AT
B P E L B — IR AAE S

MNEB SR (EHSOBES) —BIKEEHEE IR
B, #rT 37 5 R B CEET 5 IO PIEREE
BRAR, IS ERE T EE IO B B A — 5 2 7E SO
TURAFHRFIRN . R, XN EAEBEE XK “HER”
FHERRFTE2B/ \ANEN . 0TS 5
WEISLFBRAEHATHYEG S, ST ETIEREAELAKL¥ETE
WEER, FEXAZETR/NG . BES5I%, UKRMHXES
ot BN, AETHRY EEET 8B S0ME 5 2=
SeE, WOXEREMT BRI WELA B SCREBMORE, RA W
BRAHEYE, BAEENERMEMLANE. NBRTERORE
FHERE, XE—MEAITHENEM . £BEMERAN “515E”
FETREIBREE . RTA BT R, T80T MR,
ABREME A AR, "B ANERRIFFZ —B,

FERE, A5 et HRA XOF AR Bir— R IR

— 1 —



FRIHESL

FHFFESIM LN BT, bR #9558 4 5t
FE. MAMRAZANES, EHXWARE HSRNAE
MIAA, SR B B A T 500 e i R R 2 6], A UM sk
FHRMLERTR, AR OBRNIES, EIE5E0 L4
BT, ARBHA AR, FRE—EBX L EFSERK
PR RS . Hit, A By B RE A AR L %4 13
¥, WATEN MPA, MBA FIEZEBUGHISCA R, I EBN. &=
WAL Al B EEA BRIkt . S A B MR K B H R A
[ER~75]x 1=

FRRENER SBEREILENHES, FH S EE R
AAER EE . A IESNE L R FE L BERIBREMEITEAS T2
WK, B—RX—REUTRZ MERENERNER, RTTRIIEX
HEEAE TR B, A B “weEE AFBEL" s2lm, A
2, XARRBERN —HRER SR ENREE, UARARNAZS
b, IR WBEEEN MG, mE—BET, BTRNE
Ho WM AR, Ak WIREA 45 Ao 2 52 3 AT,

20107 B



51 ik

PR BRI RS Y, R A B — R
CEE, MEREATIHR, 419, 159, DHRAMEET, ERE C—F
ST IR AN LR Z I HHARE” o 33 2 A5 B f) S A B
REtA, WMt AREHE, Mt SREERE TR, KiEg
HABARE S S, B PRI AR AR B B 7E 58 U BT 45 sk F—
SEHRASF N S8 BHAH R BT A B S S5 BB

KRG, SRR RAL BAR, SHUE T H AR R
R, [RIE R B A SO R A BT E. R, 14, g4
T 4 ] A P AR R o T U 9 R SO AR [
s, % AARIRIES . BRPIH LS B 5 58 X ) T A
EXGISHERR, RMEEHES P, SSELTFREE, R
ET2RMKTE, MERORS[ETIE; XRARS5SHE
SCRERRI I TAE R 2 )8 F 0 BB 2, R R F— i i 5 3%
1, R BT HH0 B VERRAE, B ZE TR b F4R 5 3 s i 7 3
REH 2RSS TIE,

PrRE B E S5, R4S 4 J 4 B BT SCR IR 1] 5 3¢
BNBL, B AR BRGS0 S 52 AL 4R B A B — R 5 R 45
BT I SORL FE AL £ 45 Fh 4 7 B 048 B9 B0 PR R AT R fike
), FRAEHEICRINT S AR S EIES, 4500555 1)
KA B, FRAGUONERY, B4 808 T &M
B oo Uk, AR KRERIZE SO F 5 B e
DOZ B Y la)

— 1 —



51 X AHF S

EEXMHERREFFEE, XERFTABHORZ LN,
BV EESCR RIS A R AL NI GG DHTT, MAHRAG S
M. HER., BDAFE. TEKRF . AEGE. RV EFFES
FOfEATH B, XS B IRAERN R MK ; B3
MERREFFEMAAER,; BH OB RE, ARMITE, U
B BRSRA; A RRSEHE A B SCRR ER RE I AR, LA K i HEBR
IX B AT R A

EH SR HE EB 2001 AFRKFAE A~ 3L F A B Ll AT
WREERIERR, JF B8 M R L AT ROX IR . X
SN EHEA L AR B MBERBRE, UK REN &%
HEMRETAL R R FE AR R T RIF R, IR A
L RE R B TR R A K A

HAT, REEECBMLA BT, WAERH A
x4, ERIMBL SHFEY, BHEXMARE H 22 RAE
WAL, AR BA TEM MK RBER, &AM rRE
SRMEERTR, MERBILENBOREE S BR2E, R0
Pret xR, A AMGE A T RFEHRL W HFRREE,
AT AR HAb 2 Ll A B AE B SR B B S VIR S A 45

HEEWRWBAES THRZHE, BRARXXITREH#TT
TARWBRR, ®E T, FTREFHEIR. ERFERIRT,
TEWE R BAP R EERE b, BEROREOR YR, HREBT ERRI
AR ER E AN, AP EEWA. RRGSHWETE
HE 5EBRPIEEN, ERNUACERXTERE, bR
KRR, ABB N REHN RN AET T B, HE
HTEERA . ARR SRR 5 3Rt DA B8~ O O LA Y STA IR,
BT HATESFNE . EAZR, RAEMN ., iR FFRE
EHEEERAEI

BRAEHRSR IR S RP S T KRB, TR T
—_ 2 —



3l i

ALEFRGEFHEWTFRR, BERENERE “WEE AEE L
H” o HRIBHRL, ERFPABRIMATER, WA 4 TR T x
& AR, W2 BT HESHE b Ak, mbfil
FN B

HTEANKFAR, SR PRIFAFEREANL, EH, B
DA B LR FFHRBHIFEIL

M B
2009 ££8 A29 H



Foreword

According to Henri Fayol’s theory of management, the operating ac-
tivities have five elements, namely “planning, organization, direction,
coordination and control”. At the mean time, it’s “a distributive func-
tion between the leaders and the staffs. ” The definition, suggesting that
management is a process, also highlights the basic function of manage-
ment and accounts for what management is. In terms of the functional
meaning of management, it demonstrates the responsibility and capabili-
ty of managers in the course of management.

In other words, the leaders must depend on staffs in order to fulfill
the organizational objective. The concepts of management and secretary
are inferred from the ideas of “Five elements”. In the general process of
management, the leader stands at the top, responsible for the overall
and strategic tasks. In this sense, management is a bird — view task.
Secretaries and the relevant tasks mostly fall into the category of manage-
ment in narrow sense, and different from the management activities in
general sense. They take on an assistant feature considering the general
affairs from the leaders or managers.

Secretarial management refers to the activities of services undertak-
en by the secretarial departments and secretaries in different social or-
ganizations. In assistance with the organizations and the leaders in the
course of task fulfillment, secretarial management is an integral part of
the management activities of different organizations. Without secretarial
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Foreword

management and secretaries, the organization would stop operating.
Management is of key importance to the organization. Successful organi-
zations owe to excellent management. Thus, this book aims to answer
the questions like what are tasks of the secretarial management and how
they are performed?

The secretarial management service is an office management in na-
ture, which is the core of this book. It refers to the management of the
comprehensive and routine affairs concerning office environment, work
order, rules and regulations, and material wealth, undertaken by the
comprehensive departments of different organizations. To be more spe-
cific, it includes the features and aims of secretarial management, the
organizational elements within the functions of secretarial management
the process, technology and approaches of secretarial management as
well as the corresponding advantages or disadvantages, and the obstacles
to effective secretarial management, together with the solution to the
problems.

Secretarial Management is a basic course in Public Administration
as well as in other departments of management in universities, which
was required by the Ministry of Education in Autumn, 2001. This re-
quirement has paved the way for the curriculum reform of management
departments in universities and for the transformation of cultivation goal
from elite education to mass education. It has widened the channels for
the employment of university graduates.

Currently, there are millions of secretaries in China, working in
different fields. With China’s entering into WTO, its secretarial manage-
ment has been gradually integrated into the global community so that the
demand for qualified staff of secretarial management is on the rise.

Though nourished by significant theories, this textbook is for practical
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application so that the language and cases are popular and easy to be un-
derstood. It is fit for college students of the management department as
well as those from other departments and the on — the — job secretaries.

Since the requirement announced by the Ministry of Education in
2001, I have been conducting researches on the secretarial manage-
ment. I compiled the teaching manuscripts and lectured it in 2002. Af-
ter teaching for several years, I had revised the manuscripts and pub-
lished some contents of it on academic periodicals. This book is the
product of my efforts in teaching and researching. The main ideas and
framework have been established in the teaching activities. More than
that, it provides a brilliant array of ideas clearly and systematically in
helping the present or the would — be secretaries. The book embodies
the principles of management via the practical procedures of secretarial
management in terms of the essential requirements, operational regula-
tions and performances.

Without the documents and findings of scholars and researchers in
the field of secretarial management noted in the citation and references,
this book would be impossible. All the references have been listed in the
bibliography at the end of the book. In the mean time I express my grati-
tude to the original authors of these documents.

Finally, I would like to thank those who contributed. Indeed, I
can do better in improving this book with suggestions or criticism from

the experts and scholars.

Na Yong
June 29, 2010
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