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UNED
Office Guidelines

In this unit you will learn:

v the functions of office facilities;

v’ the daily work of being a secretary;
v how to use office facilities; ‘

v’ the specifications of office facilities.

* Warm Up

What are the functions of these office facilities?

Typewriter Telephone
Word processor Fax machine
Calculator File cabinet
Desk

Text A

The Housekeeper of the Office

A good secretary is polite, helpful, well-spoken, considerate and always smiling.
First, she will arrange the office facilities in an organized why within easy reach. She
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knows how to use those working tools and how to take care of them. Secondly, she is
capable of handling daily correspondence, inside or outside of the company. Besides, she
will keep the room clean, tidy and cozy, which will definitely contribute to the health of all
the staff.

In summary, it is necessary for the secretary to make herself the housekeeper of the
office, which will surely make her boss pleased and satisfied.

Vocabulary
housekeeper n. BHHR correspondence n. JE{E
well-spoken adj. #HTEAH] cozy adj. RER
considerate adj. % B BIRY definitely adv. I, —&
facility n. % contribute vt. B BT {28
tool n. TE. staff n. (KR
handle vt. At summary n. fa%5
daily adj. HEH pleased adj. K

1. She will arrange the office facilities in an organized way within easy reach. <42
AT HAEBERET AT IR E

2. She is capable of handling daily correspondence, inside or outside of the company. fti fE%
AT NS B HE AR TR

3. She will keep the room clean, tidy and cozy, which will definitely contribute to the
health of all the staff. <R FFHEETH BEMEE, XYRFHFRITHEHKEK
R
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Sample Dialogue

(A;: New Clerk B, Secretary)
A Can you help me with this printer?
B:. Yes. What’s wrong?
A: I want to print out a document. But it doesn’t work.
B. Did you press the print button?
A: Yes, I did.
B: Did you put some paper in the printer?
A: Yes, I did it too.
B; Oh, I got it. The power isn’t switched on. You must
press this button on the printer before you start

printing.
~ A: I haven’t seen it. By the way, what’s the usage of the built-in cupboard?
B: Oh, it is reserved for storing stationery.

printer n. ¥JEI, usage n. FH¥:
document n. L4 : built-in adj. AW
work vi. #EVEH cupboard n. EE#E
press vt. f£,/% reserve vt. {84
button n. 24 A store vt. fEfF
switch ve. FTFF (B LH) -+~ HIFFR stationery n. 3CH.

1. 1 gotit. BWEAGET .

2. You must press this button on the printer before you start printing. #REESEH T XM
Z REFFIRITED

3. What's the usage of the built-in cupboard? I AR R RMH 2 HE7?

4. It is reserved for storing stationery. B2 FEHCEM
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To Use Office Facilities

1. Put this plug in the socket.

wb gl
2. Place the original face down.

HEVEHT

3. Press the number button according to the copies you need.

AR B TR I B e e

4. 1 suggest you use the desk calculator.

REVHEA AT,

5. How does this duplicator work?
XEZEPEAM?

6. Clips are devices for holding papers together.

EITB St R RIS SCHF I AR .
7. A duplicator produces copies that are identical with the original.

52 EVATLAB ST ] A0 R — R S

8. Our fax machine is being serviced.

- RITKEEHLEERZES
9. The display should be cleaned frequently.

BRBRLLH G :
10. This kind of battery is used for remote controls.

R R B AR A

Specifications

11. The power consumption is 700 watts when it is
operating and 30 watts when standing by.

BITHTTIFER 700 TLAE , FrPLET 30 FLAER,
12. The whiteness of the paper is 98% .

EAPLRHIE BER 98% o
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13. The dimension of this duplicator is 115 by 400 by 300 millimeters.

XFPE ENPLE R ST 115 x 400 % 300 22K
14. This duplicator has a good radiating system.

XA ENHLEK L RBUR R AT o
15. This model of computer has three USB lnterfaces

XS R EAE =1 USB 0,

. Exercises

Exercise 1. Vocabulary

Complete the sentences with the given words from the texts in their proper forms.

contribute reserve store work . usage

considerate daily staff press facility

The teaching of this college is/are excellent.
There was little change in their life.
They have rooms at a hotel.
The TV set was damaged from rough
He was of everyone.
Your suggestion well.
this button to start the engine.
He didn’t one idea to the document.
. The cabbages were ___in the basement.

© PN W e

10. She had no cooking _- in the room.
Exercise 2. Matching

Match the functions on the right with the stationery on the left.

dealing with tasks that involve calculations

clip supplying electricity
printer " | producing copies to the original one
calculator printing out documents
- battery holdipg papers together

displaying temperatures
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Exercise 3. Conversation

Make a conversation by two or three based on the given situation.

Situation; Lisa is the secretary of ABC Company. She is going to get married and she is
enjoying her honeymoon holiday next week. Before she leaves, she has to brief her assistant,
Miss Lin, on what should be done in this week and how things are kept in the office.

1. Wow! It Is for Free.

Can you imagine the above picture is taken
from Google, the world’s largest search engine
company ? Google's office is not only filled with
computers, it also provides its employees with
fresh fruits and snacks. YRBEAE S L HE K EE
RESRERNNBERTIEA R HK MBEH
5?7 HERAMAZREAMUE R, T EBH M

- RITRHEREH SR AKRT R,

It is highly advisable that you’d better get on with your colleagues well. A good way to
show your goodwill is to share food with them during the break. Either Coffee or snacks are
ideal choices. FRAIRIENIRIFHAREREER, EHPMRERNSEXZRBERZ 68
BRRKIFHTTR . MR T AR B %,
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Reception

In -this unit you will learn;

v’ the procedures of receiving guests;

v’ the basic reception skills;

v' how to greet visitors;

v how to explain and make suggestions.

Receiving Procedures

Find out whether the
visitor has an
appointment or not. ...

is engaged, then alter
the appointment. :
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TextA

Welcome to Our Company!

Apart from doing clerical work, the secretary also has to receive visitors. The manager
should notify their business schedules to the secretary in advance. Then, when the visitors
arrive, there won’t be any delay or hesitancy on the part of the seeretary.

There are various occasions of receiving visitors. If an appointment has been made in
advance, the secretary should greet the visitor with his or her position or title and probably
accompany them to the manager’s office; if the manager is in the middle of a meeting and
can’t be available for a short while, the secretary should invite the visitor to have a seat while
waiting and offer him or her a cup of tea or a brochure about the company. If the manager
simply hasn’t enough time or doesn’t want to see the visitor, then it is the duty of the
secretary to explain with tact. ’

‘Vocabulary
apart from [§«---- Z4b greet vt. [aJ{& ;M4
clerical adj. JpEERHY;3CHHY accompany vt. FE[E],£BE
notify ve. JEAI; &A1 in the middle of TE7EfEE
hesitancy n. L% available adj. H23H)
on the part of H---+- FrEIE 5 brochure n. /NMFF
occasion n. ¥, %) tact n. ML 1Bk

1. There won’t be any delay or hesitancy on the part of the seeretary. 4 (IR 6})
LR B

2. If the manager is in the middle of a meeting and can’t be available for a short while, the
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secretary should. ... WIRGEIEEFS, HHEE BB o

Text B

Sample Dialogue

(A vSecretary B Visitor)

A Good morning. Can I help you?
B: Yes, I'd like to see Mr. Smith.
A: Is Mr. Smith expecting you, sir?
B: No, I'm afrald not.
A Could I have your name, please?
B. William Wilson.
A If you’d like to take a seat, Mr. Wilson,
I'll see if Mr. Smith is available now.
(to Mr. Smith on her extension) I have a Mr. Wilson here, who wants to see you. Yes
.. all right. (to visitor) Mr. Smith is occupied at the moment and wants to know if
your business is urgent.
B: Well, he asked me to examine this contract yesterday and I’ve found some wording
problems to revise.
A: Isee. Mr. Wilson, please take the elevator on your right to the 11th floor. Mr. Smith is
in the conference room. The meeting will be finished in five minutes or so.
B: Thank you.
Vocabulary
expect vt. %Lf§ contract n. &
take a seat A2 ;igak wording n. f&EHE
extension n. 434l revise vt. B BIT
be occupied L1, BE S elevator n. B4
urgent adj. BEK, B2W conference room £ %
examine vt. HAZ; FHE or so K&
Notes
1. I have a Mr. Wilson here. A{iMEU/RBFHFEERXE, :X%B@K%Eﬁ] “a” JR

2:

FARFMAKRBBHIN, BEREN R FA

Mr. Smith is occupied at the moment and wants to know if your business is urgent. 5 #
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g EED, MEMERNERERAES
3. I've found some wording problems to revise. I & F T — &R R ( FEEW) -

~ Further Extension

Receiving Visitors

1. Could I have your name? -

PR 7

2. Do you have an appointment?

PRI T G2

3. I'll see if he is available.

REBEMATHE.
4. Mr. Wang is expecting you.

ERATESFER.

5. I'm sure Mr. Wang is delighted to see you.
WA E e RB BTN,

6. Mr. Wang will come down and see you right away.

ERED ETRIR,

7. If you’ll excuse me, I'll tell him you’re here.

HRE, RO EMERT .
8. Do sit down, 1 won’t keep you long.

A, BAIEEE KA

9. There are some magazines on the table over there if you’d like to read them.

AR AR LA e, B HT AR B

Explaining and Making Suggestions:

10. Mr. Li is away from his office at the moment.

PREFBEARESNZ,
11. I'm afraid Mr. Johnson is engaged at the moment.

B AMIIEE ETH

12. Would you mind waiting for a short while?
BAEE—/N=GT

13. Can the assistant manager deal with the matter?
Bl 2 FABAL T IX (43I 7

14. Would you like to see someone else who can deal with the matter?

HoAn AL A2 ARG 7
15. Would you like to make an appointment for next Wednesday?




