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1. Looking for a Secretary

David Simpson, whom we met when he was interviewed for

a job last time, is now Export Manager of a canned foods factory.

He needs a capable secretary, and now is interviewing a. young

lady in his office. .

Simpson Please sit down Miss Honeyworth. Smoke"

Honeyworth No, thank you, not just now. . .

Simpson Well, I think you probably have a fair.idea what sort

. of job you've applied for. S ; L

Honeyworth Yes, it was very clearly. explamed in the advertise-

ment for applications. ¢ . .

Simpson 1 see from your application yow’ve had. quite a lot of
experience as a secretary already. . ST '

Honeyworth Yes, I’ve been a secretary for five: years,  in . three
different firms. | '

Simpson You’ve changed firms quite often. ‘

Honeyworth Yes, I wanted to get more interesting work — that’s
why I'm applying for this post. ,

Simpson Good. _' Now, perhaps you would tell me what sort of
qualities you’d look for in your secretary .if you were in my
shoes. o L

Honeyworth Well, to start off with, I'd say .she needs to ‘be
pretty hard-working, N | '

Simpson Yes-—as a matter of fact I'm new to this job myself,

. 1 .



but so far I certainly haven’t had too much time on my hands.
Anything else?

Honeyworth I’ve learnt that the secretary of an export manager
has to be able to do a lot of things on her own initiative.

Simpson Quite. By the way, d’you like travelling?

Honeyworth Oh yes, especially” abroad — dnd ispeak French and
German fairly fluently.

Simpson FEx:ellent. You’'d probably have to come along with me
to conferences and things on the Contineat from time to _time,

Honeyworth 1’d like that Qery. much. .

Simpson Now I see from the report the Personnel Department
sent me that you did reasonably well in the shorthand and ty-
ping test, and very well indeed in the intelligence test. - I-sup-
pose you'd be able to handle report writing — summaries, keep+
ing minutes at meetings and so on? :

Honeyworth Yes, I’ve had to do quite a lot. of that kind of

“work, and I seem to have a better memory than average:

Simpson Yes, I can see that from your test . results, and <YOu’d
certainly need it as my secretary because. my ‘memory’S“'like a
sieve. And what about planning the manager’s day? - -

Honeyworth I'm used to doing that, and to -_seeing that he: does-
n’t forget his appointments. ‘ ' :

Simpson That sounds fine. By the way, how d’you feel about

- sharing an office room* with your boss? We’re -a bit short:of
space here as you can see. '

Honeyworth From the secretary’s point of view I think it’s much

better = there’s not much chance of her superior forgetting to
let her know about important matters.

Simpsc;n Yes, I rathec agree. Well, thank you very much Miss
Honeyworth, and you’ll be hearing from us in the next few
“days. | '
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Honeyworth Thank you — and I certainly hope the answer will

be favourable,.

Words

secretary /'sekrotri/ n. ¥

interview /liptevju:/ vt TEHBE

canned /kend/ a. FIpREELRY

capable /'keipabl/ a. GET &)

sort /soit/ n, FhA

advertisement /ad!'vaitismont/ n. [ £
application /epli‘keifon/ n, Hig-

firm /form/ n. 4>a] .
post /poust/ n, HR{ZL

quality /'kwoliti/ n. SR

pretty /ipriti/ -adv. 3% :

hard-working /'ha:d-wa:kin/ a. ﬁ%ﬁ‘)
initiative /i'nifistiv/ n. xzhik

fiuently /'flusantli/ adv. HARIH

conference /‘konfarens/ n. & - - -
continent /'kontinant/ n. kfk; the Continent. Ek%}ﬂj(%
personnel /pa:so'nel/ n. £k AR

shorthand /‘[o:thend/ n. #®ig

intelligence /in'telid3ans/ n. &/

handle /'hendl/ vt. ibBR

average /'zvoridsy/ n. iy

sieve /si:v/ n. F |
appointment. /a'pointmont/ n. #)<r RN
sound /saund/ vi. W3R

share /fea/ vt. RE,.SH



boss /bos/ n. M, LAl
superior /sju:'pisria/ n. 1.7
favourable /'feivarobl/ a. R, B FI8Y
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14,
15.
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16.
17. she E4MRE B TE—BBHEREE, HEXER she,

Notes

David Simpson /'deivid 'simpsn/ ﬂtl’. ¥§ﬁ(}\%).
Export Manager I E TR, : \

. canned foods L& Fh.

a capable secretary —ZEET I,
is interviewing ... IEZERXF---BEfTHERGR),

. Honeyworth /'haniwa:8/ ERKB(GE),

Smoke? WIAD: X&—HEHEH,
not just now M7E(ENEEIRR)FAHEIRMRA.

. Well GESGRD AR REAB—4-EM.

I think you probably have a fair idea what ~sort of job

you’ve applied for. ?ﬂmﬂﬂ’ﬂfﬂ‘ﬁfi%‘!mﬂ’ﬁmﬁfﬁﬂt%%ﬂ-

SR REE,
the advertisement for applications HEr-4&
I see from your application you've had quite a lot of expe-

rience as a secretary already. IREVNISHEBRE, {ﬂ'iﬂ'ﬁ’r%
TEEFHEYEZIZR,

three different firms =X AR E].

this post (F2ARIH)XA TS,

perhaps you would tell me what sort of qualities you'd look
for in your secretary if you were in my shoss. REEEHIRE
R, MBERATENLE, SHEBMNRBAEBERR. A
EBERIES,. be in one’s shoes=be in omne’s position.- :
to start off with &5, '
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19.
20. P
21,

22.

23.
24,
25.
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27.
28.
29.

30.
31.

32.
33.

34.
35.

36.
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pretty hard-working 1838535,
as a matter of fact EESL &,

m new FEHTE. - o
so far I certainly haven’t had too much time on my hands
EASH~BRA R B E, sofar BIHAT AL, o
Anything else? ARG, XE AR E, £ ":l B & Is there
anything else you want to say?
on her (one’s) own initiative EFHb.
By the way M’D‘MED@——’F
You’d probably have to comc along with me to conferences
and things on the Contment from time to time. RFHRBE SR
KAt M KRS IS AT E LS. the Centment %Ekilﬂ:k
Bh, LIS TE Rk & E, from time to time Frﬂ'j'ﬂf.
the Personnel Department A%“Bﬂ(&b) |
the shorthand and typing test Etaﬁ]ﬂimiﬁ

‘the intelligence test %‘jﬂm*ﬁt

I _Suppose vau’d be able to handle report writing — summari-

'és, keeping minutes at meetings and so'on? BMRSRISRE

MERE, L ERES, A, ﬁﬂﬁ!ﬁ?ﬁ’jm}ﬁ‘tiﬁﬂ’j

— i RO E,
to have a better memory than average 1E.‘I‘Z.j3tt-—ﬁi"k5'§

my memory’s like a sieve ﬁz&’hETZ.jJ%l/\ﬁ? (BEP 2 12 &

%)
the manager’s day Z2B BRI EXHE.

'(be used) to seeing that hé' doean’t forget  his appomtment

(RPRELAEARIEEFHMAR, e

That sounds fine. W7 EX1RBAHE,

sharing an office room with your boss S{Riy_LE& FH—E
NZE,

We're a bit short of space here XTI XBRZEEAE, (BE N



37. point of view WA,
38. superior L&],
39. you’ll be hearing from us in the next few days ;:ULBE ﬁr\"‘*

- WEIERATRE ., ‘
40. hope the answer will be favourable ﬁﬁﬁ?ﬂﬁﬁﬂ’]mﬁ
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REZNHER - EhRBEL. FOASEIRANENE. SENE
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[ﬁ]ﬁﬁﬂ%ﬁﬂiﬁbﬂ‘ﬂm ,‘

. REBETHRE AHEE
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3. WEHERBEENT, FARFHINAEHFHA TG
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4. ﬁisﬂ:ﬂw‘i EE?{L%‘E Eﬁﬁ{ﬁfﬂ please Thank you! %u?hp

FETR I ER AL MALRE Y TR IREA AN 8, SRR s ARaR
ST AREFE LA, | .

Exercise

- Discuss the advantages and disadvantages of a secretary shar-
ing the boss’s room. ; :



.'2.. The Boss and'zl-::-lisl--Secretary-

Joli;t Vénture o

A recent article in the business press declared -that a good
secretary can:make a $15,000-a-year man worth: $20,000, and that
a bad secretary can reduce his value to $10,000..- Any exeeutive
should recognize this as an: undeniable understatement,

Backed by a good secrétary, many a man withoutspectacular
talents, but with the good sense not to thwart her, has achievéd
heights of eminence and -power.undreamed of by his Iess fortunate
colieagues. On the othet hand, anyone .who . has experienced the
misery of ill-typed letters, appointments missed,. and excuses given
with - more truth than fact —‘I know :it's 3:15, Mr Carter, but
he’s still out to lunch® — will know that fhe personal secretary
makes the difference between riches and ruin, -
| - Th; I_dg;al Secréta!}yﬁ . ‘ e TR

~'What -would every man consciously or unconscaously like to
find in his secretary?: ' . R TR A T B

Loyalty is the first requirement. If a man cah™’ tm‘st ‘his
secretary, whom can he.trust? No relationship: in -businéss -ihvol-
vés a higher degree of .trust and responmtulity ‘between’ two : per-
sons than the secretary-boss-team, + @ <. ¢ i _arc i o,

Next, conscience  Secretaries are seldom’ paid wha% they: 'de-
serve or what they aré worth, though ¢onditions are improving:

¢ 7 i



Consequently, there is little except her conscience to insure that
long hours are kept when necessary, things are done properly,
and no loose ends are left untied.

Next we come to initiative. A secretary should be able to
act for her boss in his absence in many of the fields in which he
operates. Again, most ‘executives:at somdtimé ar dther become
overworked or non-objective and may miss obvious courses of
action. A secretary should not permit her boss to mafke obvious
mistakes. On the other hand, he should be consulted ‘before a
major aotion is taken. ' In fact, true initiative is..the ability to
know when to act en-yourrown .and.when to consult., : .. .

Ability to write. Every secretary should at least be .capable
of handling routine correspondence for her .boss and avoiding
mistakes, in;English.and in spelling. It is preferable, of course,
if she has a.real ability :to write < to do reports and summaries
and take good minutes of involved.-meetings. - Well-educated  wo=
men’ often have considerable talent in- this: direction, and what-
ever.talent ‘thére is shouid be:used:to the full. - T

Tact and charm.. Businessi.can be tense, and tempers often
‘get frayed.: A girl who can not only -avoid friction but actually
reduce it is of great value, - e

Good dress sense and presentation. This involves looking
and sounding attractive, yet never provok}né L{;ﬁ:ﬁ?eééés{a‘]ry” atten-
tion,.. A secretary .is a- man’s S$tatus symbol. - You. may. deplore
this, but it is a fact of life, and on his status depend his incoms
and his success. . PR TR AL RN R .
_-.- Psychological insight is'another requirement. - .kt’involves ug-
derstanding-what -makes -people tick, being abls .to mdke predi-
ctions about their behavior in given sets. .of cireumstances, unders
standing the boss’s moods — and, within limits, helping to soothe
him out of them and to forgive him for them: .- .. . - -

« 8 o



A good educational background is another plus value. - It is
immensely useful to have people who know things around you.

Of course, the executive who finds all’ these traits in  his
secretary is fortunate indeed. '

The Power Behind the 'Ifhl_'one

The importance of the secretary in the business world ‘has
been gravely underestimated, and only now it is beginning to be
reappraised. When it becomes necessary to change systems or
introduce reform, for example, it is "always .useful to .call the
executives concerned together and explain to them what is to be
done. It is often even more useful to cail their secretaries together:
afterwards and explain the whole thing to them. Invariably,
when that is done, the change works. '

Words A

joint /dzoint/ a. G

venture /'vent{a/ n. =3k

article S'aitikl/ n. X& -

declare /di'klea/ vt. B S

value /'vzlju:/ n. {8

executive /ig'zekjutiv/ n. BB, BIIARA
undeniable /andi'naibl/ a. FRE[H AN -
understatement /'ands'steitment/ n. T Ty -
spectacular /spek'tzkjuls/ a. AR L .
talent /'telont/ n. &8 -

thwart /8woit/ vt. PRI, ESHT

height /hait/ n. BE



eminence /'eminasns/ n. ik

colleague /'kolig/ n. HEE

misery /‘misori/ n. &3y, B

ruin /ruin/ n. TGS

consciously /'konfasli/ adv. B H, &R
unconsciously /an'konfssli/ adv. Eﬁﬁi’, 93'@111
Joyalty /'loislti/ n. Bk C

irust /irast/ vt. (& o

involve /in'valv/ . vt, ﬁ’% b3
responsibility /ris,ponsa'biliti/ n. &
conscience /'konfons/ n. JHAB

deserve /di'soiv/ vt. BB
ccmséquently /tkonsikwontli/ adv, £ %
insure /in'fus/ vt. fRiE |
loose /lu:s/ a. FAEHY

absence /'absans/ n. I

non-objective /non-ob'dsektiv/ a. AERE
permit /pa'mit/ v. % o
consult /kon'salt/ vt. Hi

ability /o'biliti/ n. #8277

routine /rui'titn/ a. HEMN
correspondence / koris'pondens/ n. EfF
tact /tzkt/ n. ¥V, R EFEKIBIT

tense /tens/ a. RIKMI

tempet /'tempa/ n. RS,

fray /frei/ v. B

friction /'frikfon/ n. BEH#E

presentation /,prezen'teijon/ n. 'WE .
attractive /a'trektiv/ a. ARSIIH)
provoke /pra'vauk/ vt. BIE, M

status /'steitos/ n. HufL
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symbol /'simbal/ n. £4E | .
deplore /di'ploa/ vt. Fy-- @?U:ﬁﬁ 7(" ﬁﬁﬁ' ~
psychological /.saika'lodsikal/ a. OB LM
insight /'insait/ n. JAZS]

tick /tik/ vi. £&51%, Bi&

behavior /bi‘theiva/ n. T

circumstance :/'ss:kamstins/ n. FR

mood /muid/ n. D2

soothe /su:d/ vt. R

forgive /fa'giv/ vt JRiE

trait /treit/ n. 8

throne /0roun/ n. (GFEN)FE
underestimate /'andatestimeit/ vt. {&f&
invariably /in'vesriabli/ adv. IR

s Notes s

1. joint venture & YEdY, &B&h?ﬁiﬁ%ﬁi#ﬁﬂ‘“ﬂ?

. A recent article in the busmess press declared that ﬁjk?[}i‘??&
- ERIEHRREXEER .
. make a $15,000-a-year man “Worth $20,090 {E—-/\A—-Eﬂ’jﬁ‘r

{EJ\ 15,000 2 & 20,000 T,

. reduce his value to $10,000 {®J{&) f@.ﬂ’jﬁ‘fﬁﬁﬁl 10,000 %Jr,.

. Any ‘executive should recognize this as an undeniable ‘under-
statement. {L{AZERNZHEEBNRBXERERITTH 38 69 3
. Backed by a good secretary, many a man without’ spcct'a-
cular talents, but with the good sense not to thwart her, has
achieved heights of eminence and power undreamed of by

his less fortunate colleagues. I T HF S AL FZ LHEM
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