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Text A

A New Secretary Reporting to Work

: Good morning. My name is Laurie Fisher, and I'm reporting to work as a
secretary. '

: Oh,then you’re my replacement. My name is Ken White. Welcome. The boss will
be glad to see you. We have a lot of work.

. Is it difficult?

: Oh, no. You'll learn it all in a couple of weeks. I'll be here for another week to
train you. *Don’t worry.

: Thank you very much.

: I guess we can start right now. The first thing you have to do in the morning is to
place Ms Romero’s messages and today’s newspaper on her desk. ’

. I can remember that.

: Then you'll take care of the letters. * You may read,sort, and organize incoming

mail. Usually you will open all the envelopes except the personal mail. And you
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will also prepare the materials for posting. ’

: Shall I file copies of the letters before sending them?°

Yes. And don’t forget to check the e-mail.’

: All right. What shall I do if Ms Romero is gone?

. That's a good question. Usually you forward the business mails.® If she is on

vacation , you may either process the letters yourself or just hold them. °Of course,

when it’s an urgent mail ,you have to forward it,too.

. Got it.

: You are also responsible for keeping all the files in order. °Let me show you how

our filing system works. Outgoing and incoming correspondence is kept in this
file, invoices and receipts in this one, and product information, reports and

] . . 1
business documents in this one.

: All the files are arranged alphabetically,aren’t they?

: Yes. If you can’t find what you are looking for,check the index. Over here, this is

where we keep office supplies.

: Fine. Shall I be taking care of supplies too?
. Yes.

: You mean those letter-head papers, copy papers, envelopes, memo pads, staplers

and staples?

: Yes exactly. One of your monthly duties will be to take an inventory of stock on

hand and place orders for those items in low supply. "

: OK.I can do that. By the way,may I ask a question?

Go ahead.

: I know it is my responsibility to greet visitors. > But how shall I serve them?

Not anything special. But always keep a pot of hot coffee for them on at all times.

: That’s not difficult. Shall I keep a register of visitors?™

Yes,you’d better do that. ( Pauses for a while) Oh, yes. Another important thing
you will do is to place all the telephone calls requested by Ms Romero. "

: Yes.

Of course there are many other things you will take care of. We’ll talk abut that later.

. Phew. "*We do have a lot of work. I hope I can handle it.

Don’t worry. If you have any questions,don’t hesitate to ask me.

: Thank you very much. You have been very helpful.

3
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Text B
Talking about Work
A: How are things going on at the office recently?'
B: Just awful.
A: Don’t you get along well with your co-workers?”
B: I get along pretty well with most of them. Still, it seems there are always a few

=]

rotten apples in the bunch. ’Like Larry, he is the biggest airhead I've ever met.

He is always making careless mistakes and it is really painful to work with

c. i
him.

: You're too negative. You'll always have some co-workers that are harder to work

with than others. But if you are negative and begin name-calling in the office, it

will make a bad working environment for everybody.

: You say that only because you don’t have to work with him. The people in your

department seem so capable and nice to be around. ®

: Everybody has their strength and weakness, and it is the same with Larry.’ He

might be a pain to be around, but he’s also good at staying in budget on

projects. *

: Isn’t there anyone in the office that is a perfect co-worker? What about Mary? It

seems that she is very popular among the colleagues.

: You're right. Even though she is fresh out of college and still a bit green,she is a

eat co-worker. ° The only thing she is lacking in is experience. '° Maybe that’s
ar y & g p

why she’s so nice.

: How do you develop good relationships in the office?

: I think what is important to keep good relationships with colleagues is just to be

considerate of their feelings and needs. ''If you are aware of other people and do
your part to construct a comfortable working environment, you would be able to

get along well with most of the people you work with.

: I agree with you. But it is hard to keep good relationships with all the co-workers,

for some of them are really annoying.

: Just keep trying! What about the boss? Do you get along well with your boss?

: Yes,I do. She is really understanding and reasonable most of the time. All of us

5
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at the office respect her a lot.

A It’s lucky that you can get along so well with your boss. It makes a big difference
in how much you enjoy your job. "

B: It is true that if you don’t like your boss or your co-workers, life will be miserable
for you.

C: Hi! Nice to meet you two here.

A&B:Glad to meet you.

I heard that you are now in a big company.

Yes, I just joined a new company last week.

: Do you like your new job?

Yes, I like it very much. The boss and colleagues are all very nice.

You are very lucky.

: It’s a long time since we gathered last time.

: I’'m very sorry for I have to attend the communication meeting this afternoon. "

: How often is the communication meeting in your company?

: Every quarter.

: What’s covered in the meeting?16

Business status, financials,and the outlook of the company.

How often do you get paid?"

CEOFOFPOFPFOFOD

: Twice a month as a salaried employee. The hourly workers get paid every week.

Notes

L. B TAREARE?

2. R AR A TARAL AR A L 7
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It is the same with ; L 2XHE, 2 ANtk
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Exercises

[ . Listen to the following two dialogues and fill in the blanks with the information you
have heard.

Dialogue 1

A: How are things at the office lately?
B: Just awful. Two weeks ago,we got a new boss,and I can’t stand him. He is really

. Since he came, I've been so

busy .
A . That bad,huh? What about his ?It’s a

nice guy at least?

B: I should be so lucky. He not only gives us too much work,but he is also just plain

mean about it. He . He is degrading
the employees.

A ! Have you tried talking to anyone
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about it? Maybe the boss of your boss?

B: I was going to,but my boss guessed what I was thinking. He gave me so much
work to do that afternoon that I didn’t

A: Tt must be terrible. Why don’t you just quit?

B. ,I would quit in a heartbeat. But the
problem is,I can’t support myself if I don’t work.

A. Yeah. But a boss like that? , you
should get a raise!

Dialogue 2

A: Do you get along with your boss?

B: Actually I do. She is really most of
the time. There was only one time I didn’t really agree with her.

A . When was that?

B: . I felt bad for him, because it is so
hard to find a job these days,and he has a family to support.

A: Well, he shouldn’t have been drinking on duty. It’s your boss’

,and also doing their jobs.

B: You are right. She was being a good boss when she fired him,but I just felt sorry
for him, that’s all.

A : Did this incident with your co-worker ?

B: Not really. All of us at the office respect our boss a lot.

A: You are lucky you can get along so well with your boss. in how
much you enjoy your job.

B: No kidding. If you don’t like your boss or co-workers,they can

I . Group Discussion

1. What are the routine jobs for a secretary at the office?

2. How do you develop good relationship with your boss and your colleagues?

3. How do you construct a comfortable working environment?

4. What do you think we can do so that time is managed effectively in a company?
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Text A

Duties of a Qualified Secretary

A competent secretary can be an invaluable aid to the boss and can assume
many responsibilities in addition to typing,filing,and taking dictation'. For example,
once an observant secretary understands the boss’s personal principles of
organization, he or she can help keep the boss organized. When the secretary
understands the boss’s priorities , paper items can be sorted out and ranked in order of
importance.

A secretary who has studied how to write effectively can compose letters and
memorandums based on models prepared by the boss. That cuts down the amount of
time the boss must spend corresponding.

An efficient secretary can guard the boss against time-wasting interruptions. The
secretary can skillfully screen unexpected visitors and handle routine matters and
problems. The secretary can schedule appointments to give the boss the most
advantageous use of time.

Many capable secretaries act as sounding boards for their bosses; they screen
the boss’s writing and listen to the boss’s ideas, pointing out any pitfalls or ideas
which the boss might want to rethink.

A good secretary can handle some public relations for a firm. For example, the
secretary can acknowledge special events of clients, such as birthdays, by sending
greeting cards. Some secretaries are asked to recognize subordinates in the firm by
acknowledging their outstanding work of dedication with notes of praise.

Bosses who allow their secretaries to utilize their talents, skill, and intelligence
find that secretaries can help in problem-solving. The boss who gets the best results
in working with a secretary realizes that the secretary is in a powerful position. The

secretary frequently sets the tone for the office. An unmotivated secretary reduces the

9
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effectiveness of any office,, whereas an ambitious secretary increases its effectiveness.

While clerical® skills are important , they are not enough. Many firms look long
and hard for the right person and agree that people who have certain characteristics
make the best secretaries. Which of the following of these characteristics do you
have?

Are you trustworthy? Are you well informed? Personable’? Intelligent?
Dedicated to your career? One anonymous® saying states that a secretary needs tact,
endurance, enthusiasm, punctuality, speed, loyalty, brains, patience, and a tough
hide. Those qualities make for a winning combination! In many cases, people who
have the right qualities are offered management training so their talents can be

developed to the fullest. After all,secretaries are key members of the company team.
Notes

1. dictation : 13, 57~

2. clerical : IVAE TAEH

3. personable : ZEZE 1, T N E XK, A 5 119 ,‘?ﬁ$fu§9 , KU A
4. anonymous ; & 24 1

Comprehension Check

I . Choose the best answer to each question according to the passage.
1. When a visitor comes,a qualified secretary will
A. turn a blind eye to him
B. politely tell him where the manager’s office is
C. ask whether he has made an appointment in advance
D. immediately inform the boss
2. What role are competent secretaries playing in a company?
A. They are unnecessary
B. They are of great help
C. They just deal with some trivial affairs
D. It depends on whether the company is small or large
3. A good secretary will NOT
A. keep the boss organized B. write business letters

C. send a card to a client on his birthday D. reduce the effectiveness of her office

10
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4. Which of the following statements is true?

A. People who have clerical skills will make the best secretaries

B. It doesn’t make any difference for a company whether the secretary is ambitious
or not

C. A secretary’s work is nothing but typing, filing and taking dictation

D. Successful secretaries will probably be given management training

5. Which of the following is NOT mentioned as a characteristic of a best secretary?

A. Informed B. Sophisticated C. Personable D. Intelligent

. By “sounding boards” (Line 1,Para.4) ,the author means

A. capable secretaries are people whom the boss discuss his ideas with in order to
try them out

B. capable secretaries are people who ask staff about their opinions on the boss’s
ideas

C. capable secretaries are people who keep secret the boss’s ideas

D. capable secretaries are people who inform the boss to rewrite and rethink

7. By “set the tone for” (Line 4,Para. 6) ,the author means

A. decide the background music for the office
B. establish the general attitude for or feeling of the office
C. decide the procedure of running the office

D. establish the order of importance in running the office

I . Complete the sentences with the information given in the passage.

1.

An unmotivated secretary contributes to the of the effectiveness of any
office.

. Secretaries are in a powerful position because they are of the
company team and a competent one can be a(n) to the boss

in many ways.

. A secretary can assume many responsibilities in addition to typing, filing, and

taking dictation. She can help keep the boss , compose
, guard the boss against , act as
for the boss and handle for a firm.

11
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Text B

Treating Everyone Courteously

Secretaries deal with VIPs every day. Sometimes without even realizing it.

This is because not all VIPs are cast in the Joan Collins' or Ralph Halpern®
mould®. Someone who earns a vast amount of money, wears brocade® waistcoats’® and
drives a Porsche’® is not necessarily more important to you than the person who
hoovers’ the office. The most important people in your working life should be :

— those who can help to make it easier and more pleasant;

— those who can help to keep your boss happy;

— those whose good opinion of you could influence your boss ( and maybe
result in promotion) ;

— those who could really make your life a misery if they wanted to,who must
of course be neutralized.

Treating everyone courteously is always a wise move; you never know if
someone who is out of favor today might become favor of the month tomorrow. But you
can’t be equally nice to everybody all the time: if you start doing too many favors
you’ll simply gain a reputation as a prize mug®. So be selectively unctuous’.

Here is a brief list of those to cultivate' :

Your boss

As long as you are a paragon'' of virtue in the eyes of your boss,not much else
matters.

The One Who Mends( your typewriter/phone/etc. )

Maintenance men ( and women ) are the only safety net between the electronic
office and disaster, and there aren’t enough of them to go round. So next time the
office minicomputer goes down and everything is in chaos,ask yourself why he or she
isn’t in any hurry to rush to your rescue. Maybe if you’d offered coffee in the past...
The Switchboard Operator/Receptionist

Making allies of these individuals; they can get their own back on you at every
opportunity. A friendly receptionist and telephonist (in many organizations one and
the same person) is a huge asset: messages can be taken, undesirable visitors

blocked , favours done and important guests cosseted'>— all in reception. Anyone who

12



