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(Skills of a Professional Secretary)
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O0000O000000O00D0 O Mistening) OOOC speaking )OO
(reading) O MCwriting)Ctranslating (D D DD 00000 O
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3.00 000 U 0CGood organizational skills)
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1.0 0 00 00O CTaking and transferring calls)

(MOODODOO0O0000000D00D0 (Receptionist
or operator)
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U049 0000 12:0000000

Good moming. Hall & Associates Law Office. How can
help you?
U00000oo0oo0oooooooooooonooon
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Good afternoon, Brown’ s Fertiliser Company. How may |
direct your call?
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Hello, Miss Brown? | have your husband on the line for you.
0oDoDo000onoooooooad
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Mr Jones? Brenda Star from Hall & Associates Law Office
would like to speak to you. Can you take the call?
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Good morning, Peter. Jane Matthews is calling from Bei-
jing. Should | put her through?
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Good moming, Hall & Associates Law Office. Melinda



Jones speaking.
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Good afternoon, Brown’s Fertiliser Company. This is Jenny
Lee speaking.
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L egal Department. Melinda Jones speaking.
godoooood-ood
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Accounts and Payments. This is Jenny Lee speaking. How
can | help you?
0doooooobo-oo00oooooooao
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Good moming, Accounting Department. Jack Wang speak-
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Good aftemoon, Sales Department. This is Mary Ren.
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@OO0O0000D0000 Answering a colleague’ s tele-
phone)
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Mr Brown’s office, Melinda Jones speaking.
gooobotobootoocoooogoo -ooo
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Hall & Associates Law Office. David Bell’s telephone. This
is Mary Ren speaking.
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Accounts and Payments. Jenny Lee’ s office, John Black
speaking.
O00000mMDO-0000b0b0o0o00oo-oo00on
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Good moming, Accounting Department. Jack Wang' s ex-
tension, this is Mary Ren.
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Mr Brown is on another call at the moment, do you want to
hold the line, leave a message or call back?
0000000000000 0000000000000O
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David Bell is out of the office at a meeting. He should be
back at 11.00 a.m. Would you like to leave a message or call
back after 11:00?

O00-00000o00moO noooOOoOoooOoOOod n
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Jenny Lee has just stepped out of the office. Would you like

to leave a message for her?
Ui -0000o00o0oooobooooon
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Jack Wang is on a conference call. | think it will be a while
before he is free. Let me take down a message and he can call
you back when he is finished.
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gbooDbhooobDboooobbogodiit(ina meeting)



000000 MO0 Kunavaiable)
0000000000000000000000000
000000000000000000000000000 at
short intervals) 10 00 00000000000000000
00000000 MCexplain the delay) MO0 0000000

0 0Ckeep holding the line 0 O O O MiCleave a message) L1 [
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1”m sorry for the delay. Mr Brown is still on another call, do
you still want to hold the line or would you like to leave a mes-
sage?

dddbooooobobooouobbooooboooon
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David Bell is still on another call, do you want to hold the
line or would you prefer to leave a message?
O0-0000000O00bDO0oooooooooan

Odljzz DOOodooodad

I”m sorry for the delay. Jenny Lee is still on another call, do
you want to hold the line or would you prefer to leave a mes-
sage?
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Mr Brown'’s office, Melinda Jones speaking.
Oo0oooooooooooo =000

O014 000000000

Hall & Associates. David Bell' s office. This is Mary Ren
speaking.

O000o0oooooOoO -0ddooooooo-oo0
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Accounts and Payments. Jenny Lee’ s office, John Black

speaking.
00O -Oo00ooooooo-oooono

O0@26 O00O000OO0OOO0OO

Good moming, Accounting Department. Jack Wang's
office, this is Mary Ren.
Oo0o0Mmobdodoo0omo-ooooooooono-oon
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Mr Brown is on another call at the moment, do you want to
hold the line, leave a message or call back?
gbooootdoodooboouodooooodooo
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Mr Bell is out of the office at a meeting. He should be back
at11:00 a.m. Would you like to leave a message or call back
after 11:007
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Ms Lee has just stepped out of the office. Would you like to
leave a message for her?
gbdoodooooooooodoo
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MrWang is on a conference call. | think it will be a while
before he is free. Let me take down a message and he can call
you back when he is finished.
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o031 ODOO0Oooobood

' m sorry for the delay. Mr Brown is still on another cali, do
you still want to hold the line or would you like to ieave a mes-
sage?

oo oooooouooooodd
goooood

OO0l Doobogooo

Mr Beil is still on another call, do you want to hold the line
or would you prefer to leave a message?
gobdbdoouoddooooddgoouodoo

U333 doooobbodo

I’m sorry for the delay. Ms Lee is still on another call, do
you want to hold the line or would you prefer to leave a mes-
sage?
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Secretary 1:“Mr Brown's office, Melinda Jones speaking.”

Secretary 2: “This is Mary Ren speaking from David Bell's office
at Hall & Associates. | have Mr Bell on the line for
Mr Brown.” .

Secretary 1:“Thank you. Just a minute please.”
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Then Secretary 1 to boss:
“Mr Brown, Mr Bell from Hall & Associates would like
to speak to you. Can | put him through?”
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Secretary 1:“Accounts and Payments. Jenny Lee’ s office, John
Black speaking.”

Secretary 2: “This is Mr Bell’ s secretary calling from Hall & Asso-
ciates. Mr Bell would like to speak to Jenny Lee.”

Secretary 1: “Thank you, let me check if Ms Lee is available.
Just a minute please.”

Then Secretary 1 to boss:
“Ms Lee, Mr Bell from Hall & Associates would like
to speak to you. Can | put him through?”
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Secretary 2: “Mr Bell’ s office, Mary Ren speaking.”

Secretary 1:“This is Melinda Jones speaking from Mr Brown’ s
office at Grand Bank. i have Mr Brown on the line
for Mr Bell, is he available at the moment?”

Secretary 2: “Thank you. Just a minute please.”

Then if Secretary 2 tells Secretary 1 that her boss is available,
Secretary 1 should transfer her boss after telling him:

“Mr Brown, Mr Bell is available. His secretary js connecting
you now. "
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Secretary 2: “Mr Wang’ s office, Judy speaking.

Secretary 1:“This is Melinda Jones speaking from Mr Brown’ s
office at Grand Bank. Is Mr Wang available, | have
Mr Brown on the line to speak to him.”

Secretary 2: “Please wait while | check. ’

Then if Secretary 2 tells Secretary 1 that her boss is available,
Secretary 1 should transfer her boss after telling him:



“Mr Brown, Mr Wang’ s secretary is connecting you
now."

O0 Z.000000mDo0O0O

O0 1.d000d0000popoOoooooo0O-ooo0oo
O0d0doO0doooooooooon

g 2:Mobdmodobbm

0000 20000 1000000000 1000
gobbooobobbooobobbbyuoobbbooon
goboogbooibdid

(500 O O OOCTransferring a telephone call)
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Mr Brown is in charge of Acoounts and Payments and should

be able to help you. Please wait a moment while | transfer your call.
0o0dododdodmiobdom@moomodon
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| think you need to talk to someone in our Personnel Depart-
ment. Please wait a moment while | transfer you to our Person-
nel Manager, David Bell.
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The Director is not available at the moment but | can put you



through to his secretary, Jenny Lee. She should be able to help

you. Please wait a moment while | transfer you.
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John Wang is not in charge of recruitment. You need to talk
to our Personne!l Manager, David Bell. Please wait a moment
while | transfer your call.
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| have a caller for Mr Brown. Please connect him to Ac-
counts and Payments
O000000000oooooooooooo
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| have Judy Black on the line. She is looking for David Bell in

our Personnel Department. Can you please transfer the call?
O00-00000000000D0 -O00O00o0ooooooa
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Can you put this caller through to Jenny Lee?
Oofooooooobt -omoag
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| have a caller who needs to talk to our Personnel Manager,

David Bell. Could you transfer the call?
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I”’m not sure who can help you with this. Can | have your
contact details? |’ Il have the appropriate person call you back as
soon as possible.
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| think you need to speak to someone in our Personnel De-
partment but 1’ m not sure which Manager handles this type of
enquiry. If you give me your contact details, |’ Il have the appro-
priate person call you shortly.
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| think our Accounts Manager usually handles this sort of



