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Unit\@

Understar)dlng a 4
Secretary’s Job

In this unit, you will:
1. know the role and the responsibilities of a secretary;

2. understand the qualities and skills a good secretary should have.

Tick (V) the pictures that are associated with a secretary’s job.
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Q’ﬁ» Intensive Reading

o Read and learn the following words and expressions. q

secretary n. P document  n.  CfF, XHY
assistant n. BhF operate v, EAE
employer n. JEF, b software n. B

deal with QbR equipment n. B

show... around  H4H---- Z perform v SER, AT
appointment n. ZJ%E, T efficiently  adv. 3
schedule n.  HEEZHE possess v, WA, B&
arrange v ZHE, VR present v B
shorthand  n. #Hid professional adj. &K
minute n. g, BEE demeanour n. 47H, ZIE
direction n. (WHESR) 8= flexible adj. RIGHY)
itinerary n. PR, AT HERR skilfully adv. A5

edit v, YmtR, BT , fall apart Jilzhis

0 Read the passage about a secretary’s job. q

A Secretary’s Job

The role of a secretary
A secretary assists the employer. You have to do a lot of things for your boss every day.

You may be the boss’s “right-hand man” and also a “jack of all trades”.

The duties of a secretary

A secretary assists the boss in daily office work. For example:
e Deal with all business letters, phone calls, faxes, e-mails and messages.

e Qreet visitors and sometimes show them around the offices.



Understanding a Secretary’s Job

Make appointments for your boss and keep a
schedule.

Arrange all types of business meetings.

Take shorthand and minutes.

Prepare reports based on oral or written directions

from the boss.

Arrange business itineraries and prepare

everything for the boss’s travel.

Compose and edit documents.

Use computers and be capable in operating such software as Word, Excel and

PowerPoint, etc.

Operate different office equipment at work, such as fax machines, scanners, copiers, etc.

The qualities of a good secretary

Being organised and detail-oriented.
Performing tasks quickly and efficiently.
Possessing basic editing skills.

Presenting a positive image for the company.
Focusing on solutions.

Always learning new skills.

Working with a smile.

Presenting a professional appearance and demeanour.

Therefore, a secretary’s job is to make other people’s jobs easier, and this is usually not a

small task. A secretary should be flexible, polite, skilful and neat. Without a talented secretary,

most offices would simply fall apart.

&

2. jack of all trades: A “HHESLE, ZEHF" . BENRTRUHE—FERE

right-hand man: 4 “BAHMF" . RAAXZHABEIRTHAEFIZIR.
5%, IMEFNFARKELHEEE, right-handRFTREEM,

MAERA.
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9 Match the verbs with the nouns to form some phrases to describe a secretary’s
different duties.

operate visitors
make a schedule
greet documents
compose office equipment
keep shorthand and minutes
take appointments

0 Complete the following mind map with the good qualities you think a secretary
should have.

flexible

N/

good qualities

of a secretary

/1N
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6 Choose the proper Chinese meaning for each given expression.

1. right-hand man

2. jack of all trades

3. fall apart

4. oral or written directions

5. arrange business itineraries
6. operate computer software

7. present a positive image

()
()
()
()
()
()
()
()

8. perform tasks quickly and efficiently

English at Work

A ZHFR ST

B. jiist

C. Zm¥

D. JEIFR LR

E. #5181 F

F. R 58 AT 55
G. FEkEAS iR /R

H. B4R L AR

¥ Listening in

Go for an Interview

o Listen and choose where the conversation possibly takes place. O

O Listen again and complete. (—)

Janet: Good morning, Mr Turner. I’'m Janet Smith. I’'m here for 1)

Mr Turner: Nice to meet you, Janet. Take a seat, please.

Janet: Thank you.

Mr Turner: Well, as you know, we need a secretary who is good at English,
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Janet:

Mr Turner:

Janet:

Mr Turner:
Janet:
Mr Turner:
Janet:
Mr Turner:

Janet:

7% Speaking out

typing and shorthand. How is your English?
I think my English is at a high enough level to 2)

How about your typing and shorthand skills?
[ can 3) 100 English words and take shorthand

at 60 words per minute.
Do you know how to use a computer?

Yes, and I can 4) proficiently too.

Tell me something about yourself.

I’'m always 5) , patient and outgoing.

That sounds good. We’ll let you know our decision before Friday.

Thank you, sir. I’'m looking forward to hearing from you.

9 Read the following want ad. for G&G Foreign Trade Company.

Want Ad.

Position: English secretary

Employer: G&G Foreign Trade Company

Education requirement: Secondary school graduate

Job qualifications: Fluent English (both in speaking and writing)

Good computer skills
Good communication skills

Hard-working, careful, outgoing

Contact person: Steven Chen

Contact phone: 86xxxx99

Contact e-mail: stevengg @hotmail.com
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0 Role-play. Act out a conversation with your partner according to the given
setting. The following information may help you.

... good enough to... /... quite good/
... speak English fluently/... pass...

What do you think of
your English?/How is
your English?

I can type... and take

How about your typing shorthand at... per minute.

and shorthand skills?

... be good at.../

Are you able to use computers?/
... can use... skilfully

Can you use fax machines and
copiers?

I'm careful/outgoing/responsible/

Tell me something about hardworking/patient/warm-hearted. ..
yourself.

3% Writing out

Resume
BT K S
Resume A Breti K ik
Yan Chen
Department of Secretarial Studies
Guangdong Finance School
No. 53, Jianshe Road
Guangzhou, 512024
P. R. China
RIRB AR
Objective
To work as a junior secretary in a foreign trade company.
Personal data
Name: Yan Chen Gender: Female
Date of birth: 7th June, 1996 Place of birth: Shantou
Health condition: Excellent i
N
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Education

09/2012—07/2015 Department of Secretarial Studies, Guangdong Finance School

09/2009—07/2012  Shantou No.1 Middle School

09/2003—07/2009 Hongxing Primary School

Working experiences TERW R

07/2014—08/2014  Part-time cashier in a supermarket in Dongguan

07/2013—08/2013 Part-time typist of Parco, a private foreign trade company,
typing all kinds of business letters

Skills and qualifications

Passed Public English Test System Level II in 2014

Got a Visual FoxPro Certificate in 2014

S5
AL

Typing: 50 words per minute

Languages: Mandarin, Cantonese, everyday English

Computer: Skilfully operate office software like Windows, Word, Excel, PowerPoint, etc.
Awards

The second place in English Speech Contest at school in 2014 REHRM
Excellent League Leader in 2013 and 2014

9 Write a resume for yourself according to the job advertisement.

G SARAR (HEET) BIRE—A BRIV ER A, GEbBINVAE
WSS MRS R PR AR E, IR IEA I A AR R R T, FTER EER R, ﬁ
AT 8] BRI B SORTH -

Resume

Objective
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Personal data

Name Gender

Date of birth Place of birth
Health condition

Education

Working experiences

Skills and qualifications

Awards

Business Etiquette

Business Dressing Etiquette

(BB g g IR

NAIERI G SR BIERE, AU AT G, b AT LS —Z Al (1Y
R S e Al SeAl, IR 95 N B3 00 1 A g 55408 sl b B e 01, e 10 LA
HKICIMRT 55 F AL Mebe— e ALz, 1R, fERRashte. wids
W — M 2R IR, AR AR T TARSOE TR h b i fRe, A7 L8 Tl i
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Gt — A nT LUECA e . IEREEORYGURIT . GRS —. Tk, BUUR 5
Hahh, BRI — R P R B . A2 S AE s 2o W LAV Rk
PR E, RO N EL

G Choose proper clothes for business people.

Formal business clothes for a woman include: ( )

A. suits B. jeans C. T-shirts D. skirts E. shirts F. sports
Formal business clothes for a man include: ( )

A. suits B. jeans C. T-shirts D. ties E. shirts F. sports

Q Which of the following do you think are the appropriate dressing for a business
occasion?

10



