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Unit 1 How Does One Become a Secretary[]

Section 1 Being InterviewedSection 2 Preparing an InterviewSection 3 Writing a Cover Letter and a ResumeSection
4 Getting Some Knowledge of a SecretaryUnit 2 How Does a Secretary Work to the Office[

Section 1 Meeting the Office StaffSection 2 Getting Along Well with Ones Boss and ColleaguesSection 3 Getting
Some Knowledge of English Letters(] 100 Section 4 Getting Some Knowledge of Business Etigluette[d 1[0 Unit 3
How Does a Secretary Receive Visitors[]

Section 1 Dealing with VisitorsSection 2 Being Courteous and EfficientSection 30ettin8 Some Knowledge of
English Letters[] 2[1 Section 4 Getting Some Knowledge of Business Etiquette[] 21 Unit 4 How Does a Secretary
Handle Phone CallalJ

Section 1 Making and Answering Phone CallsSection 2 Telephoning EffectivelySection 3 Writing a Letter of
IntroductionSection 4 Catting to Know Diplomacy[J 100 Unit 5 How Oces a Secretary File Effectively[]

Section 1 FilingSection 2 Filing EffectivelySection 3 Writing a Letter of CongratulationSection 4 Getting to Know
Dipiomacy[] 20 Unit 6 How Does a Secretary Deal with Meetings[]

Section 1 Taking the Minutes at a MeetingSection 2 Learning How to Take the MinutesSection 3 Writing a Letter
of Invitation 100 Section 4 Preparing a MeetingUnit 7 How Does a Secretary Host the Visitors from Abroad]
Section 1 Hosting American VisitorsSection 2 Being Dignified and GraciousSection 3 Writing a Letter of Invitation
[J 200 Section 4 Getting to Know Christianity] 1[0 Unit 8 How Does a Secretary Deal with Speeches[]

Section 1 Interpreting at a BanquetSection 2 Getting Some Knowledge of SpeechesSection 3 WritIn8 Ceremonial
Speeches] 1] Section 4 Getting to Know Christianity] 20 Unit 9 How Does a Secretary Make Arrangements for
Businesst]

Section 1 Making an ItinerarySection 2 Planning EffectivelySection 3 Writing Ceremonial Speechesl] 2[1 Section 4
Getting to Know Islam[J ITJ Unit 10 How Does a Secretary Make Reservations[]

Section 1 Booking Airline TicketsSection 2 Booking EffectivelySection 3 Writing MemosSection 4 Getting to
Know Islam 200 Unit 11 How Does a Secretary Become an Efficient Guide[d

Section 1 Visiting the Great WallSection 2 Being a Good GuideSection 3 Learning How to Make an AgendaSection
4 Getting to Know BuddhismUnit 12 How Does a Secretary Interpret in Negotiations[]

Section 1 Acting as an Interpreter in NegotiationsSection 2 Interprating EffectivelySection 3 Writing a Letter of
CondolenceSection 4 Speaking English with Correct Pronunciation and Intonationtd 17 Unit 13 How Does a
Secretary Deal with a Business Contract[]

Section 1 Talking About a Contract DraftSection 2 Getting Some Knowledge of a Business ContractSection 3
Learning How to Draft a Business ContractSection 4 Speaking English with Correct Pronunciation and Intonation
[J 200 Unit 14 How Does a Secretary Guide the Guests to Go Shopping in ChinalJ

Section 1 PurchasingSection 2 Being Jack of All Trades and Master of NoneSection 3 WritIn8 a Letter of Thanks

[0 100 Section 4 Being a Ca J118rapher of En8lish Handwrltin8Unit 15 How Does a Secretary Say Goodbye
Impressively[]

Section 1 Seeln8 the Guests off at the AirportSection 2 Sayln8 Goodbye ImpressivelySection 3 WritIn8 a Letter of
Thanks[] 2[7 Section 400 3ettin8 More Information AboutaSecretary0 D O 0 OO OO0 0000000 OO
O0Do00o0oooooooon
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O O I know from different media and my friends that you are a company specialing in evening dresses for more
than ten years and has a good commercial reputation. Your advertissment in the BEIJING DAILY of December 12
stating that you are looking for "an executive secretary™ has greatly aroused my interest.(] [J | am graduating from
Beihua University in June and | believe that the skills I attained and the knowledge I gained will enable me to be an
efficient secretary in your company. During my four years of study in the Executive Secretarial Science Program at
Beihua University, my goal was to become qualified to work as an efficient secretary.[] [0 1 am confident in dealing
with office routine because | can type at the rate of 70 words per minute, take dictation at 120 words per minute,
transcribe telephone message, and file. | speak and write English fluently, can make efficient travel and meeting
arrangements, and have smooth business communication skills which enable me to perform a variety of duties for a
busy executive.[J [J | have acquired a broad concept of the business world from those business administration
courses | studied. From my summer jobs, listed on the enclosed resume, | learned the importance of cooperating
with the other workers and of being dependable.[] [1 | have a keen interest in working with ABC Company, May |
have an appointment to discuss my qualifications as a secretary with your company[]

You can reach me at 23765898 anytime after 9:00 p.m.
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