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Unit 1 How Does One Become a Secretary?Section 1 Being InterviewedSection 2 Preparing an InterviewSection 3
Writing a Letter of Application and ResumeSection 4 Getting Some Knowledge of a SecretaryUnit 2 How Does a
Secretary Work at the Office?Section 1 Meeting the Office StaffSection 2 Getting Along Well with One s Boss and
ColleaguesSection 3 Getting Some Knowledge of English Letters (1)Section 4 Getting Some Knowledge of Business
Etiquette (1)Unit 3 How Does a Secretary Manage His/Her Office Efficiently?Section 1 Bringing Order to the
OfficeSection 2 Keeping Your Office GreenSection 3 Organizing Your OfficeSection 4 Managing Records
EffectivelyUnit 4 How Does a Secretary Receive Visitors?Section 1 Dealing with VisitorsSection 2 Being Courteous
and EfficientSection 3 Get Some Knowledge of English Letters (2)Section 4 Get Some Knowledge of Business
Etiquette (2)Unit 5 How Does a Secretary Handle Phone Calls?Section 1 Making and Answering Phone
CallsSection 2 Telephoning EffectivelySection 3 Writing a Letter of IntroductionSection 4 Being Diplomatic
(1)Unit 6 How Does a Secretary File Effectively?Section 1 Doing FilingSection 2 Filing EffectivelySection 3 Writing
a Letter of CongratulationsSection 4 Being Diplomatic (2)Unit 7 How Does a Secretary Deal with
Meetings?Section | Taking Minutes at a MeetingSection 2 Learning How to Take MinutesSection 3 Writing a Letter
of Invitation (1)Section 4 Preparing a MeetingUnit 8 How Does a Secretary Host Visitors from Abroad?Section 1
Hosting American VisitorsSection 2 Being Dignified and GraciousSection 3 Writing a Letter of Invitation
(2)Section 4 Getting to Know Christianity (I)Unit 9 How Does a Secretary Deal with Speeches ?Section 1
Interpreting at a BanquetSection 2 Learning SpeechesSection 3 Writing Ceremonial Speeches (1)Section 4 Getting
to Know Christianity (2)Unit 10 How Does a Secretary Make Arrangements for Business?Section 1 Making an
ItinerarySection 2 Planning EffectivelySection 3 Writing Ceremonial Speeches (2)Section 4 Getting to Know Islam
(DUnit 11 How Does a Secretary Make Reservations?Section | Booking Airline TicketsSection 2 Booking
EffectivelySection 3 Writing MemosSection 4 Getting to Know Islam (2)Unit 12 How Does a Secretary Become an
Efficient Guide ?Section 1 Visiting the Great WallSection 2 Being a Good GuideSection 3 Learning How to Make
an AgendaSection 4 Getting to Know BuddhismUnit 13 How Does a Secretary Become a LearnedInternational
Business Person?Section 1 Talking about International TradeSection 2 Getting to Know What is
INCOTERMSSection 3 Learning How to Get Paid in International TradeSection 4 Getting to Know Import and
Export DocumentationUnit 14 How Does a Secretary Interpret During Negotiations?Section 1 Acting as an
Interpreter in NegotiationsSection 2 Interpreting EffectivelySection 3 Writing a Letter of CondolenceSection 4
Speaking English with Correct Pronunciation and Intonation (1)Unit 15 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 (2)Unit 16 How Does a Secretary Guide the Guests to Go Shopping in
China?Section 1 Making PurchasesSection 2 Being Jack ofAll Trades and Master ofNoneSection 3 Writing a Letter
of Thanks(1)Section 4 Being a Calligrapher ofEnglish HandwritingUnit 17 How Does a Secretary Say Goodbye
Impressively?Section 1 Seeing Guests offattheAirportSection 2 Saying Goodbye ImpressivelySection 3 Writing a
Letter of Thanks(2)Section 4 GettingMorelnformation aboutBeinga Secretaryd O 0 O OO0 OO OO OO OO
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00 O I Study the passage and imitate the recording of it in the disc attached to the book.[] [0 The term secretary
comes from the Latin word secreterius, meaning "confidential employee". Today, a secretary is still an employee
who is privy to confidential information. In that respect, the jobhas not changed.[d [0 As The Oxford English
Dictionary states, a secretary is one who is entrusted with private orsecret matters and one who is employed to
conduct correspondence, to keep records, and usuallyto transact various other business, for another person or for a
society, corporation, or public body.American Professional Secretaries International 00 APSIC defines a secretary
as an executive assistantwho possesses a mastery of office skills, demonstrates the ability to assume responsibility
withoutdirect supervision, exercises initiative and judgment, and makes decisions within the scope of
assignedauthority.] [0 Accordingly, a secretary usually does almost everything in the office, such as:
typing,keyboarding; transcribing; processing mail; telephoning;scheduling appointments; greeting visitors;
composing andediting documents; researching and coordinating meetings,conferences, and teleconferences;
making travel arrangements;handling reprography; and organizing time and work. Theseform the daily office
routine for a secretary. In modem societythe secretary is an important member of the management
team,responsible not only for carrying out the executives wishes butalso for helping to maintain a well-organized
and efficient office.In other words, a secretary entering the work force faces manypossible job situations. Therefore
only those who have receivedspecialized professional training will survive in a world wherethe methods of handling
information are complex.[J [J Technically, according to the survey by APSI in 1981, the titles of secretaries can be
classifiedinto five categories: Administrative Assistant, Administrative Secretary, Executive Secretary,Secretary, and
Secretary-Receptionist. Each has its techniques and qualifications, but they all musthave: secretarial skills,
organizational ability, administrative ability, good communication skills, andself motivational skills before they
serve as a professional secretary.
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