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Part 1 Professional English for Front Desk Secretary
Unit 1 Daily Reception

Task 1 Getting to Know the Procedures of Daily Reception
Task 2 Greeting the Guest

Task 3 Sending offthe Guest

Unit 2 Phone Calls Handling

Task 1 Techniques of Telephoning

Task 2 Transferring a Call :

Task 3 Making an Appointment

Task 4 Taking a Phone Message

Unit 3 Daily Paperwork Handling

Task 1 Dealing with E-mails

Task 2 Dealing with Faxes

Task 3 Writing a Recruitment Advertisement
Part 2 Professional English for Department Secretary
Unit 4 Phone Calls Handling

Task | Providing Information

Task 2 Handling Complaints

Task 3 Business Negotiation

Unit 5 Meeting Arrangements

Task 1 How to Organize Meetings

Task 2 Meeting Notice

Task 3 Chairing a Meeting

Task 4 Meeting Brief.

Unit 6 Paperwork Handling

Task 1 Setting up a Filing System

Task 2 Letter of Introduction

Task 3 Contract

Part 3 Professional English for Secretary to the General
Manager

Unit 7 Overseas Travelling Arrangements
Task 1 Contacting the Other Party

Task 2 Writing an Itinerary

Task 3 Writing a Visa Invitation Letter

Task 4 Filling in a Visa Application Form
Task 5 Booking Arrangements

Unit 8 Business Reception Arrangements
Task 1 Picking Up Guests at the Airport
Task 2 Talking about an Itinerary

Task 3 At a Business Dinner Party

Task 4 Company Visit

Task 5 Sightseeing

Unit 9 Company Meeting Arrangements
Task 1 Discussing Meeting Arrangements
Task 2 Writing a Meeting Agenda
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Task 3 Writing a Meeting Invitation Letter

Task 4 Making Opening Remarks

Task 5 Taking Meeting Minutes

Unit 10 Company Paperwork Handling

Task 1 Providing Information

Task 2 Writing Memorandum

Task 3 Letter of Thanks

Task 4 Letter of Congratulations &amp; Letter of Condolence
Task 5 Short Speech

Keys to Exercises
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[0 O Making it clear what the meeting is about and how long it will take[I plan an agenda with a time schedule for
addressing each issue.[] O Invite attendees and confirm attendance. Obtain the schedulel] sCI of the key people
who are to be at the meeting] decide on three potential meeting times and send an e-mail to each of the remaining
attendees before the final time is determined.[] [0 Schedule a place for the meeting according to the number of the
attendants[] organize and confirm the venueld equipment and catering requirements.[] [ Send a meeting notice
after the timed place and participants of the meeting are settled.CJ O Distribute the agenda well in advance of the
meeting] asking for any modifications or additions.[J [J Collate meeting papers and produce spare copies of
them.J [ Dispatch a full set of papers for the meeting within agreed timescales.[] [1 Take accurate notes of the
meetingd including attendance.] [0 Provide information[] advice and support when required.[] [ Draft
minutes which would record actions[] deadlines and responsibilities agreed[] and any(J [J divergent opinion if
expressly required by a participant[] seek approval and amend the minutes as necessary and circulate it to people
who may need them.[J O Distribute a summary of decisions reached at the meeting[] including the date and time
of any future meetings.[J [J Draft a meeting brief which may be dispatched within the company and sometimes to
external services and suppliers..] O Follow up action points.
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