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(0 O Unit One Interview[ Dialoguest] Reading Listening[] WritingUnit Two Training[] Dialogues[] Reading
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[0 O Miss Chen is having an interview, Lets see how she introduce her experience andher specialty for her future
work[ O O A: interviewer B: Miss ChenlJ (I [I A: I,ve looked over your resume, Miss Chen.[] | see you,ve had
little experiencein secretarial work.[J [ B: Yes. lve just graduated from university. | specialize in English
secretarialstudies. But | used to be a temporary secretary in a firm during my holiday.[J [0 A: What did you do
there [

O O B: A secretarys basic duty, such as answering phone calls, receiving visitors,arranging meetings, preparing
itineraries, typing memorandums and writing letters forpresidents signature, etc.(J 0 A: What courses did you take
in the university[

(0 O B: Secretarial principles, office administration, business English, public relations,etiquette study, psychology,
computer programming, typing, stenography andfile-keeping.[J [0 A: Well. It seems that you have grasped the
basic skills to be a real secretary. Butwe have special demands to language. Can you speak any other languages
besidesEnglish [

0 [ B: I can speak a little Japanese and German.O O A: How is your shorthand skill[]

[0 [0 B: I can take a dictation in English at 130 words per minute.[J [J A: Can you skillfully operate the computer[]
[0 O B: Yes. | have NCRE certificate, rank 2, I can skillfully use DOS, Windows, andOffice 2000.
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