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Unit 1 How to Become a Qualified SecretaryUnit 2 Knowing Your OfficeUnit 3 Collecting InformationUnit 4
Secretarial English for Telephone Use Unit 5 Arranging a MeetingUnit 6 Receiving a VisitorUnit 7 Business
NegotiationUnit 8 Reaching AgreementsUnit 9 Business DinnerUnit 10 Giving GiftsUnit 11 Seeing the Visitor
offUnit 12 Handling ComplaintsUnit 13 Dealing with the BossTapescripts
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[0 O One of the most important jobs that a secretary should do is to collect information for his orher boss. Since
related information can help the boss make decisions much faster and better] asecretary should pay enough
attention to the work information collecting.[] (I A secretary can use some regular ways to collect information[]
such as from the Intemet[d bus-iness relationships and administrative connections. Searching on the Intemet in
particular is be-coming more and more popular now. These ways can be very simple and effectivel] and are
suit-able for small and easy tasks.[J [J One can also use some irregular ways. For example[d one can collect
information by visita-tiond investigation[J meetings and discussions] consultation and so on. Investigation is
usuallyused to solve big and difficult problems and the information collected is more reliable. Other wayscan also
be used according to different situations.
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