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Part 1 Introduction: The Making of a Qualified Secretary[] Unit 1 Read to Know[ [] Section A How to Be a
Secretary[] [ O Practice[] [J Section B How to Be a Successful Secretary] [0 [ Practice [J Unit2 Practice to
Learn[] [0 Section A What Should a Secretary Do in Officel] [J [ Practicel] [] Section B A Secretary's Day[] []
[ PracticePart 2 Greeting and Introduction [ Unit1 Read to Know[] [0 Section A Breaking the Ice(] [

[ Practice[] [J Section B How to Receive Your Customerstd [J [J Practicel] Unit 2 Practice to Learn[J [J Section
A Greeting[d O Section B Introductiond O [0 PracticePart 3 Secretarial English for Telephone Use[d Unit 1
Read to Know[ [ Section A Phone Call Etiquette] [0 [J Practicel] [ Section B How Phonogenic Are You?[
0 O Practicel] Unit 2 Practice to Learn [ Section A Arrangements[] [ Section B Leaving aMessage[] [

[ PracticePart 4 Reception and Send-off(] Unit 1 Read to Know[ [ Section A How to Hire the Best
Receptionist for Your Office] [J J Practicel] [J Section B What Makes a Secretary a Good Receptionist] [J

[ Practicel] Unit 2 Practice to Learn[J [ Section A Receiving[J [J Section B Send-off(] [J [J PracticePart 5
Communication and Interpersonal Relationship[l Unit1 Read to Know[ [0 Section A Body Language in
CommunicationJ [J 00 Practiced [ Section B Business Dinner [0 [0 [ Practice [J Unit2 Practice to Learnl]
[J Section A Going to Parties[] J Section B Sitting ata Dinner(J O O PracticePart 6 Arranging a TripO Unit 1
Read to Know [J Section A Details in Making an Itinerary O [J Practice[] [J Section B Steps to Follow in
Making an Itinerary[] O O Practice[J Unit 2 Practice to LearndJ [ Section A Booking Ticketst [J Section B
Making Reservations[] [J [ PracticePart 7 Arranging a Meeting[] Unit 1 Read to Know[] [J Section A Meeting
Arrangement and Minutes Taking [ [ Practicel] [J Section B Cross-cultural Negotiation[] [1 [J Part 8 Dealing
with Business LettersPart 9 Dealing With Documents and BillsPart 10 Files Management and Office
AutomationAppendix [ VocabularyAppendix [1 200Sentences Commonly-used in OfficeAppendix [
100Sentences Commonly-used in Business Letters and Documentsd [0 [0 [
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(0 O Plan ahead when you issue the invitation. It is your responsibility to see that things go welland that your guests
are comfortable. You need to attend to every detail from extending theinvitation to paying the bill. Make sure that
the date works for yould since any possible cancellingor postponing can make you look disorganized and waste
your clients time. Alsol] be sure to callyour clients the day before confirming the dinner. If theres a mixup on their
endd be gracious andreschedule.[J [0 Select a restaurant that you know[] preferably one where you are known.
This is no time totry out the latest hot spot. Being confident of the quality of the food and service leaves you freeto
focus on business. Select a quiet place where you can have good conversation and discussion for if you and your
clients cant hear each other over the noise of the diners and dishes] you willhave wasted your time and money. If
possiblel] make arrangements with the restaurant to pay thebill prior to the dinner. Its best if the bill doesnt come
to the table. But if the restaurant wontaccept advance payment[] make sure you grab the bill first. Check it briefly
O but dont quibble.0d OO Work out the seating before your guests arrive. Make sure the guests have the best
seats-those with a view of the water or gardenl for example. Never make your guests face the wallCl kitchen or
restroom. If the table isnt suitable[] dont be bashful about asking for a better one. Thisis a business dinnerJ and
you dont want to shout across the table. If you have one client[] sit nextto each other. If you have two clients[]
seat one across from you and the other to your side.lJ [J Handle any disasters with grace. With all your attention to
detailJ things can still go wrong.The food may not be up to your standards(] the waiter might be rude or the
people at the next tableboisterous and out of control. Whatever happens] make sure you are not the one to lose
control.Your guests will feel uncomfortable if you complain in front of or to them.O [J Your conduct over the
meal willCJ to some extent[] determine your professional success. Ifyou pay attention to the details and make
every effort to see that your clients have a pleasantexperienceld they wil assume that you will handle their business
the same way.
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