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O O "Im a secretary at a large business. | deal with people and in-coming mail. Dealing with people is one of the
most important parts of my job. I find it very enjoyable. | also input on the computer, send telexes and faxes.[J I |
meet people from all over the country, all over the world, and all walks of life, which makes it the most interesting
part of my job.They can be very nice. | think the nice ones outnumber the irritating ones. Its a people-oriented job.
Its communication, whether its in person or on the telephone and that can be fun. Sometimes you have problems
getting through, sometimes you get a wrong number, but its all part of the job. You dont often get annoying people
face to face.You get more of them on the phone, because people feel they can say things over the phone that they
perhaps wouldnt say to your face. So | dont find people too frustrating in person.] [1 As a secretary you must
always be professional-looking, your clothes should be immaculate. Its better to wear skirts than trousers.Your
attire should be fresh and clean. Its best to wear simple jewelry-small earrings, a matching necklace and rings.
Hands should be well-groomed and you can wear white or soft coloured nail-vamish.Your shoes should be
well-polished, not worn or dirty. Your hair should be clean and neat. Heavy make-up is not recommended. Yor
should always look fresh, and use just a little perfume.”" O Secretary:[J Good afternoon, Mr Banks secretary
speaking. Can | beJ [J of any help?] O A.:[0 Oh yes. Could you tell me when | can meet Mr Bank,please?(] [ S.:
[0 Mmm. On Tuesday at 10 oclock.[0 [0 A.:[ Is he available at the moment?[] [J S.:[J Im sorry, hes not. Today he
wont be back till 4 oclock.Can | take alJ [J [0 message?[] [ A.:[J Yes, please. Could you ask him to ring this
number,8917850, as soon as[] O [J possible.[] O S.:00 Certainly.[J 00 A.:[0 Thank you. Goodbye.[] 0 S.:

[0 Goodbye.[1 [0 [0 O Secretary:[1 Good afternoon, International Enterprises Limited.[] 00 Voice:OJ [ [ Could |
speak to Mr Bank, please?] [1 S. :[0 OJ [J Just a moment, 1ll put you through.C 0 Mr B..[0 O Bank speaking.[]

0 V.:O Good afternoon, Mr Bank. My name is White, Frank White. Mr Green asked[] [1 [1 me to phone you.[]
[0 Mr B.:OO O Oh, good afternoon, Mr White. Mr Green said youd ring.[1 [ Mr W.:[J [0 Yes. He suggested we
meet for lunch.0 00 Mr B.:[0 [0 Yes. What about Thursday the 14th, at the Friendship Hotel at noon?00 O Mr W..
[0 That would be fine. See you then.[0 [0 00 0 A:0 O O O Good morning.[J [0 B:[0 0 O O Can | talk to the
assistant manager, please?] O A:00 O O O Sorry. Could you repeat that? | didnt hear you.[0 [0 B:OJ O O O Could
| talk to the assistant manager, please.0 O A:00 O O O Which one? We have two.[J [0 B:[0 0 O O Sarah James,
please.l] O A:[0 [0 OO O Im so sorry, this line is very bad. | didnt catch you,could you spell] [0 [ the name?C]

00 B:O0 O O O Of course. S-A-R-A-H J-A-M-E-S. OK?[0 0 A:00 O O O Yes, thank you. Could you hold the line.
I try to find her.O OO B:OJ O O O Itsurgent.[0 O A:0J O O O Yes. | understand. Just a moment.OJ 00 A:[0 O [

[J Hello! Can I speak to Mr Bank, please?] [1 B:0J O [J [J What number are you calling?] [0 A:[0 00 O O Isnt this
8917569, International Enterprises Limited?] U B:[J O O O No! Its 8917579, a private number.J O A:00 O O

O Sorry.0 O B:00 O O O Thats OK.OO O O O A.:0 Is this 8917569701 U S.:0 Yes, International Enterprises
Limited. What can | do for you?] O A.:[J Id like to speak to Mr Bank. Can you put me through?] [J S.:[J Yes.
Justamoment.J O O O A:00 O O O Hallo, International Enterprises Limited. Cma | help you?d O B:0 O O

[ Yes. Id like to speak to Mr Bank, please..] [0 A:00 O O O Yes, sir. Whos speaking?] O B:[J O O O This is Mr
White.OO O A:00 O O [0 Hold the line, please ... Im afraid Mr Banks engaged.[] [ B:[J OO O [J | see. Could | speak
to his secretary, please?] O A:0J O O O Yes. Speaking.[] O B:[J O O O You are his secretary?l] O A:J 0 O

0 Yes, lam.OJ O B:[J 0 OO O Thats good. Im just ringing to confirm my appointment with Mr Bank for this
afternoon.J [0 A:[0 [0 [0 O Yes. Mr Bank is expecting you at three oclock.[] [0 B:OJ O O O Fine, 11l be there at
three.J O A:[0 [0 [0 O Right, sir. Il tell him you rang.[0 00 B:OJ O O O Thank you. Goodbye.[0 O A:00 O [

[0 Goodbye.[1 [0 [0 O Switch-[0 [0 board: International Enterprises Limited. Hello!O 0 Mr White: Hello. This is
Frank White. Could | speak to Mr Bank,please?(] [1 S.:[1 Just a moment, 11l see if hes in. 1l put you through now.
O O Secretary:[d Hello, Mr Banks office..J OO Mr W.:[0 Could I speakto Mr Bank, please?] [ Sec.:Im very sorry,
hes out for lunch. Can | help you?d O Mr W.:[O Could you ask him to call me back? Preferably before 4 or any
timed O O O [0 tomorrow, It has to do with the upcoming conference.[] [ Sec.:[] O Yes. Who is calling, please?
OO0 MrW.:.OO Frank White.OO O Sec.:OJ O Frank White. Can | take your number, please?] O Mr W.:[0 8917495.
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O O Sec..0 0 8917495700 O MrW..O O Yes.[O [ Sec.:[J [0 Mr White, Ill get Mr Bank to call you as soon as he
comes back.[] [0 Mr W.:OO Thank you. Goodbye.[1 [ Sec. :[1 Goodbye.[T [1 Secretary:[] Diana Cranes office.
Her secretary speaking.[1 [0 Mr Milton:[ This is Mr Milton from Piltdown. Id like to speak to Ms Crane,[] [0 [J

O please.0] O S.:00 O Im sorry but she isnt in at the moment. She wont be back until 3.0 00 O O Can | help you?
O O MrM.:00 O O Yes. | have an appointment with MS Crane for 10.30 this comingd [0 00 00 O O O O Tuesday,
but im afraid | have to cancel. | must fly to Helsinki. I00 O O O wonder if I could make an appointment for the
following Thursday, the O O O 11th.00 O S.:.0 O O O Just a minute, Il check ... Oh yes, shes free then.Would
the sameld [0 [0 O O O time be convenient for you?] [0 Mr M.:That would be fine. Thank you very much.O O
00
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