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[0 O Major Role[d [0 The major role of a secretary or office professional is to provide assistance to a manager or
managers. As the new generation of managers are doing more and more of their own typing, a secretary nowadays
may have to be more of an organizer, supervisor or trainer, rather than having, as before, to be in charge mainly of
typing, But of course this can, and does, differ from company to company. Tasks of a Secretary[] [J These tasks
include a variety of duties, such as doing research, typing, producing flyers, filing, making Dictaphone
transcription, screening telephone calls, making appointments, liaising with clients (and sometimes this includes
handling difficult situations) and with other staff members, attending meetings, minute taking, composing letters,
booking flights and hotels, supervising, training staff (including ones boss), ordering flowers and gifts. There are
also other menial tasks a secretary has to do. Making a Good Working Relationship with Ones Boss[] [1 To be a
competent secretary, you need to learn how your boss works, what his/her role and objectives are within the
company, what correspondence, telephone and personal enqui- ries he/she would like you to refer to him/her, or
whether he/she prefers to take his/her calls at certain times of the day. With this information in hand, your job is
made easier. As you learn more about the way your company operates and the role of other company personnel,
you will be able to answer more and more of the routine enquiries and confidently refer enquiries to the correct
person, without having to bother anyone else, particularly your boss.[1] [1 In your role as a secretary, it is important
that you familiarize yourself with the com- panys policies, so that you know how to deal with certain issues, should
the occasion arise. You need to know these things so that you dont waste the time of your boss by put- ting
unnecessary calls through to him/her. Youll be able to deal with these calls expedi- ently yourself, because the
companys policies will give you guidelines on how you should handle them.
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