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Unit 1 Reading: Practical tips on being a star at work Listening & Speaking: Meeting office staff Writing: Itinerary
Extensive Reading: The secretary's dayUnit 2 Reading: Reception work Listening & Speaking: Receiving visitors
Writing: Callers' register Extensive Reading: Clean your deskUnit 3 Reading: Showing your values in your job
Listening & Speaking: Who's who in the company Writing: Curriculum vitae/resume Extensive Reading: How to
write a data sheetUnit 4 Reading: A good receptionist Listening & Speaking: Future engagements Writing: Letter
of application Extensive Reading: Letter of applicationUnit 5 Reading: Silence is golden Listening & Speaking:
Booking a hotel room Writing: Leaving a message Extensive Reading: Open, honest communicationsUnit 6
Reading: Secretaries' personal qualities Listening & Speaking: Conference facilities Writing: Letter of invitation
Extensive Reading: How to interview for a jobUnit 7 Reading: Telephone tactics Listening & Speaking: Requesting
and replying Writing: Reply to invitation Extensive Reading: Americans in the officeUnit 8 Reading: The
secretary's role Listening & Speaking: Work routines Writing: Memorandum Extensive Reading: The secretary's
functionsUnit 9 Reading: The Internet Listening & Speaking: Making suggestions Writing: Job application form
Extensive Reading: Status titles used in Western countriesUnit 10 Reading: Getting on with the chief Listening &
Speaking: Dissatisfied customers Writing: Notice of meeting Extensive Reading: Advice on writing a good
business letterUnit 11 Reading: Know-how of attending a meeting Listening & Speaking: Dealing with salesmen
and representatives Writing: Agenda Extensive Reading: Seating at a dinnerUnit 12 Reading: Secretaries' duties at
meetings Listening & Speaking: Getting to know the equipment Writing: Minutes of a meeting Extensive
Reading: What you owe your employer?Unit 13Unit 14Unit 15Unit 16VVocabulary
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[0 O 1. An Honest Days Work for an Honest Days Pay[] [ If you loaf on the job, you are stealing from your
employer. Whenyou accept a position, you agree to perform certain tasks during busi-ness hours. In exchange,
your employer agrees to compensate you. Ifyou arrive late, leave early, take long lunches, talk on the phone
allafternoon, or shoot the breeze instead of doing your work, you arebreaking your agreement with your employer.
How would you feel ifthe company short-changed your paycheck[]

00 O 2. Your Best EffortsC] The function of an organization is to produce goods or services,not to provide
amusement for employees. Your employer probablyhopes that you enjoy your work and understands that social
interac-tion with other employees is both inevitable and beneficial. However,you are paid to get something done. If
you waste your time socializ-ing instead of working, you are wasting your companys time andmoney. Thats not
fair.0J O 3. Obedience to the Rules] [ Every organization has certain rules that facilitate its activities. Youmay not
like every rule, but you implicitly agree to abide by themwhen you join an organization. Disregarding those rules is
a breach ofyour agreement with your employer. If you were the boss, how wouldyou feel if someone tried to get
away with breaking the rulesl]

[0 O 4. A Good Attitude[d [J There will undoubtedly be days when you feel put upon. By itsvery nature, work
involves sacrifices, some of which may strike you asbeing unfair. But if you strike back by nursing a grievance and
ne-glecting your work, you are behaving unfairly. Instead of sulking, dis-cuss the problem with your supervisor.
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