Secretary


She have to:


- prepare documents, papers


- telephones


- arrange meetings


- assistant the boss


- make coffee


- deal with visitors


- send and receive faxes


- type the business letters


- give the information





The boss:


She should - make coffee for him and some refreshment (for visitors too)


           - know what the boss is doing - keeps his diary


           - arranges an appointments and meetings


           - give him information about important things


           - book tickets for the boss - it is her task, duty





Visitors:


She should - make coffee and some refreshment for them


           - entertain them


           - arrange meetings with them


           - introduce them to the boss - when they come for the first time





Letters:


She should - take care of letters - they are very important


           - type or word - process them


           - sort them out


           - send or fax them


           - some of them get to the basket


           - some of them get to the files


           - read them and answer them





Abilities and skills of the secretary


She should be:


polite


responsible in work(odpovědná)


reliable (spolehlivá)


nice person


smart (elegantní)


patient


independent


She shouldn´t :


be more clever then her boss


smoke in the office


chew in work


have extravagant clothing


be ugly





She should be able to:


communicate in her mother and foreign language


send faxes and telephone


deal with all sorts of people


take the bosses dictations


organize - meetings, appointments, ...


remember names, faces, numbers, ... - has good memory





She should be skilled in:


working with computer


word - processing and typing


short - hand (not necesarry)





Qualification


She should have the school leaving examination, secretary diploma, some business school or course.





Her family and family background


She should be somewhere about 40 years old because in this age she should have a lot of experience. Her children should be adult - she couldn´t take care of them and can make the business trips with the boss or alone, can be in work for longer time. She should have a good family background because if she is satisfied and when she hadn´t much problems, she should work much better.





Office machines


PC or terminal


small phone or exchange phone (ústředna) and fax (facsimile)


photocopier


PC with - printing machine


        - monitor


        - keyboard and mouse


        - CPU - central processing unit


(modem)


(scanner)


radio


coffee - machine


alarm equipment


answering machine








Office furniture


lamps and lights


office desks


office chairs


coat hanger, rack


wardrobe


ash - trey (popelník)


small fridge


files (poradace)


file cabinet (uzaviratelná skřínka)


clock


carpet





Jobs with the secondary com-mercial education





�
- accountant - private


             - in the bank


             - in the insurance company


             - public (auditor)


- manager of a smaller company


- senior officer


- officer


- clerk


- assistant


- dealer - sales representative


- tax advisor


- typist


- audio-typist


- short-hand typist (stenotypista)


- in marketing company


- in sales (odbyt)


- bookkeeper (účetní)


- insurance clark


- cashier


- invoice (faktura) clark


- receptionist


- secretary


- personal assistant


- foreign language secretary


  - stores (sklad) clark
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