Unit 1  The Role of a Secretary
Reading:  The Role of a Secretary
I. Self-introduction
1. ESP------English for Special Purpose

2. SE------ Secretary English
3. The method to study Secretary English.

4. Requirements to the students on studying this course.
5. Ask the students to make a brief self-introduction before class.
II. Introduction of the course
The course name is Secretary English. As it is our first class to learn it, I would like to give you some introduction about it as well as invite you to participate in our discussion. How much you know about the “Secretary”? What do you think a secretary should do? What responsibility do you think a secretary should take? And what role do you think a secretary should play in the office? Do you think the secretary work is a necessary section in the office and do you think it is easy to be a good secretary? As a secretary, if you are in a foreign-funded company, how do you communicate with your foreign boss and colleague? I think, this course will give you some answers or elicitation…
This course will tell you how the above said tasks are accomplished
III. Leading to the new lesson
The role of a secretary is interesting and challenging; and it is

undergoing many changes that have made this occupation even

more appealing. The biggest change of all is related to the name of

the profession: “secretary.

IV. Questions for group discussion

Ask the students to read the text and discuss the following questions in class:

1. What role DOES the secretary or office professional play in an organization? 
2. Do you have the qualities to become a secretary or office professional?

秘书的必不可少的个人素质：严守机密，廉洁自律

A qualified secretary should be trustworthy ,reliable
and honest.
注：论及秘书的美德，人们最多提到的就是“保守机密，守口如瓶。”作助手，身份特殊，自然接触领导多，参加活动多，知道的机密多。少不了有人巴结套近乎，打听机密，刺探军情。“害人之心不可有，防人之心不可无”，机密涉及国家安全，单位的利益，不可掉以轻心，别人问起，最好的回答是“无可奉告”。
    Case：张玉田是一个大型军工企业的高级秘书，在征得单位同意后，他参加了一次外企的招聘。考官发下两份考卷，要求不能漏答。第一份考卷他答的很好，而第二份考卷上问：“您所在企业有哪些技术机密？”他想了一下答曰：无可奉告。他未因失去一次机会而后悔，而是对自己没给企业造成危害而庆幸。另他意想不到的是，一个月后，他被那家企业录用了。你出卖了上一个单位的机密，又怎能担保不出卖下一家企业呢？
    能否保守机密，小说是纪律，中说是原则，大说是人品。
    有人专门从秘书下手以打开领导缺口。秘书切记不可以权谋私。孔子说：“不义而害且贵，于我如浮云。”真正的富贵要靠脚踏实地，辛勤努力来获取。“非分之想不可有，不义之财不可要，非我之物不可取。”人只一念“贪”思，便会销刚为柔，塞智为昏，变思为参，染洁为污。多少高贵显贵跌倒在金钱面前。这就叫“善泳者死于溺，玩火者必自焚。”香饵之下必有死鱼。万万不可有侥幸心理，中国有句古话：天网恢恢，疏而不漏。总还有人经不起诱惑，所以我们要“利剑高悬，警钟长鸣。”
3. What’s the difference between ordinary secretaries and executive secretaries?

V. Word study

1. assume   
（1）v. 假定；假设。
e.g. I assume you always get up at the same time. 
我想你总是在同一个时间起床。

（2）v. 采用；承担。 
e.g. to assume new duties. 承担新的职务。在此assume以现在分词形式表示行为方式，伴随情况或补充说明等。 
2. competent: adj. (of people) having the necessary ability, skill, knowledge (指人）有能力/技能/知识等的；能胜任的；能干的

e.g. She is a competent secretary. 她是个能干的秘书。

competent at/in one’s work 能胜任工作的

e.g. He is not competent to look after young children.
他没有看小孩的本事。

3. rely on sb./sth.: 

(1) count or depend on sb./sth. 指望或依赖某人/某事物


e.g. Nowadays people rely increasingly on computers for help. 
现今人们越来越依赖计算机协助工作。


I relied on your coming early.我指望你早来。


(2) have trust or confidence in sb./sth. 信任或依赖某人/某事物


e.g. You can rely on me to keep your secret.
你尽管相信我一定为你保密。

VI. Sentence analysis

1. … secretaries and administrative assistants work in teams to work flexibly and share their expertise.

   ……秘书和行政助手以团队合作的形式灵活工作和分享经验。
expertise通常有两方面的含义：

（1）专家鉴定。指某方面专家的意见或观点；

（2）专门知识。指专门领域的知识、技巧或技能。此句中expertise是第二个含义。 
2. Secretaries make sure that the information that leaves the office is correct.
    秘书要确保从办公室传达出去的信息是正确的。

其中that the information that leaves the office is correct 是由that引导的宾语从句，作make sure的宾语；在这个宾语从句中，that leaves the office是that引导的定语从句，修饰information。
注：make sure + that从句，that分句中常用一般现在时表示将来。
e.g. I’ll make sure (that) you don’t get lost.
我要确保你不迷路。

Make sure that all lights are off before you leave.

离开前一定注意关灯。
3. To be a successful secretary, you must have certain personal qualities and skills, or have the ability to acquire them.  These are some of the key qualities: trustworthy , reliable , honest…… 
要想成为一名成功的秘书，你必须具备特定的个人核心素质之一为：值得信赖、诚实可靠、正直诚实……
廉洁：honest, integrity, incorruptible

反腐倡廉：fight corruption and uphold integrity
注：Secretary code of ethic:
秘书职业道德知识：（秘书资格证考试内容）

遵纪守法，廉洁奉公，不假借领导名义以权谋私遵纪守法、廉洁奉公，是秘书人员职业活动能够正常进行的重要保证。遵纪守法指的是秘书人员要遵守职业纪律和与职业活动相关的法律、法规。廉洁奉公是高尚道德情操在职业活动中的重要体现，是秘书人员应有的思想道德品质和行为准则。它要求秘书人员在职业活动中要坚持原则，不利用职务之便假借领导名义以权谋取私利，不搞你给我一点“好处”，我回报你一点“实惠”的所谓“等价交换”。要以国家、人民和本单位整体利益为重，自觉奉献，不为名利所动，以自己的实际行动抵制和反对不正之风。）
VII. Exercises & Practice
VIII. Summing up
Retell main roles of a secretary
IX. Assignment

1. Read the supplymentary reading and finish the exercises followed; 

2. Write Ex.V on page 10 on exercise book.
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目的要求：
1. Request and provide information on filed documents orally;
2. Understand how file management works;

3. Learn to fill in forms and write letters on file management.
教材分析（难点.重点）:
1. Fill in forms and write letters on file management; 

2. Master the format of files.
教具挂图与参考书:
Secretaty English; MP3 listening comprehensive practice disc
布置作业:
1. Create a dialogue on file management;

2. Make forms according to the given situations.
课后记要:

Unit 1  The Role of a Secretary
Part II  Listening and Speaking

             & Practical Writing

I. Leading-in
 Introductions and greetings in all languages have the same purpose: to establish a contact with another person, to  his or her existence, and to show recognize. Greetings and introductions are essential aspects of American culture, the importance of which can never be overemphasized. In this section,we’ll listen materials about greetings and introductions
II. Listening and Practise

1. Give the students a few minutes to read through the written materials for each listening item.

2. Listen to the tape for the first time without looking at the book.

3. Play the tape again with a pause after each sentence and ask the students to take notes of the key words.

4. Play the tape for the third time and ask the students to simultaneously repeat the sentences while they are listening.

5. Finish the fill-in-blank exercise and check.

  ·Dialogue 1: Greeting and Intorductions
·Dialogue 2: Greeting and Intorductions
·Passage: Introductions and Greetings
III. Act out

1. Complete the short dialogue by translating Chinese into English, then practise them with your partner.

2. Pair work

Create short dialogues for different situations and practise them with your partner.

(1) Suppose you are a new employee, introduce yourself to your colleagues in the office.

(2) Meet one of your company’s important customer at the airport.

(3) Suppose you are a secretary, make a report to your colleagues in a conference, answering any questions raised. 

(4) Introduce your boss to a customer at a trade fair.
IV. Practical writing: 

1. Sample analysis: Note
A note is a short, usually informal letter used as a short document or used for leaving information, making a request, expressing affection when it is impossible for the writer to meet or telephone someone.

A note usually includes:  
1) the date and day; 

2) salutation; 

3) body; 

4) signature
2. Sample study
3. Simulated writing
4. Exercise
V. Summing up
Review words and expressions about greetings and introductions

VI. Supplymentary reading 
“The Role of a Secretary and Office Professional”
VII. Assignment

Read the following meeting agenda, filling the blanks according to the Chinese given in the brackets

