                           Приложение № 1 к уроку «Проблема выбора профессии. Моя профессия – секретарь».

                                  What characteristics are important for secretaries?
1. Loyalty: Secretaries must be absolutely trustworthy. No relationship in business involves a higher degree of trust and responsibility between two persons than the secretary – boss team.
2. Conscientiousness: It is important for secretaries to be prompt and flexible. Quite often they may have to work long hours. Confidentially is another key factor. Secretaries must take pride in their work and be dedicated to their boss.

3. Initiative: The secretary should be able to act for the boss in his/her absence. True initiative on the secretary’s part is the ability to know when to act on one’s own and when to do as directed.

4. Ability to write: Every secretary should be capable of handling routine correspondence, reports, summaries and take good minutes at meetings.
5. Professionalism: Business can be tense and people are often under a lot of stress. A secretary who can work under deadline pressures and produce high quality work is of great value.

6. Good dress and presentation: This involves looking and behaving appropriately. People’s first impression is important. Their ideas about the company/organization are influenced by the staff’s appearance.

