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[TPODECCHA CEKPETAPDH

A secretary 1s
an office worker.
He has a lot of functions:
from helping a manager to
ensuring the life of an office

Cekperapb-310 opucHbI paboTHUK. OH UMEET
MHOTO (DYHKIMI: OT TIOMOIIY PYKOBOAUTEIIO JI0
oOecrieueHus KUZHEACATEIBHOCTH oduca

Panero EA



April 24 is

International Secretary’s Day
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THE DUTIES OF a SECRETARY

OBA3AHHOCTHU CEKPETAP‘

Registration
of incoming and outgoing
documents

Service of the Manager

and his visitors

Making a work plan
for the Manager

Receiving phone calls and

e-mails addressed to the head

Ordering of the necessary
items to ensure
the quality of the work

Perucrpanus Bxoggammux u
HCXOISIINX JOKYMEHTOB

OOcnyxuBaHHE
PYKOBOIHUTEIS U €TO
MIOCETUTEIIEN

Cozpmanne pabodero miaHa
TUTSL PYKOBOJIUTEIS

[Ipuem TeneoHHbIX
3BOHKOB U JJIEKTPOHHOM
IIOYTHI, MOCTYTAKOMINX B

azpec PyKOBOJIUTEIIA

3aka3 He0OXOIUMBIX
IPEAMETOB JIJIs
oOecreueHus
Ka4yecTBa pabOThI




CHARACTERISTICS of a SECRETARY

[

\ KAYECTBA CEKPETAPA

Ability to handle

stress

CrpeccoycToMYnBOCTh

Sociability

KommyHHKaOeTbHOCTh

CnocobHOCTh

MIPABWILHO U

KaueCTBEHHO
TUTAHUPOBATH CBOU JICHB

Ability to plan the
day properly and
efficiently

\
The desire to acquire

new knowledge and
skills

|

CrpemieHue noiaydarhb
HOBBIE 3HAHUS U YMEHUS

I'otoBHOCTB K
HEHOPMUPOBAaHHOMY
rpaduky palboTsI,
aBpajiaM

Willingness to work
irregular hours and
rush jobs




Every secretary should be able to
handle routine correspondence,
reports, summaries and take good
minutes at the meetings

Kaxnpii cekperapb JOJDKEH YMETh BECTH
OOBIYHYIO MEPENUCKY, OTUETHI, PE3IOME U
BECTH XOPOUINE MPOTOKOJIBI HA 3aCEIAHUAX



SECRETARY'S WOKKPLACE

Secretaries work in many types of offices

They may work in a roomy office in a large off
building or in a large room as part of a group

Some secretaries may work in medical offices

Cekpetapu pabOTarOT BO pa3HbIX THUTIAX O(PHUCOB ‘

—

OHu MoryT paboTarh B MPOCTOPHOM O]uce B OOIHIIOM
MCHOM 3/IaHUH UM B OOJIBIIION KOMHATE B COCTABE IPYIIITbI

MeauiHCKHUe ceKpeTapyu MOTYT paboTaTh B MEIUIIMHCKHUX
oducax







CymecrtByer AN

4 Cekperapb Ha
HECKOJIbKO YPOBHEH

peceriieH
Kapbepbl CeKpeTaps :
The work of a secretary A
1s very diverse ™
picro are Secretary
Pabora cekperaps oucHb several levels of
pazHooOpa3Ha secretary’s at the

/ career growth: recepti()n

AN

2.

Secretary-
Referent

3. Assistant
of the head
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CAREER PROMOTION

KapwepHsiit poct

r N
The secretary’s work may be a very perspective

pI‘OfGSSiOIl (Pabora cexperapb MOXET ObITh OYEHb MEPCIIEKTUBHON

npodeccueii)
J

\

This office workers have much to strive for

(OTUM OGUCHBIM CITyKaIllM €CTh KyJa CTPEMHUTHCS)

If the job title rise, the salary will grow

(IToBbICUTCS TOMKHOCTD, TOT/IA U 3apIliaTa OPayeT CBOUM POCTOM)

\_ J

The only requirement for the career promotion is higher

education (ExuncraennbiM TpeGoBanmeM s KAphEPHOTO POCTa
SIBJISICTCS BBICIIIEE 0Opa30BaHUE)

Achieve your life goals and your career of a secretary

will be successful (CrpemuTech K TOCTHKEHUIO CBOUX YKU3HEHHBIX
1eJIel U Ballla Kapbepa CeKpeTaps MOUIET B TOpY)




SECRETARY AT THE RECEPTION

They are not engaged in
management activities,
their duty is to anwer
phone calls and to
organize meetings with

clients
AN

\‘ OHU HE 3aHUMAKOTCH /

YIIPaBICHYECKOU
JeSITEIbHOCTHIO, Yallle
BCETO UX 00SA3aHHOCTD —
OTBeYaTh Ha Tee(HOHHbBIC
3BOHKHU W OpraHu3aIus
BCTPEUHU KIUEHTOB

\ L y/

Secretaries at the
reception are
the lowest grade

Cekperapu Ha pecenuieH
— HU3IIAs CTYINEHb




Secretary-Referent is a profession of a higher rank
(Cexperapb-pedepeHT — mpodeccus BhIIIE 110 PaHTy)

The main duties may be related to the activities of the

C - office manager (OcuopHbIe 0653aHHOCTH MOTYT OBITH CBA3AHBI
| C J€ATENBHOCTBIO O(PHUC-MEHEIKEPaA)

Knowledge of a foreign language plays a major role:
translations, presence at negotiations with foreign

colleagues as an interpreter (3manme nHOCTpaHHOTO A3HIKA
HUI'PACT ITIABHYIO POJIb: OCYIICCTBIICHUC IICPCBOAOB, IIPUCYTCTBUC HA
INEepCroBopax ¢ MHOCTPAHHBIMHU KOJIJICTAMH B BUJC HCpCBOI[‘II/IKa)




ASSISTANT LEADER

An assistant of the leader
is the highest step of the
career of

a secretary

\. /

This title requires trust
between the manager and
the clerk, stress resistance,
confidence.

\ J

The post also presupposes
the solution of
organizational and

administrative problems.

\. Y,

* [ToMOIITHUK PYKOBOAUTENS (ACCUCTEHT)
BBICIIIAs] CTYIIEHb KapbEPhI CEKPETAP

* JlaHHast TOKHOCTH TPEOyeT TR—

JEJIOTTPOU3ZBOIUTENS JOBEPUS MEKTY
PYKOBOAMUTEIIEM, CTPECCOYCTOMYMUBOCTH,
YBEPEHHOCTH

* Takke TOKHOCTD MPEAIIOIIAracy
pelIeHUE OPraHnu3aluOHHBIX U
aAMUAHUCTPATUBHBIX TPOOIIEM




I am a student at Polytechnic College. My profession is
documentary maintenance of management and archival
studies. My group is in classroom Ne 5

5] yaych B
[TomuTexHU4ECKOM
kosuiemxe. Mos
npodeccus
Ha3bIBACTCS
JIOKyMEHTallMOHHOE
obecrnieueHUE
yIpaBJi€HUs U
apxuBoBeaeHue. Mos
rpyIila 3aHUMAETCS B
kabunaeTe Ne 5




JIOCTOMHBIE [PEJACTABUTENN |

) B cienyromiem roay Mul l
3aKC
cTar

Ipeac

Next year we will finish
our College and become
worthy representatives
of our profession

| € )




THANK YOU FOR
ATTENTION!!!




