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SECRETARY (Age 20-30) 

-Top English typing speeds essennal ( 45-60 w.p.m. ) 

- good shorthand preferred 

- 3 years of worldng experience 

- An excelient command in English 

- Word / Excel / Power Point 

Bonus Indude :Salary review &r 3 months 

If you want to be part of this motivated and highly successful team, 

please phone Jane (02) 231 8105 for an internew appointment. 



(Warm up) Good morning. Nice to meet you. 

Can you tell me your name ,please? 

Do you like being a secretary? 

( 61n i~d7~~6n :~~uu)  1. How long have you been working as a secretary? 

2. Why do you want to work with our company ? 

3. How do you rate your English ,fair, good or exceuent? 

4. Can you type English better than Thai? 

5. How many words a minute can you type? 

6. How about your shorthand ? 

7. Can you use a computer? 

8. What programs can you use? 

9. Do you like to work alone or with a group? 

10. Can you start work next week? 
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( Warm up ) Good morning .How are you ? 

I'd like to talk about telephone skills. 

Do you think it is important for secretary to know how to talk conectly on 

the phone?. 

(6iniudiMZir~6n:uwu) 1. What should you say first when you answer the phone? 

2. Should you answer on the telephone within the third ring? 

3. If you want the customer to wait on the phone .'wha;, should you 

say? 

4. Do you know how to find out your customers' phone numbers? 

5. How would you ask for the name of the person you're speaking 

to?. 

6. If you could not hear the customer's voice clearly .what 

would you say?. 

7. If you call to the customer's pager .should the message 

be long or short?. 

8. Do you get angry when people call the wrong fiumber? 

9. Should you talk to your friend on the phone at work?. 

. 10. One of the customers calls to invite you to dinner ,would 

you say yes or no?. 
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( W m  up) Good morning .How are you? 

You meet and talk to many customers who do business with our company. 

(diniudih\6n:~~uu) I. How would you ask the customer for his or'her name? 

2. How would you tell the customer your name? 

3. Do you think it's important to know all the customers' names? 

4. Should you serve coffee, tea or water to a customer? Or should 

you serve 'Juice' to a customer? 

5. What things shouli you serve with coffee for customers? 

6. Should you smile while you are talking to the customer?. 

7. Would you eat lunch late if you were busy with a customer ? Or would 

you ask them lo call back?. 

8. Could you work late on a Saturday if we needed you ? 

9. If our company sent the product to a customer very late, what 

would you tell the angry customer?. 

10. Do you think that the iustorner is aiways right?. 
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