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EHAFEE  |3575 Course Number (3575
RABED | KER Instructor  |TURTON,MICHAEL ANDREW
ha e |WEEB Course Name |International Secretarial Skills
PAFREEAL  |FERSMRER(THE)HA Department
EER  |[EE Required/Elective|Elective
28 |2 Credits 2
1. R ERENAE BT The objective of this course is to
2. FfR TR E TR E R make students:
3. B VRS FH 1. understand the nature of duties and
4. BERENEREBIEER responsibilities of a
secretary
HFEEE Objectives  |2. train essential skills in performing
secretarial tasks
3. study skills in handling office
machines and equipments
4. learn the lessons in secretarial
deportment and etiquette
H0kt EMARNEEB(EERRE HA Teaching Textbook: Secretarial Affairs by
EE) Materials Huang Cheng-hsing
1.Attendance, Quizzes, Assignment 1HRE /INB MR R R B2 40%
and 2 R %:30%
PR & 5= |Participation: 40% Grading 3HIERE:30%
2.Mid-term: 30%
3.Final Exam:30%
BETRE |
1 ENRE EERET BN 1.Qualifications, qualities
2 BN EEE and duties
3 MEFRIE LIE(EH R E IR of a secretary
508k, 2.0Office management
BRE P TFEE..) 3.Paperwork of a secretary(Handling
4 GRAIEHIZHE of
SHEEERCHRE mail and document; Noting, Drafting
6 M ERMEE S B E R K and typing, etc...)
HEAE K2R Syllabus 4 Arrangement of meetings and

HEW R R ARE B I BT
Bl
)

appointments

5.Maintenance of records
6.Secretarial deportment and
etiquette

(take care of guests and visitors;
present professional image and
dressing; learn the correct and
elegant manners, etc...)
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