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Secretarial Functional Skills (3:2-2)

First: Course Description

This course aims to orient students to the office environment in small offices and large firms,
and enables them perform secretarial duties effectively in the context of record keeping,
filing, handling the post, meeting, travel arrangements, organization methods, ..... etc

Second: Objectives

1. | Know the functions and responsibilities of each department within large organizations and
know the difference between large organizations and small firms.

2. | Acquire the skill of receiving visitors and arranging appointments.

3. | Apply, and maintain efficient filling system suitable nature of the business

4. | Handle incoming and outgoing mail

5. | Make the necessary preparations (before, during, after) convening various types of meetings

6. | Make travel arrangements and prepare the itinerary

7. | Practice (O & M) approach to maximize office work efficiency
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8.

Set schedules and present information using statistical charts

Third: Contents

Unit One: Large organizations and small firms

1-1- Functions and responsibilities of large and small firm

1-2- Department

1-3- Organization structure

Unit Two: Receiving Visitors

2-1- Receiving visitors

2-2- Types of visitors

2-3- Reception register

Unit Three: Filing and Indexing

3-1- Definition

3-2- Equipment

3-3- Methods of Classification

3-4- Filling hints

3-5- Microfilming up system

3-6- Follow up system

3-7- Transfer of files

Unit Four: Handling the post

4-1- Incoming mail procedures

4-2- Outgoing mail procedures

4-3- Mail equipments

Unit Five: Meetings

5-1- Different types of meeting

5-2- Officers and their duties

5-3- Meeting documents
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Common meeting terms

The secretary duties before, during, after the meeting

Unit Six: Travel Arrangements

6-1- Secretary’s duties

6-2- Travel documents

6-3- Money matters

6-4- Booking Hotel Accommodation

6-5- Ticket reservation

6-6- Preparing the Itinerary
Unit Seven: Organization & Methods

7-1- Definition

7-2- Flow charts

7-3- Work Planning

7-4- Develop good working habits

7-5- Work place

7-6- Organizing yourself

7-7- Safety and economy in the office
Unit Eight: Visual Aids

8-1- Signaling information

8-2- Visual control boards

8-3- Magnetic boards

8-4- Different types of charts
References

1. John Harrison: “Secretarial Duties:, Pitman, 7% Edition. Pitam, London, 1985
2. Scheila Stanwell: “Office Practice”, 4the Edition, Edward Amold, London, 1976
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Office Communication Skills

(3:2-2)

First: Course Description

This course aims to familiarize students with communication techniques used by every
office worker on daily situations through reading, comprehension, patterns, role simulation
of dialogues such as (receiving visitors, answering the telephone, arrangements and

appointments, at the airport, at the bank, at the hotel, ...... etc

Second: Objectives

1. | To orient students with various means of communications

2. | To develop students face to face communications in situations that a secretary encounters at the

reception desk and expressing Company’s policy

3. | To develop students telephone conversation practice when receiving and making telephone

calls

4. | Orient students to oral skills of necessary dialogues at the bank, at the post office, at the airport,

at the restaurant, ..... etc

Third: Contents

Unit One: Means of Communications

1-1- Face to face

1-2- Letters — Circulars
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1-3- Telephone
1-4- Telex, Fax, E-Mail
1-5- Internet

2-1- Reception area

2-2- Duties of a receptionist
2-3- Receiving Visitors
2-4- Appointment register
2-5- Dialogues

Receiving and making telephone calls

Conversation over the telephone

The Company’s products, policy, history plans, ...... etc

5-1- Types of accounts

5-2- Currencies

5-3- Dialogue with Bank Teller
6-1- Menu

6-2- Conversation

7-1- Finding the way

7-2- Dialogue

8-1- Travel Dialogues

8-2- At the Customs
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Unit Nine: At the Hotel

9-1- Reservations

9-2- Facilities

9-3- Dialogues with receptionist

Unit Ten: At the Post Office

10-1- Types of Mail

10-2- | Dialogues with Post Office Clerk

References
1. B. Elizabeth Pryse: “The Perfect Secretary”, Collins London, 1983
2. Nike Brieger & Antony Cornish: “ Secretarial Contacts”, Prentice hall, 1993
3. Jeremy Comfort: “Effective Presentation”, Oxford University Press, 1995
4. Jeremy Comfort: “Effective Telephoning”, Oxford University Press, 1996
5. John Harrison: “Secretarial Duties:, Pitman, 7% Edition. Pitam, London, 1985
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