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L R BEOMEIME
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Administrative Assistant - (3 &)

secretarial skills - (GhEHEE)
organizational ability Gg&re D

. ‘administrative ability (EERETD).

ability to supervise (BEERETDD

ability to work without supervision/self-starter (EEE‘J%%%ﬁ‘ﬁbﬁ)
willingness to take responsibility (BB BEEY & 587D
ability to handle confidential matters - (RemgPRLERETD

" Administrative Secretary ((BEEFLE))
. organizational ability GRLRRRETD
secretarial skills (RHEHiRE)

ability work without supervision/self-starter . (H 35&9%?9}% THETD)
maturity CARIRIBERD

good communication skills (B\ 2 3 . =% —¥ = /Hﬁu)

-ability to interface with top management/clients/all

levels, etc. (b v 7<% v 2 v, BEEXRELO ARBRD ﬂﬂﬁuﬁ)

Executive Secretary (B FLE, B#BWE)
- - secretarial skills _ (%%ﬁﬁu;)

organizational ability GHRREETD

- ‘administrative ability CEERETD)

abilty to work without supervision/self-starter .

maturity C (BAEREBRTEN, AMBBRED
good. interpersonal skills ( ARIBI{RALER) ’
good communication skills (V2 3 2 =¥ —¥ 2 YHHE)

Secretary = L ()

organizational abilty (L sgeel)
secretarial skills (FEHRE)

“ability to work with minimum (F/MNBREOe v + TOEBEITIES)

- supervision
responsible, dependable (fE#i#)
_maturity ' (R
detail-oriented (ZEDHHIZ)

pleasant phone manner (EUDORVWEFE~F—)

Secretary-Receptionist (ZAE)

organizationial ablity (L fRRETD

maturity L O (RB S

good secretarial skills  (Eh7-FEERE)

professional appearance (HZFiz.sZPHL W)
.-+ excellent phone manner (EhAEEZF—-)
" take-charge ability (B

self-starter (REMH)
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LL, =7, 742V W83 5B LERT 2 RENELTH &
L5$£ﬁi?t@f%éo_®ﬁ%@ﬁﬁm — IR D E SR
%Oﬁﬁﬁﬁak%MLt;&,itqt/xxﬁémﬁﬁéﬁﬁk,
BRI O LB ORI > T, FEHD 54 & 7, EFRE O
i%%ﬂ%fiﬁfé‘_ﬁi-{*éy\mi ftkh, 7—F7m vy (Word pro-
cessing) =5 — & 7 »v &> v~ (Date processing) D 2 v ¢’ 2 —
S LI R ER S OB DU AT B~ DB G b % 122 &
%%Lt%®k%x%héowfbtiﬁr Dk S IethEMe
ﬁlﬁfﬁ%ﬂ_ﬁ L, 1980@0\_& Gregg McGraw-Hill HiHEAS,
“The Nat10na1 Task -Force on the Image of the Secretary”
&%éhtﬂiﬁﬁkﬁ%%é@%LTV%%ﬁﬁ6@%7Z3;%
ffio TRELEOTH S, |
_@ﬁﬁkkufﬁﬁéhtmmﬁezﬁféoto
OAEMLSHREMEBEAREL TV EOMWEERD L T &,
@7r7 2y Yar VIMBRIEEREETOENLLLIEE LVWREETH
HT &o -
%E%%%®ﬁ&@ @LWQD%&/7/%%%LT%TL5 23]
fE, DRt S4T ,xﬁ$%ﬁ,f ﬁ%mﬂimﬁﬁrﬁﬁb
e BEEHEC X £, BEOEECOVT, SUERICALE
EOBEMETHULTW20THS,
ﬁﬁi@%\'ﬂbi BT 1 @'C IO/i)J:ﬁ- LT n, %EHI%SET%’J

QOB fe B E b IT B BT, BEIEEND BB O, B
Wi}:gﬁﬂifﬁ h, 1980 EDFEIC X A &EMUT $ 15, 000~20,

000T, . ZAIE—EBRE KT LREBETH D, IR, *
DEBARNPKRBCHIUE, SEA~OHRAILEE > TETWBH T L
CRERA®RBDBZDOTHA 5,

R, MERBCRVWTREEHRICS Executive Secretary £
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(3)
DOWTERS TRBZ LTS,

=5 Exécutive Seci‘etary %@%Aﬂ“ -

Typlcal Secretarlal Salarles 1n 1980_

Ygigs ngh Medlum o Low

Secretary——M. S. Graduate | I 0 _$19 000 '$ 1.7,900 ,, $ 15,000
S © 7|7 1-3 | 25,000 | 21,000 ‘| 20,000

oL L. 23-10.1-32,500 | -25;000 .| 23,000
Secretary—Secy. Schl. Grad. | 0 | 21, 500 20,000 .| 18,000

o | 1-3 26,000 |- 23,500 ' 22,000

: = 3—-10 | 32,500.|° 25,000 | 23,500
| Secretary-College Grad. , 0 22,500 20,000 = 19,000
7 | 1-3 | 26,500 | 24,000 | 22,500
: 3210 | 33,500 | 29,000 | 25,000
Executive Secretary.. . = | -5+ 140,000 | 28,000 | 27,500

Secretary / Admin.Asst. " 5+ 40,000 30,000 | 27,500

Administrative Asst. 5+ 40,000° | 32,500 | 30,000

Source : Fanning Personned Agency, Inc.

'E'Xééiit‘iw}é Secretary 1% b1 Executive Assistant ~ X LT
W EERBELDOTH D, FOMBIE, AEERIVERRETHMAE
| B THIEOEEL AT B0T, RIELIEA Y F VT 4
PC LI iV L, ER AT %@Wikmﬁbfm%&m
5@1%60
7 4 PEACHT ZRBOBRENT, TOBBAE - BE, th
_L%ﬁ?éﬁ%%%&f%t#,i%ﬁ%bf< fiv o> H TSR R
CHBET B LT L8 B CORRICI S T BRI TR
kB, T A A RECHTBAHER FETES, S 5,
vﬁﬁ%ﬁ%k%héo;_fu WEBHEEFCOWTADI LT Do
. WEOHE | -
7 AYAEEWT, ﬂikﬁg?é%oraof ¥ X% BB
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KIS CTEHBRBENFERELCDDTH B,

1) BFEFEE A | .
7%9ﬁ®m%%ﬁ®ﬁu#z7A®¢L,ﬁij—ﬂﬁbb
weah (3R, B (24, SNERE, B HaREoh

—ﬂﬁ(?@ﬁ)#nﬁﬁﬁf%b,Nfuv?-xﬁ—#v
,ﬁﬂﬁﬁ%ﬁ{ﬂ4f,ﬁﬁ,%ﬁ%%ig?écgmnafbao
ZOhFEERBCOWTE, BECE U CHERKRTIBIES
HOERRBNEREENDDTH S,
(2) 47 - FFIEH
MEBEBERRLC X AR — A TR, BHEODDFEENE D, »
U%:?Am—%69$x%%®%%@wU%;?A%¢®&u
EOMEHEMB AR LT, EARS EREE TERELL0
HMEE = — A RER LT 5, |
—%t/$xﬁiﬂ—x(1®@ %ﬁ%£3~%(2$ﬁ)
k%$%ﬂ%&#5%%:—X(1$ﬁ)%&Hfuaa Hh%
‘o #lz ¥, Katharine Gibbs. School (Boston, New York)
mwnﬁmﬁﬁéhtﬁﬁwﬁéiﬁnnao
American Institute of Commerce (Davenport Iowa) o —j%
WiéﬁﬁU#:7A(%6)ﬁaﬂiﬁﬁﬁv*17A(%7)
/s &uﬁéo
56 Secretarial 'Conrse' Y DE 52\
| 49. Credit Hours .
Graduates are trained for positions as secretaries in business, industry,

and civil serv1ce where opportumtles for advancement are avallable in

many different fields.’

COURSE ' P CLOCK
NUMBER 1ST QUARTER CR. HRS.
211 ABC SHORTHAND THEORY OR GHEELH ) 3 50

210 GREGG REVIEW
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220 SHORTHAND DICTATION AND -(GEigMix = 3 . 50
TRASCRIPTION | BDh-EE) 3 50
310 TYPING | & LAB (x47) 3 100
840. . TEN KEY ADDER L CGtEg 3 50
500 MATHEMATICS 1| & %) 3 50
480 or 410 ENGLISH GE ) 3 50
‘ 18 400
COURSE . _ - CLOCK
NUMBER - 2ND QUARTER CR.  HRS.
230 SHORTHAND DICTATION AND 3 50
" © TRANCRIPTION T a 50
320 TYPING [ & LAB o S 3 100
420 VOCABULARY (ﬁﬁ ZE) 3 50
610 RECORDS MANAGEMENT (a@’f&ﬂ) 3 ' 50
860 - PRINTING CALCUCLATOR CGrE#s .3 . 50
| 15 350
COURSE | - | CLOCK
NUMBER 3RD QUARTER . - .+, “CR... HRS.
240 SHORTHAND DICTATON AND 3 50
TRANSCRIPTION [I S S 00
330 . TYPING I : 3 50
200 SECRETARIAL ACCOUNTING (L) 3 50
" 630 - OFFICE PROCEDURES ' GHuns) 3 © 50
875 DICTAPHONE (p R B 2 50
080  PERSONAL DEVELOPMENT = (HOEHX) 2 50
- 16 - .350

ﬁ'{ Executlve Secretarlal Course 0)7J VF¥F LT A
103 Credlt Hours

This course is designed to train students for povsitions of resbénéibility

and trust. The executive secretary has a broad knowledge of business

procedure and can accept the challenge of working with management.

COURSE ~~~ "COURSE
NUMBER . 1ST QUARTER : ., CR. NUMBER 2ND QUARTER

210 or

511 SHORTHAND THEORY 3 220 SHORTHAND
| DICTATION ]

60-80 TRANSCRIPTI
410 - COLLEGE ENGLISH 420 ©* VOCABULARY

310 TYPING . 320 - TYPING.. II

510 BUSINESS 3 110 ACCOUNTING |

W w

. CR.

ON

w



840 TEN KEY ADDER 3
610 'RECORDS : 3
MANAGEMENT

‘ ' 18
COURSE
NUMBER 3RD QUARTER CR.
230 SHORHTAND
DICTATION | 3
80-100. TRANSCR .
430 BUSINESS
- COMMUNICATIONS .
330A TYPING T -
120 ACCOUNTING ] 4
870 ELECTRONIC 3
CALCULATOR -
620 BUSINESS LAW 3
| 16
COURSE
NUMBER 5TH QUARTER  CR.
250A SHORTHAND - 3
DICTATION
120-140. TRANSCR
340 TYPING N 3
190 PAYROLL 3
1030 MEDICAL
TERMINOLOGY
575 INSURANCE AND 3
INVESTMENTS

631

MATHEMATICS

LEGAL PROCEDURES 2

17

o7

860 PRINTING CALCULATOR 3

980 PERSONAL 2
DEVELOPMENT o
18
COURSE
NUMBER 4TH QUARTER CR.
240 SHORTHAND
DICTATION [I. 3
100-12. TRANSCR. [
330B. TYPING 3
130 ACCOUNTING I 4

LEGAL TERMINOLOGY 3
BUSINESS PRINCIPLES 3

1031
570

890 MAG CARD TYPEWRITER 3

17
COURSE
NUMBER 6THQUARTER CR.

250B SHORTHAND 3
DICTATION §
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