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КОНКУРС КРАЩОГО СЕКРЕТАРЯ
WILL YOU MAKE A GOOD SECRETARY?
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Вчитель вищої категорії, Вітковська Людмила Володимирівна 

спеціалізована школа №173, м.Київ

11 КЛАС

КОНКУРС НА КРАЩОГО СЕКРЕТАРЯ

Завдання вчителя :

створити умови для розкриття творчого потенціалу, мовних і мовленнєвих ресурсів старшокласників та сприяти забезпеченню їхньої подальшої реалізації в аспекті формування мотивації навчальної діяльності під час вивчення ділової англійської мови; 

забезпечити ситуативні завдання для актуалізації та поглиблення знань учнів з тем «Працевлаштування», «В офісі», «Ділова кореспонденція», «Збори», «Телефонний  етикет»;
сприяти розвитку здатності взаємодіяти та конкурувати;

Очікувані результати на кінець уроку:

Учні повинні знати:

Ключову тематичну лексику, фразові дієслова з теми «Телефонні розмови», види та вимоги до ділових листів, правила мовного етикету

Учні повинні вміти:

Вести діалог у ситуаціях та режимах Клієнт – Секретар, Бос – Секретар, Секретар – Рецепція готелю, На співбесіді; друкувати офіційні лист; приймати телефонні повідомлення та вести відповідні записи; доводити власну думку та робити пропозиції з опорою на завдання

WILL YOU MAKE A GOOD SECRETARY?
(On the interactive board pupils can see the proverb showing the importance of the secretary’s personality in the office:
 Secretaries can make or break the day. 

The girls are applicants who participate in the contest. The boys are managers, who represent the company having the post of secretary vacant. They are having a meeting where they discuss it)
-  Dear Sirs! As we are rather short of time today, I’d like to discuss only one

   question with you. Our company is experiencing an increase in demand for our 

   products, so we’ve decided to expand our business. In a month we’re opening 

   three more offices. 

 - It means we’ll have to take on new staff.

 - You are absolutely right. What are your thoughts on this?

 - Let Eugene speak. He always talks sense. Besides he’s in charge of the Personnel 

   Department.

- Well, we investigated the question thoroughly and decided to advertise with a 

   recruitment agency. 

 - And what are the results?

 - We already have … applicants for the position of a secretary.

 - Before we start could I say something?

 - What’s that?

 - The word “secretary” itself comes from the Latin word for “secret”, and was
    used to mean “one who is trusted with secrets”.

 - How interesting.

 - And do you know that secretaries are now becoming more known as Office 
   Professionals or Administrative Assistants?

 - Well, yes. That’s because the secretarial role has changed. Now they are more or
    less in a managerial-type role.

 - Gentlemen, let’s get down to business. So, what kind of person are we looking
   for?

 - The range of skills expected of today’s assistants is very wide.

 - What exactly sorts of skills are needed?

 - Excellent communication skills are essential. The person we appoint will have a 
    lot of contact with customers.

 - Yes. And the telephone is the most used piece of equipment in the office, you 

   know. So it’s important for a secretary to know all telephone techniques. You
   must know how to make a call and take messages. And you must know telephone 
   etiquette, of course.

 - Sure. Our company will be judged on the secretary’s telephone manner, so it is
   very important that the first contact the caller has is with someone who is
   courteous, happy and willing to help.

 - Now, let’s have a go. In turns you’ll act out the conversations. Our experts will
   evaluate your telephone manner, pronunciation and politeness. Here’s your 
   situation for a telephone conversation.

CONTEST 1. Telephone Conversations
(There are 3 possible situations: 1) boss and secretary’s talk, 2) client and secretary’s talk, 3) hotel receptionist and secretary’s talk. Girls take turns to act out the conversations.)

 See appendix 1).

 - Let’s move on to the next question. When your boss is out of the office, you’ll
   need to take messages. It’s very important that you get your message correct. 
   Listen to three short telephone talks and fill in the message forms.
CONTEST 2. Listening and Taking Messages
(The contestants get telephone message forms to fill in while listening.)

(See appendix 2)

 - Hand in your forms. The experts will analyse them.

 - As you know, a secretary deals with different kinds of written correspondence. 

   She often has to do the proof-reading. Having a good level of business English is 

   another essential requirement. Let us see how good they are at English. 

 - That’s a good idea. Different questions will appear on the board. Take turns to 

   answer them. Then you will see the correct variant. You get one point for each 

   correct answer. 

CONTEST 3. Questions
(The contestants use the interactive board to read and answer the questions).
(See appendix 3)

 - Another important secretary’s quality is ability to type speedily and accurately.  

   Does everyone agree?

 - Yes, you have a point there. 

 - Dear applicants, do you have such an ability? Take your seats at the computers. 

   On the computer table there’s a letter you have to type. In 5 minutes we’ll 

   analyse your typing speed and accuracy.

CONTEST 4. Typing a Letter
(See appendix 4)

 - As well as professional skills, secretaries need a good sense of humour.

 - Exactly. Dear contestants, on the board there’s a poem about a businessman and

   a businesswoman for you to complete. Read the first three lines of the verse and 

   suggest your idea for the 4th one. Every witty or extraordinary idea will bring you

   a point. Then compare your variant with the original one.
CONTEST 5. Sense of Humour
(See appendix 5)

 - After a hard day at work, the secretary’s desk usually looks as if it has been hit 

   by a bomb. So before she leaves the office, she gathers up all the papers and 

   documents, then sorts them and puts each in the proper place. She also throws 

   away the pages she no longer needs. 

 - You are quite right. Filing is another important errand a secretary does every 

   day. You have a pile of different papers on your desks. Decide which of them 

   should be kept together and put them into proper transparent pocket files. Your 

   time-limit is 3 min…

CONTEST 6. Filing
(All possible samples of agendas, e-mails, faxes, memos, minutes and different types of business letters will be good. Applicants show how well they know different types of correspondence)

 - We see that you are rather dynamic and self-motivated people. Now, you have a 

   chance to highlight what you have to offer and how you might benefit our 

   company.

 - Yes. Prove that you deserve this position. You can say only one sentence each 

    time. And don’t repeat what’ve been already mentioned by other contestants.

CONTEST 7. Job Interview / Boasting
(The contestants describe their qualities and abilities. Possible ideas: I’m never late, I can make good coffee, I speak several foreign languages, I have a good sense of humour, I can work without days off, etc.)

 - I think we have spent enough time interviewing and testing the girls. Let’s 

   summarize everything and choose the best candidate.
 - Well, yes, we are ready to announce our final decision. 

 - Our congratulations to (the winner’s name)! You

   are really perfect. We think you will make a good secretary.
 - But don’t be discouraged if you have failed. Make another try. No one said it
   would be easy. But if you are persistent and work at it you will succeed. 
   Don’t worry! Be happy! 

Appendix 1
Telephone conversations (expected)
Client and secretary’s talk

Secretary: Good morning. Software Centre. How can I help you?

Caller: Hello. Could I speak to Tim Newton, please?

S: Who’s calling, please?

C: It’s Felix Schumacher.

S: Thank you. Hold the line, please.

     Oh, wait. I’ve got a note here about Mr. Newton.

     I’m sorry he’s away this week.

C: Oh, no! Could you give him a message?

S: Yes, certainly.

C: Could you ask him to call me next Monday?

S: Yes, of course. I’m sorry, could I have your name again?

C: It’s Schumacher.

S: Can you spell that please?

C: It’s S-C-H-U-M-A-C-H-E-R.

S: Could you give me your number?

C: 0-1-7-1, 3-4-6,7-2 double 8.

S: Right. Mr. Felix Schumacher on 0-1-7-1, 3-4-6, 7-2 double 8.

C: That’s it. Thanks very much. Goodbye. 

S: Goodbye.

Boss and secretary’s talk

Secretary: Good morning. Stephen Woodman’s office. How can I help you?

SW: Good morning, Susan. It’s Mr. Woodman.

S: Hello, Mr. Woodman. Is everything O.K. with your trip to Glasgow?

SW: Yes, everything’s great. It’s just that something else has come for me to do. I’m having some more meetings in Edinburgh tomorrow morning, so could you book the Royal Hotel in Edinburgh for this night if possible?

S: Right. Shall I book you a flight from Edinburgh to London on Tuesday night?

SW: No, thank you. I’m not sure about the trip back yet, it might be either in the afternoon or in the evening.

S: Would you like me to get some information about the flights and the times of trains from Edinburgh?

SW: Yes, if you could, I’d appreciate that. Would you mind checking the time of arrival of the TGV and the plane?

S: of course, not.

SW: Thank you very much, Susan. That’s all for the moment. 

Reserving a room at the hotel

Receptionist: Hello. Northern Star Hotel. Can I help you?

Secretary: Yes. I’d like to reserve a single room with a bathroom, for three nights, from Wednesday, the 12th  of November, to Friday, the 14th of November,                 inclusive.

R: Let me see… Yes. A single room for three nights with  

     English breakfast, is that right?

S: Yes, that’s right.

R: What is your name, please?

S: It’s for Mr. Maliarchuk.

R: Could you spell it, please?

S: Yes, of course. M-A-L-I-A-R-C-H-U-K.

R: Thank you.

S: Shall I send a deposit?

R: No. It isn’t necessary.

S: Thank you very much.

Appendix 2
TELEPHONE MESSAGE 
	1. FOR:

	    DATE:                                                               TIME:

	2. NAME OF CALLER:

	3. COMPANY:

	4. TEL. NO.

	5. MESSAGE:

	

	


Appendix 3
Answering the questions

(Questions appear on the board one by one for each participant)

1) Which of these is grammatically correct?

1. There were so few / so little customers that I went home early.

2. It was such / so a boring meeting that I nearly fell asleep.

3. Your new multimedia project sounds really excited / exciting.
4. Contemporary mobile phones look good / well.

5. The price of their shares is enough / too high to buy any more right now.
6. The new line should be so profitable / as profitable as the old one.

7. When you catch a plane, you have to / should check in before you board the plane.

2) What does it mean?
1.Your letter should be: 

Clear (possible answer: The reader must be able to see exactly what you mean)

2.Your letter should be: 

Complete (possible answer: The reader must be given all necessary information)

3.Your letter should be: 

Concise (possible answer: The reader is a busy person with no time to waste)

4.Your letter should be: 

Courteous (possible answer: The reader must be addressed to in a polite tone)

5.Your letter should be: 

Correct (possible answer: The reader may get a bad impression if there are mistakes in grammar)

 6.Your letter should be: 

Constructive (possible answer: The words you use must create a positive tone and leave a good impression)
7.Your letter should be: 

Concrete (possible answer: Use specific terms that can’t be misunderstood; give names and numbers

3) Which multi-part verb means
1.  “to connect”? (to put through)
2.  “to be connected”? (to speak up)
3. “to put down the receiver”? (to hang up)

4. “to wait”? (to hold on) 
5. “to disconnect”? (to cut off)
6.  “to employ smb”? (to take smb on)
7.  “to delay doing smth”? (to put off)

4) Choose the correct spelling

1. a) insuranse 
    b) insurance
    c) insurence 
2. a) inquiry
    b) inquery 
    c) inquiery 
3. a) exsecutive 
    b) exsecjutive 
    c) executive 
4. a) reserch 
    b) recearch 
    c) research 
5. a) purchasing
    b) perchesing 
    c) perchacing 
6. a) apointment 
    b) apointmant 
    c) appointment 
7. a) accountant
    b) accountent 
    c) accauntant 

5) Choose the correct option:
1. In case of delay is a:

a) linking phrase

b) opening phrase

c) closing phrase

2. To inform you is a 

a) linking phrase

b) opening phrase

c) closing phrase

3. Yours sincerely is a:

a) linking phrase

b) opening phrase

c) closing phrase

4. Awaiting your reply is a

a) linking phrase

b) opening phrase

c) closing phrase

5. In connection with your request is a

a) linking phrase

b) opening phrase

c) closing phrase

6. We greatly appreciate your letter of is a

a) linking phrase

b) opening phrase

c) closing phrase

7. We would welcome the opportunity is a

a) linking phrase

b) opening phrase

c) closing phrase

Appendix 4
Typing a letter
(the letterhead is already typed in)
SPORTS ARTICLES

100 Hayward Road, London NW2

Tel\ fax: 0121-888 6767

Mr. J. Wilson 

Manager

Brighton Sports

10 Green Street

Brighton BN3 

19 May 1996

Dear Mr. Wilson,

Thank you for your letter of 3 May 1996 enquiring about our new sales catalogue and price list. We are pleased to hear of your shop’s interest in stocking our products. Unfortunately, the new catalogue is not yet back from the printers. I will send it to you under separate cover as soon as possible. Please note our new line of children’s water toys which has been selling very well. 

You asked about quantity discount. We will be happy to discuss this with you if you can give us some idea of the quantity you are thinking of ordering. Our terms of payment are one month after receipt of invoice. 

Do not hesitate to contact us if you have any further questions. I look forward to hearing from you in the near future.

Yours sincerely,
Mary Bates

Sales manager
Appendix 5

Completing the humorous poem

(Each verse appears on the board with the last line omitted. Participants make suggestions trying to be witty)
IMPRESSIONS FROM THE OFFICE

The family picture is on HIS desk.

Ah, a solid, responsible family man.

The family picture is on HER desk.

(Umm, her family will come before her career.)

HIS desk is cluttered.

He’s obviously a hard worker and a busy man.

HER desk is cluttered.
(She’s obviously a disorganized scatterbrain.)

HE is talking with his co-workers.

He must be discussing the latest deal.

SHE is talking with her co-workers.

(She must be gossiping.)

HE’s not at his desk.

He must be at a meeting.

SHE’s not at his desk.

(She must be in the ladies’ room.)

HE’s not in the office.

He’s meeting customers.

SHE’s not in the office.

(She must be out shopping.)

HE’s having lunch with the boss.

He’s on his way up.

SHE’s having lunch with her boss.

(They must be having an affair.)

HE’s getting married.

He’ll get more settled.

SHE’s getting married.

(She’ll get pregnant and leave.)

HE’s leaving for a better job.

He knows how to recognize a good opportunity.

SHE’s leaving for a better job.

(Women are not dependable.)

Appendix 6

Scoring

CONTEST 1. TELEPHONE CONVERSATION (10 points)
(telephone manner, pronunciation, politeness)

	#
	Name
	Points (1-5)

	1
	Kate
	

	2
	Julia
	

	3
	Natalya
	

	4
	Lena
	

	5
	Karina
	

	6
	Anastasia
	

	7
	Alexandra
	


CONTEST 2. TAKING MESSAGES. (15 points)
	#
	Name
	Message 1

(1-5 p.)
	Message 2

(1-5 p.)
	Message 3

(1-5 p.)
	Total

	1
	Kate
	
	
	
	

	2
	Julia
	
	
	
	

	3
	Natalya
	
	
	
	

	4
	Lena
	
	
	
	

	5
	Karina
	
	
	
	

	6
	Anastasia
	
	
	
	

	7
	Alexandra
	
	
	
	


CONTEST 3. QUESTIONS. (Correct answer – 1 point)

	#
	Name
	Question 1
	Question 2
	Question 3
	Question 4
	Question 5
	Total

	1
	Kate
	
	
	
	
	
	

	2
	Julia
	
	
	
	
	
	

	3
	Natalya
	
	
	
	
	
	

	4
	Lena
	
	
	
	
	
	

	5
	Karina
	
	
	
	
	
	

	6
	Anastasia
	
	
	
	
	
	

	7
	Alexandra
	
	
	
	
	
	


CONTEST 4. TYPING A LETTER. (10 points)
	#
	Name
	Speed (1-7)
	Accuracy (1-3)
	Total

	1
	Kate
	
	
	

	2
	Julia
	
	
	

	3
	Natalya
	
	
	

	4
	Lena
	
	
	

	5
	Karina
	
	
	

	6
	Anastasia
	
	
	

	7
	Alexandra
	
	
	


CONTEST 5. A SENSE OF HUMOUR. 

(A good idea for the 4th line – 1 point)

	#
	Name
	Points

	1
	Kate
	

	2
	Julia
	

	3
	Natalya
	

	4
	Lena
	

	5
	Karina
	

	6
	Anastasia
	

	7
	Alexandra
	


CONTEST 6. FILING. (15 documents – 15 points)

	#
	Name
	Points (1-15)

	1
	Kate
	

	2
	Julia
	

	3
	Natalya
	

	4
	Lena
	

	5
	Karina
	

	6
	Anastasia
	

	7
	Alexandra
	


CONTEST 7. BOASTING. (A sentence – 1 point)

	#
	Name
	Points

	1
	Kate
	

	2
	Julia
	

	3
	Natalya
	

	4
	Lena
	

	5
	Karina
	

	6
	Anastasia
	

	7
	Alexandra
	


TOTAL

	#
	Name
	Points

	1
	Kate
	

	2
	Julia
	

	3
	Natalya
	

	4
	Lena
	

	5
	Karina
	

	6
	Anastasia
	

	7
	Alexandra
	


