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Am I going too fast for you?

A_good shorthand note is no longer enough: secretaries
must keep up with technology, writes Eve-Ann Prentice

.."The increase in new technology has been the final straw for some
secretaries,” says Julie Samuels, director of Secretaries for the Future, a Lancashire-
based group, that aims to help secretaries and their managers to cope with the changes.
"There are so many new challenges, with many secretaries not knowing their role any
more. Managers issue more and more of their own correspondence through e-mail and
faxes, and secretaries can feel left out on a limb (1)."

An astonishing 97 per cent of business information is now issued by fax,
according to Ms Samuels and "when you get to the top, you are very alone”.

Secretaries for the Future, which was founded by Ms Samuels and Elaine
Howard who acts as its chairman, runs a telephone helpline which members can call
"most hours of the day and night" for advice, aims to hold regular meetings, and issues
a news sheet. "We aim to spread information which most secretaries don't hear about
from existing magazines, which tend to treat them in a girly, bimbo-ish (2) way, says
Ms Samuels.

"We explain matters relating to the millennium bug, for instance. If you are
working for a director, you need to understand why there are fears that computer
systems may crash at the turn of the century.”

Secretaries for the Future has won support from the London Chamber of
Commerce and Industry Examinations Board, reflecting its aim of working with
managers as well as secretaries in smoothing life in the office. The group began
recruiting in the summer and asks new members to fill in a confidential "wish list" to
help to identify issues on which the group can give advice and information.

Margaret Bocking, who is a secretary at Keystone Valve UK Ltd. an
engineering company in Stockport, Cheshire, reveals that her wish was for "my
general manager to stand still long enough to talk to me". After working as a secretary
for engineering companies for 20 years, Ms Bocking says: "The job has definitely
changed, and with increasing rates of structural change things could alter yet again. It
is not straightforward typing, as it used to be. Now I have to co-ordinate a lot of tasks
and feel as if I am working for more people. For instance, we have a new security
alarm system and I have to co-ordinate the running of that.

"With so many people having their own PCs, they tend to do their own thing.
1 am very lucky, though, because my boss does e-mail me. There's not a lot he doesn't
tell me."

Nonetheless, she says, new technology has brought so many changes that "the
uncertainty is unsettling - but where would we be without the technology?”

* For information on Secretaries for the Future, call Julie Samuels on 0161 -796 9504 or Elaine
Howard on 0181-940 4466.

Abridged from
THE TIMES NOVEMBER 12 1997

Notes :
(1) to feel left out on a limb (1. 6): to feel excluded.
(2) a bimbo (1. 13) : a girl (pejorative).
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A - COMPREHENSION DE L'ECRIT :

I- 20 points
H - 15 points

B - EXPRESSION ECRITE : 15 points




A - COMPREHENSION DE L'ECRIT hiao

I - Dans un compte rendu en FRANCAIS (environ 200 mots), vous mettrez en lumiere les buts
et les activités de 'association dont il est question dans cet article.
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II - Répondez, en ANGLAIS (150 a 200 mots environ), a la question suivante :

To what extent does Margaret Bocking's experience illustrate the new role of secretaries ?
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B - EXPRESSION ECRITE {410

Rédaction d'une lettre en anglais.

Vous étes Dominique Durand, 22 rue Pierre Loti, 8600 Poitiers, ¢t vous venez d'obtenir votre BTS
AST (anglais / espagnol). Vous avez effectué vos stages 8 ROYAL DOULTON Ltd, London Road
Stoke on Trent ST4 7QD ¢t 3 I'Office de Tourisme, Carrer Major, 43003 Tarragona.

Vous cherchez un premier emploi en Grande-Bretagne et cette petite annonce, parue dans Th
Independent du 24 avril 1998, vous intéresse.

RecaN ANDDEAN + ADLAND

23 Old Bond Street, London W1X 3DA

MEDIA PAs to £23K

We have a huge variety of permanent and temporary
opportunities for PAs and Secretaries at all fevels. Our
Chent base includes Advertlsmg, Design, PR, TV. Film
Production, Radio, Theatre and Fvent Management.

The essential qualities you will need are:

» Competent Secretarial and Office Administration Skills

* A good standard of education (Graduates are
welcome but secretarial training and experience is
essential).

» Excellent social skills and a keen sense of humour.
* Flexible, ambitious and career minded team players.
* Experience in any of the above or any other Creative
Industry.
Call us now to make an appointment to come for
an informal chat to discuss your background.
Tel: 0171 409 3244 Fax: 0171 409 7430

Vous avez téléphoné a 'agence Regan and Dean + Adland qui vous demande d'envoyer une lettre
en anglais pour mieux vous connaitre avant de présenter votre, candidature. Cetie lettre devra porter sus
les points suivants, quc vous développerez :

1 - dipléme(s) obtenu(s)

2 - niveau des langues pratiquées

3 - expérience professionnelle (stages)

4 - compétences en bureautique

5 - qualités personnelles et motivations pour travailler en Grande-Bretagne dans les secteurs
mentionnés

6 - picee(s) jointe(s).

Choisissez le plan qui vous convient pour cette lettre de présentation et n'oubliez pas les
formules et la nrésentation d'usace.
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