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A Comparative Study on the Top Executive Secretaries’ Job
task and Ability of Foreign Language of Selected Coporations
in Korea and Asia

Heung-Sook Choi*

Abstract

In today’s firms, there is an increasing awareness amongst managers and executives on the
importance of seretary’s role.

This is a study on the profile of the corporate executive secretary’s job responsibilities with
emphasis on communication skills, interpersonal and foreign language fluency, which I deem
relevant to their position.

As a result, I believe that an executive secretary must obtain at least a two-year secretarial
degree, Furthermore, I propose that their education must include and stress emphasis in foreign
languages. Nevertheless, I feel that in today’s global economy, it is important that executive
secretaries are fluent in at least two(2) foreign languages that would enable him/her to write
his/her boss’ speeches, editing diclated materials and creating corresspondences.

This study is believed to contribute to the education of the future executive secretaries and the
managers etc.

* Dept. of Secretary, Donghae College



