Mr.Cecrge ?,Dieck,

505 Tant Green Btrest,
Champaich, I11inois.

My denr B8ir:
It 1s rather diffiecult %o exrlain compactly
the dutias of a pr#vate seeretary, becsuse thay are 8o many

and so different, If I can giveg ou, howaver, a list ¢f the

qualities which I ought to have and vhich I lack, I may A
within siriking distance of what you wish, The 'businaaar" a
private secretary, «s I conceive it, is to facilitate so far
&8 pogsible the work of his employer. How far he wiil succeed
depends very largely wupon intuition, wupon traits incap ble of

analysis. Ono thing is clear, to be really successful, he

mus bz ,’% be done baefore he is told, He must see
littla wayu in which he can render assist-nes without heing
askeds NLife is too short for zny bhusiness man to be obliged
to inform his secretary explicitly what he should do on many
points that came up.

More delinitely however, there are three kinda of work
which perhapg can he distl%uiahed from one another, In the
first place a ssoretary must handle the correspondence,fust

what he phall do with it depends on the kind ¢f men for whom he
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ip working, In seme cases he may be givem no diseretlon
whatever, ¥e masy be limitz4 practically to -oioning the mall
snd vutting it in order for his suporiors, If the corrcaspondenc

is at all luarge, howsver, he must usually be p:"apa.rpd to

answer certain letters himssif and originalSnipss
[ .w"_.'.. :
generally, always if it is possible, be lald before tha

employer, hut once a matter ‘-#a given kind is declided and a

_1line of conduct estéb lishad “the amployer ought te be ahls to

depend henseforth on his sseretary for answaring similar

communications withont refsarence, PFurthermore in this connee=

tion 2 arcretary may very often he expected to draft a atatee
ment of points only roughly outlined ? hig employer. To he
sucosssful in this kind of work, he musti study his smployer's
feelings, get his point of viewand mental hebits and learn to

., adapt bimself to them. A really successful scereiary ought te

have few puch drafts returned for change beyond slight verbal
alterations,f least after he hns been in his position long
encugh to f£ind himself.

In the second place, the secretary acts =s & king of go=

_ hetween between his employer ond the general public. He should

make i% easy for perém!s having business which the employer

wishes to take up to get &t him. On the other hand, he should
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learn without offence, but nevertheless with effect to steer off
pergons who weuld only take hie nrincipsl's time and annoy

hin with minor matters, in other werds, & wen in order to
accomplish anything in thils slage ¢f the world must goncenirate
his attention on & few points which he deems important. He
cannot hold a continu.us office hour nor aec all people at all
times, Just here the naeratary'u'efflcinncy 1s teoated, If
callsre when they are turned away leave In anger or injured
pride, he is unsuccessful, He 18 equally uneuccessfal if he
allows everyhody to reach his chief, .

In the third place, a private naéretary must be able to
carry forward and exeente special tasks which are assigned to
him, BSometimes this part of the ~ork is the most difficults
It seems absolutely impossibhle to kesp up with the Qﬁutina
corregspondence which is often heavy, to take the thousand and

one 5 that are csrtain to oceur and yot to accome

plish anything constructive and positive in sddition, Vet
uniess & man cum do this, he falls short of the stendard. He
must learn to make time, He must Meel everybody and yet he

must culiivate kesnness in getting at once to the hear of the

matter, thg abbreviate the conversation so tha iters
vals, he will have time for the work that counts, the work on

which he can meke a definite report to his suerior,
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If these suggestions prove of any help to you, I shall be glad
I have Lvarr:‘l.t'!;nn.. Por one thing I may know a little better
myself what I am frying te do now that oven in an imporfsect
way I have formulated it,

Yours very ‘ruly,

H. P. Chandler
Secretary to the President
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