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ABSTRACT

The title of this final report   is “An Observation of chief Secretary’s Duties On
South Sumatera Bureau Operations”. This final Report aims to determine secretary
duties and execution of secretary duties On South Sumatera Bureau Operations.
Secretary On South Sumatera Bureau Operations just only runs a  routine duties.
Such as a schedule of leader, manage a incoming letter and outgoing letter,
organizing archives, receive telephone and then receive guests. In setting schedule,
secretary just noted in a whiteboard and have not special book to noted schedule of
leader. In a organizing archives, secretary often find out difficult find the back
archive because many document have similar problems. In a receive telephone,
secretary used not a form receive telephone so many message that no delivered to
leader. In receive guests, secretary also not used guest book so secreatry confused
distinguish whice one a guest and leader relation. To be a professional secretary,
should used agenda book to managed  leader schedule so that leader schedule can
composed well. Secretary also must have message telephone book so that message
that enter can achieved well and secretary also must correct storage archives so
that when secretary needed archives secretary not difficult into search that archives
and then secretary also must have guest book so that secretary can know where
guest and where colleagues work leader. Secretary also must  do creative task and
special task so that secretary can improve self competence.

Keyword: Duties of Secretary, An Implementation of duties Secretary.
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