Age:   ⁭ 18-25;    ⁭ 26-35;    ⁭36-45;     ⁭46-55;   ⁭56-65;   ⁭> 65

Your position in the company: (Please mark position that best reflects your duties)

Receptionist

    ⁭
Documentalist

      ⁭
Junior Secretary                    ⁭
Administrative Secretary⁭
Multi-task Secretary
      ⁭
Law Secretary                       ⁭
Pool Secretary

    ⁭
Commercial Secretary      ⁭
Human Resources Secretary ⁭
Financial Secretary
    ⁭
Management Assistant      ⁭
Office Manager                     ⁭
Personal Assistant
    ⁭
Secretary to the President ⁭
Executive Assistant               ⁭
Salary framework (expressed in thousands of Euros)


10-15
    ⁭
15-20
    ⁭
20-25
    ⁭
25-30
    ⁭
30-35     ⁭

35-40
    ⁭
40-45
    ⁭
45-50
    ⁭
Over 50   ⁭
Company size: (no. of employees)   ⁭ 1-10;  ⁭ 11-50;  ⁭ 51-300; ⁭ 301-1000; ⁭ more than 1000

Field the company belongs to:
Public
      ⁭
Education      ⁭    Lawyers
    ⁭     Consultants   ⁭   Telecommunications  ⁭
Nutrition   ⁭
Chemical       ⁭    Architecture  ⁭      Engineering ⁭   Medical           ⁭
Banking    ⁭
Construction  ⁭    Publicity
    ⁭      Insurance     ⁭   Energy             ⁭
Others:……………………………………………

Autonomous community in which it is established:………(N/A outside Spain)
Indicate your duties:

 ⁭   Pick up phone and filter calls
⁭  Deal with clients and/or contact suppliers

 ⁭   Search for information

⁭  Internal communication between departments

 ⁭   Coordinate & organise mtgs.
⁭  Coordinate & organise trips

 ⁭   Draw up presentations

⁭  Filing and documentation

 ⁭   Filter e-mails


⁭  Handle diary

 ⁭   Organise events, fairs

⁭  Organise meetings & receive visitors

        and conventions


⁭  Draw up and prepare reports
 ⁭    Draw up both internal &

        external documents
      …………………………….
………………………………………………

      …………………………….
……………………………………………….

      …………………………….
……………………………………………….

Please indicate other duties you could or would be willing to undertake:

…………………………………
……………………………………………….

…………………………………
……………………………………………….

Are you a member of a social network? …….professionally or privately?...............
Which ones are you a member of?................................................................................
Does your boss normally ask you to deal with his personal business? If so, what does he ask  you to do?

……………………………………………………………………………………….

Does your boss praise your initiatives and ideas to improve your daily work?
………

What do you think your salary scale should be in view of the duties you effectively carry out?
    10-15      ⁮     15-20      ⁮     20-25    ⁮     25-30   ⁮      30-35   ⁮
    35-40      ⁮
    40-45      ⁮     45-50    ⁮   More than 50   ⁮
How long have you been working with your current boss, even if it was in a different company to the one you’re in now?   ⁭   0-1;   ⁭ 1-2;   ⁪  2-5,  ⁭ 5-8;   ⁪  8-15;  ⁪ more than 15 years.
How long have you been working in your current job?

 ⁭   0-1; ⁭   1-2; ⁭   2-5;  ⁭  5-8;  ⁭  8:15;  ⁭  >15

If your boss were promoted or changed jobs, do you think he’d take you with him as his secretary?......................    If you had the opportunity to change company/boss and maintain your current status and salary, would you do so?..................  If you and your boss were incompatible, would you leave your job or your company or would you try to adapt?:……………………………

If you could ask something of your boss or your company, what would you ask for?

………………………………………………………………………………………………..

………………………………………………………………………………………………..

How long is your normal working day? ⁭    0-5;    ⁭ 5-8;   ⁭  8-10:   ⁭  longer than 10 hrs.

If for whatever reason you don’t go to work one day (illness/holidays) explain the situation you are confronted with:………………………………………………………..

………………………………………………………………………………………………

Why did you become a secretary?    ⁭  Vocation        ⁪ You couldn’t find another job.

Other reasons:……………………………………………………………………………….

Are you satisfied with your work ?...................................If you’re not a vocational secretary, now that you know the profession would you choose to be a secretary again?
Why?.....................................................................................................................................

Put in order of importance from 1 to 10 what, in your opinion, are the qualities that  make a good secretary (1 is the most important and 10 the least) 

Confidentiality & discretion
⁭
Organisation
⁭
Flexibility

⁭
Proactivity and initiative
⁭
Efficiency
⁭
Savoir faire

⁭
Empathy and niceness
⁭
Loyalty
⁭
Flair with people
⁭
What qualities that you consider essential for a secretary are not included above?

…………………………………………………………………………………………

…………………………………………………………………………………………

Do you consider you have enough autonomy at work?............

And capacity to use your initiative?.................  Do you think that your salary reflects the economic situation of the company’…………….. Do you feel secure in your position?...............  If the response is negative, is your insecurity related to the crisis?

What other name would be appropriate for secretaries?

…………………………………………………………………………………………….

How do you see the profession’s future?  Along which lines do you think it should develop?

What should we improve as a group?

……………………………………………………………………………………………….

……………………………………………………………………………………………….

……………………………………………………………………………………………….

……………………………………………………………………………………………….

Once the questionnaire has been completed we ask you to send it by fax to: +34 91 3503767 or by e-mail  to: congreso@aspm.es before 2nd May 2010.  The results of the questionnaire which will be revealed in a conference during the 2nd National Encounter of Secretaries and the First International one which will take place in Madrid on 5th June 2010.  Should you be interested in attending the Encounters please send us an e-mail so we can keep you informed of the programme and where will take place.
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