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Analysis the job-ability demanded in
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Abstract

The purpose of this study is to analyze the job of the security and secretary, to offer
useful basic data throughout human resources management by withdrawing the ability
required from the security and secretary based on the analyzed results.

In this regard, this study intended to look into the job of the security and secretary,
the necessary ability for the job of the security and secretary. To achieve the research
goals, the study selected the research participants, composed of 5 secretaries for security
with more than 5-year careers after graduating from a security and secretarial service
department in a college and conducted an in-depth interview with them concerning their
jobs. The in-depth interview data from the 5 participants was applied with a
classification analysis used by Spradley (1980). In order to enhance the dependability and
validity of the research, the study held an expert meeting composed of 2 persons with a
doctoral degree in securities service studies and 1 person with a master's degree in
secretarial information studies, twice. Also, the study drew results concerning the job of
the security and secretary and the necessary ability of the job.

Through the above process, the following conclusions were drawn; the job of the
security and secretary includes the areas of job safety, a housing residence job, a health
care job, an interpersonal relationships job, an assistant’s job, document and office works,
general affairs, and an education job. The necessary ability for the job of the security
and secretary involves martial arts abilities, risk management ability, the strict keeping of
secrets, decision-making ability, information processing ability, foreign language

proficiency, understanding other cultures, communications skills and office work ability.

[Keywords : the security and secretary, in-depth interview, ability of the job]
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