
Page 8 THE BATTALION
MONDAY, MARCH 30, 1981

Local / State
New secretaries learn skills at clerical workshop De

By LAURA YOUNG
Battalion Reporter

The job of a secretary is more 
than typing, filing and fixing, as 
Dolly Parton sings, “a cup of ambi
tion” for her boss.

, It involves knowing her job,

andher co-workers, her boss 
especially her environment.

Several new secretaries at 
Texas A&M University had the 
chance to learn more about their 
environment and brush up on 
office skills at the Basic Secretarial

■Y
...Before You lake 

Ybur Next Step
Right now everyone is pressing you to make a career 
decision...immediately. Your parents, your teachers, 
even the people next door are urging you to make up 
your mind about exactly what you want to do with 
your life. In the back of your mind you may feel that if 
you don’t act now, you may be shut out from the 
right opportunity.
Instead of the old “hard sell”, we at NL Industries 
want to help you make the right decision by urging 
you to slow down before you take that next big step. 
NL Industries is a diversified company with major 
divisions in oilfield equipment, petroleum services, 
chemicals and metals. We have a variety of oppor
tunities for graduating students with the following 
degrees:

Industrial/Manufacturing Enginaering 
Mechanical Engineering 
Masters Business Administration 
Accounting/Finance 
Sales/Marketing

We will be on campus interviewing for career posi
tions on =

Tuesday and Wednesday, March 31 and April 1 
Slow down and take the time to look into your future 
with NL Industries. You just may be able to end your 
search right here.
If you are unable to visit with us, please send your 
resume to Susan Nolingberg at the address below:

NL Industries 
1900 West Loop South 

Suite 1500
Houston, Texas 77027

and Clerical Workshop held 
March 25-26 in Rudder Tower.

The workshop is one of the Per
sonnel Departments employee 
development training programs. 
The department sponsors a total of 
11 workshops for Texas A&M em
ployees designed to provide em- 

, ployee training assistance.
The secretarial workshop pro

vides an introduction to Texas 
A&M for new secretaries and also 
covers basic secretarial and cleric- 

| al skills.
“You need to be able to see the 

large picture as well as the small 
[picture,” Nancy Gustke, training 
specialist in the personnel depart
ment, said.

Gustke conducts the secretarial 
workshop once a month along with 
another workshop on office proce
dures.

Gustke said the secretarial 
workshop has been going on for 
quite a few years here at Texas 
A&M and they’re almost always 
booked up.

“We usually try to limit the 
workshops,” Gustke said. 
“They’re all open to anybody who 
wants to come but they get filled 
up fast.”

Such things as Aggie traditions, 
library services, recreational faci
lities, entertainment, sports 
events, MSC craft classes and 
Free University were explained.

Secretarial basics such as tele
phone courtesies and methods, 
taking messages, campus mail and 
organization were also discussed.

“Lots of things are covered at 
those workshops and you always 
figure if there’s one or two things 
you can take back, that’s some

thing that you didn’t have before,” 
Gustke said.

Gustke also listed twelve ways 
to start out right on a new job, a list 
taken from Glamour magazine: 

— Don’t gossip about history, 
— Concentrate on discovering 

your boss’s priorities,
— Accept your boss’s manage

rial system,
— Don’t have special expecta

tions for a woman boss,
— Make your boss look good, 
— Don’t expect this job to du

plicate your old job,
— Listen and watch,
— Ask questions,
— Get the boss to arrange 

training for you,
— Avoid past mistakes,
— Don’t be taken in by first 

impressions,
— Be optimistic and go out of

your way to express that positive 
attitude.

Gustke explained that com
munication is a vital part of a good 
secretary-boss relationship.

“A lot of negative things can 
happen in your office because of 
lack of communication," Gustke 
said.

Gustke said the purpose of the 
secretarial workshop is to provide 
information about Texas A&M to 
new employees.

“They’re mostly to give new 
people ... an idea of things that are 
... peculiar to Texas A&M Univer
sity,” Gustke said. “Even if they 
worked at another university, 
they do things here that are diffe
rent.”

The workshop also provides, to 
those who are new to being secre-

United

taries, a chance to learaim:: 
out the job.

The personnel departs: 
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How to File a TAMU Media, 
surance Claim. i' HOI T V

“The Positive Disciplines;- . i ' shop is for managers if they lij ni ht p J0]
ha-V d,sclPI,"ary(1« of troubled 
with their employees, «thsaid. “Its so theylllearnb ^^ 
do it the right wav. T when tj

Gustke said, “Not all®( annual exti 
ties have as an extensive I® joined b; 
program as we have here Reagan, w

“Some private companie|Pj as a 
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Texas A&M to observe Library Weel
inH941.
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By SUSAN DITTMAN
Battalion Reporter

Bluegrass music, folk dancing 
and a drama will be some of the 
activities of National Library 
Week at Texas A&M University’s 
Evans Library. There is no charge 
for any of the programs.

Other events being held in 
observance of National Library 
Week are a panel discussion on 
energy, a book sale and a series of 
videotapes.

The National Library Week 
program was started in 1958 to 
focus public attention on reading

NL Industries, Inc.
i Equal Opportunity Employer M/F

Let Kinko’s Copy Service 
help you through.

We offer...
sTOP-OF-THE-LINE xerox 9400 machinery, 
providing necessary copies from rough drafts
to committee copies to final blueline copies

Added 9400 capabilities
• Reduction of oversized items 

(eg. printouts & maps)
• Elimination of paste-up lines
• Automatic sorting and collating
• Sharp, clear, permanent print

KlNKO’S also provides a complete binding 
service, making your writing presentable and 
portable.

Quaitiom ?'LP[exile. cxiCC ox ito/2 [y
846-8721 • 7 DAYS A WEEK • 201 College Main 

Just Behind Loupot’s

Special Savings
UNIROYAL Fastrak

Belted
THE DOUBLE FIBERGLASS BELTED
ECONOMY TIRE.

*32
r SIZE PRICE

R7K-I3 
< 7x-l I 
K7X-I I 
F7x-l l 
l.7x-| | 
II7X-1 t

H7x-i
I.7x-i

33.71 
31.1 I 
3<i.ti7 
3x.li7 
Kl.<)7 
I2.!>7 
11.33 
I 1.00 
Hi.07

UNIROYAL
WE CAN HANDLE YOUR 

SERVICE WORK TOO!

TUNE-UPS
BRAKE JOBS

COMPLETE FRONT-END SERVICE 
(Alignment & Repairs)

COMPUTER SPIN BALANCING

AIR CONDITIONING SERVICE

AND MORE!

$5424
STEEL-BELTED 

RADIAL WHITEWALL 
BUILT TOUGH AT A PRICE 
THAT’S TOUGH TO BEAT

P185/80R-13 
F.E.T. 1.97

SIZE PRICE F.E.T.

P205/70R-14 67.14 2.35
P195/75R-14 65.71 2.33
P205/75R-14 68.57 2.48
P205/75R-15 68.67 2.57
P215/75R-15 72.86 2.75
P225/75R-15 77.14 2.93
P235/75R-15 82.86 3.11

OPEN 
Mon.-Frl. 

7:30 to 5:30 
Sat.

8:00 to 12 Noon PILGER TIRE &
AUTOMOTIVE
CENTER

400 University Drive East • 696-1729 • College Station
“We Appreciate Your Business"

as a source of personal fulfillment, 
according to library information.

National Library Week has 
been celebrated at Texas A&M for 
about the last 10 years, said Joan 
Kuklinski, the head of the 1981 
National Library Week Com
mittee.

“In the past we’ve had speak
ers, poetry readings by local poet
ry societies and musical perform
ances,” Kuklinski said.

"This will be The King’s En
glish musical group’s second year 
in a row to perform,” she said.

The library’s annual book sale 
began about five years ago, she 
said.

“The hooks (on sale) are books 
the library already has in its collec
tions or has weeded from its col
lections for one reason or 
another,” Kuklinski said.

“The expenses for National 
Library Week are generated from 
the profits made by the book sale,” 
Kuklinski said. “Last year we 
made around $700.”

Kuklinski said part of the money 
goes to replenish the paperback 
hook supply for light reading 
while the rest goes to help fund 
the next year’s National Library 
Week.

The events scheduled for the 
week of April 6 in the Evans Lib
rary are:

April 6: The Texas A&M 
theater arts department will pre
sent an act from Oscar Wilde’s 
“The Importance of Being Ear
nest” at 2 p.m. in rooms 204B and 
204G.

v^April 7: The King's English, a 
group of English department fa

culty members -------
bluegrass music, will playj-Kobert I
p.m. in the sunken readinaYorker v 
on the second floor. f: 1 1
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Call 845-2611

ENGINEERING CAREER 
OPPORTUNITY

Since our beginning in 1936, Dames & Moore 
has become one of the largest and most diver
sified consulting engineering partnerships in 
the world. We are multi-disciplined specializ
ing in the environmental and applied earth 
sciences by providing technical expertise to 
designers, builders, owners, and governmental 
agencies. We have openings in over 25 U.S. 
offices.
If you possess an appropriate master’s with 
emphasis in geotechnical studies, ground 
water hydrology, engineering geology, mining 
studies, or meteorology, then JOIN US ON 
CAMPUS APRIL 6, 1981, at your Placement 
Center.

OR WRITE:

Dames & Moore

United Press IntcrnalM
DALLAS — Dozens ok] 

ducers have been taking 
tage of a $1 billion loopWf:
Energy Department United
originally created to emr^^LEXAN 
investments in risky andaffaly be usee 
sive techniques toextracter *sh only to t 
from old fields. achieve an

The program expired w tem, said fe 
end of crude oil price contr;
January 28, but Energy I can ass 
inent regulations allowed use bu 
companies two extra moit Jieecssary, 
which to qualify for reiral hearing calk 
ments, the Dallas Times il |P submit da 
reported Sunday. |r^es consl

Oil firms have been nA system- 
submit claims for pre-paidtoY Superint 
projects that won’t even beg son t(,bl Sc 
til next year. fijpkcup of i

In addition, produars! j!®nc ant UPC 
been seeking reimbursemer T16 s,lri°uni 
which can total as mucb!. art “ad i 
million per project—to bad'In ^8rate. h 
jects that under decontrol c cott’ w‘' 
virtually certain to be prod- ? con trover 
with the subsidy. for “early a

“These expenditures an e^re^,1°n
the kind we were tryingtoe* .n , saK e 

•• • i c n ln the case,age, said Energy DepaT Th j ,
lawyer Ben McRae. ‘Theprf . J k 
was not to help people so 
projects that would be 
anyway.

“People are takingadvai 
a loophope in the regulat* ^ des cm 
if everything is doneexactly th(, action 
regulations, it is comf 
legal.”

Once department official 
ized the problem, theyy 
the two-month extension) ' 
but only 12 days before! 
scheduled to end, h
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at least $1 billion from tfej 
ram, which wasdes 
tertiary production. Terti®! 
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J. Robert Lawson 
445 So. Figueroa, Suite 3500 

Los Angeles, CA 90071
An Equal Opportunity/Affirmative 

Action Employer M/F/H

Don’t forget YOUR
Aggieland ’80

WED.
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Wood; Allan's 
“Everything 
^ you always 

wanted to 
know about „ aex-x-

•Jt’ •UT WKNC AFBAO

coco*

FRI. & s

Available Monday through Friday, 8 a.m. to
5 p.m.

Room 216, Reed McDonald Building 
Bring your ID card


