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Inquiry by phone

BIEEN

Top Sentence EAZI|T)

1. 1 was wondering if you are hiring at this time.

BEAERMNAERFTZEBEA,

2. | was referred to your company by Tom.

W BRE RN KM,
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Words & Phrases

4195194 @S

1. wonder ['wanda] vz.

2. hire [haia] vt.

3. refer [ri'fa:] vz.

4. opening ['supanig] n.

5. receptionist [ri'sepfanist] n.
6. responsible [ris"ponsabl] adj.
7. Administrative Assistant

8. interview ['intaviju:] n.

9. according [a'ka:din] adv.

10. account [o’kaunt] ve. & vi.

11. representative [.repri'zentativ] adj.

Xf-ooo BB E
HA ER

i

T e

(IR, A8 &EFR
NEM: NAREN
frm e

BR: 2R mig
i ARE

KA. K

ALKy REM



Using Stage RIFBZ£45)

A: Hello, my name is Nancy. And | was wondering if you are
hiring at this time.
B: As a matter of fact, we have an opening for a receptionist.
A: Can you tell me a little more about the position?
B: You'd be responsible for answering the phones, taking
messages and greeting guests.
m AR, BRNRFESH., ABNERNAESFESEREA,
B: XL, BNAE-MEFRHSHE,
Al RTFREAMRAE. R NEFE—SBH5,;
B: (REMFHEBIE. STREMNERBEA.

>

: Hello, | am Li Ming. And I'm calling in reference to your
Administrative Assistant position.

: How did you learn about this position?

: I noticed you had a help wanted sign in the street.

: Really?

: Yes. It told me this is a great company. And you could
use someone like me. I'd like to make an interview time
with you as soon as possible.

: How about tomorrow morning?

A: Certainly, thank you.
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B: X ELFEA#:?

A SRETI, EHER,

A: Hi, are you hiring now?

B: No, I'm sorry. We do not have any openings at present.
A: Do you know of anyone who is hiring?

B: Not at present.

A: Excuse me for your time. Thank you.

B: Not at all. Good luck on the job search.
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A: Hello, my name is Joe. And | was referred to your com-
pany by Tom.

B: Can | help you?

A: According to Tom, you have a position for an Account
Representative open.

B: Yes, we do.

AR, BRBRFRT. RHBNMARIENLAIRM.

B B IR R AN

A EAEE, RINE NSRRI R,

BiEM. BMNEF.

Useful Sentences BiaoR

(1)__Do you still have that vacancy?
RN 2 SRR ARG 2

@) Are you hiring now?
RANELAE R AN 2

@ Could you tell me if you have an opening for a sec-
retary?
PRAE SR UM 5 LR T A A RO 2 e
@ Would you need a waiter?
RIFEE—AfpE?

(B)_Tom referred me to your company.
I R BIRIT1A R,
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Enrollment by phone

EBIENIAE

Top Sentence EAFUG|S)

I am calling in reference to your newspaper ad. for

a Sales Representative.

BITRERERR S —THRNERE LB L ERBLE

KROER.

RENERFTRIEE RAEIRMT & NIRRT R % AIE4.
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Words & Phrases
£W5RE & S
1. reference ['refrans] n.
2. ad. [=d] .
3. qualification [kwolifi'’keifon] n.
4. advertise ['dvataiz] vr.
5. experience [iks'pisrions] n,

6. appreciate [o'priifieit] vr.

7. acknowledgment [ak'nolid3mant] n.

8. application [.pli'keifon] n.
9. accountant [a'kauntant] n.
10. apply for

11. cashier [k'[ia] n.
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Using Stage RNz R 251
.......... ’
1
< ..........
A: May | speak to Tom please?
B: This is Tom.

A: Hi, my name is Mary. And | am calling in reference to your
newspaper ad. for a Sales Representative.

B: Yes, Miss Mary. Would you mind talking about some of
your qualifications?

A: Certainly. But I'd better set up an interview time with you.

B: OK. What about 3:00 p.m. today?

A: All right. Thank you.
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A: Hi, my name is Nancy. | am calling about your ad. in the

paper.

B: I'm sorry, Nancy. That position has been filled.
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: Do you know if you will have some other openings soon?
: Sorry, | don’t know at this point.

@ ALIRSF . BRMEH, BITBIERERENE XRIRE LTIBE
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BIRIEK BH . BIMRUEZEAT,
A REA MBI IPER R SRS H E S 50G
B:i#. BRIEAMmE.

: Zhong You Company, this is Li Yong.

: Hi, Mr. Li. My name is Wang Bing. And I'm calling to see if
the Engineer position advertised on Monday’s TV has
been filled.

: No, it is still open.

: Great.

: What kind of work experience do you have?

: I have worked with the A Corp. for 5 years.

Really?

: Well, I'd like to meet and talk with you.

: That’s great.

m A: thZ AT, B2k,
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Useful Sentences Birgz

1)__Hello, | very much appreciate your acknowledgment of
my application for the position of accountant.
pref, BEEARIARST RELER—F, HEEE, &ty
5.

B s Sl

(2 Hello, | want to apply for the position advertised in Sun-
day’s paper.
Prir, FAEHIFEH AR E BRI,

(3)__I'm asking about your advertisement for a cashier in

today’s newspaper.
FAWRIRIES RAIREK BB AT,

(@) Hello, 'm calling in answer to your advertisement in
yesterday’s Yangzi Evening News for an English tele-
phone operator.

VRef, BATRIEREEBISITERE (G5 FuiR) B &must
KIBEFR—B.







