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Chapter 1 Daily Office Routine

NDNREBEES

The office plays an important role in public relations, for not only should it
handle with the daily affairs, but also it is responsible for the outer communica-
tion,job-wanting and other relations.

Just because of this role it plays, the daily public relations in office become

very important. For a big scope, it affects the success of a company.

DAZEEALEXZINREFEFEEZENRE, EXERRLE
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Reception

BERE

) Cani/Mayl... =» KHE ~
Good morning. help you?
{ F L3F! RTRAA B 57
(.11 | be of any assistance?
{ e B g7
(i | ask what you wish to see him about?
{ w R R 2 F?
i | help you?
{ R EMEA LT /IEAFD?
' tell him what you wish to see him about?
{ i F S AL A A F?
) Isthis... = X8~
I~ i1~ Modern Office Ltd?
{ X A AP R Fa 2 5] 7
I~ thi= Mr. Brown’s office?
{ XA AN TR

€} be from = X H

P from the Global Trading Company.
{ KALKFTHN3H,
What company 1 you [11?
{ A RIFF A 87
£} sit down/have a seat = 4

Please =it dowi.
{ B,
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{Would you please hive o =cil await for a moment.

HIE LT F— 24307

G orn.. = ®REE-

'l tell the manager’s secretary you are here.
{ RX B ZRGHH , HETERT,
I'll come and fetch him now.

KLk Bl

I'll take you to his office.

{ KPP I LG ANE,
{ I'll tell Mr. Brown you are here.

LA A EAZIL,

I'll see if he is available.

&ﬁ?ﬁ‘%ﬁ/xﬁlo

I take just a few minutes of his time.
{ KA & AT e i)
{3 ask the way = 1]

Please come this
Excuse me,can you tell me the v to the conference room?
{ sERAL, A REANEE L AD?
i} have /make /arrange an appointment = %2

I have an appointme th Mr. Jackson at 10: 30.
{ K5 A £k AL 10 8 30 L&,
I have another appointment at ten.

{ R N0 BER A=A 2,
{But I can’t make an appointment for you unless you State your business.

Ak EHLEA F oy, T 0 KRB BT,

If you don’t care to wait,l can inge an appointment for you later today.

WwREREF A TULEAS R B L ELEZHAY S
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Do you POt ?
{ TR LG

Could you P on some other day?
{ Ly B — RAF5?

) Areyou... » R ~

¢ vou Mr.Wilson of International Trade Corporation?
{ R BT B3] 60 R R A D
Excuse me, Mr. Johnson from Beijing?
{ 1 R AL TR 4G 4 8T S A 7

€) Would you... = % ~

like to have a seat over there?
{ AR ARD 645 F b A — T 45757
mind waiting?
{ EXRNEF—Tre?
\ ou please take a seat?
L .
please go up to his office?
{ G A B E TG
please tell me what you wish to see him about?
{ LR, BREAH L FG?
like a cup of coffee?
[ppsnion

i Is it possible... = w[{E ~
. for him to see me now?
R AE 7T VA LR 57
for us to have a talk?
KARAE K — T 4752
|- for me to get the position of junior secretary?

FA T HATE A BAL P 4G BRAL D ?

Py pf——t——y,



) delay = It
1 was dclaved by the traffic jam.
{ B ERET 6,
No dclav< or problems.
{ BLIZ A IE R ALK A AR P A,
iE expect/wait for mp %1%
Mr. Smith is cxpecting you.
{ * FEM A EEFE,
Our manager is wailing (or you in his office.
BANZ I E ) HNEFE,

We've been « 1o you.
X[ b i

[ s
Would you please have a seat and it {0r a moment?
{ A HF—2ILIFD?

Could you wait for a while?

[ ses—ana

Will I have to wuil long?

{ REFRAD?

i call...in = ik~ ¥
Please call M. White in. I can see him now.
{ e R R AR, RILAETARNAE,
Mr. Huang cull- me in to talk about the personnel management.
{ KA R LT AFTERSEN,
! be free /available = %7 )L
At the moment Mr. Black i~ (1 and can see you.
{ TR e EREA S, TR,
Let me see if he is available.
{ EARRAT IR,

~
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ot 4 B iR A =7
Mr. Wilson will i {1ce at about half past twelve. Can you wait?
{ BRI A K Z A 12:30 A=, EaEF D7
Just a moment, please. I'll phone his secretary to see if he i~ {rec.
{ WHF BB BTN E AT EA T
i be honored that = fi ¥
We're all honored that you could come to our company , Mr. Ford.
{ AR, A R R AT ) KA ABREFE,
{l’m honored that 1 have the chance to interview Dr. Li.

AIAREHE RARREE,
{¢ have to w FHL

I have 1o refer to my appointment book.
{ RALMAEERITEE,

I liave 1o ask my boss.
{ KoLmE LS,

i/ get the information = #3435 &
I'm told to cet the information from every caller.
{ KBS H P RETEORE,
I want to et the inlormation of your company.
{ HAIF B A £ M55 4945 B

i get in touch with = 5 ~ Bt %
Gel in touch with you in the future.
{ AJ6 5 1B,
Thank you. Get in touch with each other.
{ WS R A

{When Will he be free ?
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£ take...to... wm i~ 3 ~

Please let me [l you I the Manager’s office.
{ AFEEBHRYGHAEL,

If you don’t mind,I’ll 1.} you there myself.
{ R ERNEGE RFAFTLEL,

“ii on behalf of w {t#

On behall ol our manager 1 welcome you to our company.

{ BREBANZE, kil B R KA,
Hello,'m Lei Min. I'll talk with you on Lehalf of our manager.
{ 14T, AR TR, AHREEMEREHEL24,

#) leave sb. /sth. mp ¥ T4 Ask M

{I thought they were going to | me here on my own!
RARRATVE SRR I —NMAGEIET
{Please | me a brief message of your business.

HRKEF ALY F,
#% pronounce one’s namesp Hfik 4 ¥

How is your name oo, .. 7
{ L FELET
How do you 1o« your name, please?
{ I8 5 F AT
Can I jvonounee your last name by Smith?
{ BN IAL RS &3 VLN
%5 look forward to = Iy

We have been ~ [orward 1o meeting you.
{ EA— E oy 2 E B

{]’m wking foreard o hearing from you.

~ W RRE LS,
8



Pm looking forward 1o visiting your company.
{ HE— AW 2 FE R AE,
#Z% be occupied/busy = &, T
My boss i= occupied at the moment.
{ &Ko L3 AR,
I know he 1= husy at the moment but I'll ask his secretary when he’ll be free.
{ K Fo IR A2 KT VA FlAe e Rk B A A LA BHEA T
#% in conference m JF 2

{I’m sorry. He is i1 conference now.
ARAeH, te B T2

{I’ll be in conlerence then,so we have to change time of meeting.

AR RBFLETFE HABRMNABFRRELEHEHE T,
Z& afull day = 8K

I’'m sorry, but my boss has o full day tomorrow.
{ Rio#, KR LA R RCZHBT
I’'m busy a full day.
{ AT —%X7,

2 insist in wp "R

{He insisks in seeing you.

o 2 H L AE

Mr. Wang insist= in changing the rules of management.

{ ERABHESKETELEN,
7} how about... = & 45 ~

How about a cup of Longjing tea?
{ B AR AT

How about going to your company by bus?
{ FAFAETRMNEELQHT?
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#) come back = [k
I'm afraid, I have to tell you to come back again.
{ BMEARTABELRT,
I'll come back when the boss has time.
{ ZHRATHEFLR.

mEmA &  Making Use

A .Good morning.
B B4
B:Oh,good morning. Mr. Li. How are you?
B rgFks, G597
A.I'm fine. Thanks,and you?
RARSE, it , R 7
B.Oh,busy as usual. Do you want to see Mr. Wilson?
RREBLIE. EXELRRBEETD?
A.Yes,please.
=W
B.Do you have an appointment?
BRATMA TE?
A.Er...No,l haven't. You see,| only arrived back in the country this morning.
B, RF. &, RAXFLRRER,
B:Well,l know he’s busy at the moment but I'll ask his secretary when he’ll be
free. Please sit down.
KB ABEERERL, ELRTUFEFAEREFRMTLAEHZ,
HLT,%—% e
A:Thank you.
AR o
C.Mr. Wilson's office.

(o)



