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The Working Day TH#H : [
__BEWARE
Dialogue 1 XFid1 'TA-._.: ............. ,
C: Did you get the job? C: RIBINIRH TV T g9 :i C=Cathy !
S: Yes, I'll be working in the develop- | s, mpy, B¥zEREWM T/, - o-omon .
: g‘ign;od: &aer:arrjgl&r boss? C: HALERTR? :
i X S: HEMBHNT —m. thFE :

oo

C: Is it paid or unpaid? C: HiNPERG :
S: It's unpaid, but | can then take an T ) o :
extra day off. So, if | work an extra | S° B HEBA K
8 hours on a Thursday night, | can Ko gt 2 vt, WRBEAN
take Friday off. M b2 TIET )\, A
AT LR E—K.
C: That's alright. It might be tiring, but C: IELF. FTHES ELBDS,

2 No]

S: | think it's great. BT -
_ S: WHBIXHWELFH. :
C: How about your daily office hours? | C: #REI KM THm AR EH |
A7 :
S: It's just a 9-5 job, with a 30 minute | ¢ :‘g)‘l.%i‘i, H AR 3040 B I
lunch break. AR :
: Did you meet your other colleagues? C: ARRILIAR R T 2 :
:I met the people from my | S: REBRXAMMITHT, il
department. They all seemed nice. EF EEHIBLEF. :
C: Do you have an office? C: RE HTHHA TG :
S: Not yet. For now, | have to sit in a S: EWH, TELBMIERT |
cubicle. A :

] B,

: How do you feel about that? C: RBEEARE? :
:I'm not ecstatic about it, but if | S: ARAHE. BERUWERE

w o

: Just briefly. She seemed nice.
: Will you have to work overtime?
: Sometimes. They said | should

expect to work overtime once or
twice a month.

then you can at least have a three-
day holiday.

nothing else, it will motivate me to
work harder, so | can get an offce!

Q

LEAREE.
PR B NG ?

S: AR&HE. MiIR&E—1TA

AT RES N — P IR B .

B2 ERTUESFES=R

oAtk 8, XA LB R -

BH T, BHEREEED

B ot

, i MBPAZET .
C: You're always looking on the bright
Slde Of thlngs C: L?«E%%?Ugwﬂm“ﬁo f
Dialogue 2 R 2 o
L: This will be your office here. L: XMERKPAZE. ‘i L=Lindsay !

M: A corner office? Really? Wow, this | M: — i)/} A F2E (152 A # | M=Marshall :

........... i e
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Words and Phrases

- overtime n. in¥t, AT

. part-time adj. F&ERM, 5B A
* full-time adj. 21K
 responsibility n. FF{E

* slacker n. 3@ TAEHIN, R
- lunch break 4[] {k &

: take...off k&

. coffee break T.[a]{k &

- colleague n. F %

- volunteer n. & B

- work overtime iI¥E

- salary n. $i/K

mr=

m<

M
k¢

is great!

We try to give everyone in the
upper management team a nice
office. After all, you will be
spending a lot of time here.

: | suppose so. It's great.

On Monday, we’ll give you the
keys to the company car. You can
use it for personal use, but make
sure to keep track of the gas you
use. We’ll reimburse you for the
upkeep and the gas you use for
business.

: Is there a coffee machine around

here?

Yes, we have a coffee machine
and some other beverages in the
break room.

: Where’s that again?

It's just down the hall, the fourth
door on your right.

: Got it.

You can always call me if you need
anything and | will get it for you.
That’'s one of my duties as your
personal assistant.

Idiomatic Expressions

all in a day’s work .
TAERBEEEN—HS, FEAFT, &
FHEE

make light work of something

AR E  (HERERR)

have your work cut out for you

IR ERES: iR

work your magic 5 21T 45 R

all work and no play makes Jack a dull
boy. R ALIE, BHHETRIZM.
work your socks off 3E# %% 11 T 1k

the devil finds work for idle hands.

BERE TR E: T HFESE%.
work up a sweat % -5

in the works 7 & #&

work wonders /=47 b4



Getting to Know New Colleagues

Dialogue 1

S: Good morning, Ms. Wang.

W:Good morning. | believe Mr. Jones
is expecting me.

S: Yes. Ms. Wang, he is. Please
make yourself comfortable and I'll
inform Mr. Jones that you are
here.

W:Thank you.

S: Mr. Jones will be here shortly. He's
been expecting you.

S: Mr. Jones, | have Ms. Wang with
me. She’s ready to start work.

J: Good. She couldn’t have come at a
better time. Ms. Wang, come in
and meet some of the team. (Ms.
Wang walks in.) I'd like you to
meet Ms. Wang, my new
assistant. Ms. Wang, this is Fred
Miller, our marketing director.

M: Pleased to meet you, Ms. Wang.
(They shake hands.) | hope you'll
be happy here.

W:Thank you. Mr. Miller. That's very
kind of you.

J: And this
controller.

V: How do you do? (They shake
hands.)

W:How do you do?

J: And Rod Hilton, our advertising
manager.

is Anna Vilas, our

H: Good morning, Ms. Wang. Glad to
have you with us. (They shake
hands.)

W: Thank you. I'm glad to be here.

J: Ill be training you for this
position, so if you have any
question, I'm the person to ask.

W: Sure, | will.

S=Secretary !
W=Ms. Wang :
L=Mr. Jones '
M=Fred Miller ¢
V=Anna Vilas ;
H=Rod Hilton ;
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S: B, F&+t.
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B .
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R
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L=Secretary Li

b £ X4, WAKRE, b
K 5HRAT—R T,
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: R
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- BB,

‘S: REMER—ETE, Y

- B, RRAHAETIE.

L ERAE, XRFRPDARE.

WS, B

‘B & C: BAURRNIRIR. AER

: fil—E TYES1RMR .
W .

‘Words and Phrases

J: Let's start a brief tour around the
department. You will be assigned
to the overseas section. Your desk
will be next to Mr. Zhang’s. He’s
the Section Chief. Mr. Zhang is
very strict on appearance and
punctuality. Things get rather
hectic around the end of the
month. You'll probably have to
work overtime occasionally. I'm
afraid you’ll have to ask Mr. Zhang
about your salary. He takes care
of that information.

Dialogue 2

L: Hello, friends. I'd like to introduce a
new colleague to you. His name is
Wang Dawei. He will work with
you from today on.

W: How do you do?

A & B & C: How do you do? Mr. Wang,

welcome.

W:Thanks. | graduated from a
university. This is the first time |
have come to work in the foreign
capital enterprise. | hope you will
help me in work.

S: Very glad to work with you, Mr.
Wang. I'm Jenny, in charge of the
office work. Oh, this is a desk for
you, Mr. Wang.

W: Thank you, Miss Jenny.

B & C: Very glad to know you. We will

cooperate well in work.

W: Thank you.

‘inform v. (~ of/about) %0, &, K&K, &5

-assign vt. 43, T8Ik

-overseas adv. ¥4t / adj.fFEE), EAMH

punctuality n. #ERf

“hectic adj. X#FH); ¥BNH; KKK
- occasionally adv.  KHe, f8/R
- foreign capital enterprise % £k

-enterprise n. 4k, 3k, TR, FlkO, FEGG, FHIL

in charge of fi4%t, &4, KB



On the Job Orientation

Part 1 Introducing an Organization

L:

|-

Here is our organization chart. It
shows how the departments are
structured. We recently divided the
company into three major
divisions: Operations, Marketing
and Sales, and Finance and
Administration.

: Customers Service is a part of

Marketing and Sales?

: Yes. The Marketing and Sales

division has a number of
departments: Customer Service,
Advertising, Communications, and,
of course, Sales and Marketing.

: And Operations?
: Operations is made up of Manu-

facturing, Materials, Shipping and
Distribution, MIS, R&D...

: And department managers report

to the directors, who report to the
CEO?

: Right. Now, keep in mind that the

directors often compete with each
other to be in good standing with
the CEO.

: | guess it would be helpful to make

your division look as good as
possible in the eyes of the CEO.

: Hmm...now you're getting it. Oh,

here comes the CEO.

: (Talking loudly, so that the CEO

can hear) | agree, usually it is the
CEO who keeps a company going
in the right direction!

: Right, right! Without the CEO, we'd

all be useless... OK, he’s gone
now. You're going to fit in just fine,
Wallis.
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Part 2 Company Policies

L: Our benefits include medical,
dental, and retirement.

P: How does the retirement plan
work?

L: Employees contribute a portion of
their salaries into a retirement
account, and the company
matches their contribution.

: | see.

: Now, as a new employee at your
level, you get five days of annual
vacation, along with eight sick
days and four personal days.

P: How long do | have to work here
before | can start accruing
additional vacation days?

L: After two years, you get two
weeks, and after five, it goes to
three weeks.

: That's generous.

:Now, | have to go over the
employee guidelines with you
before you can go home tonight.
There are many policies to
memorize.

P: Look at all of those categories!

This will take forever!

L: We need rules to make the

company efficient. First, punch in

and out on time. Second...

ro

-

(An hour later)
L: Next, to request vacation
(Two hours later)
L: Next, to apply for office supplies ...

time ...

P: (Thinking) Help! By the time we'’re
done, I'll be able to retire!



Part 3 Departments Working Together

R: We want to talk about how the

divisions function, Patricia. Let's
start with Karen Tailor, our
Director of Marketing and Sales.

: | believe that Marketing and Sales
should act as a cohesive division.

: That makes sense.

. After all, if my division didn’t
determine  customers’ needs,
increase brand awareness, sell
products, and keep customers
happy, then where would Liveville
International be?

: Of course, Finance and Administration
has an even more important role
with departments ranging from
accounting to HR. If it wasn’t for
us, our company couldn’t properly
manage money or provide proper
staffing.

: But my division brings in the
money.

: Without us, you’d be nowhere!

: Oh yeah? Who eamed record sales
numbers for three consecutive
quarters? :

: Let's not argue! You both know
that without products to sell, you
both would be flipping burgers at
a fast-food joint!

: (Writing in notebook) Lesson one:

“Don’t make the directors angry.”

: (ERBAERITA TR .
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: W, WiZE. : M=Michael

: W3, MRBAFTMIIRA T i K=Karen

i R=Ron :
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