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Introduction | /43

Let me introduce Mr. Jackson to you.
RN B TR EE.

Allow me to introduce Mr. Norton to you.
BAFRBEN BT EEEE,

Allow me to introduce you to Mr. Norton.
BAGRIDENBEETESE .

I'd like to introduce Peter to you. N8 —THE.

I’d like you to meet my friend Edward.
RAEBELAR—THRNBRE®EE,

Meet my friend Edward, please. i&iA iR — TR AL @@L,
Let me introduce my friend to you. it # A B —THIIBHA.
Who is the lady in white? &R 2k

Could you introduce me to the new Assistant Manager?
REEIRBENBEFMEFIED,

Paul is our accountant. & 2% M<it.

Cathy Wills will be your manager from now on.

MIRER . HFE-ERIIERRNMNEIE,

Have we been introduced? s A4 4rn@id 30>

Let me introduce myself. it i@ FTHEE,

May | introduce myself? ol g HNE—THE;

My name is Michael Purvis. What's yours?
HOE T RE R, REATRY

Just call me Peter. gmizipame,

What's your family name? ittt

How do you spell it? &4,

Your name just doesn't come to me. i RETRKMEF.

Greetings | jg)f&

I'm delighted to see you here. 18 & frix B N E4.
It is a pleasure to meet you. 1830045,

I’'m pleased to meet you. #HE=ESGARIR.

The pleasure is mine. sx2#H s,

I'm sorry, | didn't catch your name. g ®EHRSHRNEBT.

How large is your family? izxg% /b A

What's your nationality? {R 2 ERE A

| think I've seen you before. 483 a7,

I've heard so much about you. 40 3% T 1 i seisn
Brooke has often talked about you. #gmasik sk,



Dialogue 1: Glad to meet you! | JLEI1RRE %,

A: Ben, I'd like you to meet Mary, a new comer in our company.

B: Glad to meet you! Guess we'll be working together,

A: Yes, she'll be working closely with you. Could you
show her around?

: Sure, come with me, please.

CORL BRIBLIRAR - TH. BEBINAIMNFER.
MRS REBRNET—ETFT.

B e SRBmMAEN, RETHEINEES

C W, BRI,

2 r @ o

Dialogue 2: | just started a couple of weeks ago.

| #x LA B=ANEE,

A. Hithere! My name’s Albert Kerk. You're new around
here, right?

B. Yes. My name's Angelina Harlin. | just started a
couple of weeks ago.

A. Welcome to our company, if there's anything | can do

for you, let me know.

B. Thanks, | appreciate that!

AL BE . REF IR ERMGRESE ., REHRNE

B. B, BRMLEMPBEH, BIXIAF= /\Eaﬁﬂ

A BEERFRAMNAT, MBETABRBICH, BFLEHA,

B. Bl IREGHR.

JE Ak

Dialogue 3: | didn’t catch your name. | B YTiE.

A: Hello, My name is Kelvin, the assistant to the
Marketing Manager.

: Hi, Kelvin. Pleased to meet you. My name is Pierce.

: Sorry, | didn’t catch your name.

: Oh, my name is Pierce.

: Would you mind spelling it?

: Not at all. That's P-I-E-R-C-E Pierce.

: Thanks. Nice to meet you, Pierce.

RS BMYURS.. mBEBEEM;NT,

o B BURSL, ARIRIRE X, TR EURET.

e REFER.

W FEMBRER.

w>¢’>>w>m>w
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A,
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Wi, RESOMRR, KR

Dialogue 4: You have a special accent. | 1Rt 0 ZR%E3.

A:

B:

A:

Good morning, Mr. Kerk. I've been sent over from the After-
Sale Service Department to fill in for Paul Jackson.

Oh, really? Nice to meet you. You have a special accent.
Where is your hometown, if you don’t mind me asking?

Not at all. | was born in Japan, but | came to China when |
was ten years old.

. I guess that must be what I'm hearing, a little different from

the accent of Chinese people.

c BLy, HRsE. RRMNEGREHBBARELERT-AEIMN,

B RE T, FOAFREN, REREBEATHBEREQE,

CRXR, BERAYHE. BTFHHT THRE,

B ERLES, BREANOETA—1E,

Dialogue 5: How do you like China so far? | B311R% & EEH?

oo ®r OO T>

: Mary, this is Joe, the new director of our Export Department.
: I'm very pleased to meet you.

: It's a pleasure to meet you.

. How do you like China so far?

. It's really different from what | expected.

- Don't worry. You'll get used to it in no time.

C BBET. EETF. RS EOENH R,

BIREHREIR,
*

REHRER,
HAMRIEG R EEM,

. SRBEHRA—H,

BB, RIRRBESINT,

Dialogue 6: Welcome aboard! | MADRFER AT T4

A: Welcome aboard!
B: Thank you. I'm delighted to be working here. Shall | meet my

A:

C:

colleagues?

Sure, come with me. Mary, | would like you to meet our new
comer, Jerry. He just graduated from Guangzhou University.
Nice to meet you.
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: | am new to the working world and would appreciate your guidance.

: Well, | will try my best to assist if you need any help.

: Great!

: As the other guys are still not in, I'll introduce you to them later.
OK.

- MOMRE A B) T
WhE, BIRBIEEREE LI BEIAOR—-TRED

CMRTRL BHRE. B RAGNEHEENR. GRIRIATHARE

. REHER.

BABMTATHRZY. BEREBH.
B OMBEFERIT. BHRHM.
KEFT

C EAHMARRE, BR—ANAER.
7.

Dialogue 7: I'm happy to work with you. | BRS &M HEE,

>0 m>»

>

D. MBRAERAEMTHN—A.
C. ReXESKRMHFE,

>2 0% > Q0

: Ben, this is Angelina, your new co-worker.

: Hi, Angelina. Welcome aboard.

- I'm happy to work with you.

: Me, too.

. OK, now let’s continue the tour and your introductions. Let's

go to the 2nd floor. We can take the elevator over there. It will
be faster.

: This is Edward, our accountant, and Paul, our cashier, and

Mag, my secretary. This is Angelina, our new employee.

: Welcome to our group.

: It's good to be here.

K, XRLTEWER. ROFEE.
C P EEWE. RMERNAE,

HIREXERAARE.
i,

C UM MABSSETNNTE FHERELEMESE. RIPI2HEE,

BN LUSREB D B, BESR—mL,

CRBRMNSTEESE. IRENAEPRE, RERAOM PR,

ERENNFR TS,
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Hot Words and Phrases

introduce
in

assistant
accountant
from now on
family name
delighted
nationality
together '
couple
appreciate
accent

get used to
comer
guidance

Supplementary Words

[Lintra'dju:s]
[in]
[o'sistant]
[a'kauntant]

[di'laitid]
[inze[ a'naeliti]
[te'geds]
['kapl]
[o'pri:[ieit]
[‘eeksant]

['kama] _
['gaidans]

Chairman of the Board

President

V.
prep.

adj.

adv.

5 <o

>

#0780

£

A%
SR
k&

BT 9%

and Phrases | 733

['prezident]

Executive Vice-President
Managing Director

Executive Manager, General Manager
Deputy General Manager
['sekratri]

secretary

section manager
department manager
sales manager
assistant manager
sales representative

supervisor
director
executive

cashier
typist

['sju:pevaiza]
[di'rekto]
[ig'zekjutiv]

[ka'[ia]
['taipist]

232 3
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. Complete the Conversation | %4 34i%

A: Hello, Dennis.

(o7, F, RASR. I EEALN)
A: Same old, same oId What about you?
(AMEENFEBRSUETMEEB/AART
B: Fine. I'm now working for D&N.
A: Really? How do you like working there?

B: My colleagues are very nice, and the working time is more

flexible.

(EFEARABERBTETA . RERETSER, BT T R, )

A: D&N is quite different from where you used to work.
I'm sure everything will work out fine.

B: How about you? Are you still working in that accounting firm?

(BH. BREMBIEEEIOET,)

2. Presentations | BhAkE

© What information should be mentioned when you introduce
two guests from different countries to each other?

© What information should be included on a business card?
Why?

3.Role Play | @&

© Work in a group of three. A is hosting a business luncheon,
while B and C are the guests who do not know each other.
1) A introduces them to each other and they start to talk
about their work and family.
2) Change roles to make a new conversation.

Tips and Hints | &=k

EBH PEARKE

WARE, SE¥HEIL T, BTEMBENARKERES.

ABSRIBEIERRES ARARER. BFEIHFORE
L BELE, REBEDERNERETHERRNOIEDRESH. BOK
QR ER. A, FE-VTHBRNSHERE. BRIENAY
1ﬁ BREERSE, ERRESMEMNES. KIBENLRIHEE

4¥2H€ INOH 80110814
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Overtime | #0¥E

| have too much work to do. B A% TIEE,
I'm working overtime. ZE ¥,

This work is due. X T s A#E 7.

This has to be done. X M AAEMTE.

| have to catch up. B L.

I'm staying late. M AEB F% T,

The deadline is coming up. #.- & EES T,
| don't get paid for overtime. ;8 5 met#.
You can expense the overtime meals. (R LB NI E .
You can take some time off later. RS ILAMA,

Will you have to work overtime this weekend? #rix /& &k E 0¥ D 7

How about we go to eat after our graveyard shift?
IREHBRN—BECFRAELIE

Leave | i&1R

Can | take a day off? R LliE—X 8>

Can | take a leave of absence? # o R Llisk>

| need some time off. H#BE—&ija kg,

| need to take this morning off. 4 X - FEi51%,

I'll be late tomorrow morning. ¥ X =48 5% -8,

| want to apply for some personal leave, #i8HiE%R1E.,

He asked for a five-day personal leave for his wife’s labor.
HiETORE, AAMEFRELET.

Match took a sick day off yesterday. Zast x5 T &1H.

| was away on sick leave. # %484 7 ki1,

Have you taken your annual leave? {2 2% 7 E£ @B

I don't think anyone likes to work on public holidays.
BANRASERAETRBIE.

How many vacation days do we have? #1158 &b #%#H B,
I'll work extra hours next week. 3 T2 848 T fEf(a),

Is there any overtime compensation in our company?
AL BB I G



Dialogue 1: | need you to stay and work with me.
| HBEIRE T RBINIE,

A: | need you to stay and work with me until we finish the job.

: Can’t we cook the chicken wings tomorrow?

: No, we can’t. They’re all for Christmas orders.

: Oh, | see. We've been very busy these days.

: Yes, Christmas is coming-

: Ok, I'll stay.

: Good. Don't forget to write down your overtime hours
on your time sheet.

: No, | won't.

: Thanks for staying.

: My pleasure.

CHBEMBTRBEMEE, EIRNZEAXT IR,

o BN E X B HUX G B

C AN AT ENBRAZEITHE.

CIEOHMET. BMXEFHIIERT,

. 2W, ZEPHRET.

. BB, BB Tk,

C ¥ FESCEMRNIN R LS TIRAMELIA &,

L B ARTICH.

. BHEHREB TR,

. REA.

> D> TP

® > @ > D P> E P> D > P WO

Dialogue 2: I've been working overtime lately.

| BonH—E M,

A: You know I've been working overtime lately.
B: How many hours do you work each day?
A: 13 hours, including 3 hours overtime.
B: God, that's tough indeed! Do you think your health
can afford it?
: I don't care,
as long as | can be paid extra for overtime.
- REERILH —E M,
C RBRTES DN
s 13N BREESNE R ANTERT (8],
FH. BFE MAARNSEITLURZETHE,
CBAEF. REZINSRABIEM.
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Dialogue 3: | wonder if | can take this afternoon off.
| BB TFIER.

A

B
A
A

=e)

A

: Mr. Hunter, | wonder if | can take this afternoon off. My
mom has had an accident and is in the hospital.

: I'm sorry to hear that. Yes, you can.

: Thank you very much. | promise I'll make it up.

L FRELE HETFER. RARSOBIENS. 8 TER.

- MR EBIRIEEK. RTLUEE.

c AREBHER, LERSZREM.

Dialogue 4: [ need to attend my grandfather’s funeral this week.

A: Ms. Willis, | need to attend my grandfather’s funeral this week.
B: When?

A: This Thursday.

B: Can you arrange all the work on your hands?
A: Sure.

B: Submit the absence request, and I'll sign it.

A: Thank you so much.

A BERT L, BEXTEBEES MBS FHEL,

B. fHamfE) '

A EANEBM,

B. IREZICF LM THEERLHEL D,

A HR,

B, Z—iERE He¥F.

A JER RS,

Hot Words and Phrases | #7350
due [dju:] adj.  wEm, WML
deadline ['dedlain] n. B4R
shift [Jift] n. By
graveyard shift KL
personal leave =®
labor ['leiba] n. N

sick leave %18
annual leave #/
compensation [kampen'seifan] n. AME L pEes

B EMESMESSHELL.




sheet [Ji:t] n. — kK
funeral ['fju:naral] n. 4l
submit [seb'mit] V. B%, B

Supplementary Words and Phrases | & ®iiC

marriage leave R
maternity leave . P 4
compassionate leave el
accidental leave THR
annual holidays / annual vacation ER

1. Complete the Conversation | #4%4i%

A: Lucy told me that you want to take a day off this week. '

B: (M. HESmMSFHEL. )
A: What day?
B:

(XTEHE, LG FANIEMN.)
A: Okay. Give me the absence request, and I'll sign it.
B:

(B FTEPRSENTERAA TS0,

2. Presentation | BRI #E

© What do you think of working overtime without pay?

3. Discussion | 1Tt

© There is lots of important work for you to do in the following

INOH 821308l |

HEE

7

ﬁ

two weeks, but your family wants to go with you to Mount Tai

this weekend. What would you do?

Tips and Hints | & &%

s FEARKE

ERSEIEABEKE, EABERAENBOERRN, MEBER
L. XENMENFEER-LENARORESREDENEY . B
RE—RARES, TR OEERS, EKEAEFMER

=]
=2

15
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I apologize. #iE# .

I must apologize. sy mias.
Pardon me. jzmix,

I'm truly sorry. s mmmian.

| beg your pardon. j&¢rEis.

A thousand pardons for it. 5434
| just don't know what to say. 3 & a0z 4 47

I'm afraid I've brought you too much trouble.

BB ECRIHRITZ R

It was most careless of me. sz = 32470

It was really quite unintentional- & REH BN,

I apologize for what | said just NOW. 3 3t fi+ 15 9% 1 i %
Excuse me. I'll be right back. st #5 tsE%.

Excuse me. You have to give me a minute. g5 4 LE—T,
I'm afraid | have to leave you for a while. migsesmasam—2o)L

| wonder if | might be excused for a moment. g % s E a8
It was all my fault. xmenmgs

I hope you will forgive me for this. — zizmmis.

What a pity, | left it at home. gmr gresaxz 7.

I'm to blame. | should have thought of that. ez 5 miz485)x
Actually | meant to notify you beforehand. i + 32 HE L BARE.
| must have caused you a lot of inconvenience.

H— BAIRE T RO BRGE. '

Please forgive me. | didn't mean to start a fight.

BRI HATEIRE L,
We regret we are unable to accept your proposal.

RBBEMNTEEZTINEN,

| was only trying to tell you what was on my mind.
BARBMLERREMNEZE.

I'm sorry if I've caused any problems. x4 MBRHIER T 405,
I will take full responsibility for my actions.

R RNFIERT S S MBOHE,

| can explain what happened. w710 % 4 g BB HRE .
Never mind about that. ;g2

It doesn't matter atall. —shsares.

Please don't take it too hard. sz f# & 2 st

Well, it's just one of those things. w1 x2&gm=.

There’s no need for you to worry in the least. g4 mimis .
Thank you for your understandlng B RETE R

\\\\\



