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Unit 1

Job-hunting RKHA

Top Sentences #1!{5%]

1. I haven’t found a job after graduation.
2. Can you tell me how to apply for a job on the Internet? {R&E
31
4
=

May I introduce myself to you please?

a Sales Representative.

qualifications?

on Monday’s TV has been filled.

Assistant position.

Eed IR BB R IR B T k.
HIFE, BATEM_LRERAG?
BATREAENAREC.

- I am wondering if your firm is hiring anytime soon. FRABELER( 1L R BELF2IEBA.
. I am calling in reference to your newspaper ad. for F¥THiE R 2480 — T4 LRI K

[T E BRI SR ROEE.

. Would you mind talking about some of your {REEMIKIREIEFIL?

. I'm calling to see if the Engineer position advertised FFTHIEZMEEIE, EH—BI &

REIN TR RECKIBEAT?

. I’'m calling in reference to your Administrative IR¥THiE k287 £ 4R114T B BHE

BRERAVER .

9. Inoticed you had a help wanted sign in the street.  FRSEEEIR{IFELE L IEHIBEEEET .
10. I’d like to make an interview time with you as 7522 RIRIEBRNIAN A EEIL.

soon as possible.

Words and Phrases 4 17 5 i7]¢H

administrative 1T ; SEH
application ERi&

assistant BhIE, EIF

currently B&YJ, 47|

in reference to fja); $&%
offer 2, i

position BAfi;; &%

resume &7, HE

website W& ; 35S

advertise "% ; A7

apply for FaiE

be filled #45#; HH#

graduation Eeyll; Eeivgii|,

interview i, HE%

organization f AB{;; ZHLR
qualification 4%, &4

Sales Representative Al 55k 3k; $5E(LE
work experience T {216



Part 1 _Employment and Job Services Unit | Gob-bunting

Fashion Conversations B2 & 1E

Dialogue 1

A: Lucy, I haven’t found a job after graduation. A: BAE, ElEHEREE T

B: Don’t worry about it. You can email resumes to: B: B4BLs, FRET LAKE IR 175 B ) FR T
chen@163.com. #5: chen@163. com.

A: Then I’ll find a job? A: BRAFRRRREIRE T1ES?

B: Maybe. It’s a manager’s mailbox. B: tifE, X2 EEMEFE.

A: Thanks! Il try. A 8, BeEitit.

A: Mr. Brown, may I introduce myself to you please? = A: RS, IBAFREENEREC.

B: Sure. B: #FIE.

A: My name is Peter. I just graduated from UB.C. T A: B4, BRIM UB.C.REEEN,
am currently working at a store, and I am wondering BRE—REE LI, RBEHER]

if your firm is hiring anytime soon. NERARTZEBA.
B: Yes, we are. Could you come back for an interview B: 21, B{1AREERBA, REESHH
tomorrow morning? And bring your resume. K EFREIR? HERODAB B
A: Sure, that will be perfect. Thank you. A: B, KEFT, BHEIR.
A: May I speak to Tom please? A: AT AR HHEND?

w

B: This is Tom. T BRI
A: Hi, This is Mary. And I am calling in reference to A: 1R4F, REDW. BATRIERZIEL
your newspaper ad. for a Sales Representative. —THXRIHRE T S EBBALSS
R‘MEE.
T 20, ANB. REERIRIRIIE FHRS?

B: Yes, Mary. Would you mind talking about some of
your qualifications?
A: Certainly. But I’d better set up an interview time A: MARET L AT FERANA N A HE

with you. o
B: OK. What about 3:00 p.m. today? B: AIl. KR TH 3 REAH?
A: All right. Thank you. A TAT A R

Dialogue 4

A: Zhong You Company, this is Li Yong. A BT, FYZEEK.
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| 28 338 1 35 % 413%

%% FHIELIF

B: 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.

Dialogue 5

A: Hello, I am Li Ming. And I’m calling in reference

> % > W > W >

to your Administrative Assistant position.
B: How did you learn about this position?
A: I noticed you had a help wanted sign in the street.

B: Really?

At 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.

B: How about tomorrow morning?

A: Certainly. Thank you.

Dialogue 6

A: Jackie, can you tell me how to apply for a job on
the Internet?

B: Just send out an application.

A: Do I have to send an email?

B: You are expected to know the employer’s or firm’s
email address.

A: But I still don’t know which firm or organization is
in need of staff.

B: Send out an application through Job Wanted on the
website.

A: Can any firm see my information?

B:

> 2P >2 > ® >

B, REF, ZHhed. RER. 3|IT
RIERBAIE, B—Bi &rhig
M ITRPRVEFEEIBEAT?

PERE, REEZER.

AEFT o

D IRET AN IIERR?

BEBE A 2FHE 5 F.

: Eyng?
L EIXAE, BABAERINEIRK.
L HBARIFT o

DR, MR RFTHRIEREREE

KR TEBN R ERER AN 2R

D IREARER X NAGIAN?

A BOEREIRNES L AR B =

To
: Hp9ng?
2. BELREARE—PIFN

&, AR RERERGIIXN
Ao BABRIRERARA 1LY ENE

: PR EFEAR?

A: ST L. R,

A:

NE, BATEM_LREAR?

DR REMERRRIT T W

A R TR R XD ?

D ABRRAE MR RER”

D ARIRL TN TE R 2 P A BB R

FHEFEE.

| AT RERHEBRAUEAABR.

SER
KERfERB.

: AABMREERIRMSRNG?



Part 1 Employment and Job Services Unit 1 fob-hunting

B: It’s a two-way process. And your application is to B: IREEREW, {RIUKRIE LB AES

be read. 018
A: Which websites offer this service? A BRLE I 3512 BHX TR 557
B: They mclude u;a,-' QenturyTaJent«Net andso B: RFTR. 21 B AAMEEE. B,

REEBRMANL?
A: Impossible. I want to help my sister search for a A: BBRIR? FRIBEHIKERIL N T .
job. : '
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Unit 2
Reporting for Work $3Ei_1if

Top Sentences 15! {5 5]

1. This is the first day I come to work. SRER LHRE XK.
2. I work in the Department of Research and Develop- FERFZRFLERLIE.
ment.
3. Would you tell me where the manager’s office is? & IFHREAEINAEFE) LLFIG?
4. Do you have any difficulty finding my office? DAERERIE?
5. Shall I begin my job now? RIMERFIATIE, 17157
6. Here is your job description. XL BRI TIEERSR I B
7. ’ve got a lot to learn from you. BETSRAZQRES.
8. Now let me tell you your definite duties here. AR R & IRREXBHEAIRE.
9. Hans assists me in the planning work. IXER B IR A BRI T1E.
10. I hope you can work well together. RABZERTEIERIR.
11. Yang is very helpful and experienced, and I'm sure HEFEATMEEEELK, RUGSH
you will find out. B .
12. I’ll try my best to assist Hans in his work. RER N HEIXHT TN

Words and Phrases 4 17 51748

assist /81, #EEh definite RBFARY; IELZAM
Department of Research and Development #5337 & 23

department £5[7]; & description JR8; ik
duty BAZE, X% executive &, HITH
experienced R EEH, ELHHN helpful SR FEIAM, B
learn from [g]------ 3] newcomer F A

not bad &7, F5E try one’s best REAHNE N




Part 1 Employment and Job Services

Fashion Conversations 12#A<1

Dialogue 1

A: Hello, are you a newcomer? A B, REFTRAIIE?

B: Yes. This is the first day I come to work. B: M, SREHRLIENE—R.

A: I’m Jack in the manager’s office. A RENF, ELEHAZE .

B: Nice to meet you, Jack. I'm Zhang Ping. I work in B: 7852, REMLEIR. MMHKE, £
the Department of Research and Development. MRALEIIE.

A: Can I help you? A FRREFSIRAG?

B: Yes, thanks. Would you tell me where the manager’s B: 287, i, FEHIRREENAEE
office is? BB ) L4FAS?

A: What do you wish to see him about? A: R thE A ED?

w

T RERELERE EBEH.
A: So you are Liu Wei, right? The manager is waiting A: RN, NE? SEEZFR

B: I am asked to report to the manager.

for you. Please follow me. . 1EERFK.

A: Good morning, Mr. Smith. A: B LoF, SREETEAE.

B: Morning, Xiao Zhang. Do you have any difficulty B: /5K, fRE . BAKE, DRERHER
finding my office? AE?

A: Not bad. Shall I begin my job now? A: B1T, BINEMFBRTFIE, 17087

B: Wait a minute, please. Here is your job description. B: %%, iXJLBRH LIEERZTULAR. 5
Have a look at it first. ; E— T,

A: All right. Thank you. A: 5T, .

A: Excuse me. Are you Roy? AEl), (REZHIL?
B: Yes, I am. Are you... B: Ef. {RE--- -
A: Oh, I’'m a newcomer. My name is Xiao Da. AR, FREFRM. Y EHIX.
B: Glad to know you, Xiao Da. B: REMINIRIR, Hik.
A: So do 1. Are you working in Sales Department, A: 2. B{F, (RIEEHETNLIEWE?
Roy?
B: Yes, I am. And you? B: 2/. RAIE?

A: I’'m in Production Department. A FTEAE =R L3
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Dialogue 5

A: Good morning, Miss Zhang. This is the first day A: BR4F, K/NH. S XE2RIEXET

for you to work here. I hope you’ll like your job.

B: Good morning, Miss Mary. This is the first time for B:

me to do this kind of work. I’ve got a lot to learn
from you. I think I’ll enjoy working with you.

A: I hope so, Miss Zhang. Now let me tell you your A:

definite duties here. This is your desk. Please sit
down here.

B: Thank you. B:

Dialogue 6

A: Yang Fan, could you please come in for a short A:

while?

B: Yes, Mrs. Brown. B:
A 7, RENBHOART RN EI 2=

A: Yang, I’d like you to meet Hans, our vice executive
in the Marketing. ;

C: Welcome to our department, Miss Yang. Hope you’ll C:

like here.

B: Nice to meet you, Hans. I think I will. B:

A: By the way, Hans assists me in the planning work. A:

I hope you can work well together.

B: Thank you. It’s very kind of you. B:
C: SR, MRFHH AR, TTRAK)

C: Sure, if you’ve got any problem you can ask me.

A: Hans, Yang is very helpful and experienced, and A:

I’m sure you will find out.

B: Thank you, Mrs. Brown. I’ll try my best to assist B:

Hans in his work.

ERISE—R. MABRIREIXTA L.
BREF, BI/NME, REERFIX
IR BEFSHREZEQRES.
BRBLERSHR—RIEN.
TR . RERRSIFREXE
HIRMAERST . X RIRMIMA R 154
XE.

iR, EREER—= ) LAFG?

ﬁ?ﬂ"] ’ EEH *AO

X Ho

FIPRINANXANER T, B/ ME. FHE
RERXE.

REIONRIR, X RIERSER
XEM.

NRfE — T , IR A BN FR AL ER R M
IE. BBBERNEERIR.

e, RELF.

o

XET, BERTHMAMBERLRE, R
A ELFER .

WRENEE, HHXA. RERA
BN A TR
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Employment and Job Services

Unit 3

Unit 3  Attendance and Leave

Attendance and Leave B804k

Top Sentences 13! {54

1.

My boss has warned me not to be late for work

several times, but today I’m late again.

. I have tried to get up earlier than usual in order to

avoid the rush hours, but it still doesn’t work.

. My alarm clock didn’t go off this morning.
. If it breaks down again tomorrow, I’ll definitely

buy a new one.

. Could you tell me anything about the rules

concerning vacation?

. You can ask for three day’s sick leave each month,

no deduction will be made for this.

. You will be deducted 10 percent of your salary for

one day’s leave.

. You can have 10 days’ vacation every year without

the deduction of pay.

. I’'m just going to draw up the holiday rotation this

year.

10. I’'m planning to have three weeks’ leave in January

and I want to use my vacation days this year.

Words and Phrases 4 17 51748

and vice versa g ZJR7A
draw up #I7T, BT

BINEMELBEERF /LR LHERE
RE|, ERSREXBET.

BINE R ERET SR, TEEE
"B

B RS R RANE.
MREPRERMAIE, BREEBED

'%?Eq?o

REEARP W AT XTREBHNME
n?

RERATILAE 3 KR, AINFK.
215 | RIB2WME 10%HH 7K.
SEH 10 RIHEFHBRA.

BRLEZHITS FNEBRREIIR.

BITRIE 1 BB 32N, mAR
BARSENNBRE.

deduction #nf&, R
stand in for BYX, K&




