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Function

Satisfying needs and
requests

Following workplace
procedures and duties

Applying information
technology

Learning service rules

Listening & Speaking




Reading & Writing Unit Task Learning Strategies  Pages

-

Serving customers

Discussing a
secretary’s duties
for a successful
meeting

Giving out
information

Offering help in
sightseeing
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Function Listening & Speaking

Offering help in time of
emergencies

Preparing for an job
interview

Giving advice on career
success

v 120



Reading & Writing

Making some
arrangements for a

Discussing the right
ways to deal with
hotel emergencies

Discussing future
jobs

Deciding on job
plans

Learning Strategies

74 -90

91 -104

105-119
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UNITT
Lkapla;r.:e Manners I
£, b )|
BT OGS S A4, AR E NS, DUE 1A
— Where is it?

— It’s in a restaurant.
— What’s the relationship between them?
— A waitress and her customer.

(158881 M ET LAFEZAE 32 BTRRUT JTARE Hh Al BE S BUARE TRIZE TR 1 e TR R . DL
D S R RS .

igal. b4
1. Good morning. Rose Hotel, may I help you?
2. Good afternoon, ladies and gentlemen. Welcome aboard.
3. Please enjoy your meal.
4. Thank you for shopping with us today.

Xitn
“BRERET  REAREEGIEN, B¥ELMR BESET. S8, RN
B MENERGEHME, BESBHREE. BH, REEH; NEANEEAR
W&, DIRHE. B, FHES; EREE, FAGRNREZNEN. MTR
SRR, EERGFALOGIEMERT R ERSEE,

Lo
»

Dialogue 1 7

(B8 NGFAERESRE S SRR AN, REGEBERENRS .

[RE] PR —. £BIES, BOHERE, k¥R, BRBEHEAS, ERERLAEE
M. FTREHPHELRFE. SRS
BB WAES, 9AREENE, #—FEREFALSTEN, EC¥HRiEsE
EiE, SSESRHENERE,
BBR=. £IED, B2 3HEAEE, AFEREAIESS T HA R,
({6REBzh)
%%Eﬁﬁﬂﬁ,@ﬁ$&k,Eﬁﬁ%,ﬁﬁﬁﬁ*%gﬁm,uﬁﬂﬁéfk'
L&, 10 “dress” WILIBRAL “skirt” , “shirt” , “coat” , “trousers” , “shoes”
%3 ﬁﬁ‘yj\éﬂgﬁiﬂﬁ “red" s “yGHOW” » “pink” 5 “bl'OWIl” s “pmpIC” %o
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BER. MRk, kt. RERRLELAICHY, Tt RBY FToE, AR
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(BHRETTRENEFESTE. )
}Eﬁz: i%i%'tl)’:o

BERA: FERo

—. BERER
® The color is nice, but I prefer silver.
prefer MR “HEK” o
eg 1 prefer swimming in summer. ZEE X, B E KK

® But if you leave your phone number, 1’1t get in touch with you.
get in touch with FA “Fl-- ARFFERR” o
eg I got in touch with Tom even when he was in America. EEZIBELERIE, &
AR
I asked her to get in touch with Henry as soon as possible. BERBRR SFFER

=. ZHER |
e mmE . R R, N, " EABEMTSNEE . RE. 5
S ERORR, TR PRI L. KT, RSN AT LA AL B
A ETEAFA, SHRETLUE, KBRABE, KRR TBENH
., EERABEREE, AR,
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UNIT T
, LWorkaaee Manners I

URME) BR—. IBAEVES, BTG S—0RiE8rae: R, BemEsEA.
PR AR, BRG], BB MmITER A REE,
PR=: 2UHES), HIRhER-3SARE, HEE Y ADE,

£a):. 330)|
BT B B4R BOCRER, EESERTBAR,

ooz

(B8] DA e & R e A 1% R AR A1,

BRIF) BB —. MHTESD, R EESmNIA, 51524505 5 PZEPEF TR
B MANES, URY, BIERTNE, SRENTES.,
PR=: SIES, EFERRE, hBUmss s R N AR #

VT8 MM FEAE S A iR

Ur M3
1. Excuse me. May I have some water, please?

Yes, sir. Just a moment,

Do you have any English magazines?

Yes, sir. I’ll bring one for you right now.

I feel cold. Can I have a blanket, too?

There’s a blanket on the seat.

Oh, sorry. I didn’t see it.

Never mind. If you have other requests later, please press the call button and I'll

2.

3.

Fruwrwew

come.

B 414}
“call button” : FPRUEH, FE KHLEERL b FIRFANERR %5 51 iHee.

o,
»
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| BEBUEA (RS (EwaR )

(URtE] SR —: 2FES, BRI PROELARE. FECER, BOHERE, kA
B, BERNEANS, EREFNATFES.
W . WAWES, srAaMiEsiE, #rERARZETES, MEFaiES
i, SeELmENERE.
BIR=. 2¥ESD, ER-3ALEMR, AIFEFRIESETEKE,
HEmER
BEESRJLA, B44~5A, Eiditie, BiRniapiREiEl, LERErey
KENCE, W “I'd like to have a cup of coffee.” ¥ “cup” VLR “glass” ,
“coffee” B[ LIHESE “tea” . “mineral water” . “orange juice” Fl “cola” %§;
7E “Can I have a pillow and a blanket?” &, W[¥f “pillow” . “blanket” )&
“magazine” . ‘“newspaper” %,

SR FUMHEERE

(ZR/MH R EARE, )
TRBEFR: K4, GETREHMAA7
. AHD?
TRBER: HR, F. ok, R, THREK, 554147
HE. 2535 5] A efudkree,
TERBER: 8, ki, B4,
HRE: REFE, TRASREMLA—FLTD?
ERBHFT:  HHK
RE: R

Z. BRER
® I’d like something to drink.
to drink NEALMTEX BAEEIE, BHAER something,
eg Linda would like something to eat. BKEAEIZ AR,
Do you have anything important to do today? 4 KARA H A BB EFEG?

® By the way, can I have a pillow and a blanket?
by the way &A1 “IfE, JBER—T"
eg By the way, do you live with your parents or have a place of your own?
WfE R —4), R —RERLEE CAETH?
By the way, where is the rest room, please? X} i {alt F-E]7EMR JL?



