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Mr. Robinson® called me and let me report here today.

You can start to work next Monday. ¥R J&l—AI LISk EBET .
When you come, ask for Miss Wang. VREETHFE/MH .
Please report to the Personnel Department on July 5th. I F7HSHE|A

HEHMRE
@ Mr. Lee
Miss Wang
Manager of Personnel Department
€ report rripot) start to FF IR
ask for #& (AN) Personnel Department A ZH#{

L2
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| am on work experience.

I work in Business Department. FZZEE NV H T HE,
on work experienceR/n “7ESL>]” |, HKMIAEEEILA : 1 work as an

intern. I have an internship job.

@ Business Department 5 \V & intern [in‘te:n] 3234

ol

| SREMMBIXEEHNE—X, REBIRGEEWRXM T,

This is your first day here. | hope you'll enjoy the job®.

I hope I’ll enjoy the job. A BRAEEZ WX/ TAE.
29 @ you’ll like the job
we’ll have a great time working together
@ second
third

first day FASKHE “ EHESE—K” , MR, “EEBE—K" W% Mlast
dayi%ﬁ%

This is my first® job. X R 5 THE.
D
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What is the company’s working hours®?

What hours would I work? 4 B2 | BEm (]2
When could I start to work? - ABHMEREFFIE TAET 2

Our working hour is flexible. F 7 T/ERT ] B3Py,
The working hour is from 9:30 a.m. to 6:30 p.m. TAEHTEIE 4952k 5]
TH6sE,
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@ office hours

Hid “—BE” B, AL from... to... B, TERAR “ LA A
RO B, AR BB R, A LR TS 4 B e m.

B p.m. TR,
@) flexible [fleksebl] ik T Al iy office hour JPZARFIE], EIVASIE]
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How long is our tea break?

Do we have coffee breaks? I 1A LIE{/R S B} EG?
How long is our lunch break? AR Z KAt (] 7

Would you like to have something to drink? /K48 W& x5 ARG ?

TEMRZSMorh, #54fitea break “ZEBKASIA]” , 17 M coffee break, J&
TAERIBRIEZARE, . BIRAETE], flla fifteen-minute tea break “1543-4#
ML S SN:D L
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What is the dress code in our company?

Are we allowed to wear casual clothes™? Ff]f i SFELEG 7
Should I wear formal clothes®? FR2A%5%F IF 234057

Should I wear a tie®? FRAAFFT4TAHNG?
@ casual dress
@ formal dress
@ a jacket
evening dress
dress codet “FMHE, FAARE , MELWEFER T EHIR
FRIERMMREE, W0 suit 55, FH, WRBFHFES, THREFE

L Z¥ business casual i business attire,
D,
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Part | WA
dress code EIRHVE, HFEEIRUE casual clothes fH3%
formal [fo:mel] IEZNHY evening dress HEELAR
suit [sju:t] 2%, FOfR business casual Rj45{FE 5

business attire [y 553
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I'll show you around the office®.

Let’s go for a tour of the office. FATH|IpANEE—BEE,
This way, please. X1,

Mind your step. {FEHT,

@ company
workplace

TR TER V& ANBGRA FFREER, 7T LR show sb. around, 2
Ab, go for a tour of i fg “F|------ E—E., E—E" S,

show sb. around HHASW . BRFLE step [step] M, &H
workplace [we:kpleis] T /E3Zff, Z[q]
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WRIRRABIBENRTE, TRRLEE,

If you can’t find anything you need, you can ask around.

=Just ask around anytime you can’t find what you need.

If you need any help, just ask for me. WRIRFTFEALMATHER, HEHRE,
If you have a problem, just call me. {WIFARA R, #ITHIELF.

Where can I get office supplies? & 2B B =450/ FH 54 2

R X rask aroundfilask for, RiHE$E “PULbFTOR, Zabifa” |, &
8 ‘& (AN), BR” .

office supply JMFfh
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What kinds of training courses do we have? {148 BPLLiE IR ?

@ a training course

s IRTAHAOEA QA T e
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Will there be an orientation® for newcomers®7

We have training sessions every month. {14 H A 84,
I believe I’ll learn a lot out of staff training. FAHFIRSTE R TEIIH2E
FRZ AR,

staff training
regular training

@ new employees

staff
@ orientation [o:rien'teifan] 3%1)l| newcomer ['nju: 'kama] 3
training course 35I| iIFE session ['sefan] £x1¥
staff training 51 T.155)I| regular training <& #A5%)I|
employee [emploii:] HR 51
\ J
3 MEATME
° AERT L THET+.
Don'’t forget to clock in and clock out.
=Don’t forget to punch in and punch out.
You need to clock in and clock out. /R 2 _F FHIT k.
Don’t be late for work. FHEHRE|T
Be punctual, please. & <A .
forget to B—H R, #7& “Tic-----” , #Fla, I forgot to
clock out yesterday. FHERKZIC FEEBFTR T .
@ clock infout b/ FHEFT £ punch in/out F/FBHTE
be late for iR %] punctual [panktjuel] ™<FH [A] )
4
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We have a merit system.

=We have adopted a merit system.

You could get a merit pay. #RA] LATEBNSR3G T % .
Bob got a merit raise. #1053 T G0N

There is a performance review every month. & H #6534,
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L) merit [merit] Th%E system ['sistem] 7| B
adopt [e'dopt] 3 fH raise [reiz] N3
performance review SR #%

N
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B8 TH8SATIR,
We get paid on the eighth® of every month.

We have 7 paid holidays a year. FA]—4EH 7K FHERE .

Although your starting salary is not high, you can get a lot of extra
benefits. BARVRAEFH Am, EIRAT LIS BIRZHINLR .

Every year, usually in December, we receive a bonus. £4F, @ 7E12H
i, RATSERISL,

If we work on weekends, we could be paid overtime. UNERIRAE AR _FE,
BABTS BB

@ first day
last day

get paid ARRIR “REIFK” , Hrhpaidds “HIRBK” , Hiwell-paid
HEERR “RMFER” |, TMipaid holidayStHs “HFEM” .

paid AR starting salary FC#;
extra [‘ekstra] ZfFMH] benefit [benifit] Fl|25
bonus [beunas] 24>, 4£I#] overtime ['suvetaim] JIFEHE,
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Good morning. I’m Li Lei. Mr. Robinson called me and let me report here today.
Good morning. I’m Peter Robinson. This is your first day here. I hope you’ll
enjoy the job.

I will.®

Welcome aboard!

B3, RESR, BRI EEEHUERSKRE L.
B3, BRRERS - 8FH. SKRIFHXE LWNE—XK, HHEM
BEEXRX D TR,

: B,

WRMRAE |
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M1 believe I will.

You bet.
Absolutely.

fE iR, 2% 2 F]You bet. S Absolutely. KE L H EH & X, HEL
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: I’ll show you around the office.

It’s very kind of you.

You’re welcome. If you can’t find anything you need, you can ask around.
All right. Will there be a training course for newcomers?

We have training sessions every month.
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B: KBS, BAEERSMPZIRDBHKRI,

BRI AR, FfI TR T 7T B 453 Thank you.8b, ¥ LABEIEs very
kind of you.[RI N /E&iHY, BT LIk You’re welcome. B{I’m happy I could

help., fR&24REFIR,

e TRA R E

: Don’t forget to clock in and clock out. Be punctual, please.

I got it.

And we have a merit system.

Oh, 1 see.

We get paid on the first day of every month.

All right. Mr. Robinson, what is the dress code in our company?

We require a suit and a tie. But you can wear casual clothes on every Friday.

R BeReE

That’s interesting.
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