8‘. REARYIER e 3005
EYNTES SihEpEik
e i & = MP3 =

CALEEEE



BIWE
"Rﬁl

REZMRKiR

KB

EBH
[ % ] Nellie Connolly
[ 28 ] Graham Paterson

wE

%] loganWest -
=

[
[ 35 ] Robert Southey | Lk

g BT s

« db.x



BRE  BRR

BB ER%E (CIP) 38

REEIIR KL SIEE/ ERFSEHE. —Jtul: PEFM
Hpt, 2010.7

(5&5MIKF5)

ISBN 978—7—80218—744—3

[.LOR- NM.OFE- II.OFF—RIE-HIE IV.OH319.9

b B A 34 CTP $EAZ S (2010) 45 107174 5

KmE TR MRt 03T
RfEwE TR RERXS 2
. g 8§ #ox phoa

i U CRHERE S S B 48 100830

"
2

4t
H

78

TES

MRS EFW
SWRF NI

(010)68768548
WWW . caphbook .com/www . caphbook.com.cn

FEBIE

(010)68371900 (010)88530478( {EE)
(010)68768541 (010)68767294( {EH)
RERSE HERFMIZE
(010)68371105 (010)62529336
HRPRIEDRIBRAT

010F7 8% 1R 2010 &£ 7 B&5 1 REDR!
787 x 960 F £ 1116

19.25 F H HNTFTF

ISBN 978-7-80218-744-3
32.80 7T (Ml MP3 ¥ fR)

ADUBEVERBIOR, TDKRTEERAELR



Preface

The ever-increasing development of the cross-cultural communication between China
and the outside world has made English an essential skill that one has to acquire in order
to make more friends and grasp more opportunities in both work and daily life. It is of
even greater significance for those engaged in the e-business sectors. If well-equipped with
English skill, they could perform with more confidence and excellence.

Thus we compile this book on business English, including 100 topics with altogether
200 dialogues. Various topics concerning with business are covered in this book, ranging
from human resource, public relations, E-business, market strategy, commercial promotion,
financial crisis, negotiating, corporate structure to law in business and etiquette and culture
in business. We are intending to offer our readers some comprehensive and practical model
dialogues, based on the real business situation.

All the dialogues in this book are presented in both English and Chinese. As soon
as problems emerge in the course of understanding the English original, readers can turn
to the Chinese counterpart for reference. Relevant background knowledge is found at
the very beginning of each topic, due to which, basic knowledge about business English
is accumulated gradually, and potential doubts hindering the understanding of the texts
are clarified. What’s more, key expressions in each topic are also listed, calling for more
attention and efforts from our readers. Experts from BFSU also contribute in recording the
MP3 discs. Readers are encouraged to reader after the discs and imitate the pronunciation
and intonation, because it helps not only in practicing oral English, but also in applying the
books to full use.

Readers are able to attach different importance to different chapters according to
their own needs and interests for the mutual independency of chapters in each book. Rome
is not built in one day, and the acquisition of one language could not be finished within
a short period of time. Only when you have accumulated abundant materials can you
express yourself fully and with more ease. To achieve this purpose, the recitation of the key
sentences in this book is highly recommended.

We’d like to express our sincere thanks to Nellie Connolly, Logan West and Graham
Paterson, linguist experts from BFSU for the appreciation of their active involvement and
the valuable advice we hear from them in the completion of the book.

We hope that this book could acquaint the readers with business English, which in
turn improves the efficiency and effects of their work. Wish all the readers good luck and

great success.
Editor
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1. vacancy: &=k, ZHi, 4
There are quite a few job vacancies in our company.
BN E) KRS BAL T8,

2. recruiting: 1%, 3%, 4&id
| want to discuss with you some details about the recruiting.
BAFRIT R KA R B @Y FA,

3. Usually, you can try the internet recruiting, headhunters and also campus recruitment.
—BBLk, RTRAEK—TFRLBEE, K503 ALK BB,

4. can’t afford: £ AL :
We can't afford time to train a possibly successful candidate.
BAVGE b AT 8] F 39| — AT AR A 69 RIRA

5. cover: f¥E, Wk, #hidA
By the way, the advertisement should be well-designed to cover the basic information .
and show our sincerity. 3
T, JERMHCRT, QERMAS HEAREE, HRIBEMGAR,

6. publicize: E¥, Bf:, 3hid
Because this is also a very good chance to publicize the image of oL

B Ay i A R — A B AR AN E) T Rt KIFREA,




A
]
&
#

@
2
S
o
173
D
o
=
I
£
>3
s =)

Amanda: There are quite a few job vacancies in our company, including the person-
nel manager, since the former one resigned to resume her studies. I want to
discuss with you some details about the recruiting.

Bob: How many do you plan to recruit?

A: Around 20.

B: Usually there are two ways of recruiting, one is internal recruitment and the other
external recruitment. The strength of internal recruitment lies in the fact that you
are very familiar with the performance of the candidate.

A: Are there any approaches that you recommend for the external recruitment?

B: Usually, you can try the internet recruiting, headhunters and also campus recruit-
ment, and also you can put up an advertisement in the magazines or newspapers.

A: T don’t think it will work to hold campus recruitment, for we merely want to hire
20 people. And besides, I want to hire a person who has done this exact job, in
this exact industry, in this particular business climate from a company with a very
similar culture. We can’t afford time to train a possibly successful candidate.

B: Then you can put up advertisements in magazines or newspaper, or on the internet.

A: Can you contact some influential publications and talk with them to see the cost stuff?

B: I will do right away.
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Bob: I am planning to put up an advertisement on “Zhilian Zhaopin”, the most

popular website for recruting now. Still, there are some points that you need to
clarify for me.

Amanda: Okay, what are they?

B:

@

The position is the personnel manager, and the candidate must have at least two
years experience in this field, right?

Exactly.

The ideal candidate is preferably to under the age of 35, right?

A: Yes. Besides those basic requirement, the description of applicants’ qualification

A:

should also be included, because it can ¢\t down the number of applicants, attract
the desirable ones and thus reduce the staff turnover.

- Okay, that is a must.
- By the way, the advertisement should be well-designed to cover the basic informa-

tion and show our sincerity.

I know, because this is also a very good chance to publicize the image of our
company.

Now, you can begin composing the advertisement. Call me if you have any problem.
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Human Resources
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1. Is it individual interview or panel interview?
RN REL R N E K2

2. general idea: KIAT fif, K&, 1M

I'd better have a general idea about the candidates before talking to them.
AR KE LR, RRIFRIBRAMNA A KB T M,

3 inturn: ¥, Jeidsk
A challenging occupation will force you to improve and become more competitive at
your job. It will also give you a sense of fulfillment and confidence, which in turn will
have positive influence on your life and career.
—HHRERM G THA T A S OREG, ETURKEREEES S, © FI 28 AR,
wAL B1F, X R TR XAMAMALYLE L F LA RIEG Y,

4. to be frank: 3 FH1Yi, %F frankly speaking
To be frank, | don’t mind work overtime and on the contrary, | think | have to sacrifice

more in order to make progress.
BEWRH, BIANRAIE, AR, RikA, HTRGRS, R E K450

5. contribute to: 7Tk
I think salary is important for bread and milk and should be reasonable and match what
| have contributed to the company.
RiNA, FKTFBABEHMREE, Fixb@iEY, W B % b K 2t 8] 4k i 64 7 kAR
__&n
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Sam: We have received more than 100 resumes since the publication of our adver-

tisement. It seems that our advertisement really works.

Cathy: That is good news. When will the interview begin?

O:
)
S:

(@)

C:

It begins tomorrow starting from 9 o’clock, with each interview lasts for half an hour.
Is it individual interview or panel interview?

Individual interview. You can have a better picture of the performance of the
candidate, and after that we will have a mental ability test to further evaluate the
candidates.

. Vow, there might be fierce competitions among the candidates. Where can I get all the

resumes? I’d better have a general idea about the candidates before talking to them.

: I have them typed out just now, and they will be ready in a minute. I will give

them to you as soon as I have them. By the way, our manager wants me to tell you
that, relative working experience is very important.

. I see. We have to start this program right now, which allows no time for further training.
- These are our interview forms needed tomorrow. You have to write a few words

regarding their performance and don’t forget to have them sign their names on
the form.
I will.
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Sam: Hello, nice to see you here. You can take a seat now.

Cynthia: Thank you.

S

C:

S

- I have read your resume. It seems that you have rich experience in marketing. I

wonder what makes you choose our company. To be frank, I thought your previ-
ous job in IB was marvelous,

- Yes, but I believe your company has great potential, and I can expect new op-

portunities for career advancement,

- Is it necessary to consider challenge when deciding to accept a job offer?
- Yes. A challenging occupation will force you to improve and become more

competitive at your job. It will also give you a sense of fulfillment and confidence,
which in turn will have positive influence on your life and career.

- Our company will provide you with 2mple chances and challenges, I promise. By

the way, do you mind work overtime, because we have had a really busy schedule
in recent months and you sometimes have to work overtime.

- To be frank, I don’t mind work overtime and on the contrary, I think I have to

sacrifice more in order to make progress, and also I will try my best to improve
my work efficiency.

- I am glad that you are so conscientious, My last question is, what do you think of

the salary we offer?

I think salary is important for bread and milk and should be reasonable and
match what I have contributeq to the company. I am quite satisfied, actually.
Thank you.

LI frar . MBIGRIREGNE. Ak,

¥

S:

CHEHEMB, RANEMIE. MR, RiNA, ATEES,

AL g

RESMEMET . Bk, KEBSHTEEENER. BobviFliCin—ia
RABAY, FRAH ABBRITAT. HEMP, RIEAMK

2 BIZE 1B B TAEIRET. Words Storm
i1, HR, RAGEHATDEEXNRBES, EXE,
T LU AR AR T2 : : ot

SRR — G TAFRIRHR, BURIER UG R gy  Polentel  [pau'tenfol] © JRE

R~ R TR T & S5, Eaply 20 [dvansmand o i
FEMEALSS. CARBRONRRBSEE, K S0
JRit 3R X AR N M 5 LA B gl

marvelous ['ma:valas] @</ AE LY

- RAIE, RINIAFKBHRBEEBOIBRRK. T,  sacifice  [sokifais] v /7 4t

FABIFEG? FAEANABRINE DM HBE20TE,  conscien- [konfi'enfas] ¢/ 5
A0 R BRI . tious D, REM

Phrases

PRI . IR, R TR B THRER.

BB RN R RS — AR, FEORN okovertme 135
SROLHIHK B AR ? S e
CRIE, FAMFROTEREE, N%AREY, W[l

% 5 BRX 2 F M B TTRRAR — B0, IS0k, BRI

HA TR T A

WA

6 | REZIRZ@EG L% #



9y UewnH

AT les B AR R EGEMAAR T IRE TR BN ERIE, BT WA R B ETE
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get accustomed to: > T
Yes, all the new employees have distinct backgrounds, and only the appropriate training
could help them get better accustomed to their new job.

M, RIAIA RR 6 F, RA R ILE S e 5 AT, A A Bh A RATIE A AT LA,

situate sb. to: AL T .

Communication and computer skills are essential, because most of the time, they are
dealing with their customers and computer skills would better situate them to the mod-
ern e-business era.

AR Aot B AR K6, AKX S S AR AP dT3GE, AT
VA B A7 AR ARA I B LA 6 B F B S AR

agree with: [A] &

| couldn’t agree more, especially since our company has just opened the b2b business
platform.

B AT, LEREKMAZRAFET ShstS LM EXHFE,
work out: fill & ti

| will work out a plan and in case any good idea suddenly come out, pl
R AM— TR, R RRAIM2HFET, F—REFR.
pay for: 3ZfF

You don’t have to worry about that, definitely we wi

bonus for our employees.
ERHFAIRST, FEANE
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Sam: Now the recruiting period is over and our next step should be to offer them

some pre-work training. I think it is quite necessary.

Jane: Yes, all the new employees have distin ct backgrounds, and only the appropriate

S

=

% Ji

training could help them get better accustomed to their new job.

- And also bring them up to another performance threshhold. What do you think

should be included in the training?

Communication and computer skills are essential, because most of the time, they
are dealing with their customers and computer skills would better situate them to
the modern e-business era.

- I can not agree with you more, especially since our company has just opened the

b2b business platform.
Well, do you have someone in your mind as to who can give the lecture?

- How about inviting a professor from Qinghua university? One of my friends is

working there .

: That is wonderful. By the way, our president is planning to deliver a speech in

person on ethics and human relations, which according to him, bear notably on
their performance.
Okay, I will work out a plan and in case any good idea suddenly come out, please

let me know.
No, problem. Thank you.
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