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UNIT1 New Faces HH-HE—

New Faces

R A e A A A L AN 2 O U U AU AU U

&% Brief Description

Understand the following items and give a brief description to each of them, trying to
express yourself clearly.

Standing Committee Deputy Director Mayor / Mayoress

Public Security Department Social Security Branch Office

%% Workplace Dialogue
Listen to the dialogue which takes place in working surroundings and finish the exercises

Sollowed.
1. Match the persons (Column A) with their positions ( Column B).

Column A Column B
Mr. Cai manager of the International Market Department
Mr. Bradbury assistant to the manager
Jianmin manager of the Computer Department
Miss Zhou vice manager
David colleague

2. According to the relationship of administrative subordination, fill in the following
organization chart by writing letters A, B, C, D, E, F, G, H or I in the left side
of the table below.
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3.

_________________________________

General Manager

[ I [ ]

Manger of the
[ - ] [ B&C J [Production DepartmentJ [ : ]
E, F, G, H, David

Mr. Bradbury, manager of the International Market Department

Miss Zhou, assistant to the manager

Mr. Cai, manager of the Computer Department

Jianmin, vice manager

John

Natalie

HR Manager

Larry

Lucy
Decide whether the following statements are true or false according to what you have
obtained from the dialogue and write down what you hear to support your choice.

(1) Including the new assistant there are twelve people now.

True False
(2) The department that Lili will work with is the Computer Department.
True False

(3) Lili will work as the assistant to Mr. Bradbury, manager of the International
Market Department.
True False
(4) Jianmin, the vice manager, used to study in the same class at college.
True False
(5) Miss Zhou felt very upset when she met Jianmin unexpectedly.
True False

(2)



UNIT1 New Faces HE-HE—

%% Reading

Read the following passage and finish the exercises followed.
Do’s and Don’ts in Greetings and Addressing People

When visiting England for the first time, it is necessary to know most of the “do’s and
don’ts”. Here we are going to discuss the forms of greetings.

The very formal “How do you do?” is not a question. That is why it doesn’t require any
other answer except “ How do you do?” This form of greeting is used when you are
introduced to someone or you meet someone for the first time.

If you often meet someone you usually say, “How are you?” The answer to such a
greeting must be short, for example, “Very well, thank you. (And how are you?)”

But this is not all. You can, of course, say “Good morning” when you see somebody
in the morning. You can say it till noon. Till about 6 o’clock in the evening you say “Good
afternoon” and from that time on “Good evening”. But all these are rather formal greetings.

If you meet a friend of yours you may just say “Hello, John” or “Hello, Mary”.

The manner of addressing people in Britain is quite different from ours.

First of all, never use the words “sir” or “madam” while speaking with equals. A
usual form of addressing people is “Mr. Smith”, “Mrs. Smith”. But you must remember
that “Mrs. ” is the form of addressing a married woman, while “Miss” is used for a young
girl or an unmarried woman.

The next rule to be remembered is about shaking hands. British people avoid shaking
hands as much as possible. They shake hands with you when they meet you for the first time
or when they leave you for long. And remember that it is always the visitor who offers his

hand first, even if the person visited is a woman.
%% New Words and Expressions

greeting [ 'griztin] n. [AME;BE

address [ o'dres] vt. (F3L%7) FRIF
discuss [ dis'kas ] vt. RiE ;118 BT
formal [ 'form(a)l] adj. AL L& ; IFXH
require [ r'kwara(r)] v. FHE

except [Ik'sept] prep. IZ‘/% """ Zﬂ‘

)




rather [ 'ra:0a] adv. [ ;4

equal ['itkw(a)l] n. FEERIA

usual ['ju:zval] adj. FH Y ;EH K
married ['meerd] adj. ELHFH)
unmarried [ An'meerid | adj. KUFH; L ERY
offer ['o:fa] vt. & vi. 2L H

for the first time &5—¥KX

for example 40

from that time on MJBHTE

be different from 5------ AIF]

first of all ¥ /5; REEK

be used for %% fH T

shake hands with someone 5------ #F
for long TR ; KB [H] Y

%+ Comprehension of the Reading Passage

1. There are several questions or incomplete statements in the following sentences. Answer

the questions or complete the statements by choosing one from A, B, C and D

according to the text.

(1) When you are introduced to someone or meet someone for the first time, you

should say “ 7

A. How are you? B.

C. How do you do? D.
(2) The reply to “How are you?” is “

A. Very well, thank you. B.

C. I am a college student. D.

What are you?

What’s your name?
”

How do you do?

You're welcome.

(3) Which one of the following greetings is used between noon and six o’clock in

the evening?

A. Good morning. B.

B. Good evening. D.
(4) “Hello” is used for

A. family members only B.

C. relatives D.

Good afternoon.
Good night.

friends

teachers and students

(5) When people shake hands, who offers the hand first?

()



UNIT1 New Faces -HIHE——

A. The man does. B. The woman does.
C. The visitor does. D. The person visited does.
2. There are two issues discussed in the text as greetings and addressing. Make a list of
expressions mentioned in both issues.
(1) Greetings:
(2) Addressing:

®%% Discussing Topics

Discuss the following questions in class, using as many of the given words and expressions
as possible.

1. How do you greet people when you meet them of different relationship with you,
such as your teachers, your classmates, your fellow townsmen?
Words and Expressions; How do you do? How are you? Good morning! Good
afternoon! Good evening! Hello! Where are you going? Have you eaten your
dinner? . ..

2. How do you address people when you meet them of different relationship with you,
such as your teachers, your classmates, your fellow townsmen?

Words and Expressions: Sir, Madam, Mr, Mrs, Miss,Teacher, Professor. . .
®% Imitative Writing

Study the following sample name card and learn how to use people’s first names and

family names in their culture. Is it different from yours? Make your own name card in

MING YING ENGLISH SCHOOL

Harry Chen

Headmaster & Professor

No. 26, Zhongshan East Road, Shijiazhuang City

Hebei Province, 050000, P. R. China

Tel: 0311-6081514 6075767 Fax: 0311-6081514

E-mail; 5663@ sohu. com  Website: www. sjzmingying. com

(5
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%% Workplace Dialogue

Transcript

HR Manager: Miss Zhou, do you have an English name?

Lili; Yes, I do. My English name is Lily, and you may call me like that.

HR Manager: All right, Lili, let me introduce you to your department. There’re twelve
persons there. This way please.

Lili; 'm eager to know them very much.

HR Manager: Lili, these three offices are for your department. This is the manager’s,
and yours is Room 508. You’ll work with five people.

Lili: All right.

HR Manager: Hello, Mr. Bradbury. Lili, I mean Miss Zhou is coming to report to you
today. You’ve known each other, right?

Mr. Bradbury: Yes, we met at the interview. OK, Let’s meet someone else.

Lili; All right, sir.

HR Manager: Hello, everyone. Let me introduce you the new assistant to the manager,
Lili, or Miss Zhou. She will work in your office.

Lili: Hello, I'm Lili. I'm happy to stay with you. I believe we’ll cooperate well in the
work.

HR Manager: Lili, this is John, Larry, Natalie, Lucy, and David has gone to Beijing

on business.

HR Manager: OK, let’s go to Room 509. The vice manager is there with other five
people. We are thirteen altogether now.

Lili; Is the vice manager a Chinese?

HR Manager: Let’s go and see. Hi, Jianmin, this is Lili, the new assistant.

Lili: Is you, Jianmin? It’s simply unexpected, unthinkable and beyond my
imagination |

Jianmin: It’s really you, Lili? I hadn’t thought I would have met you on such an

occasion !

(6)
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HR Manager: You knew Jianmin, didn’t you, Lili?

Lili;: Yes, he used to be my classmate when we were at college. It’s such a
coincidence !

HR Manager: A small world, isn’t it? All right, let’s meet other people in other
departments.

Lili; OK. It’s not imaginable. I hadn’t thought he could have come here and worked here !

HR Manager: Strange indeed! Oh, this is the Computer Department. Mr. Cai, this is
Lili, the new assistant to the manager of the International Market Department.

Mr. Cai: Very nice to have you with us, Lili.

HR Manager: And, this is Mr. Cai, the manager of the Computer Department.

Lili; 'm happy to know you, Mr. Cai. I'm willing to cooperate with you.

Answers

Listen to the dialogue which takes place in working surroundings and finish the exercises

Jfollowed.
1. Match the persons (Column A) with their positions ( Column B).

Column A Column B
Mr. Cai manager of the International Market Department
Mr. Bradbury: assistant to the manager
Jianmin manager of the Computer Department
Miss Zhou vice manager

David—— > colleague

2. According to the relationship of administrative subordination, fill in the following

organization chart by writing letters A, B, C, D, E, F, G, H or I in the left side of

the table below.
| [ =1
Manger of the

E, F, G, H, David

UNIT

)
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Il

B/C Mr. Bradbury, manager of the International Market Department
D Miss Zhou, assistant to the manager

A/1 Mr. Cai, manager of the Computer Department

C/B Jianmin, vice manager

E/F/G/H John

F/E/G/H Natalie

/A HR Manager

G/E//F¥/H Larry

H/E/F/G Lucy

Remark ; / represents “or”.
3. Decide whether the following statements are true or false according to what you have
obtained from the dialogue and write down what you hear to support your choice.
(1) Including the new assistant there are twelve people now.
False. We are thirteen altogether now.

(2) The department that Lili will work with is the Computer Department.
False. This is Lili, the new assistant to the manager of the International Market
Department.

(3) Lili will work as the assistant to Mr. Bradbury, manager of the International
Market Department.
True. This is Lili, the new assistant to the manager of the International Market
Department.

(4) Jianmin, the vice manager, used to study in the same class at college.
True. He used to be my classmate when we were at college.

(5) Miss Zhou felt very upset when she met Jianmin unexpectedly.
False. It’s simply unexpected, unthinkable and beyond my imagination!

&% Reading

Answers

1. (1)C (2)A (3)B (4B (5)cC
2. (1) How do you do? / How are you? / Good morning! / Good afternoon! / Good
evening! / Hello!
(2) Sir / Madam / Mr. / Mrs. / Miss

(8)
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Detailed Study of the Reading Passage

(1) When visiting England for the first time, it is necessary to know most of the “do’s
and don’ts”. Here we are going to discuss the forms of greetings.
F-RKEEE, AVEMERZERSH, TEERIHSRENER,

& BTEFAEER R NES E8 R IER F B &4, A & when, while
RN o
i 4n :

Don’t be careless when/while having an exam.

UNIT 1

= Don’t be careless in having an exam.
= Don’t be careless when/while you are having an exam. i B AZH > .
When leaving the airport, they waved again and again to us.
BT LI AT e AT TS50 F
@ for the first time: 55 —¥K
il an .
On her boyfriend’s birthday, she cooked for him for the first time.
ity 58 A A A= HAIRR , b 3 — U A At A
Although I met him for the first time, I was immediately attracted by him.
BARB RS — U, (B2 R 5 T o
(2) The very formal “How do you do?” is not a question. That is why it doesn’t
require any other answer except “How do you do?” % 1E = A “ How do you
do?” FEARRZ— 4], BT LABR T “How do you do?” #b , ANF5 2 51|y A1,
@ except 2 “FR----e- ZAVHER ERMHNERNIEEN,
il 4n :
We go there every day except Sunday. & 7 B K, BATEHXEEIRIL
They all went to sleep except the young Frenchman.
B TARBLAR ARk N LASE AT ] 28R 25 B DE T o
(3) This form of greeting is used when you are introduced to someone or you meet
someone for the first time.
X RRIE X TR B 48 0 NSRS — K B A A B
@ introduce someone/something to someone ;
IRFENGTN AR HY)
Bian
Allow me to introduce my friend Miss Wood to you.

AR R ER AR AR/ NE

loy
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_________________________________

She introduced me to her friend. HHFEFRAAB LAY o
He introduced a motion to the Congress. Atfi[a] <38 T —il &,

(4) If you often meet someone you usually say, “How are you?” The answer to such a
greeting must be short, for example, “Very well, thank you. (And how are
you?) ” AERAREH WBIF N , /R % 6 How are you?” , 3 [RIE Y [ i — 5
R faT 4, Bt “ Very well, thank you. ( And how are you?)”

@ the answer to ... ;- HUER, - B[] 1

il 4n :

Your answer to the question is correct. KX} iX ™[] 5 A |12 2 IE G A9 o
Don’t equivocate with me I want a straight answer to a straight question!
SR T R AR T %, A R R T %

(5) But this is not all. You can, of course, say “Good morning” when you see
somebody in the morning. You can say it till noon. {HXARLE, /R L4 W3]
AR, 24887 DA Good morning” , — B B FRA-RER AT LLIXFER o

(6) Till about 6 o’clock in the evening you say “Good afternoon” and from that time on
“Good evening”. But all these are rather formal greetings. | 7S 5 Z B, R
#HRAT AL Good afternoon” , {H AR/ B A2 , BE i “ Good evening” T, 4R
T , X LeHR AR 2 E XA A5
@ from... on 2“M--eeet (BHE) &7 B Z B, A from now on, from then on,
from today on, from the moment on A
il :

From now on you can work on your own. MERFER , REE AT LAB ST TAE T 6
From then on she knew she would win. i \AREEBLEIE B & 2158 #: .

(7) If you meet a friend of yours you may just say “Hello, John” or “Hello, Mary”.
SRR B THREIAR A&, A EE“ Hello, John” 8% “Hello, Mary” BERF] AT o
@ a friend of yours B“/REI—NHAIK” ,3£HA a friend of mine, a friend of his
father’s, a friend of my teacher’s,

(8) The manner of addressing people in Britain is quite different from ours.
FEEFRFARAL TR S RAITAERKBAR,

@ be different from: 5------ A

fBilan .

It was quite different from what I expected. B FMFJFRAAKIBA—FE,
Our sons are very different from each other. A TH) LT & AAH[E] .

(9) First of all, never use the words “sir” or “madam” while speaking with equals.

B, 5 R SR A BT B AN EE F “sir” B madam” X AE R 1R]1E

(0



UNIT1 New Faces HHIHHE—

@ first of all. 5, REEM .

RUE

First of all, reading is very important. 755, {2 RAEH EEK,
First of all, we should remember to finish the assignment in class.
BREEN, BRATE DR R REE,

(10) A usual form of addressing people is “Mr. Smith” , “Mrs. Smith”.
FREE A B38 T 2“ Mr. Smith” f1“Mrs. Smith”

(11) But you must remember that “Mrs. ” is the form of addressing a married woman,
while “Miss” is used for a young girl or an unmarried woman. {H BA/RE i ¥,
“Mrs. ” BRI E AL, i “ Miss” RFRIAER L B R IBE LK.

& AT un-fINTETE 25 18 45 3R i T AL R — 1 2 iR
Bl .
unfinished ( 52 i) undoubted( JCEERJ)  unemployment( 5)l)

(12) The next rule to be remembered is about shaking hands.

T—MEICERRXTEFRALT,

@ shake hands: 383,

filtm .

They’ll shake hands only in some formal situations.

T RE—HIEXGEAET.

When it is the case of two gentlemen, they tend to shake hands.
(R Jw: g (s

(13) British people avoid shaking hands as much as possible. FE A R EEEHRIETF
@ avoid J5 B {F 8sh 4 16, B IERH suggest, admit, finish, avoid,
mind, enjoy, delay, practice,etc.

il

My mother give me five yuan for my breakfast to avoid making me hungry.

WL TR I AR AR, e R IR,

I suggest climbing the mountain this coming Saturday. FE A F /<=L,
@ as... as possible: RTJHE-----

fil4n :

We tried to solve the problems in as many different ways as possible.

TA TR 5 20 009 07 VA SR R IX S [F) R

HoAth & 15 E- U0 as soon as possible, as quickly as possible, as promptly as
possible,,

(14) They shake hands with you when they meet you for the first time or when they

"
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leave you for long. 5§ — WK LB VRELE 4 IR ART , M 1A 2 FURET
@ for long:fR/A ( =for a long time) ,
Bilan .
I am not going away for long. ASEFH KA .

(15) And remember that it is always the visitor who offers his hand first, even if the
person visited is a woman.
WECAE, BRI ML T, B EEFFU R ARA o, HR ik,
@ offer 2 (E£3h) £t AT HEE,
filan :
The young man offered the old man his own seat on the bus.
AR ATEA IR ¥ A C LIRSS TR Z N .
The boss in the company came personally to offer us apologies.
AR F B EARGE B R FATEHRK
@ visited {&1ffi the person,the person visited #{FETH YA o

Translation of the Reading Passage

ia] g FNFRIE R A B R E R 4

B—WETE A VEMBEREZEERSET, TERITHSEENER,

JE# IEZNA“How do you do?” JFARB—AN42[A], fr LAER T “How do you do?” 4b, R
FTEHNA B, XFPRRIE X ARG B A B SRS — R LB A N B,

WIRREH WBIFA , VR F 16" How are you?” , 3X ¥ [a] {5 i) ] i — s 1R 18] 481, 51
fn“Very well, thank you. (And how are you?)”

{HCR 2T, IR B BB, 28R 7T LA Good morning” , — E #|H 4
PRERTT LA FEDE . BBE LS A Z 80, RER AT L6 “ Good afternoon. ™, {H AR B [ &2,
BRE UL Good evening” T, SR, X LLERZAH 4 1E A R 5%

TR B TA/REIAA A , R “ Hello, John” 5 “Hello, Mary” $EA] LA T,

FEEFREA AL S RAITAERRBARRF,

B, 5 R SR A DA B AN EEH “sir” B madam” KRR IR]E . FRIE N AOE B
X “Mr. Smith”, “Mrs. Smith” , {HZ/RZE LM, “Mrs. ” Z2FRIFE I E L H, T
“Miss” EFRIFAER L ZBRIF ALK

FT—MEICENREXTEFOILY . KEARRRERETF. H—-KRIMKRHE
SR AR AT ASFRET . BEICH, BRFEVIABMEF, BIEERE AR

R, dR it
(12
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Around the Office

R o N L U L AU AU UL U AU AN A

$o Brief Description

Understand the following items and give a brief description to each of them, trying to
express yourself clearly.
laptop computer hi-lite pen whiteout

calculator rubber eraser notepad
%% Workplace Dialogue

Listen to the dialogue which takes place in working surroundings and finish the exercises
followed.
1. Get familiar with the following expressions or phrases in order to understand the
dialogue better.
(1) know a little about the company
(2) It’s known to me. . .
(3) the real man at the wheel
(4) slack off
(5) attach much importance to efficiency
(6) as a matter of fact
(7) the minor part of the company
(8) import raw materials and export products
2. According to the dialogue, the following people and something related to the
company have been mentioned here, fill in the following information chart to

complete each of them.

B



