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¥ T'll have to put you on six months’ probation first. YR Se54 751~ H B .

¥¢ | hope you can carry on the daily routine even if the office director is on leave or absent .
oA BRARAE SN A Z EARRMREATE R L BEALE H % TAE

Y¢ Mr. Lu, can you tell me why you want to work as a sales manager with us 7
BliSe ks URRE S URFRAR AT AT EBATTiX L i i 22 3L 7

Y¢ The starting salary for our departmental managers depends on their age , experience,
qualifications and so on. FRATAYHRI TZ A H L FARRS 2805 | P8 55

Y& Since our production has been expanded , we plan to increase our advertising.
AT FATHY A =9 R T, FA TR MBI

¥c We don’t think it’s a suitable medium for us. FA TN A XFIEAANE S AT,

Y¢ 1 plan the advertising campaign and co -ordinate the work of artists and typographers .
R AR TR

7 You seem to have the right kind of experience . Our company needs experienced people like




you. PREYZIALPARIE S IXATAE, Bl 1 mlL AR EAR IR A 2RI
¥ I'll ask Mary to inform you in three days. = K2Z NP2 LN FR
¥r What makes you decide to get into computers ? J&fH AR EFGTHEHLX —FT11) 2
7 1 hope to know more about the position. FKA L | X NHRA IE M
¥¢ Could you mail these materials to us by the end of this week ?
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A:Tina, what was your first job?

B:When [ left school 1 spent two years training as a clerk in a

P e A g <
Dialogue One

T IE -

pharmaceutical company. After that, my first job was as a

secretary to one of the doctors.

>

: And what were your duties ?

B:.I wrote reports. Or rather my boss dictated them to me and I
typed them.

A :Did you enjoy it?

B.Well, I liked the people I worked with very much. I didn’t like the job itself because it was

boring. All I did was typing! But the good thing was that I learnt a lot of English. All the

reports were written in English .

>

:And how long did you work as a secretary ¢
B Only about six months. Then I saw a notice for a vacancy in the Personnel Department and |

applied for a job there. That’s where I work now.

>

:And do you prefer that ?
B.Oh, yes. I really like it because it’s much more interesting. But I don’t have so much

opportunities to use English now.
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N ~/
A : Good morning, Mr. Parson. ég"’:‘::?
B :Good morning, Miss Lu. Please take a seat. ‘Qig
A : Thank you. Dialogue Two )
B :Now, let me look at your application form. Well, first of TIE = <

all, Miss Lu, can you tell me why you want to work as a

sales manager with us?

>

:It’s a job I’'m interested in, and your company is one of the best known. Although I don’t
have much experience as a manager , the job description you sent me was very interesting .
It’s a job I intended to take when I was at university .

:Oh, is it? What subjects do you like most at university 7

:Sales strategies. | liked that the most , really.

:Can you explain why ?

> W =

.1 think it’s because I like dealing with people and it’s very challenging. It involves the use of
mind.

:Fine. And what about your hobbies ?

.1 like sports. I play volleyball and table tennis.

> &

B . Well, I think that’s all that I want to ask you now. Certainly your references are very good.
4 Is there anything you want to ask me ?
A :Um...yes, can you tell me something about holidays and things like that ?

B . There are four weeks of holidays a year , excluding the public holidays. And the starting
salary for our departmental managers depends on their age , experience , qualifications and so
on. It’s about 5,700 yuan a month.

Al see.

B :Good. Have you got anything else to ask me ?

A :No, I don’t think so.

B .That’s fine, then. Thank you very much for coming here. I hope to be able to let you know

the result within a week.
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A ;. Take a seat, please, Ms. Du Ping. We have received your letter and
resume in answer to our ad in the paper. What qualifications do you
have for department store administrative work ?

B: I've worked in a big department store during the Christmas

shopping season, and I majored in business administration at college.

>

:Do you know anything about secretarial work ?
B:.Well, I have a degree in literature and took a course to become a secretary . If that’s any
qualification , I wouldn’t mind working as a secretary .

A:We would like our people to be interested in their job as well as acquainted with it . But
before we employ him or her, we'd like to investigate the person’s character quite
thoroughly. Secretarial work seems to be the only thing available for you at present .

.1 think so, too.

:How soon would you be able to start working ?

.1 can start working right away.

> = > W

: Then please fill in this application form. You’ll start at 200 dollars a week and report here at
eight-thirty. Now Miss Chen will take care of you. I hope you’ll enjoy working with us.
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>

: Good morning. What can I do for you?
B: Are you the manager, sir? It’s in regard to the Wanted Ad in

this morning’s paper. I’'ve come to apply as an assistant sales

manager.

>

TI3E I

I see. Won’t you sit down and tell me your name , please?

B .Zhang Hong. I'm badly in need of employment. Is it possible
for me to get the post of sales manager you advertised in this morning ’s paper?

A : Have you worked anywhere before ? You look a little young for the position. What experience
have you had?

B .I'm now specializing in economics in the university , and I thought I might get a job that
would tie in with my studies.

A :We're considering the appointment of a new manager. You think a sales manager’s job
appeals to you, but you wouldn’t plan to stay here permanently.

B:I worked in a department store in Florida last Christmas vacation . I think my training and
experience should give me a chance. I hope to work here until the first of September .

A :I'm afraid that wouldn’t qualify you. I’'m looking for a person, who is quite fit for the job
familiar with sales methods , capable of handling personnel and will work with us for a long
time.

:Good day, and thank you anyhow , sir.
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A :What kind of a job are you interested in ? /3

B:.I want a job in which I can use English. I would also like

to have some responsibility in my work .

Dialogue Five

TIE A

A1 can appreciate that. I would expect my secretary to be
able to work independently and take over some of my
ordinary responsibilities such as answering routine
correspondence , taking phone calls for me, and sometimes assisting me with personal
business affairs.

:Yes, I see. In my previous job, I did typing and filing every day.

:Have you had any experience as a guide ?

:Well, not exactly. But I have shown some of my foreign friends around Beijing .

> = =

:Once in a while we have visitors from abroad and I would like to ask my secretary to take
them shopping and sightseeing .
.1 think T would like to do that.

:1 see. We work a five-day week and there is rarely any overtime. The salary would be

> =

$1,600 to start with and a raise would be given according to your ability . Well, how do you
feel about the job, Miss Wang?
B.I think it sounds like what I am looking for.
A :Thank you. You should be hearing from us within a few days .
B . Thank you, Mr. Davis. 7
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¥c Now let me tell you the office rules first. LEFR SEZAVRIHE— T INAHIE
¥r Be sure not to be late or absent. 5 WAANEIR RSl T,

¥r We usually take a one-hour lunch break . T {17 1 /NI AYZF-IRESR]
¥r How many hours shall I have to work ? 4% TAEZ AR} [A]2

¢ 1 hope you enjoy the work here . T A& EEARE WX LI TAE

¥¢ This is our manager , Mr. Deng. X /&3 A TAYZFEXL oA |

¥c I'm glad to meet you. I'm Wang Jie. 1R {5 24IANTHR, T2 F i,

¢ I'd like you to meet a new colleague . X258 —NiF [R5 |

¥ I'm really happy that I could meet you. REINPUERIRSEAFAEH 2%,

Y7 It’s an honor for me to meet you. BEINIHESEFR AR
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A : Welcome to join us. I'm Alice.

B . Glad to meet you.

A :Glad to meet you, too. Do you have any questions as you are ]
new here? Dialo%ue One

B .1 know our company is a state -owned enterprise. Does that mean TIE=
we can enjoy some preferential policies ?

A :You get the point. Is there anything else you want to know ?

B :.How many secretaries are working here ?

A:Well, there are three secretaries here. One is a receptionist, one is a junior secretary , and
the other is a senior secretary.

B:.I see. Thank you.

A WOIIMATRAT], TR R 22
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A :Good morning, Li Qing. I'd like you to meet Ann. She’s
our new colleague. Ann, Li Qing is our Personnel Officer.
:Hello, it’s a pleasure to meet you, Ann. Welcome here.

: Thank you. I'm glad to meet you, too.

:And this is Peter. He’s part of your team.

:Hi, Peter, I'm very happy to meet you.

:Hello, Ann, I'm glad to meet you.

:Oh, and here comes Susan , the department manager.

:Hello, you must be Ann. Pleased to meet you.

Q= >0 0 0%

Dialogue Two

XTIE =

:I’s an honor to meet you, Susan. I'm looking forward to working for you.

E—F SEBEE
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A:I'm new here. Can you tell me something about our
company ?
B:Yes, our company was set up in 2003. Now we have offices

in every major city. We deal in a wide range of related

products.
:How many employees do we have ¢
: About 400 in the factory and 100 in the office.

: What is our market share ?

= =

:We now have 30% of the market. We will get more next year as our new production line is
70 put into operation.
:Do you mean we are expanding our plant ¢

:Yes, you are right.
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A :What’s our working day like ? '_}3 \
B . We have a typical nine to five job. Actually, we work a little . —1// )
| . : o 0S
onger than nine to five sometimes. 4 —

Dialogue Four

TIE I

A:Do you get paid overtime ?

B:No, we get a bonus each month, depending on the value of

the contracts we sign with clients.

>

:Do you have any breaks ?

B . We have an hourHong lunch break from twelve to one. We can take coffee breaks during the
day. Our boss wouldn’t mind, as long as we get our work done on time.

A .1 suppose our job involves a lot of paperwork , doesn’t it?

B . There’s some paperwork , but most of the time we put the information into our computers .

Then we can send information to each other by email or through the network .

A FRAT— R TAERATARRR 2
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A :Morning. /\z:)
3 ~

B :Morning. You're new here, I reckon?

A:Yes. | just start working today. My name’s Jiang Yan.
Dialogue Five

TIB 2

B .Glad to meet you. I'm Carter, your foreman.
A :Nice to meet you.

B : Any question about using the electric saw ?

A :No, thanks. I think I can handle it.

B.OK, good. But have you got your ear muffs ?
A :No, I haven’t. Is it necessary to wear them?
B:Yes. You could lose your hearing if you don’t.

ATl go and get a pair then.

E—F SEBEE



