Week Plan:

Master Oral English—Business
English

¥ iR
JERCE (EARL @RS TR oA PRCCF B W

® w17
| 35] Ahva Bridget

AT %l:

Z s IE—%%:E’&].:I

B CA Y 5

BRAZIESE AR 2
Deeply going into the subtlety of language and culture
TR CHER LR HRRESR
Building the knowledge frame essential for fluent oral English
AR ARSI E3E T
Answering different occasions with effective oral commumication
AR TH— R T WA T R i
Openmg a wisdom window for you to know about the Enghsh world
JHVRRlER — S OES S AR RS

Paving an expressway for you to study oral English

SRS LSIVEREITY FREIS

I RFHEH




ikl . 2 TRiEOE

EE A

R KRF ERE
HERF  REER
FEARKST A 45

[ £ ] Alva Bridget W#3T

ENEEE X Az 4

2 AT A 1 3E AT ol F R s iR AE 2R
LA A B 3 Aty B iE SR

AT —RB T REX RN G EZF
HRH R — & DB R BN B

v ZHEJIANG UNIVERSITY PRESS
i AN =) Ean



B H 7Ehiusm B ( CIP) #i#E

JR . SRS O, RS Aan / AEWR sk
e BB Fgm. —UM . WA R, 2012.8
ISBN 9787308092142

[.OM-- . OfF- @3k O#K--- M. DR -
HiE - 0 V. OH319.9

Hh AR A5 CIP 8% 7 (2011) 55 212504 5

Btk &£ TRIEQE
EEEYS
EE KRR AR ER

MARR 9k B R O

EERE 1559 (shugeq@ 126. com)

HEEW 2t

HAREIT WL A
(ALM TR B L 148 5 wRELZ A 310007 )
( M 3k hitp :// www. zjupress. com )

H R WA IR S A BR A

ED R UM H RO S T ED 55 A R
787mm x 1092mm 1/16
12.5
406 T

2012 4E8 HAS 1 M 2012 4F 8 HAS 1 IREDkI
ISBN 9787308092142
30.00 JC

Al & &5 4 2 H
do S% & 3R M

=

WAETE BRENAR ENFEESE HFRiEk

WA AT AT F MBI L 3G (0571) 88925591



Tl

B

B R E 2 TF A2 R A R XN S 5 R SCIEAE T A A2 H i 8, anfal
SR W PREE R LA T S S YA, R RS KRB LT VR T 1 i e
AT e L AR ] 2o ] il FHE AT, B I 0] 5 f 3 SR MR AT , BB i ke i Xof
A R TAE THIRFINEA ZH 2 A4 REA A IS 22 B IR FORS ) R S i i
HiEYe? FATRFAMEL T B & T aE s A,

“JEIR RS T R BRI A . AN BTER I
ARG B AP G AT O TR SR SO, TR R T AR RIKRE T, AR S iR, 3R AT
TR EF AR B, A,

(R BT s O ——R 55 S0 )
R & R aE R —AMN )
R SR YE R —— RIS )
R T s R ——A 2 R )
R SR E O —— R )
R R Yh O iE—R )

(R R s R ——R I S )
(I RGBT — R R )
CRlTH . & Yl DiE—s SR YOl 3EiE)

(R &R as i —E ki)
R & Pl I — 2R 2 ih E L)

TEF RS TR 05 BRI IR 02 AR AR” . REHRANE “ Ui AR E 2,
BUA CA TR SRR RIMOR R ) O RS (TS, Bl R =, Uil i A b
A VA IR P T UL N A AU Ak AN AR AR T B 8 2R3,
TR D IR BN FR IMERIROR , R BAIEARIE

“JETR ST YR AR SR A LA ] A B BT ORE RA ) E T 1
BRSNS, PSR BOUSL A FUONEE” |, B — A58 BB 2 > TR, BEAT s a) L i BRI
BEA REA RAERAT 127 ) BEBE P, 1 2290 0H 27 > 35 1027 > di i #10 2 DR D 2% Bl i fi 7
AAAS IS T]_E B~ T T — B e R s DR AT LALE TR A
SR, B AR




: ¢ Hﬂ'ﬁ“:%Tﬁiﬁmﬁ

A RIS T8 Y 7 By . H5—J& Secretary Routine SCEMINARS 45— J& Business
Relations #4541 , 55 =& Workplace Storm BU7K 55, 55V JE Employment Practices Ji#
FHB I , 55 F Trade Preparations ¥ %) E&5H , 5575 il Foreign Trade Procedure A5V 55
TR, 5L Business Trip FI4FARATRS o RIS FEAE R BL , A — BT RRBRAT 5 AR 3] o S
TRITERE (8 T B i3

ARSI E H RN TR B R e SR Re ), RO S 1 o i R B RE )
P b T K ) BB B RASENE B S R, AT IR S ST AE
WHT I AL RO il 1 #0 3% F 2% (I« www. zjupress. com ) , DT AE A% BT 17 b i % 152 35 14

W
Y

St FOOH A B TR S R LR A RERB R A I U — 1 R 1 )
o HTHEBKFA R, AP R e TS, 0RO S AR IE

w &
2012 I




IR
I
I
TR
ES
T
ESS

Ey
B —
B
BI=
b8 Gt

Secretary Routine SCRAIMAT /1

File Keeping SCIFARY /2

Sending a Fax RAGH /6

Taking Minutes ZX1B05% /9
Working Arrangements TAEZHE /13
Reception %fF /17

Telephone Call H3E /21

Business Relations 5 AL /25

Meeting and Greeting 231 5[l /26
Giving Suggestions FEHIL /30
Consolation J&[A] /35

Asking for Help >KBI /39

Invitation ¥ /43

Declining an Invitation HAeSiE /47

Workplace Storm R ks /51

Work Pressure TAEET) /52
Endless Overwork JCIRIEIMEE /56
Advancement 5% /61

Boss LAl &M /66
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BT Deciding to Quit JEEEAN /71
158 /AN Getting the Sack #{1bELfa /76

P Employment Practices e R /81

EH— Grooming R /82

i Recruiting Personnel PNGE) sy

A= Résumé KEATH - /92

A A Brief Introduction to Oneself HFAZ /97
=R Qualifications SRIZEHE /101

BHIS  Fair Pay A3 /105

S5 HJE Trade Preparations 52 5 UERS e /109

A Demanding an Appointment Z>RZ3TH /110
P81 Plighting the Time ZJERf[H] /114
AWM= Attending the Exhibition Z/IE4 /118

A Business Meals [452%% /124
AT Presenting Gifts fLi% 113k /129
EEVAN Seeing Off Customers iIXH|%& 7 /133

S JH Foreign Trade Procedure AN S AR /137

BEM—  Inquiry 5 /138

BT Ocder iT5% /143

A= Delivery Methods 2% /70 /148
A Signing Contracts 25114 F /152
=i E Inspection ik /157

=2V Insurance 45 /162

%-LJE  Business Trip RIS TRATR 67

E— Preparations % TAE /168
B Traveling by Air ¢ CHLIiRTT /173
W= Taking a Taxi L /177
A Taking a Ship ey /181

2 Taking a Subway Fe: /186
EW/S At a Hotel 7EARIF /190
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ile Keeping 344344

8 e 7 76

alphabetical W1, TR
correspondence Wi, HrF

file (EE L R [ E
respectively G3IH, AH ) Hb

i éiﬁ’jii’n“ VWsesist Sentences

Y¢ The boss asks me to file the reports in alphabetical order .
I RS T RERI A
¥r Would you please file these documents for me ? HEHS FEALIX L SCA IR 2
Y¢ I'll keep the documents in each file in chronological order .
FREARAE H IR ST HER AR
¢ Please file the letters according to dates. TEFHFE A% H W44
¢ File the reports in alphabetical order. TE#FR 5 HeFREMURF TS
v¢ Punch the documents evenly and place them squarely in the folder .
K SO 2HTAL RSO R A SO
¥¢ All letters from Mr. Henry are filed under the document of letter “H”.
F AR AR BRERICE L B TRk B SO
PAY Please put this memo in the pending file until we receive more information on the subject .
TR TR A RSRI AR B SC R BRI FA A X F 2 (E R,
¥ The secretary numbers the pages in the report . FbFEHRE 4 1 vihid
v Each customer’s order has a number on it. It’s kept in a numeric file.
AN P B ERARAT 5, R BT R S

Y¢ Outgoing and incoming correspondence is kept in this file ; invoices and receipts in this one ;




and product information ,reports and business documents in that one .
R o FLAF XA SO L W e SEAF AR XA SO L 7 A5 B, R i TR 55 SR A AR AR
AR

¥ Please keep records of all the company’s transactions. 51052 B TA L5 .

¥¢ You are responsible for keeping all the files in order . PR T BT A SO T RY

Y% The contract is on hold now. & RIFEAERY,

<« T TR - ,
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A :Please file all these reports for me.
B :Do you want me to file them in alphabetical order ?

A :No, please file them according to dates.

B .I'll make copies and file them both ways. Dlalog.ue One
A :Great idea! You are an excellent secretary. 5(3' 1‘% D

B.Of course I am, sir.
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A : Would you please file these reports for me ? g‘z"’%:?
B: Yes, sir. Should T file them in ascending alphabetical ‘fﬁ >

order? Dialogue Two J2.3 3

A:Yes. Will you also make copies and file them ?
B:Yes, I will.

A :Good. Can you please also list all the documents in those old files ¢
B . When do you expect it to be finished ?

A :Before next Friday will be fine.

B : Alright , sir.

A TERBRALIX L TR 4 7
B Uy, SEA . R TR AR 7
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A :Mr. Huang, should I file all these letters and reports now ?
B: Yes, Mary. Please file these according to their dates and
company names respectively , and the others in ascending

alphabetical order.

. Of course, sir.
:Mary , would you please organize and list all the documents in this old file ?
:No problem. When do you expect it to be finished ,sir?

:Before Friday will be fine.

: All right, sir.
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A :Mr. Li,should I file all these documents now ? ‘_’)
B: Yes, Linda. Please file these according to their dates and

subjects respectively ,and the others in ascending alphabetical

Dialogue Four

TIE M

order.

>

: Yes, sir.

B :Linda,would you please re-organize all the documents in this
old file according to their subjects ¢

A :Sure. When do you expect it to be finished ,sir?

B . Before next Friday.

Week One Secretary Routine



A All right , sir.

AN UREEFR IR R K LS A R N 2
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B :‘FE“EH ﬂZﬁﬁo
A :ﬁﬁg s %QEO
A : Amelia, did you look up the file I requested ? /\3

B:I'm sorry, Mr. Austin. | couldn’t find any information on

that company, even though I checked all the cross-—

Dialogue Five

TIE A

references. I don’t think it’s there.

A :I’'m almost sure that information was filed.
B: Would you like me to check again under a different

heading?

>

:Yes,in fact,l believe I asked you to put it in Mr. Benton’s file.
B : Maybe that’s why I couldn’t find it. All the information on the Benton correspondence is filed
under “B”.

:Then be quick ,please.

>

9

=

:By the way. I'm going to clean out all the old files by tomorrow. Would you like to look
through any of them before I throw them away ?
:Of course. But first of all ,fetch me those Benton files right now.

: Yes, sir.

A

B
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ending a Fax Z{EH
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code number EHS

contract % IEJ 5 B2y

fax R ki
popular WATHY , 2GR
unclear AN FE)

i 2 4 4] g-_l B—=B8 B W/t Sontences

Y¢ I want to send a fax to Sydney. FRILZBIEKNEE,

¥ Receive the fax from M Company. YWF| M 237 &R E

¢ This fax just arrived five minutes ago. XML EAE S 4P HTKIRIIA

Y¢ Please send a fax to Mr. Zhang. 15 455KcE AAGH

Y¢ Would you please send this fax together with this contract to Mr . Green?
TR 1 L [R5 [F) — 2 R A RS 7

Yo 1 will fax again in ten minutes. 10 735 TR FE—IK

¥r He has missed out the fifth page. %)% 155 5 11,

Y¢ The fax machine was out of order. f&EML &R

Y Here is a fax for you. XA ERAEE

Y¢ Is this the right place for fax service 7 15 A 1X HL& A& FLIT 7

¥¢ Would you please send this fax for me 7 {RBEHE F& & (0 f% H T2
¥ Tl send a fax. FHELK—MEHE,

¥¢ What'’s the rate for a fax to America? FE3EE K ZHE A9

¢ Please fax this document to the head office . THEX /7 XL EE]EHR

¥¢ This is the code number of the receiver. XX JT G ES
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A :Lillian , would you please send me the fax again ?
B : What’s wrong with it?
A :The fax you sent me just now was very unclear and page three is
missing. Dialog.ue One
B .I'm sorry. I'll send you the fax again right now. TIE=
A FE, IHIRHS I A —RIGH
B . /B AMi?

A ARRIA K AL EARIANTG i B A 565 =T,
B . fR{tdK, e D b EAE—Ik
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A :Have you sent the fax to the project manager of 3D Company yet?

B[ have tried three times already ,sir,but the fax line has been
busy.

A':ls there something wrong with their fax machine ?

B . Well , perhaps. v

A PRE 3D AR H A MR AL H T 7
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A :Lily ,have we received the fax from Sun Eleciric Company yet ?
B :Let me check. . . oh, here it is. It just arrived a few minutes ago.
A :Excellent! I've been expecting it.

B:Is it important?

A :You bet it is. It’s about the new contract.

B :Here you are ,sir.
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:Sandra, haven’t you sent the fax to Mr. Jones yet?

:I tried, sir, but the fax line has been busy for the last ten minutes.
: Why would it be busy for so long ?

sk
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Dialogue Four

G741

:Well, maybe it’s because fax machines are so popular nowadays .

:That’s too bad. I really need to send that fax.

:I'll try again in five minutes.

RPN, AR B B Bl e A R G 7

ikt T A BRI 10 Srph e BLRBRAT LR
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A :Hi,Jane ,would you please help me send this fax ? /\ 3
d B :Sure. Where to? —

A : England.

B . What is the number?

A :Here you are.

% > W W e W

Dialogue Five
TIBZE
B It seems the area code is missing.
A:Yes,because I don’t know the code of England. Could you check it for me ?
B :No problem. Should 1 send it now ?

A :Yes. Thank you.

A REE YR, ARBERE T A MG 7

B RATLL, FEMR LA 7

A HEH

B HiE SR

A TEX

B: X EREAEX S,

A JER N ERATIE R E R X520 IRRERF A — Fg?
BB, FRBAELL TR A 7
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Week One Secretary Routine
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Taking Minutes &iLit

8 T 7 70 e

agenda W H R R — W R)
attendant s S nE

chairman T, SWERFA

memo ok

topic WA, F

i éiﬁ-’jzﬁ’;f‘ VWsgpirt Sontences

v¢ Let the minutes show we have agreed upon the main points .
IEFRATESUGE R B IRATE BULA EZE mlEk il

¥¢ Let’s review the minutes from the last meeting. 1EFRATEIEI—F FRSILAYZE 5%,

Y¢ I’'m wondering if you can tell me what a secretary should do for a meeting .
FAAGEVRER VR R AL 2B PR B ROz se 4

¥¢ What should a secretary do during the meeting ? Fh-F7EZ I PN IZELT 49

Y& Could you show me how should a secretary do during the conference ¢
IRBET U — FAES VAL T EREASE 7

Yr What is a secretary’s duty for a conference? 7E2 AL AYHR T2 T4 WE?

¥r How should a secretary do during the meeting ? AP 7E2 Y 0] R 2275 28098 2

¥c What about the documents and the information ? SCIFFIFERLE 4 IME?

¥¢ How should the documents and the information be handled 7 SCEFRITEREZ G 2 A0 BiWE 2

¥¢ What do I do with the documents and the information ? /& 4 Ab PRI 26 SO FIGERE 2

¥c What am I supposed to do with the documents ? F& 1% /5 4 Ab B #6549

¥ I don’t know what to do about the documents . X} T X834 FEARFIEIZE 247D

¥¢ How am I supposed to take care of the documents ? F& W 1% /B AEAD PRI L SO W 2
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W ¥¢ How do T handle the documents ? F&/E 2 AbFH st L A1):2
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A :T've come to tell you that you’ll have to take the minutes this
afternoon.
B .OK,but I've never done this kind of work before .

A:You just make a note of the topics that are discussed and the

D1alogue One
TiE—~

result of the discussion.

B:Let me try.

A FORETRIR, SR RS RIS EBEE S,
B 414, A3 TR LA AT SR B i Fb T A%
A AR HESESHE RS B M RIe FEiT T .

B FiiAne
N
N 2
A :Yes,Mr. Dickens, is there something you would like to é‘(‘z:‘:@
70 tell me? R*'i 5

Dialogue Two

XTIE =

B .I've come to tell you that you’ll have to take the minutes
this afternoon.

A:Do you mean I'll have to go to the meeting , make notes
and write a record of what has happened ?

B . That’s right.

A': And should I type out the minutes from the notes ?

B:Yes,of course.

A M KA A T AR IR IR U

B R EIRR, 5K TSI RS TGE S

A BN ERREREES AN, MUrEIL, BN SUGER?
B:.EEIEO

A TR 2T EARE 10 U0 AT B SRt 2

B .20, RN,

Week One Secretary Routine



