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Unit 1 Working in an Office

Vocabulary

I. Fill in the blanks with the missing letters.
»

2. r visitors 3. f some papers (3 {4)

:lm/

4. arr ameeting 5. makeanapp_ 6. takeas

7. a phone calls 8. open ane

Il. Complete the sentences with the expressions above. Change the form if
necessary.

1. Could you this afternoon? Please put them in the boxes.
2. The secretary is in a very friendly way.

3. The students are of what their teacher says.

4. The efficient secretary is working hard to for the company.
5. Canl beside you? The others are all occupied.

6. | with doctor Johnson to have my lungs checked.
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7. Would you and read the letter to me, please?
8. Miss White is busy to arrange the important meeting.
lll. Word net.

machln /\ _‘\\/\ —
/ scanner \3_———-—-—-’ facilities /3/0 j

oo -
[ Sp___ ) / 4.t )
~_ N
Speaking
i. Complete the dialogue with the words in the box.
‘ tired code exactly wait ]
L . |
A: Hi, Jack.
B: Hi, Mary.
A: The company is changing the dress code ( ;3 %K ).
B: What's the new (1) ?
A: I don't know (2) . But I know it's going to be more casual.
B: I like that. I'm (3) of wearing ties.
A: And | hate high heels ( &REE ).
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B:
A:

| can imagine. | can’t (4) to see what the new code is.

Me, too.

Il. Complete the dialogue with the sentences a—c.

a.
b.
C.

@ >

©>»w>»w>

Will you please call her back this afternoon?
Who is speaking, please?
I'li see if she is in her office.

Hello, may | speak to Miss Brown?
Hold on, please. (1)

A moment later.

Sorry, Miss Brown is at a meeting. (2)
This is Li Ping from Shenyang Travel Agency.

Well, (3) or may | take a message for you?
It's urgent. Please tell her te call Li Ping at 5123 8906.

| will tell her as soon as she comes in.

Thanks, goodbye.

lll. Choose the best answer for each of the following dialogues.

1.

— | think we are ready.

A. How is everything going?

B. What's your plan for the meeting?

C. Where shall we hold the meeting?

— You are late again. What's the trouble this time?
A. | fell down on the street and broke my leg.

B. Sorry, 1 forgot to set my alarm clock last night.
C. | watched a football match till midnight.

— Please ask Mr Li to come to my office.

A. Where is he?

B. I don’t have his mobile phone number.
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C. Yes, sir.
4. — Do you want to have a change in your job?

A. Are you talking to me?

B. I'd love to.
C. | liked to be a secretary when | graduated from college.
5. — | don’t want to have a secretary always late for work.

A. Something was wrong with my watch.
B. | was caught in a traffic jam this morning.
C. Sorry, | promise it won’t happen again.

6. — Can you draft a formal invitation and have it printed?
A. Sure, if you tell me the time, the date and the place.
B. I have a lot of things to do today.
C. Two hundred invitation cards will be enough?

7. — Mr Smith is calling from New York.
A. OK. Put me through.
B. I don’t know him.
C. Ask him to come in and wait for a moment.

8. — Have you brought your ID card with you?
A. Nobody told me | should bring it here.
B. Yes, here you are.
C. I don't have a copy of my ID card.

9. — Let’s go around our company, shall we?

A. | would rather stay here.
B. OK. I'd like to.
C. | am busy now.

10. — Can | help you?

-
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A. I'm from Guilin Trading Company.
B. | can manage it myself.
C. Yes, please. | have an appointment with Mr Kent.

Grammar
I. Translate the Chinese in the brackets into English.
1. Do you know that old man (AR )?
2. The life (11 %) could be very hard.
3. Mr Smith is always the last person to (& H 5 ).
4. The young man (AMA£E---ziA) ) John and Tom is my brother.
5. George ate up the cake ( {1 %) his mother.

Il. Work with your partner. Underline the post-modifiers in the following
sentences and translate them into Chinese.
1. He is the best man in our office to do the job.

2. The girl was the only person speaking English.

3. | saw a notice warning people not to smoke.

4. We mustn't tell others about the things being discussed here.

5. There are no tickets available for tonight's show.

Reading
I. Read the following passage and choose the best answer.

N You Want a Day Off?!
iy

So you want a day off. Let's take a look at what you are asking

o’ for. There are 365 days per year available for work. There are 52

>

weeks per year in which you already have 2 days off per week,
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leaving 261 days available for work. Since you spend 16 hours each day away
from work, you have used up 170 days, leaving only 91 days available. You
spend 30 minutes each day on coffee break which counts for 23 days each year,
leaving only 68 days available. With one-hour lunch each day, you used up
another 46 days, leaving only 22 days available for work. You normally spend 2
days per year on sick leave. This leaves you only 20 days per year available for
work. We are off 5 holidays per year, so your available working time is down to
15 days. We generously give 14 days vacation per year which leaves only 1 day
available for work and I'll have nothing to say if you are going to take that day off!

1. How many hours is the employee at work each day according to the passage?

A. Nine hours. B. Seven hours. C. Eight hours.
2. How many days does the employee normally ask for sick leave each year?
A 2. B. 5. C. 8.
3. According to the speaker, how many days are left for actual work?
A. Five days. B. Only one day. C. Only two days.
4. Who do you think the speaker is?
A. An employee. B. A boss. C. A secretary.
5. The tone of the passage is
A. humorous B. sad C. matter-of-fact

- Read the following passage, and then decide whether the following

statements are true (T), false (F) or not mentioned (NM). Tick ( v ) your
answer in the box.

My Future Plan
Q | graduated from Beijing Normal University (ifi;; k:-¥) with a major
» in English language and literature. But | want to be a tour guide very
much because | like traveling and meeting various kinds of people. So
I took an evening course at the Tourism School of Beijing after gradu-
ation and | have gotten a qualificetion certificate. | know a tourist guide
must be responsible for arranging and coordinating ( 1314 ) tour activities, and
offering service of transportation, accommodation, sightseeing, shopping and
entertainment. It is a hard but interesting job. | usually guided foreign tourists

It
y ¥
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around Beijing when | was at the university. | have learned a little French and
Japanese as well. So | think | am qualified for the job.

T FNM

(1 0 00 1.!learned English language and literature in the university.

[(J OO0 [0 2.1am not interested in the job as a tour guide.

0 O O 3. After graduation, | learned tourism at a night school.

(] O O 4. Atourist guide should take a lot of responsibilities.

(J O 1 5.1 have learned a little French so that | can travel there some day.

Writing
I. Make up sentences with the given words.
1. talking over, the secretary, is, the phone

2. two months, |, for, a, part-time job, had

3. all these, you, can, here, modern machines, manage

4. a secretary, its new office, for, wants, a company

5. affect you, other people’s actions, let, don’t

il. Suppose you are a secretary and you are asked to draft an invitation to a
celebration of your company.
Time Date
Place Content
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Example:

Dear Mr/ Ms Brown, _
On the occasion of the 20th anniversary of our company, we'll hold a celebration
at 7 pm, July 10th in the hall of our main building. We sincerely invite you to come
to join us.
Yours faithfully,
Shanghai Electronic Company

lll.Suppose you are an interviewee applying for a job. Try to answer the
following questions according to your own experience and condition.

Why do you apply for the job as (a secretary, a bank clerk, a typist, ...)?

What qualifications do you have?

What do you do if you have the job?

What makes you think you would be a success in this position?

What is your strongest trait ( |~ PE{L#) ?

What is the most important thing in your life right now?

How do you handie your failure?

How long would you like to stay with this company?

1.
2.
3.
4.
5.
6.
7.
8.




Vocabulary

I. Fill in the blanks with the missing letters.

27 o

1.inthen 2.onthel 3.c ads

4. ¢

£

o

L
the company 5. promote the s 6. product a

7. advertising a 8.a radio ads

Il. Complete the sentences with the expressions above. Change the form if

necessary.
1. The clerks in the are busy with their work.

2. Advertisements can help your company publicize products and
3. Yao Ming is not only a basketball player but also a for

many products.
If you want to find a job, you can look into
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5. In his spare time, Li Xiao likes chatting with his friends

6. Many people get news while they are having meals.

7. Robert works at a radio station and during the break of
news reports.

8. | immediately after | found there was a defect in the

product which | had bought.

lll. Find the words in this unit to complete the sentences. The first letter of each
word is given.

1. Advertising agencies c ads to promote the sale of a product or
service and publicize them t newspapers, television, radio, maga-
zines, the Internet, and outdoor signs.

2. German printer Johannes Gutenberg i movable-type printing in
about 1450. This invention made posters p . Two hundred years
later, the first newspaper ad was p

IV. Word net.

[ Advertising agency ]

_[ marketing researcher

_L 1.
_[ copywriter

»N
R R T
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Speaking

I. Complete the dialogue with the words in the box.

[ say contact local computer
A: Have you seen the classified ad on a laptop in the (1) newspaper?
B: No, | haven't. What does it (2) ?
A: It says that the (3) has a P 4 CPU and a 17-inch monitor.
B: Good. Let's (4) the selier?

. Complete the dialogue with the sentences a—c.

a. What happened?
b. It's good news.
c. lIsn'tit terrible?

Joe: It seems you are not happy. What's wrong?

Lily: I've read an ad about the milk sale in Mart Supermarket yesterday.
Joe: (1)
Lily: 1 thought that way too, so | went there and bought two boxes.
Joe: Sounds like you got a great deal.

Lily: Nope. I've got cheated.

Joe: |don't understand. (2)
Lily: The milk has gone bad. (3)

Imagine you are an account executive and you are planning an ad with your |
advertiser. Complete the following dialogue.
account executive: We have a plan for your products, sir.

advertiser: Wonderful! How are you goingtop____ the sale?
account executive: We are going to publicize the ad through the |_____.
advertiser: Good idea. Young people like s______ the Internet.
account executive: We'll photo many movie stars using your products and
p___ the pictures on the web page.
advertiser: That's interesting. Do you have i targets?



