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LHFESFREE

EAFA, LALEFMBMFEENXR, ILAFKREBEZR, X
TRETAFENAE, RERERNITEREPARAE, HRIEF!

The HR told me that I should
report in this department.

I am a green hand, and I
appreciate your guidance.

As a new-comer, you would say #ASX#EiR

1) The HR told me that I should report in this
department.

AN BB EFEBBXAEBIRE.

2) I am all ears.

FHEIRT

3) But I am a new-comer, I have a long way
to go, and I really need your advice and help.
BREREHLAELRE, XBIMHA, ERELES
ZXR. THER.

4) I would like to get familiar with everyone.
BRRRMARATER.

5) I am a green hand, and I appreciate your
guidance.

BEMT, ERELZZIER.

6) I wonder if you could do me a favor.
BERBNMCD?

7) You really know this stuff well.
REXHTEERRT FW.

8) Today is payday! I will get my first salary!
SREBERIAMBTHE RRELIE—HT
"7

9) The CFO said I forgot to clock in several
times, so I have a poor attendance record.
W&EBERERFILVREBETITF, BAlbdi#
ILXRRE.
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A LN ES:

NERITEE, RFHAFTUZRREERAE, PERVER, A OB
Wr A B B —aIEE,

As old employees, they would say Z&8 T &iX#E% |

It seems that we are all here now. 1) Next time remember that we have to clock
Can we get started? in and clock out every day. Just take it easy
now. Let a thing slide.
TRE/REMEXRLTHEBREITFH. 38
7, mEBRE.

2) I was told to round everyquAyrup.”
ZIRIUEBERARESH.

3) It seems that we are all here now. Can we
get started?

AREE|T . BNAKBFS.

4) We all know that our business has
parachuted{due to the economic crisis.
ZFEINELUBMNOLETET —L.

5) That is very good, just go for it.

REF, BMFEM.

6) You know, the economic crisis really fidgets

me.

RARNEFRIANERILRLIRR.

7) Though the profit has dropped a little, the
financial is still promising and encouraging.
SRUYGHRITHE, EREEFRANARA.
8) If you have any problem with
reimbursement, I will be ready to help you out.
UERRZEXTREAENEE, BRERATER
9.

We all know that our business has
parachuted due to the economic
crisis.




Jack:

Ben:
Jack:

Ben:

Jack:

Ben:

Jack:

Ben:

Jack:

— %

IHE-X (ZERINBHLERR)

AR T NF_RZNATER T XRINE /A ) MYoffer.
EHR—REE EMKERT: BARFEREVH, BR4E
 IMRERARARXH, ZEATMXH BAZT R
‘B ELW? BIKRBEERRE —RARILE!

Good morning. My name is Jack Young. The HR told me that I should report in this
department.'

Good morning, Jack. I am Ben, manager of this department. Nice to see you.

Nice to see you, too, boss.

I have read your resume, and I have to say that it is very impressive.

Thank you.

This is your first day. I will brief you about your job at the beginning. Now would
you sit down?

Thank you. I am all ears.?

. You will be responsible for contacting our clients. You know, we are an electronics

exporter, and a good communication with clients overseas will be of great
importance. I believe you can do this perfectly since you are an English major.

I see. I will try my best. But I am a new-comer, I have a long way to go, and I really
need your advice and help.

If you have any problems at work, do not hesitate to let me know.

You are very kind. Besides this, are there any rules or regulations that I shall pay
special attention to?’

Oh, right. The boss today has laid down a new rule: anybody who is late for work
will be given the pink slip. Remember come to work on time.

Oh, my God! I was in a hurry this morning. From tomorrow on I will have to get up
earlier.

Right. As for other rules, you will learn them gradually.

OK, thank you. There is one more thing, could you please tell me where my desk is?
Oh, I will ask my secretary Miss Sophie to give you an office tour to meet your
colleagues. You can find your desk in the office.

Thank you so much.



lay down 2 colleague ['koli:g] E)EE

- BLEY, BRAR - B, ANRBEBEFRBEZNBIIRE.

fReF, Ax. BEAXR, XMHIINEE. REXABR.

- RREXREE, KL,

BETROEH, FEFRRERET 7TRALNEDR.

s

EXRME—KR L, BRMRERLIERFEAE RE. BLT.

FHY, WA BEERT.
RARESEFAHER. RANE RMNE—RFSREDR, MIEERFZEHBDE
RREEMN. REGFURTIEELEVERNKE, FEXEE.

L B—ERN. BRBEMFALE, XENMHA, ER/EFLEZEZXR. ZFHEL.

RERIELAHARM, BIREFE. -

D RARSF. T, T LA ARERINERHNED?

B, ZRSRNGETHFONE: BERLIPRE, S—E2WE.
R, BROPHRERRET. BRPRFABERE—LERKT.
ETHMAEAME, RBESMEDN.

C BHRE. EF-NEA, SREFRBENDL2KERD?

W, BRiLBBRFFREDAE, ARNE-THMEFEFE. RITNUEDLAZRERG
VLYAE

o JEE RS
AHwES
HR (human resource) A 11 % iREB report [r'po:t] R Z
contact [kon'tekt] BX &R regulations [regju'leifons] {5




IHESSFEE

AERIL, B2 B4R

[Cime

ANFREBEFRENBZXNEIIRE

EHE—X, HREFHR, BFAMEBVRIE, BE4AN XGETER “ALEa” .
EFEXHOB, REMRBOARES, “FLEF, BROXKRE” , BEFSLHER, X
RSE. THI/LE, LELCETH

HR told me that | should report in this department.

Zg 5 R

David: Good morning. I am a new comer. I am here to report.

RE: BLiF, BRERRIOFHA.

Jim: Nice to see you. You have to go to the manager’s office. It is right over there.

T REXAIR. REELEE, REMRD.

I | am all ears.

=

XAENEER “BRRBME - >, BETHRXM ‘BEREFE , “REHRE
EHE—X, EEZEERNMBIE RITUAXNMIE, BRTTHNANEE, XERF
HCERBREINEFE. BEFA, E—XYUASE “beall cars” |

ZaGR NRITERR
David: Would you please take a seat? I will give you a brief introduction about your job.
RKE: BETRE. BREGENB—TROIE.

Jim: Thank you. I am all ears.

T8 . RIEEROT.

I Besides this, are there any rules or regulations that | shall pay special

attention to?

M7, T EFEAARERIERAMED?
BTHAE, BRBETHNE. ZEME, TRHEBHK XNEEHE X848
KM EHEN. ¥R, MURAHEHN, BEEFHHIINEZE (There is no rule without
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exception). {82, MR HEWRIE T EH (The rules are subject to the interpretation of
the boss), fEAFA, TARE “TMRER" , LERET trouble-maker (IHELSF) HIED
Ed

HEIARIE

Can you tell me something that I shall pay special attention to? {REEHIFEE T AT ELRT
ERMG?

Can you tell me the rules that [ shall play with? {REEEIFBRETABERIERAMEL?

g X ke A 40 %ﬁlm

_— EE——

Pink slip
BEE

FEEXE XM AR “BLABHKEL” RBIAAZ “BB” (ove lette)®. XN
AENZFTIRARHTAFTNER, MRKRAN “BERE | BATLBMLAER? BX
i, KMAERAENER: —RATHRNEMNMERE—R, MRATEIRRATES
FHEM —REIMMLAERETILRENNGE, ZLZPPENEREATR “ZHOK
BHOR" BE—ENEREAR! EIBRNIT—R2, NREWET., JTAREHR: “l am
pick slipped.” ZHEME—X, FHEFEPXHNPBAFNQESE: “HPTEHRNEGSE! ~

(I dismiss my boss!)




Sophie:

Jack:
Sophie:
Jack:
Sophie:
Jack:
Sophie:

Anderson:
Jack:
Sophie:
Jack:
Gina:

Jack:
Sophie:
Jack:
Sophie:

o=

UWUGE 1

RETHIELER, ARBHNT AR ZBENE
M, AX%, EXETE-—EBRFL! X2)L, ZERIEHR
EHELEMEE. —EFEAREEAMAMAITERF
HYME!

Mr. Young, I am Sophie. Now I will show you around the office. Would you
please follow me?

OK. Thank you so much.

You know, we are a team, so it is very important to rub elbows with everyone.'
That is quite right. I would like to get familiar with everyone.

OK. Now let’s start with the office director.

All right.

Mr. Anderson, this is Jack Young, our new employee. He will be working in
your office.

Nice to see you, Jack.

Nice to see you, Mr. Anderson. I am a green hand, and I appreciate your guidance.
This is our accountant, Gina. Gina, this is Jack, a new member of the company.
Nice to see you, Gina.

Nice to see you, too. If you have any problem with reimbursement, I will be
ready to help you out.’

Thank you.

Here is the last one. Tim is responsible for dealing with clients’ complaints.

I see. I hope I will not be complained about.

Do not worry about that. As for others like John, Richel, David, Jim, they are
not in the office now. But I am sure you will see them later. OK, here is your
desk. Welcome to our company, Jack.



