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1. FTAABHBE R, %E “SHF 5. Reading () &
A SR XHX, AEEIHE o e
ETEH “study. exe” FIEFTE i kit
ﬁﬁtﬁr o E i;A: Wendly, could you please type this report for me?
2. .f% %H@ﬁ%i% tH ﬁﬂ ‘F ﬁ O B:j- . ﬁ% © £ Certainly, Mr.White. 15 this a rough dralt?

© £4: Yes, it is. Could you please double-space it so that I can make

1&?\ %‘_ g E’\] m ?éi‘., i —ﬁ ﬁiﬁ ]\ _% _>j corrections?

© £6: Yes, Is the typing formiat the same as before?

ﬁ ] o © LAYes, itis.

(RRBEBOEROT
AR T

3. ﬁ O % _\E /:J_T H:l' 1@} ii & E"] -';?)i 2 V\] "’E‘IE Lgf‘»w«v Ts the typing format the same as hefora?
A Yes, iLis.
o EXHOMEMT: )

ST - * SR . R T IR,
AR S IOR T .

RdiX T, WAIR
SREFRSL, MR
ACREEEEM.

4. Listening (UF) ZhE

~ecoco

o

© A Wendy, ool you pdesase type thas report for e

©8: Cortainly, M, White. fs this a rough draft?

G A Yes, it is, Coudd you piesse double-spos it so th § oz ke

cormelions

QB Yes, IS the typing Tormsl e save an bedore?

QA Yes, it is
. L
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Tommmn

S | 7 it . 2 ) —
o ¥aRLA, SXOEEMAMO

1. I'm going to be a secretary. FREMBH,
2. I'm phoning to enquire about your advertisement for a secretary.
AT LR ERE -, RITHEEERH—T,
3. Do you still have vacancies for secretary? #R11i04 B+ —HR A 23 BRAG 7
4. I'm applying for the position of secretary. A & M E/R{TRIFLH—ER,
5. I came about your advertisement for a secretary in the newspaper last week.
R _EREMRK EFEBRIIBEB B &, FTUAERME,
6. Please send your resume to our e-mail box. {RFcHEE P& BNFATHH FHRAEHE,
7. But recently there is a vacancy for typist in our firm.
A ERBENARTE—LBITFR,
8. I’'m also interested in being a secretary. g XTHBk LR I4HER
9. You can put your materials here and we will discuss your application.
PRIIEMRIRFEX L, BATEHR—TIREEHE.
10. I have applied for the position of secretary. FEZLNEMPF—IT,

= iR

—C ARERMGEROMHMERERRS

g = leave v. % 7 j_ = enquire v.
| = secretary n. ik 45 j_ = advertisement n.
= mainly ad. = interest V.
i = Publishing House '_ = recently ad.
| = apply vt. _l_ = vacancy n
= position n. = resume n.
= unemployed a. b i T = recruit vt P

Dialogue 1

A: Hello. This is Mingtian Publishing House. A: IR, X BB K A
gt

2 ¢



B: Hello. This is Mary. I'm applying for the
position of secretary.

A: OK. May I have your full name, please?
B: Of course. My name is Mary Smith.

Dialogue 2 o
A: Hello, this is Mr. Wang’s Office.
B: May I speak to Miss Liu, please?
A: This is Liu speaking.
B: Oh, good morning, Miss Liu. I'm phoning

to enquire about your advertisement for a
secretary.

Oh, thank you for your interest. May I have
your name, please?

B: Yes, my

name is Wang Lin.

Dialogue3

B: fRiF. REBDW. REENE
I —E,
A: 1FHY, fEEFRAH 225E?

B: :’”]%EIUO &qus—s‘ ) iﬁ%o

————

A: fobF, ERAEDRE

B: #EHRX/IMH.

A: R, R

B: Mg, R b4, X/NH. A1
HERERE R, KT
RIEEH— T

A: AR R XA BB &, IR

A4

B: M EH.

by 22 o
= [ aa

@

A: Hello. This is Lantian Consulting Company. A: RiF, XHERIEKERAE
B: Do you still have vacancies for secretary B: ﬁ({”ﬁﬁﬂ*:ﬁ—-mﬂgﬁﬂﬂg‘?

A: Sorry, I'm afraid not. But recently there is
a vacancy for typist in our firm.

B: Typist? I'm also interested in it.

OK. Please send your resume to our e-mail
box.

Dialogue 4 -

A: Hi, Lily. Long time no see. Where do you
work?

B: I'm out of work
A: Are you?
B: Yes, now I'm unemployed.
A: That’s too bad. Are you looking for a job?
B: Of course. I have applied for the position of

secretary.

A: BEA T ALk
RIARIHE —ZITFR

B: TR 7 RAUBISERMT

A Ry, RSB I & B IRATHY
HL - M AR

3K,

o 1 14
b JL_L1}

B: RAEKLT.

A: ;L

B: BH, MERKILT

A: FLEAEEE. MREMTEEAER e ?
B: %%o ﬁaﬁﬁ@ﬂ‘:ﬁ—‘MTo

HAABRMER, ASRARRIART OB - 3



Ll

ol

Yo ki

Fox)/la, FEXOEERXEW O
The boss of our firm has read your resume, and he is very interested in you.
RIAFERCEE TRET, FHEXHRIRBGER,
You’ll get the chance to have an interview by the boss.
PR 3R45 B A R EARGE B AL
I'll send you an application form. LB VREA —NIRALHIER.
Please complete the application form and bring it with you when you come for the
interview. K HIEREE, HiXKIRETEE.
When can you come for an interview? #RA+4 B AT A 3 m ik ?
Are you free next Wednesday at 3:00 pm? T J& =T 4 3 44 i [6] G 7
Thank you for calling me for an interview. i§HFT 55 E I EHR .
I’'m calling to ask the time for the interview of the secretary position.
FAT v 7 780 [ B8 5 — HR A T X ]
Thank you for the opportunity for an interview. & AR BEKEH XIS

10. Actually, 10:00 would be more convenient for me. 3ZfR_ | 10 SFRATFEE H{E Lk,

A: The boss of our firm has read your resume, A: U{ 2l 2 s m T

o A T AR O

“ boss n j_ = convenient a

« firm n a =company  n
| =chance n i wfree a
i =interview n. . = manager n.
= application n 17 .g. = personnel n
i = form n = follow vt
- =complete  wt. i = status n
| =actually ad. %% T

o ERBRARESIOE, FURA :

Dialogue 1

@

4



and he is very interested in you. 07, FFXHRARERSER

B: Thank you very much. B: JEHBERIGHMR

A: You’'ll get the chance to have an interview A {jofF 4k 5 (1 20 ol 2 B st
by the boss. HIPLE .

B: I'm very happy to hear the good news. B: HMEMITBIXMFHEE

A: Fine. I'll send you an application form. A: 471 82450 - U0 T
Please complete it and bring it with you 5. IHHEESM, miEH ok

when you come for the interview.

Dialogue2

®

A: When can you come for an interview? A: R4 BHERT LA Sk iR 7

B: It’s up to you B: fRUCEME,

A: Could you come next Friday at about 9:007  A: [ Ji] i -7 9 ;G

B: Actually, 10:00 would be more convenient B: ZEfF 10 ,ﬁﬁjﬁﬁﬁﬁﬁ—%o

A: All right, 10:00 next Friday then. Come to  A: GfI[%, R A B 10 5. 81
our company, Room 2106 on the 6th floor. /NFITE 6 JZ 2106 [ H]

B: Thank you very much. Goodbye. B: ARBIRT o B,

Dialogue 3 S . @

A: Hello, this is Xu Li with Founder. Is that A: 207, 0 H AL IJ' ul{Q: a) (4R I
Ms. Liu? i [A) & UJ o A

B: Ye:s B: %B‘Jo

A: Are you free next Wednesday at 3:00 A: [)i] - 3 L 1]h.|n Ao
P. M. 2 We will have an interview for the (NNGIN S e el IUIHU{
position of secretary.

B: Fine. Thanks very much. B: ®&m&, JEH R,

HAREWMGE, ASRAKATART 0B 1¢ 8,
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 o%eA, SXOENMAEmO
1. Could you please first introduce yourself in brief? #REESE/E— T i8¢ B A7
2. Name and examination number, please. iF & FERRAIIEZ FINIK S,

3. I'm Lin Fang. I come here at your invitation for an interview.

REMTT, DR EIAA
4. 1 graduated from Nanjing University and my major is English.
REW FRRRE, HiELIL.
5. I got my bachelor’s degree in July, 2009. FK7E 2009 4E 7 A K15 T ¥ ¥,
6. I was president of the student union in the foreign language department when in university.
FEXRFHE, REEIIMERFESTH
7. I major in English and I have studied English for 12 years.
KB RIE, RERBFIZET,
8. I think I’'m good at the job of an office secretary.
HINAREES D AZW AR TIE,
9. I think this is a good place for me to use what I have learned in the university and also
pracﬁce my English in my work.
FAEX BR A A EEXFR LB AR, RN TEPREIEERERS .
10. Well, I have been a secretary in a Japan-owned enterprise for 3 years.

4, WE—FKHFBAWMT 3 FHME.

- EEITTEEE 00
C ARBERMABEAMHMNRRERE O
| examination n. i = major n.
i = invitation n. i Vi
= competent a. 'g' = receive vt.
= meet vt. Q‘ = practice V.
| = requirement n. -%. = introduce vt.
| = specify vi. _" = enterprise n.
= information n. é = briefly ad.
LR LY - ,
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- ERERME )

~© FEXRBREAPLESIOIE, FUHEA o

Dialogue 1 - )

A: Good morning. I'm Lin Fang. I came here  A: 5l | G076 L b5, 10 i ok i
at your invitation for an interview. i 1Y

B: Good morning. I'm Alice, the personnel B: —E:F"_tﬁ}, REANEHEHEHEW
manager. Glad to meet you. , REMILER,

A: Glad to meet you, too. I plan to apply for A: {k Lf[% B LEIR, IRITE R
the position of secretary. I’'m sure that I'm B —H, REGRMAER
competent to meet the requirements that you {142 iy 21
have specified.

B: Please tell me more. B: HHEHANHA—TE,

Dialogue 2 @

A: Now, Ms. Chen, a little personal information ~ A: [ 4 |-, & 5[0l 44 Ao
first. Are you married? B, PREEIE T D2

B: Yes, I am. Actually my husband is a teacher. B: BH, REEB T, FxXL L, R

iﬂEEA%Jﬂio

A: What’s your major? A: TR E R4

B: English. B: ®HiF,

A: How long have you been studying English?  A: {/ifdiii 4 22 [ ibi] 72

B: For 10 years. B: 10 £,

Dialogue 3 B o @

A: Good afternoon, Mr. Zhao. My name is A: [ 1 47, ! ’;’c H ., T2 P~
Sun Hong. Nice to meet you. R ILE 5

B: I'm glad to meet you, too. Could you B: ﬁtﬁ.{ﬁﬁ}‘é}uﬁj{no YRBESE1E
please first introduce yourself in brief? — T REH BRNFG?

A: Well, I have been a secretary in a Japan-  A: (70" 75 -FHEDWAT 3
owned enterprise for 3 years. EREL S .

B: Quite briefly. Didn’t you like that job? B: ERM . ¥HEKRASE R

TAEG?
A: No. A: 2, BAER

HHAAFRMEE, A SREKMEZH%T 0iF

L
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9.

A

-1 _" ‘ - p £
e B

Fox)la, FEOFEEXTEM O
What courses have you taken in English secretarial studies?
WRAESE AL T TG T WRLLiRAE 7
How is your shorthand? /¢33 i 2 B 4nfa] 2
How are your typing and shorthand skills? #4713 12 BE F7 Wifa] 2
Do you take shorthand? {R& A ?
How many words do you type per minute? {RE3PREFT /0 F7
I take shorthand pretty fast. FRMEEC4FHIHR
I can take dictation at ordinary speed. I REWTS IF & 33 BE i) 1 £2
I can type 100 Chinese characters a minute and take dictation in English at 150 words
a minute. F—Z3PPREST 100 MNF, HIFEIC—BATIL 150 4~ Hid]
I’ve been typing for a good many years and I typed all the letters that went out of the
office. WELAMEBEMITFERR T, FORMAZER B MEHERERITH,

10. I was the only one there who could take shorthand. k2 JFEEA( EME—SHIEHIA

R (o 3 R L TE

21 L R O T A ) B 2 B

secretarial a. _.. = stenography n
a good many certificate n
principle n. | = dictation n
shorthand n. skillful a.
public relations | = special a
etiquette n. " = common a
psychology n. f + skill n

EXRR ARS8, 2
Dialogue 1

A: What courses have you taken in English

secretarial studies?

8



