BEERmBEEFHFERE RALRRIEFKFREA

( 30 TEEBEOEMHE .

(40 xzpWEREDE i

\[‘1 00% BEOBF8t, sk ®

O X4 htiEFE BEX
E PR r SR )




EPILEROF®

mER AEEFE KX
mRE RFN FRE

P Y EXY O
AR dtm M Ll



B HERSR B (CIP) X

I1.42...

eFaEEaE /L E KL H. —HR #F
BB hiadHENE, 2004.3
ISBN 7 - 5062 - 6416 — 1

I.#... M.%#—viE N.H319.9

¥ & e A B 548 CIP 23542 F (2004) F 010468 5

£HMRIFEOE
F & HitE K L
M|ERE MAT
MEG R
HEERIT 2 P WY& ot )
b H HRIFoERE 175
1 & 710001
B iF 029-87279676 87233647( K A7)
& R 029-87279675
E - mail wmcrxian@ public.xa.sn.cn
82 ¥ BuHERE
BB R B¥E—_=J
F A 8ITx1092 116
Ep ¥ 23.25
2 ¥ 20FF
AR K O2004F4AF 1R 200454 AF 1 RPR
H$ B ISBN7-5062-6416 - 1/H-538
et 30.01

Yok AT 00 HARR, K F EAN S R #



S

(RIBEA - MG HIE DE)— BRI LK, 2 KN EE, RITEK
FoR B o 1] Bef A1 75 31 A 2 i B 1BE £ 130 - 7 2B 4 IS B AT R E T A R
FX ELEAEMAIEDE. TEXHEOBUSMBBG, RIH2—FE0% N
DFEG T XA M EEOE).

RBEARE TRNEB R TIE, EIMABFH T ER. KAl N
ZORBEVK BURRE . EFRS BIEMEFTHISALE, S8 015F X h MM
MEMGFRHR . GRANBEEZRTYW SHHE, —RESERUG .S H83HE.
ARAC=ANRBRGEAHE XK ET S BELRNT .

PATE 95 O iE — S 4 Bl B

AN S S e

i3] K

1.5 8 Bem
EFIZGROEREHE RB HAEERRAETMUAP 5], i 7 KPR
M E R
1. How did you hear about our company? | 1. %Efgﬁﬁliﬁ*ﬁ‘ﬁ] e
2. 1 wish to say that I'm seeking the kind | 2. HAFE R A9 B T R R AR B
of position you offer. FH,

3. It is a great pleasure for me to have this 3. FBEH Pl &% Wﬁﬁﬁ] | 8 S
opportunity for an interview. . : & ‘
4. I'd like to go over a few of the details. 4. 7 JLA-4i 7 A /@ KA T—F .
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A: Good morning.

¢

B: Good Morning. Come this way, and
7:,‘ please take a seat.

A: My name is Wang Zhen, the personnel
{ ] manager of this company. May I have

your name, please?

™

B: My name is Jiang Xiandong.

A: How did you hear about our company.

a

A B

H/a 51, LAl ), BB &, ALE T .
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(1) My name is Jiang Xiandong. & " VL#k % .
(2)How did you hear about our company? /& /& 4 5138 4/ & #9 7
(3)1 wish to say that I'm seeking the kind of position you offer.
RAFMEBMIRAERRA ANEERINK,

(4)It’s a great pleasure for me to have this opportunity for an interview.

HEEA LR R EH RS
(5)I'd like to go over a few of the details. HJL 4T REHRE TH—T .

e

Good morning. - b 4F,
Good morning. Come this way, and please take a seat. - L 4f , X%

My name is Wang Zhen, the personnel manager of this company. May I have your

name, please? I EE , BARIMASZIHLH , FRRAREKSA

My name is Jiang Xiandong. M LEK A .

How did you hear about our company? #%J& /& # H1 8 4< 2 5] B9 7

I read your ad in the newspaper about the job opening, and sent an application to & i
you. I wish to say that I'm seeking the kind of position you offer.

KA BN T RAFRBE &, BARITE T ERBYE . 54 7 858 5 IR

fLIEREA ANEBEH.

We have received your letter and résumé. So we’d like you to come here for an

interview. HATE 2 TRV EE ME R, BT LLERR X IL L H R
_‘.i'ﬁo



I'm very glad that my letter and résumé were received. It is a great pleasure

for me to have this opportunity for an interview.

A5 R AR E AN, A NERBEH M R AEA YL R R
EHRE

{.'_ ' What's your impression of our company? 1R%f 4<% 7 4 A EN 47

I feel that your company has a lot of potential.

_ﬁ. RRBER-TBHHEIHLF

,n. I‘A‘ dppludhonllaﬂpllkﬂ_l-:)n]n 5

pnlenll‘d[pa tenfal | m. i 71 2 3 éﬂa

SrE.

2
o B lan

(1)1 have a master’s degree. & # il 241 .

(2)1 have just graduated from college and I am looking for a job.
NI K 2E L, IEFER AR

(3)1I have been a salesman, but now I want to do public relations.
FUART RS B, B EREMA R T

(4)1 am in charge of the trading department. 3t % 5 #17 .

(5)I am an English typist. I can type all kinds of letters.
RENEATFR . REBITHEFER.

(6)1 have been in this field since I graduated from college.

KA G, B — BHEX —8E T,
(7)1 have done this kind of work for several years. X TAE& T T #JL4F .

(8) Although I have no experience in this field, I am willing to learn.

REGEX—-HEHRBEAZLR, REEX¥.

€ @@;ﬁr

Please briefly introduce yourself!

HRE R AR AT

G_/
R =



- Ok! My name is Jiang Xiandong. I was born in 1972. I graduated from Beijing

University. My major was Economics, I am single, I worked for a trading company
before. #Ff, MMILERAR, £ F 1972 F, A FIRKELIFR, BHATKLE,
W1 A 5~ HERGE

- Could you tell us something more about your family? #HRIRIREIRK A o

- Yes, I have parents and a brother. My father works for a company, my mother is

a primary school teacher, and my brother is a salaried man.
1, REAELXEFIGEM—HH, ORE—FKAF LB, BRRMNEE
Ui, 3 3R AT A

- Are you a local resident? {RJ&7 31 A5 ?
- Yes, I was born and grew up here. &/ , AEFEX L, KEX L,
i Do you have any other certificates or skills? ¥R & ft 4 PR B E?

I don’t have any other skills, but I am quite good at computer.

BeA AR B AR, B R iR A

.- Do you have any hobbies? R H &H 4 Z1F?
- I have many hobbies, such as fishing, climbing, and playing golf, etc.

RAEFZ B, BRYE BL HERRKRE

- What do you do in your leisure time after work?

TE THEZRIR ML A7

- I do a lot of reading and I enjoy it. Occasionally I go out for walking the pet dog.

KA utEMER B, RBEKE R, BRARBE BRI/,

- Is your English good enough to work in an American firm?You know that our

company is an American firm.

EEEAF T RHEXBREH? BMERMNE-RXEL.

- I believe the amount of English I know is sufficient to work in an American firm.

AR TR T 27 1O 3 L0 B SO FE KR AU TAEBA R

B T S
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(1)How do you do? {REf1%?
(2)Nice/pleasure to meet you. 7R 3% WL E|{K
(3)How are you? {R#fM%?
(4)Glad to meet/see you. 32 /1R &M NRIR .
(5)Hello/Hi. R4F,

BB xw

How do you do? My name is Jiang Xiandong. 34, WIL#ER %R o
How do you do? My name is Chen Wen. £, 3 I PR3,
Excuse me, is anyone there? X A&, A AFERG?

Who are you? Bf{i;Wf 7

My surname is Sun. You have always taken good care of me.
KN, 2HZEHRE,

Welcome! Come in please! Wil ¥l , i # .

BB

R

N

&

CHlem

(1)T am going to be working with you starting today.
SEMEMRKE —RBIET.

(2)Please don’t hesitate to give me advice. 1% £ # .

(3)If anything is not clear, please feel free to ask.
MRAREEAIAEZL, FEHER, AEE

(4)Please help me out when you can. H& i £ L KM,

I\



¢ @@zw

. From today, Mr Jiang has been assigned to our department. Mr Jiang, please say a
few words. XL BIRATHITHIL o4 LA, ERBEILAE.

I’: My name is Jiang Xiandong. I am going to be working with you starting today. Please
don’t hesitate to give me advice.
SIREMAR—EIIET , KWMLK, EESHEH.

\: If anything is not clear, please feel free to ask.
MRGBAHEMAEZ AL, EEER, A RES.

- Yes. Thank you very much indeed. #F#J, E#fR11,

\: Regarding Mr Jiang’s position, he will be working as Mgr Huang’s assistant.
KFILEEMRE, Rikfh 4 B LA BB

I>: Yes, I understand. 3B, BHH T

: -‘, assign| d'sain|vt. oz 45k . clearlkliol adf. #4990 g6
“indeed [ in'dixd | adv. JLiE¥. . Mgr =manager| menidzo | n. % ¥

- Ay

tant] 2'sistant | me. W F - understand [ Anda'stzend | V. I ;
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(1)I was wondering, could you help me with something? 4 {43 &EBRBUA .
(2) Are you doing anything right now? fRELEEF LB AHEG?
(3)What can I do for you? &8 AR 4 WE?
(4) Anything I need to do? A A2BERMHG?
(5)1 see, when do you need it done? HIiE T , /Rt A B IRZEWRE?

[
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/o (6)No problem! & [6]#H
1 (7)0k, I am coming. &M kKT .

7 ¢ BBas

& " Are you doing anything right now, Diana? % /R BEF LB A F G2

I am typing a report at the moment, Mr Jiang. Anything I need to do?
_ﬁ. RBE EAEAT — bR LS4 . At AFEHR MY

Will you please cut it a while and translate this letter into German for me?
& RBEBFRGI B — T, RICX (5 BE R

I see, is it urgent? HIE T , 22457
7 Yes, this letter can’t go into the mail any later than 5 o’clock. It's about a con-
. tract. So I hope you can complete it by the end of the day. &/, X # {5 WHTE S
G A R K TA (O B R BERTSEAR

No problem! % [a] & !

I'm sorry to bother you with this. Xf A& JEHRKMKBURT -

“5‘] KA I\ptlluplv TR
translate into 42 PR
maill meil | m. R4 b5 &

% complete| kam'plizt| adj. 208 TR

35 &k T T

%w

(1)Diana, come here, please! W/, ELR—T

(2)Are you calling me? #7EM F G 7

(3) Are you free now? /RELFER 257

(4)Give me 5 minutes, I'll finish off my work. Fit 5 434, & T o

(5)Please finish your job on hand, then fax out this document for me.

Matise s, HRIEXBFEREL L,

=]

et
B e
==



)

& @@Hﬁ'

Diana, come here, please! # % #F/IMH, iHdk— T,
Are you calling me? #37E MY 3152
Yes. 2,
I'll be there right away. I 5 Eit %,
Are you free now? /RELFER 2515 ?
'+ Give me 10 minutes, I'll finish off my work on the computer.
P 10 43, s i b A TAESUASSE T o

Now, when you finish your job on hand, I want you to put these cards in alpha-
betical order, using the last name, and then make a list. %, fRI5E fa , EMR
X $ R e o B F BRI HEOAF R G B — 2 B

M I W

'~ You want the cards in alphabetical order, using the last names?
PRELR X 2 4 1tk £ A - BEHE S DU 2
Right. And the last thing , we’re going to clean out the files tomorrow.
X, BA B E— 1 E RATH R EE B R
OK, I'll do it. %/

free] fri: |adj. =% 47; A W89 |'ini\h|'ﬁni|"| vl TR tE R

document| 'dokjumant | n. LA+ ;45 % computer| kam'pjuza | m 3 3 AU

alphabetical | elfa'betikal | adj. MR B 49 clean oul AT TS

58 B | o>

(1)We are going to have a board meeting next week. Will you please arrangé it
for me? FEMBRIMEEBF —REFS ,FHRELH T, 5592
(2)Actually it is a routine board meeting. 3Lfr X & —KFIFTEF L
(3)Where do you think we’ll have the meeting? ¥R B RATIEM B L2
(4)The conference room on the second floor, is it okay? — <IN E , 17057
S
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