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Characters’ Profiles AYINB

A single woman in early thirties. She works in Taipei

city, and she lives in Taipei county with her parents. Robin studied
abroad during her university years, and she’s done some traveling.
Robin is a marketing assistant for a medium-sized marketing com-
pany. Her duties are varied because she is learning all the aspects of
the business. Although she’s only worked for the company a short
time,she has the potential and the ability to move up within the
organization. She shares her office with Ken. She has a boy friend
named Sam.

1 Robin’s closest co-worker. He is in his late forties, and has

worked for the company for a number of years. Ken oversees the
graphic design department. He had been an English teacher and a
computer programmer. He’s single and lives in Taipei.

Product Marketing Manager and Robin’s boss.
Robin’s assistant. He’s in his late twenties and he’s new

at the job. He attended a good local university and received a

master’s degree in marketing.




Contents

(AI5) EHBRKBHNERIFNH

Characters’ Profiles A1 43

(o ET 1T B Duties

Unit 1 What Are You Up To?
Unit 2 Switching Places

Unit 3 Did You Hear the Latest?
m& Cover for Me

5 Reception

Unit 6 Office Supplies

gfﬁ&’l Invoicing

’ E ....................................... 1
PREEATA 49 woevemremveiieineieeieeeee . 2
AFEE, - eevmsnnesessesasn smssmmiimonnnnmnes 5
PRIF AR B TG oo, 8
mﬁﬁ .......................................... 11
= 2 2 ] —————e s i 14
IR L -svessonsvessusnssssnnannnnnn vonvensas 17
FFRE et 20




Getting Work
Carpool
Convenience
Scheduling Problems
Decisions
' Benefits
Parkin
- Tow Away Zone

%ﬁﬁﬁ%i 59
D1 T T RPN 62
R TEE A ] SIS 66
PLGE oevmerrmrernsnnnnnnnnninneennes 69
FURGeevrnveeneeseesensnnenninansanneas 72
T 2 OO 75
IR veeeeerermmmneeessnnnneneseinns 78

{ E-mail Etiquette




E-mail
COD
On-line Order

Arguement

ﬁ‘»g”;j-% ....................................... 119
M gﬁﬂ‘iﬁg ....................................... 122
%& ............................................. 125

Grievance
Warning

Hearing
Termination Notice
Hiring

Selection

Interview

Position Filled

Gl eeee e 130
NS 134
11557) 7 VRSO Y 1 - . 138
" ﬂ:@@ﬁ%ﬂ ................................. 142
] < U 145
BB e ereeomnsbawenssnunsaesssn pruesonmnnssdnss 148
7] A PRVIESS— 152
10 /1] UL RRRRRE 155

New Office

Office Furnishings
Computer Upgrade
Self-Improvement
Sponsor

Night School

B e everennee e 160
TR GER v vevwvesenssunsssesmsnsossressnussisns 163
T 2315 U 167
BHREFFooeormrr 170
MRBHE o= conrnesovenssmassasnnnsssnsnssamnsinss 173
] T SR ——— 177
AR B veeveeereereeini 180




Essential Duties

Tracking Change
Objectives

Development & Execution
Public Relations

Research and Design

Surveys

Budget

FHBERE s+ 0000 eoussoresssssssasunsansssusses 192
B AReeeeeereeeeeeerremmmiin, 196
FERBEPIT - eoevrerrerrr 199
L POV NP BT XEE: 5 gl o o 203
BEIERR T -+ +-weseansasansanswses onsssarpmsanass 206
o r R —— 209







&) unit1  What Are You Up To?

fREEIT 42 &9 Disk 1-2

DEET

Bill:

Robin:

Bill:

Robin:

Bill:

Robin:

Bill:

Robin:

Robin, long time no see.

B, FAARR,

Hello Bill, how are you doing?

P R, AREFE?

Good. What are you up to these days?
RiF, X HFRETAHA?

I’m working for a marketing company.
RIEE—FATHAE LI,

Are you still at the same job?

Rib e A E) EHEG?

No, I’ve moved on.

R, BBTAET.

I work for an international trading firm now.

RAEE—FER RS A LI,
Is Jane still teaching kindergarten?

R4 LEG?

No, now she’s a supervisor at a small private elementary

school.

R, MIAER—F/NURLSLNEREE
Sam’s doing the same thing.
LR R AEBCE TAE.




What Are You Up To?

I don’t think he’ll ever change his occupation.

AR MO A X TAEE!
Say hello to him for me. Sorry, but I’ve got to run.

REmfE ST, HEK, REET.
We’ll have to get together sometime:

FATHA BT FRE,




entence Patterns a]Z

1. Alright, what’re you up to? No one is supposed to be in here.
Y, ARTEMEHA7 BEALBIXER.

2 She used to work as a teacher and now she’s moved on to a career
in modeling.
M DARTR T, BFEMS TAE, 7EX48% )L,

3. Look, I’d like to stay and talk, but I've got to run. I have a
meeting in 5 minutes.
i, REEETRNE, ERRIFEET. R5SHER
F&.

ocabulary X 817
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Switching Plac

Unit2 Switching Places

AEiEzZ & Disk 1-3
maloq SEAXHE

Robin: Guess who I bumped into today?
BHERSKBR
Sam: I haven’t a clue.

KELHAE,
Robin: Your old pal Bill.
PREE AR A HOR o
He’s working for a big trading company these days.
ftliX 26 H FAE—FK KR 5 A 7] _EBE,
Sam: I remember when we used to work on the streets as buskers.
HABICBRATARIFERT L 4454 2 A (O,
Robin: I'm happy you have more meaningful employment now.

HREARIER — A B B L TAE,
Sam: Those were good days, I was self-employed.

AL HFRES, REEDHER.,

Robin: By the way, it’s the end of the fiscal year at work, and

everyone has to rotate some responsibilities.
T, BIERTAESHMEFNRRS, S ANERI%R
— LT,
Sam: What will your new duties be?
PRARR BB T2
Robin: I’ll have the task of monitoring the local marketing team, as

o 5]



well as managing the office, and doing the occasional
presentation.
REA R RSN/, BEPAERG, &
BRI

Sam: Does everyone get to switch duties or just the management
team?
A NEVBEFH B TIERIUER R 1A EHEAN?

Robin: Most of the office staff rotates as well the boss wants his
people to be diverse.

TR R AERE AL, %ﬁﬁ%ﬁﬁlﬁ&%ﬁﬁﬁiﬁ

entence Patterns m]4

1. I never thought I'd bump into you here.
M BAR D] SEx RIBEIR.




