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UNIT 1

TEXT

B} VOCABULARY PREVIEW

etiquette protocol charge
administrative screen attire

groom entail specialize
carriageway spiral refreshment
bumper specialty

Il WARMING-UP PRACTICE
1. XFIELI1RI 5, RO WRE L, 8 A8, BT LM AR Z .,
('specialize)
2. I T E BRI A FEALE TR FTHBE, (tap)
3. 7EH R RAE BT IR A A RERS (R4 8, (stick)
4. LXEWETIE T RMESE, 45 0 & PL BA FE #5018,
(go with)
MM PASSAGE INTERPRETATION

ENGLISH-CHINESE INTERPRETATION

Passage 1

Business Reception Etiquette

Receptionists should follow proper etiquette to maintain a positive business



image. In business, the receptionist is the first point of contact, and can
make an impression on customers and investors. So receptionists must
abide by the protocol that meets the company’s standards. '
Function

Receptionists are charged with a variety of administrative support
functions, such as answering the phone, greeting visitors, scheduling
appointments and making sure the reception area is tidy and welcoming. :
Receptionists are essential, because the work they do may affect the success
of the company.
Phone Etiquette

Receptionists should practice excellent telephone etiquette, because a
large portion of their job relates to answering, screening or transferring
phone calls. Receptionists should speak clearly and slowly, and should not
have food, beverages or gum in their mouths while speaking to callers.
When they need to place callers on hold, they should ask the callers for
permission to do this.* Also, before transferring a call, the receptionist
should inform the caller of what he or she is about to do.
Communication Etiquette

Whether the receptionist is on the phone or greeting visitors in
person, he or she should follow standard communication etiquette. For
instance, receptionists should be patient with callers and visitors, no matter
what the situation. Even if callers or visitors express frustration or anger,
the receptionist should remain calm and patient at all times.
Dress Code

According to a June 2005 publicadon by the Harvard Business
School, professionalism is a conscious effort that creates a desired
impression®. In business, executives want their receptionists to demonstrate
professional etiquette and create a positive impression of the company.
Since the receptionist is the first person to greet visitors as they come
through the door, she should wear standard business attire and be well
groomed.
Reception Area

Part of having good etiquette entails maintaining an environment that
is welcoming, clean and comfortable for others.” Receptionists must
maintain a professional reception area. This means they should keep things
neat and clean, provide magazines for visitors to read while they wait,



offer guests coffee or water, and greet people appropriately.

Most large organizations employ a receptionist. The work of a
receptionist is interesting and varied. He or she has a lot of different things
to do. The work is also important because the receptionist is the first
person visitors see when they come to a firm. So the receptionist gives

them the first idea of the firm.

Passage 2 [ Dialogue |

Visitors to Vineyard Company (I)

A group of visitors from a lawyers’ firm in Somerset, West England, is

expected at Vineyard Company in Stuttgart, Germany, a company that

specializes in wines and soft drinks. Ms Flores has been given the job of
welcoming them and showing them round. It is also her job to help them

find their way in Stuttgart. The visitors are expected to arrive at around 10

o’clock. ' It is now 9.55 and the telephone starts ringing.

Ms Flores: Good morning, Vineyard.

Bentley; Hello, is this Vineyard Company in Stuttgart, please? May I
talk to Ms Flores, please. This is Peter Bentley.

Ms Flores; Oh hello, Mr Bentley. This is Luna Flores speaking. Can I
help you?

Bentley : Well, I'm sorry but we’ll be late. We're lost on the
motorway.

Ms Flores: Oh dear. Where are you now exactly?

Bentley : Well, we are at a service station. It’s called Denkendorf.
Sorry about my German pronunciation. I'm afraid I should
spell the name for you: D-e-n-k-e-n-d-o-r-f.

Ms Flores; Well, actually, that’s not too bad. You follow the
signposting for Stuttgart and you leave the motorway at
Stuttgart-Degerloch. > Well, that’s difficult. I think I should
spell it for you: Stuttgart and then D-e-g-e-r-l-o-c-h. Well,
in any case it’s the exit after Stuttgart airport.

Bentley : O. K., I've got that. And then?

Ms Flores: Well, you take the expressway to Stuttgart, it’s the B27, a
dual carriageway. On your way you’ll pass the new musical
hall. You carry on until you get into Stuttgart and from then



on you keep following the sign with the elephant on it.
That’s the way to the zoo and it is also the way to us. When
you arrive at the zoo you will see our sign, Vineyard
Company.

Bentley : That sounds easy enough. How far is it from where we are now?

Ms Flores: Well, I think it’s about 20 kilometres. If traffic is not too
heavy you should make it in about half an hour. By the
way: do keep to the speed limit. > First because it’s quite a
dangerous road spiralling into the city centre and, second,
there are always radar traps and don’t jump the lights. * You
can get caught easily and the tickets are quite stiff.

Bentley : Thanks a lot. We'’re off now. See you in a minute, then. Bye.

Ms Flores: Bye for now and good luck.

Passage 3 / Dialogue Il

Visitors to Vineyard Company (II)

Forty minutes later the coach with the English visitors arrives and stops in

front of the main entrance. As it is a group of 25 people, Ms Flores

thought it best to set up a team of colleagues that will help her with the
job. The team has worked out a programme but first it is time to welcome
the visitors.

Ms Flores; Hello, everybody. You must be Mr Bentley. We've just
talked to each other on the phone. Welcome to Vineyard
Company.

Bentley : Hello, Ms Flores. We’ve made it at last. Sorry for being
late. But there was a huge traffic jam on that road downhill
into the city centre. ' It was really bumper to bumper all the
way.

Ms Flores;  I'm sorry but this happens all the time. It’s one of the busiest
roads in Stuttgart. Well, may I introduce to you my
colleagues: Linda Hyde, Peter Tonic and Rebecca Keith.
The four of us will be looking after you.

Bentley : How do you do? Pleased to meet you.

Ms Flores:  Let’s go inside. We’ve prepared some refreshments for you.

You must be hungry and thirsty. Please, ladies and



gentlemen, do go inside.

Inside there is a buffet with various refreshments: apple juice, orange
juice, mineral water, tea and coffee but not, at this hour of the day,
alcoholic drinks. There are also snacks like sandwiches, canapés, biscuits,

crackers and of course, bretzels.

Visitor ; Excuse me, what are these?

Keith ; Oh, they are bretzels, a specialty of this area. Have you
tried one of them?

Visitor ; No, not before I really know what they are.

Keith; It’s just like a cracker, only it’s soft inside and a little bit

salty. It goes best with butter. It’s really delicious.
Visitor ; Well, then, I'll have one.

After a while everybody is happily eating and chatting away.

Peter: Hello, my name is Peter Tonic. I hope you've had a
pleasant journey.

John; Hello, I'm John Pearce. Yes, thank you. It was quite all
right, apart from the last bit. You know we were a bit lost
and then we got stuck in a huge traffic jam. > Well, anyway,

, .
we’ve made it now.

Peter: I hope you will enjoy your visit at Vineyard Company. And
the weather is fine, too.

John: Oh, it is. Just wonderful. I hope it will stay like this.

Peter ; Oh, I'm sure it will. The forecast has been very good.
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NOTES

PASSAGE INTERPRETATION

Passage 1

1. So receptionists must abide by the protocol that meets the company’s



standards. T LA, 815 5L A BEAE T & A A AR HERI FLAK .
1) abide by & N “#<F", [A] XL FEiLKA obey,comply with 55, 4Nl
In cross-cultural communications, one must abide by / comply with /
obey certain rules. ¥ SCIkAE bR, AU S — 5 BRI o
2) meet AL R P54, /L, Wl : meet one’s need [ demand 1 £ 5
NBITFEESR . IEALE) meet AT LABR R satisfy, 40 :
US clothing designers seek to meet / satisfy people’s demand for
American-made fashions. 3 & e 5 1T %% 7l R AATXS R EA £
Az 7 AR B R 2K
Receptionists are charged with a variety of administrative support
functions, such as answering the phone, greeting visitors, scheduling
appointments and making sure the reception area is tidy and
welcoming. #5751 0 5T K& ¥ 2 AT BURH B (O B AE , a0 Wy e 3%, 300 4%
Vige , ZHA L, B OREERr X BT 2 AW IREE
1) be charged with AL B A “ A&HH -+ fE 55 [B3TAE” ; charge 1E 4 1] B
A LASRIR A IR & S,
Who's in charge of the company in CEO’s absence? B 4T E A 1E
A HEE A FIUR?
Ak, charge A “F5 ¥, #5457 Z &, BT L) be charged with i 7] &
ZNNE: €& :{GIELEEE i B M UF '
The bank clerk was charged with neglecting his duty when the
robbery was committed. X MBITHR A K IEHEER IR A IZ
HAST
2) schedule 7EAA] R EZh1A], oA Rpeeeeer B HET 8] Ao 1PN
FEFR” . W
One of the scheduled events is a talk on flower arranging. ZHEA I
Bl —TUREIE AT
. When they need to place callers on hold, they should ask the callers for
permission to do this. 77 E1H K HL AN HEWT B 3G S5 R, R IEROR LA
e o
i) 4 place callers on hold &R “iEFTH IR ABIEENL” , A hold j&

A, RO AR
The baby released its hold on the toy monkey and reached for the

candy. X2 LAA T HOT o B AR 900
They got a firm hold on public opinion. filifi]4= 24 il & Big .



4.

... professionalism is a conscious effort that creates a desired impression.
------ T KMERIEAE RS A NE THER TR,
professionalism & 4 “ Tl KM HROKS i, Tk 48y o .

| understand the level of professionalism and communication” that is
required for long-term success in the field. 7F % &8 A5 K A A2 iy
TR LR SIEERE SRR T

. Part of having good etiquette entails maintaining an environment that is

welcoming, clean and comfortable for others. &f FALAY —E F2E LR
FESR AR PR BT P E IR L

entail 5 necessitate BRI, FR (- N E W

To watch the sunrise will entail an early start tomorrow moring. %% H
RS — KR g & .

Your proposal will entail borrowing more money and asking for a tax

increase. MKARIAER TN, S 020114 hin £ 2K, BB B

Passage 2 / dialogue |

1.

The visitors are expected to arrive at around 10 o’clock. P& filit 10 A
FAENER,

be expected to B A It , A", 4.

China is expected to become world’s largest economy in 2050. H1[E
BTE 2050 4F A RS — KA THA,

The Congress is expected to give a go-ahead to the proposal. Tl it E <
FaE R

. You follow the signposting for Stuttgart and you leave the motorway at

Stuttgart-Degerloch. 1R #R & it TN 4F 77 1] (9 2@ #n A5 0T, 7E Stuttgart-
Degerloch [fiiE 17T .

ALY signpost Ry afial, BOA BRI, BEAR” 5 signpost 5 E 4 1], BI #%
br, dERET Z 8.

They reached a crossroads marked by a signpost. flifi 13 T — %A i
PRAY TR

. By the way: do keep to the speed limit. 2 i5i—41] . T J7 Bl

ALY keep to BN IR, BESF” . Wi
Things will only work out if we all keep to the plan. R KE ATt
R, HEARERLE .



4. First because it's quite a dangerous road spiralling into the city centre

and, second, there are always radar traps and don’t jump the lights. 55
— FX &R ASGEE DT PO, BER;F =, - EARAR
Iy BB 21T

spiral A AR, BoA BRI PR , U spiral-staircase ( #2814
B) o MALEY spiral 3R], B4 RIEE RS, RS . .

The falling leaf spiraled to the ground. & #1jiE#E B2 I,

The smoke spiraled upwards. AR AEAH 5% 5% Tt

Passage 3 / dialogue II

1.

But there was a huge traffic jam on that road downhill into the city
centre. AiFIX ML ET BT O RBESEAERKIE T .

Xt FBEHE ) 7] LA 2R Rk, AL A2 path [ road + [ 264
1), o4 the road up the hill (GEFI/NL /) ;the path through the
forest (ZEIL ARG /NEE) oAb, lead to J2iH HAE 0] 1 H R KB
o .

The road leads to the museum, where you can find the exhibition of the
latest inventions. 3 7% i I 199 1 , 8 4y 1R HL THD 76 J BT — 26 B Y
L

. You know we were a bit lost and then we got stuck in a huge traffic

jam. FRAGERATA LR B T, RG S ER LA T

stuck J& stick AYiF £ MAIE R, stick B FEEARNERS 1 E
,EwE\o ﬂu:

This drawer sticks badly. I've got to find someone to handle it. iX ™4
JE-RAGFEILRT . FRABHR A RIL R Tk,

The key stuck in the lock. #1RL7ESI B RAE T,

- AR DA AR DR BT SR SR AR A R 95 R BUAR [ AN [R] . The work of

the reception area varies from organization to organization in the type
of service that is being offered by the organization.

“ovenas 5.5 [CRREE (ASTR]) 1 A&7 A LA ... vary from .. to .. 3%.. vary
according to ... B¥ ... vary with ... 4ll:

XTREZEE B A FE 2 NI 5 9. The attitude towards family varies
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from person to person.

AR 8, B (5 K] BRI AN [R] T AN Rl . A chameleon’s color varies
according to its surroundings.

A SR A BE R L R AR AR AR 9 R T 2 Y. The exact
length and location of the elastic straps will vary with the garment
design.

AR R BT R oA Z FIHFERErRZ A H, You may find
that the issue the visitor has come for does not need the person they
have mentioned to deal with.

“VIg BT Rz 3" ] LABHIE Y the issue the visitor has come for, 17
Jrin] for ik “ Ry 1 -eeee (H®) " ZERe A, .

What did you come all the way to see her for? /R4%FHIRFE R T
ft47

In final analysis, we work not for money, but for the ultimate attainment
of happiness. IHARESE, AT TAEAN R R T2, MR RN T RAHKE
SEHE

What's this button for? | press it for several times but nothing

happened. XMZHLR T2 7 ¥ T JLIREIBAT 24 R0 .

- PHERAGRARFFALF A AW RIS T, FBZ1E MW . Always speak to

visitors in a friendly, clear and pleasant manner.

JRSCRT BRAFE R KR BROAAE A AR BT O EE T, FRIER
Always speak to visitors in a friendly, clear and pleasant manner, 7<%
WAl B %A When you speak, always maintain a friendly, pleasant
attitude and express yourself clearly,

- AABDREAR AR, NBS RN, B, M HRED E &

A N#EFF, If you are busy when someone arrives, do not just ignore
them, smile and give them a sign, tell them someone will be with them
soon.

“YoTE” T LARAHR A AR e A4, B ignore sb 1§, ignore sb’s
presence, i # ¥ leave sb in the cold,

“ e e /R AT H give sb a sign 5X signal (to) sb 1§ sign / gesture to
sb, N

The gentleman signaled (to) the waiter to bring the menu. 3% {7 56/ 7R~
MRS AR,

The teacher gestured to the students to keep quiet, for the discussion



was over. iR & R L H#r, FETHRE R T .
It was 2:00 a.m. already. The waiter signed to the half drunk man to

leave. E 4R RFIAM T, IR SURBBHEMIE TIXEITT .

REFERENCE VERSION

WARMING-UP PRACTICE

1. This shop specializes in chocolates, which attract a lot of buyers for the
good taste and reasonable price.

2. After weeks of escape, the thieves finally fell into the trap set by the
police.

3. When stuck in an elevator, few people can stay calm.

4. I spent quite a lot on these trousers, only to find that I haven’t got any

shoes to go with them.

PASSAGE INTERPRETATION

Passage 1
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