HEME, 8XRE—R
U, B
Fit

MP3
FIKd

WA, WAFRIR G, R
WiEH
B RHITRAR, o AR i

G

il e 3
P RETs, FOA kN

Gt n T a




RH O HmE

@"flﬁ‘?&t}.‘&a



WAL BRR

EH7ERRS B (CIP) #i#E

R — SIS E B . L.
HHE FEAH AR, 2013 .8

(BRUL—HIESCRI)

ISBN 978-7-5159-0462-7

[.OF - I.0O% - 0. OHE-OE V.
(DH319.9

o E A E 1 CIP $E 7 (2013 ) 55 172213 &

RAmIE IR HERT ER
REmE XRE 2 N RERN K=F

il iR

V-

U ARHENES S B3 % 100830
(010)68768548

Py HE  www. caphbook. com

2 ¥ FHEBPs

K{T8 (010)68371900 (010)88530478({£H)
(010)68768541 (010)68767294 (£ H)

TES TERSH ERFAE
(010)68371105 (010)62529336

A B ACRPEFBIEIRISRAT

R R 2013FE8BFE 1R 2013 £ 8 B35 1 RENR|

A 48 880 x1230 F K 1/32

E] & 10 F ¥ 268FF

£ S ISBN 978-7-5159-0462-7

E # 29.80 7T

ABUBLIRREBOR, YSKRITHBRABIR



W& SRR AW IR, FECLBERHEAER T mE,
A AR #hlk . ZEAMAEPHEERR TR, ME87EENKE
B, BWEASHOBC KL SINERALR? SIEH0H ST A TR
KEU RS —ABRGLE, BRESH.L B CAESHE R K & i §eE o
EF? SEEEFRTS S AP RS -2 e, 2ESHEL
B BN R RSN R S E A ER, RESENZR
AN TSR AS E R

TR — RIESCRI AT AFE PR R . X RS LU
AT TORRA R, B0 AL, TUZETE; ABUNI,
EVABILHE” W8, R TE—FEI %, MZ8RERR
s> OiE, HEA R, AR\ ERARS; R “BXil—
A7 R EE AR, ATEEERFIER, RRERRREA.G
B%I 0. ARFIABEREAARME: R0 5 R E)
(BRY—5 PG NE) (B4 RS OE) (BXRE—
SLBUREARTE LR D, AR IEEA . RRIIABEAST IR EAL
T3 HHARFE

", “HEMEE" 5IAT 54 EEHEXHE M REETE,
IEERGEERR, NFEESHOREPEREEMHXEEIRX, B
FEEBWOEREEMN, ASESTRERSIHES, BEEREKKDR
A A

HK, 46 “AEWMAER" UREALEESR, AEREHTAH
HAW P IR ERN “HRUGEE” , 80 “BIGEE” TaEID
Topic, HLERE KAEF#dEMHITH], WAEINE B, HxEs

&



2
A

g::*-

4
M"

B TR0

RERIE" B

‘OB FEIMRR, EEXEA
TZEIEBA RN KRR Z ), SR RME R, —
RLG; “BIEHE HEEFE. THNSESRPRIEERES
IS, iIEEREARE; “NEAELET ASESRPESARE
SRR AR

BJa, HTAEBBEBRHFINGE, MRENIE, RE TRWA
BAMHXERAR, ERLFIFBHARZA, WHRT OIEXINE
Ttk

(R —5 TR sy —6, aBBREHA, BEHL. F
PAE . Bl . N ATAE. RGN TAERA G AT 38
W AEE, WAFELH, 2/ ERR T RGN IR
T, A4, “Eghnimss” 8k R T G B H RS ERIR
B EERG PR BIGE EZ KA EE, HREORE, EEa
LA b BRI H B TAERA IS 2 .

HAh, Bl PR B RN EC SR AIMP3 DB 3D 064, BRABIL
RS T RIS . RELHIGEE, XATLEERAN K, @
—EE R RAE %S, MEENIGEDIEK S8 KIRERIRS,
SEPLA XTI O 7t B B R R

UFRmEKTEAR, BrhfEaa ARz, BiF KidE F U
1k,

Gk
20134E6 A b




% E—= [UHHA Green Hand in Office

H—77  FEAETAE Ideal Jobs 2
S HIEENR Telephone Interviews 9
B=7 HERIUE Interview Questions 16
S00%  ERIEERR Interview Follow—Up 23
FHF HAMEB] Green Hand 29
BT THRTAE Getting Acquainted with a Job 36
LT FREB) Asking for Help 43
. B85 B%&7)A Office Routines
$—1 B Workplace Etiquette 52
B BHTHLE Making and Receiving Calls 59
B=W TR E-mails 65
MUY 2472 Holding Meetings 72
BRY  EHERYZE Managing Files 80
BN A Office Equipment 87

FE-E  ZPASA Communication with Clients

F—F1  FiZ% F* Making Appointments with Clients 94

BRFII% Receiving Visitors 101
EIE% /7 Business Meals 108
4342 7] Introducing Your Company 115
HESHFZ5 Promoting Products 122
15 5% P2 Seeing Clients Off 129

2175558 Communication at the Office

KUFAAAL Making Friends with Colleagues 138

e



A -l A OE |

B HPAASE Teamwork 145
F="1 AN Chatting with Colleagues 152
FIY  BIHE Workplace Romances 159
FHT AEDH Congratulations 166
$NT  APRIE Interpersonal Communication 172
_ BT FLM7ER Exchanging Gifts 179
. EAZE PALLE Personal Work
B— LR TAE Reporting Work 186
$ A Making Suggestions 193
$=T TEIMPE Working Overtime 200
009 AR Asking for Leave 207
FHT  HH AR Paid Vacations 214
HN  ERINF Asking for a Raise 221
$Bt%  AZEA5) Personnel Transfer 228
S\ AT Job Promotion 235
FEIT HIEER Applying for Resignation 242
B+ HiBMRJE Getting Fired 249
FENE  REREHY Leisure Time
$F—1  5RH{EYK Fitmess and Exercises 258
E% MR Shopping Online 266
F= FEPBEM Doing Some Reading 273
V095 HLALHE Watching TV and Movies 280
BHY SKZEFK Enjoying Music 286
751 AN ED Outdoor Activities 293
FET  BIEDIB Relieving Pressure 300
5/\%  FRMHA Managing Financial Affairs 307




- BEEA
Green Hand in Office



FAH T {F Ideal Jobs

Wang Feng was a graphic d651gn major at the Commumcatlon

University of China, Nanjing. She quit her job at a state-owned
company after a two-month internship. Despite an attractive salary
Wang couldn’t stand being bossed around. Even the color of her
stockings and the way she spoke over the phone was prescribed by
her manager. “I like a more equal or friendly working environment.
I would like to contribute my own ideas rather than only being given
orders without the right to question them,” said Wang Feng,“I would do
a work that can enjoy myself rather than other factors, such as pay and
conditions.”

FTREREFEFKEAFE ZRFERITETUNFE, BE—K
EAKIRNMAZEERRT . RETHEFBRESIA, EERZRT
BREWRBRE, RERTHHRENFTEENTRBERNNZENE
o IR “BER—NEAFEF. KENTERR, RFELEBH
RRE, MARREBERES, ERENVFBLE. SFHFHM. THER
REFRFMLL, REBRKILECHREANTIIE ”

k graphic ['grefik] adj. @R, EKE
internship ['inta:nfip] n. SE3J#8, LI RF/{L
boss [bos] v. £i&, #E#E, Xf------IEFEH
prescribe [pri'skraib] v. 3§, ME

g
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Topic 1: TYE## Preparation for a New Job

Y
%
* FEBHIIANIES. B,
g Can you give me some suggestions?
fREELA T —LBIND?

& BEXNANBNET A EMBRARETT .
-
R

Could you please give me some suggestions?

fREELGH —ER@WTE?

ISF 1852
At first, you should know what you're good at and put it into
words.
%, REZTRECHEKIA, HBEEREHX,
Target the right employers, and reduce the chance of
rejection.

HEE, BROBAELLLR, (XARAES, Trdill)

0‘\;\\0‘; Ue

A: 1 have to find a job now, but I don’t know how to start. Can you give me
some suggestions?
BERARM THE, (BREAFEMTTF, FREEAR—LLRIG?

B: OK. At first, you should know what you’re good at and put it into words.
. B, IRELOXTRRE KA, JFRIESRELK.

A: What do you mean?
A%

B: In fact, many of us are not good at talking or describing about ourselves. So
you have to brush up on the techniques.
Lhi b, #EARERREHEMEAC, FTURTES S XF
Hife.

A: After that, 1 may decide which job suits me. And it will be easier to make

- o



convincing applications.

Rig, FAMATUBEN 2 TRESTR, AT MA IR 8REN

RELBLT .
B: Right!
X!
A: Then what should I do?
AR T R Z A 202
B: Target the right employers, and reduce the chance of rejection.

HxtgE, BOMAIELR LR,

A: T hate being rejected. It will make me unconfident.
TITIRYAEA, R REREGE L.

B: Don’t lose your heart. You can learn something from every pursuit.
B, YRATEANFUCRIR 22 3] — L6 7RG

A: You’re very kind. Thank you very much.
WRRIFT, RS

))) ................................................................................... ,

:brushuponET, m>, %3

@I need to brush up on my English before the exam.
P EERAZAIRBRIRE,

{ application [pli'keifon] n. M, KA, EM, B, HK
reduce [ri'dju:s] v. D>, 4&/)\
i rejection [ri'dzekfon] n. 3545, 1RHF

.........................................................................................................
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So will you start your own business then?

RIREES EC AL E?

RA TR,
| want to be an accountant.
BEL—ELit v
| want to enter foreign ventures, so | have to improve my
English.
BRE#IM, FINBEBRERNEKE,
| plan to apply for a job as an accountant in a company. And |
can accumulate some experience there.
BHEE—RATINB—HNTE, ERERR—LER,

| want to have my own company. 3 ‘
BEBFEACHATE. i

0'\1\\0&’ Ua

A: What’s your ideal job in the future?
TRASRH) B TR A7

B:1 want to be an accountant. But many companies always require an
experienced accountant.
FHY— 22t HREFSARLBAIREGERNSIT.

A:Yeah, experience is a key element for finding a job. Now that we are
inexperienced, we should be more careful and work harder.
FEH), ZERR TR REE R . BANERIRARZHER, &
AT TR i SE M A RA L

B: Yes. Linda, what about you?
Xto ARURUE, Hkik?

A: 1 want to enter foreign ventures, so I have to improve my English. That’s
very crucial for a successful job interview.
RIESME, FrUBRARE RO TSR . KRR —A K
SE S

B: Yes, I plan to apply for a job as an accountant in a company. And I can

&



accumulate some experience there.

R, BATHE-FRAFNE—H2Hh I, EREHR R,
A: That’s a good idea.

HARA AT

B: Do you always want to work in the foreign company?
AR — EAEAME T ARG ?
A: No, I just want to accumulate some useful experience there.
A8, BABERERR—LH AR,
B: So will you start your own business then?
MIRERE A S a7
A: Yes, you said it. I want to have my own company.
R, PR T . BREHFHCHAE.
B: You are always smart!
PREBSEX AHEHAAS R
A: Thank you! And at that time you can also come to my company.

A BN IHRARAL AT LR B 9 22 w100

[ 0131 ) :
now that... BE#K----- S| SBREREMNEG, % Fsince :
crucial ['kru:fal] adj. X MM, RMEBEMN, REMH

apply for EB1E

@ She applied for the post of Mr. Smith’s secretary.

P hPEEREREENHE IR,

accumulate [o'’kju:mjuleit] v #F2, FAR

.........................................................................................................

Topic 3: BRAV%#F Career Choice

&mm S S R e ey
There’s more to choosing a career than makmg money.
- EERVBHNRZARATHREME.

e
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P o %_‘ :

Lily loves art and that’s the most important. Even if she’s not
rich, she’ll be happy and satisfied.
FHREBZR, XATEREEN. IEHFES, LS

RRFTHZH, @

ﬂ ‘ i y

REBERPEELHHNER: T

Don'’t worry. I'm sure she’'ll find a good full-time job and earn
much money.

B0, BREHSRE—HLRNFIE, RRSEMN.

0'\-.\\03:1«,

A: Hi, Sam. You look unhappy. What’s wrong?
uR, BEl, IRE LEATRL, BAT?

B: I'm worried about my sister Lily. She’s in college and chooses art as her
major.
IR OREVRIRFF, B AE B, FFHESE 7 ZARE L,

A: Why does that worry you? She’s very talented.
XAt AZEREONR? SR R

B: I know. But once she graduates she won’t be able to make ends meet.
Actually most artists make less money than the average workers every year.

REE, wR—-HipEE, TTRERASARB T . FLLE, K
EARF GBI ERAR L — AR EHERD

A: But you're forgetting that there’s more to choosing a career than making
money. Lily loves art and that’s the most important. Even if she’s not rich,
she’ll be happy and satisfied.

ARRSIET, EERASIAZ AR THENE . FFREZ

AR, XEARREEN. MEGAES, (EREEPFAEZH.
B: I don’t think so. She’ll have bills to pay. I'm afraid it’s hard for her to

sustain basic living expenses.

AN o G0 A5 1 M B, RO it AR A B AR B A 1

3o
o



A:Don’t worry. I’'m sure she’ll find a good full-time job and earn much
money.
ARG, BARGSRE] 02000 T, BRS8N .

B: I hope so.
{EIE it

))) ................................................................................... .
: make ends meet A\ B H :
sustain [so'stein] v. 4EH, X, X

: full-time job £HAT 1

- B 355 70 i B e —————————
REEETE :

F—, #TRRIR, X FRY, KH4a% 2, AEEF, W
TARATH LI LT o RBAA LATOREA—H, FLEA
R B 280 LA, ﬁ&ﬁ&ﬂﬁAaawﬁuoﬁu*a%*
BT KIGT R, b

B, HSHEIARA. ¢Aﬁw%i&mﬁaaﬁﬁ
—AE S, RAEHEMGE—F R, ARG R H—F
O BARE, ARBIREEGEE, —REAMNEAT. G
. THRBRANERAG L BRI, REGRAHTFHERE
MAMMEERE,

$=, TRMZEAMABHEE, SEMART KRH
AFAMSF, — BT MALWIA, LRFE, UANEEE
HEX,
—————

o
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Hii & ik Telephone Interviews

e Fatiraen v
| RS RER | . .

Most companies use telephone interviews as part of their L
recruitment process to whittle down a pile of CVs into a manageable
interview shortlist. Here are some top tips on performing strongly
during telephone interviews.

1. Prepare yourself for the call as you would for a face-to-face
interview.

2. Choose a quiet place to take the call.

3. Pay as much attention to listening as to speaking.

4. Call from a landline to minimize the chance of losing connection.

5. Take things slowly and there is no need to rush.

6. Attach importance to a good telephone manner.

Translation

RENDBLAMXREFLHBIEERNNTET, MILRFEHRR
MULAER, BERETNEABRNEREA, BREBFEKPRIA
He, AT LRI

1 IRERAEE “EXNE @R, sEEERERR,

2 H— I REBNBTEIRIEER.

3. AEEENFFEERNE—HER,

4. AEZERIEHITEIEER, BMESHIHLE,

5. 1818k, RELEER

6. FEBIEILNL

& » recrultrr;ent [ri'kru:tmont] n. B
whittle ['witl] v. HI58, R
shortlist ['fo:tlist] n. R EHERAKNBREAZS
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Topic 1: BIETLER Making an Appointment for an Interview on
the Phone

ﬁl'JDE,IJJ AR B ER AL AR R BB 15 B SR0R

I'm asking about your advertisement for a shop assistant in
today’s newspaper.

BITEERRENERASESRORE LHE HRENG
ﬁgﬁﬁ_mo

Wi B EH SRR
Do you still have that vacancy?

BN TEGSHD?
TRRRENEE.

Do you have any experience as a shop assistant?
FERARERRAZLKRT?
Can | have your name and phone number?

TEFRROBFMEIESHG?
BAER :

I'll make an appointment for an interview for you.

BEARAZ—ERAE.

Can you make it Thursday afternoon? a4
BRELTE B I T F 7 ' o

\j\;\\ O8Ua

A: Hello, this is David Jones.
i, XERKIHFHARAFE.

B: Hello. I'm asking about your advertisement for a shop assistant in today’s
newspaper. Do you still have that vacancy?

WU, BATHIERAB RIS 52 RI7E S RERAC LIRS Mg

—— @@,,__.- e e e e




