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Part One Conversational English For
Sundry Affairs

B—-B8Bn XRARSBPEESE
(—)Situational Dialogues £ Xf15%

1.0ffice Procedures HAERF

Dialogue One *Fi%(1)

Dickens: Good morning. Allow me to introduce myself. I’ m
John Dickens, the manager.

WEN: BELF! BRFRERNMEG T, RELHEAY- M
HH,

Secretary:Good morning, Mr. Dickens. I’ m Chen Li, the new
secretray. I’m glad to meet you.

BB RE mEikdE. REFENRBKE, LAK®
(13-

Dickens: Today is your first day to work here so I hope you will
not feel too nervous.

BEH: SKERE KLY, BREFERALRBKE K.

Secretary:Yes, I hope so.

BB B REXA8,

Dickens: Have you had any secretary experience?

WER: ARSI 2B



