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VOCABULARY jali_

to arrange—to plan, to prepare for ZHE, B, W&
If you care to wait, I can arrange an appointment for you later
today. MRKEES, RTUESKBERRS EREN S,
at the moment—at the present time, now HT, %]
At the moment Mrs. Black is free and can see you. #HiE# K
ARrt 2, T LR,
caller—a person who visits or calls on ¥ if# ¥THitE
All callers must go to the reception desk first. ®if##iFEH
B,
to discuss—to talk about, to talk over itif, Bkt ikip
Let’s have lunch first, and then we can discuss business later.
EATSEZIR, BT AT U0 TR,
to greet—to welcome, to say hello to W, %, fa) - B &



One of the secretary’s duties is greeting callers. BPHPFZ
— MR IE '

regarding—about, in regard to, concerning *F

The visitor wants to see the secretary regarding an appoint-

ment. ¥HERYSFH, ERLEB

satisfactory—all right, agreeable W&, WL HL

I am in agreement with your decision. It is satisfactory. ]

BIRMIRE. B4 AWE,

Exercises %43

A.

1.

HERE), EABSMETER T T.
The caller agrees that an appointment for 10:30 is
The caller agrees that an appointment for 10:30 is satisfactory.

The appointment concerns a personal matter. I wish to see
Mr. Grey my account.

. We can your business now or we can talk about it
later.

. There are three waiting in the reception area.

4. The manager expects to be busy later, but she is not doing

anything

. The salespeople always feel welcome at the office because the
secretary enjoys callers.

. Can you to be here by 12 noon or do you want to

B.

plan for 12:307

HRRE, BESNAR.VEEREFEE TR,
Why does the manager want to see Mrs. Jones? (regarding the

new account)

2



1

2.

The manager wants to see Mrs. Jones regarding the new ac-
count. '
1. How does the sales manager find the arrangements? (satisfac-
tory)
2. Who makes an appointment for tomorrow morning? ( The
caller)
3.. Why does she arrange the meeting? (to discuss office proce-
dures)
4. Are you free to come to the phone now? ( Yes, at the moment)

5. What is one of the receptionist’s jobs? (to greet visitors)

WORD STUDY i %>

. to arrange

arrangement—a plan or preparation %H, &%
I make all the travel arrangements. R r& 8 KT ZH -
caller '
to call on—to visit someone i, FFij, HE
I am going to pay a call on the accountant. RKEXLFii&it
)8
to call up—to telephone FTHIHS -
Call up the office as soon as you arrive. #REAR LS4
EATRIE,
to call in—to ask to come in W - 33K
Please call in Mir. White. I can see him now. W% 4
RER, B AETLIN A,
to call for—to go get someone B (HEA)

I will call for you at eight so we can have dinner togéther.

R 8 AMREAR, RITAATLISLARRT



. to discuss

discussion—an informal talk $i;iki
We are going to have a discussion on office procedure. #1]
B o BFHTITR,

. to greet

greeting—an expression of welcome (& i, B &
My greeting to the customers at the door is friendly and in-
formal. REMTOMBEBERKFHFILTH,

. regarding

regardless—in spite of REl—13#; REEH:H
Regardless of the bad weather, we can be there on time. XK
HRRE LTS, ROVMeT AN BIEIRE,

. satisfactory

to satisfy—to please W2, HHA ;% E
This new billing system will satisfy the customers. X4 #
HFABRRGELLBEREN.

satisfaction—contentment, state of being pleased W2 H5& %
i
When [ sell a big order, I feel great satisfaction. X EH|
—A KB, REFR KR,

unsatisfactory—not satisfactory A4 AWEN RAEAOH
An appointment at 9 is unsatisfactory. I prefer to meet at

10, H2RE I SHEATKHER. RTE 10 SHRE.

Exercise %3
P45 8918 A 08 24 R SE L )T

appointment call on satisfactory arrange
arrangement call for satisfaction greet
4
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10.

regardless call in regarding greeting

. In dealing with customers, we try to give complete

. I will come to your house and you at seven. Please be
ready to leave. \

. She always gives me a pleasant when I arrive.

. A good secretary tries to finish the work, of how late
it gets.
The emnployer the secretary for dictation.
When I am in the city next time, I am going to you.
Please make the necessary for an appointment.
I must see Mrs. Franklin the billing system.

We are pleased with the arrangement. It is very

There is someone in the office. Does he have an ?

READING Bai%

|

Secretary Good morning. May [ help you?
Caller My name is John Gray. I’ m with the A.B. C. Compa-

ny. I would like to see Mr. Nelson.

Secretary Unfortunately, he’s busy at the moment. Would you be

good enough to tell me what you wish to see him about?

Caller I wish to discuss a new order with him.

Secretary I’ m sorry. I can’t arrange an appointment now. If

you’ll give me your telephone number, I can call you up
to arrange an appointment. 1 know Mr. Nelson will be

glad to see you.



