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Unit Twenty—one
Daily Office Routine (1)

Dialogue
(Melita Fagurian telephoned Opal about the job of junior .
secretary after she saw the advertisement in the "Dongali
Times". Now Opal is telling Mr. Ballito about the phone call
from Mélita.)

. I
Opal: M. Ballito.
Mdr Ballito: Yes, Opal.
Opal: A Miss Melita Fagurian telephoned this

morning in answer to our advertisement
for a junior secretary.

Mdr Ballito:  What did she sound like?'

Opal: She sounded very nice on the telephone.
She spoke very clearly. She has been
working as a shorthand—typist at the

: National Bank for the last two years.

Mr. Ballito: Did you ask her to come for an inter-

view?
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Opal:

Mr. Ballito;

Opal:

Mr. Ballito:

Opak

Mr. Ballito:

Opal:

Opal:
Melita:

Opal:

Yes, she’s coming next Thursday at four
olclock.
Good, Have you sent her a copy of our

. Conditions of Service?

Yes, she asked about salary and hours of
work, so I said I would send her a copy.
Fine. And have you sent her an applica-
tion form? ‘

Yes, 1 have, and she’s going to bring it
with her when she comes for an inter-
view next Thursday. '

Good. When she arrives, give her a short
dictation and typing test. Let me know
how she gets on with it2. If you think
she’s satisfactory, I'll interview her. my-
self.

~ Very well, Mr Ballito: If all goes well,
.. Tl bring her to meet you at half past
four. (FADES)

I
Come in. (DOOR OPENING)
(DOOR CLOSES)
Good afternoon. I have an appointment
with Miss Kerli at 4 o’clock.
That’s right. 'm Miss Kerli. You must be




Melita:

Opal:

Melita:

Opal:

Melita:

Opal:

Melita:

Opal:

Melita:

Opal:

Melita:

Melita Fagurian. Do come in and sit

down.

Thank you véry much.

I sent you an application form. Did you

receive it?

Yes, 1 did. I've completed it and brought it

with me. Here it is.

Oh, thank you very much. I also sent you a

copy of our Conditions of Service.

Yes, I've read it through.

Did you understand it ?

Yes, thank you.

So now you know all about our working

hours, holiday arrangements and salary

scales? Are there any questions you want

to ask?

No, thank you, everything was explained

very clearly.

Good. Now let me tell you something

about the job and the Company. Mr.

Ballito is the Managing Director of the

Company and I'm his‘ secretary. | have a

great deal of work to do, so Mr. Ballito

has decided to employ a junior secretary to

help me.

Oh 1 see’. So my work would be to help
« 3 .
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you.

Opal: Yes, you would answer the telephone, do
the filing and some shorthand—typing.
Can you use a duplicator?

Melita: Yes, I've learnt how to type stencils and
run off copies on a duplicator at the
Bank’.

Opal: Oh, good. Now I'm going to give you a

short dictation and typing test. and then
Mr. Ballito wants to see you.
Melita: Thank you.

Text

Opal told Mr. Ballito about a phone call from :» Miss
Melita Fagurian who saw the advertisement for a junio: sec-
retary in the “Dongali Times”. Mr. Ballito asked Opal -ome
questions about Melita. Opal said Melita sounded very nice
on the telephone and spoke very clearly. She had been work-
ing as a shorthand—typist at the National Bank for the last
two years. Opal also told Mr. Ballito she had asked Melita to
come for an interview. Melitu wanted to know the Condi-
tions of Service of the Company. Opal said she had sent her
a copy of it. Mr. Ballito said Melita must have a test when
she arrived. He told Opal if all went well he would interview
Melita himself. |

The next Thursday at four o’clock, Melita came to
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Modern Office Limited for interview. First Opal asked her
whether she had reccived the application form and the copy
of the Conditions of Service. Melita answered yes. So she
knew all about the working hours, holiday arrangements and
salary scales. Then Opal told Melita that her job would be to
answer the telephone, do the filing and shorthand ~ typing.
Melita said that she had learnt the shorthand — typing and
could use a duplicator. She was competent in doing this kind
ofjob.
Opal at once gave her a short dictation and typing test.

New Words
1 time [taim] n. BHE. BF3, 550
2. condition [kan'difon] n. 4. IRHE
3. salay ['szlori] n. H/K
4. dictation [dikteifan} n. [1ik, 5
5. holiday {‘holadi]n. fR B, &8
6. scale {skeill n. K/, HIHE
7. employ [imploi] vt. B
8. filing [failin] n. 1744
9. stenctl ['stensil] n. #E4E
190. explain fiks'plein] v. ftF
I1. article ['a'tik]] n. L&
12. carbon ['ka‘ban] n. &%
13. electrician [ilek'trifon] n. B2 17, H%%
14. recommend [rako'mend] v. #F, N4



15. quarantee {,geran‘ti}] n. f£iF, BRiFA
16. clerk [klaik] n. K
17. duplicator ['dju'plikeito] n. & EIHL

Notes
1. What did she sound like
T B ARE?
A H, like BArid, HEIERAER what., B T4
BIREERE], BEIRIARE TAIH.
2. Let me know how she gets on with it.
HITFR BT RIS,
3. 0Oh, I see
B REAT.
4. I’ve learnt how to type stencil.
RE¥*2THK. e, X—%H%HE what

when, where, how + to learn, know, ask, discuss, tell, show,

teech & FHiAG .
=i, ArtfEEEd&RE

I learnt how to read and write. : -
R¥RTEBNEF.

Word Study
1. cictate vt. & vi. PEiEiE AR T 3E.
say or read aloud
1). He can’t write but he can dictate.

RS, (HEEOH.




2). The teacher dictated a passage to the class.
BB 2HE T —BXEIELALT R,
3). I am working at my novel — dictating to a typewriter.
RIEEE /MR — OBRBITFR
dictation n. (1).&H it AT (RA%)
dictating
1). She took dictation swiftly, her typing was perfect.
iER Q4R TR,
2). We listened carefully to the teacher’s dictation.
A4 v Bm S B 3.
passage that is dictated (2)d.RE. WE. HEHY
KHFRTE (AT40
1). Would there be very hard words in the dictation?
IS B R AMERY SRR ?
2). Part of the French exam was a dictation.
EEEFHPE -HIENE.
2. employ vt. (1). 2, B
give work to
1). She employs a cook.
P — AR B
2). Well, if you don’t trust him, why do you employ
him?
B, RUMEAEEM HABEERM?
make use of (2). F|{, A
3). How do you employ your spare time?

PREREA AR Ml A% i ] ?



4). His hobby employs much of his time.
RE B RS B T b K BB A

be engaged in, be employed in it F (F£EH), MF (%

&3 .

5). She was employed in watering the garden.
Wit F AT MK .

3. explain vt. & vi.fEE

make clear

1). Please explain the rule to me.
A RFRE— T XA,

2). The enclosed letter will explain what has happened.
ErEmBRETH 4.

-3). He explained how to use the duplicator.
fih % B B S ERDL.

4. recommend. vt. ¥

speak favourably of . ,

1). Perhaps you can recommend me another hotel.
WIFRTT AR REERE S — KRS .

2). They recommend him for the job.
b1 a5 i X 3 THE.

suggest H 1Y

3). He recommended a long holiday.
R BAE KK BB,

4). She recommended me to come here.
g2 LB R L.

5). He recommended that I (should) buy this dictionary.

+ 8 o
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fl BRI X A
* recommend 5| 5 M A] 8, % M AW 3 Bh iR R
should+HFEJE shidl, |FEHhiE. m) S).

i
HAEHBEILE (1)
&
CRAIR - A EERE (B mARRY LA 45,

R PIT RIS A T B A B THE. BRHRIESE
HAeh A £ FRA BRGS0 F6H )

I

BXA: EAFERE.

BREkE: . BKbA.

BXibE: —AWPRAE - Sl BRK/MEEF

| ITREWE. MEAXRINBEBER
BRER.

BFEELE: HIE ARE?

RXhR: LG LR ARG, thiiiE O ik
#. BEBF-HAERFRITHEIL
fT¥R.

BRIEEE: VR o ot e T A A

XA : W7, T EHNTFERHE.

EBREELE: . REHHF TR RKHERAN
.« g '




g
B #7. WETHAXLIATERE
pARR. BTURBIH T —4.
BAEEL: REF. BBMH T — G H R R
' ge?
R RE, BET. TEMLMREIRE
L EREE-HTE.
BRERL: . MR S — NB O TR %

i, FEFRBERAEL. WRIR
WOAHNE, HBUFE S L.

BRha: R, BERFEEE. WRE T,
’ VO 5 2 7 o AR
H .

<R Bk,

HFE: THE. FRMNERARUAHENSY
£,

ﬁm: ., BREEM. K—BXFK -
Bl ER/ME. iEit. %‘% -

KFik: Ik % R .

B RET BB ERBI L&@JT"@?“

HKFYE: 2, WET. REZHEGFFXRT,
LARME.

BRA: R, RBH, REFT— Zliﬁﬂf]/\‘l
KBRS,

KFik: REBLT.
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EXHA:

HFTHE:

BRI :

KFE:

KA

KFLE:

YR R T

JER. .

TR TR CEWNR. R
THMIHS%. CHEREHEN
R?

wA. . —IERRIEEE.

4. BARABMIRKRA L XT LIEM
Agvalpy--stgs. BRIGELERA
Al SEH, REMMAESE. RMT
fEXZ. Hitt, ke —1 B

TithBh . .
M, BHIE T, RARERE TR
B 5.

B, WRETERBEIE. S H
FIBEICITE. HRe I npLg?
oo, fRATRY ST
El.,

%, KIFT. AERELXIRNGDE
5. RIE. BT B R
A

R X

B 17 B FIFE R A o — (i 48 R RS - dk iy L&A/
U RIS, X AL/METE “Z AR B B R B A
B e, ELRIFERD T BRI A OR R I — SR AL, BRI
R EUTER KIS SR G, UE IS, MREMFE BT

011-

s, b e | AR N . ST WA



HRETUETITER. KMESFEMEREREERK
FIEHE . KAEABWEA TN TIELLE. BB
FATH—AFRENEH. EREGR AL S R Tk
EBEZ—KER. BHENE- R MEEEELL.

T—AMEYIN FFUE, EHERIBRRDARESE
RAFER. B BWFmR SRR FA M E R
BAEH. REEETEEEL. BESTHEATNIHE
R, BUMRHMIRED. £F. BEESURRHE. g
ENEMEETHREGE. BEARTEICHE. KH%
W8, BB7E AT T AT S it BT AT 3 BRI A A E0HL.
it 5% 4 BT DA JREAT % 46 T4,

BK WX B R AT #AT T LR ITFH IR,

Exercises
1. Answer the following questions:
1). Why did Miss Melita Fagurian telephone Opal?
2). What did Melita bring with her to the interview?
3). Why did Opal send Melita a copy of the Conditions
of Service?
4). Why did Mr. Ballito decide to employ a junior secre-
tary?
5). What should Melita do.if she got the job?
6). Has Melita learnt how to “type stencils and run off
copies? ’
7). What kind of test did Melita have?
8). Do you think Melita’ll get the job?
« 12«




