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 Unit One

Targets

Section A Listening and Speaking
¢ Business Reception

Section B Reading

¢ Corporate Culture

Section C  Business Writing

¢ Cover Letter and Résumé






Section A Listening and Speaking

Warming-up Exercises

I'. Remember the words, phrases and sentences related to business reception.

©® N U AW~

RN N NN NN DN e e e e e e e e e e

greeting [R] {5 ; {3 1F

reception 3%

receptionist ##F 7

client &

extension ELiE ML ; 0L 5 HS
fax number /& H 514

operator FLIEHREL 5 ; BB HRIE R
flight fifE

formal 1IE K ; EEAY

. casual @ A0 FETERX Y

. customary & F3JBA; S LY 1
. personal > A 4 ; FAA Y

. advisable & EH 1) ; BHE Y

. business card %

. business attire 745 &%

business suit F§i

. business circles Fj&

. safe topic 45T

. cultural and natural sites {3 4R 3C{kighk
. place of interest jfg i ik i

. in particular Ji;, 3 ; #551)

. chairperson (of the board) #&H K

. president 2 #R

. Chief Executive Officer & REHATH

. general manager {258

. deputy general manager HIj & 25¥8

. assistant of general manager 2238 B8



SR 4 R 1E

28.
29.
30.
31.

e

32.
33.
34.

35.

36.

37.

38.

sales manager 44841

sales executive fE{t3%

business executive 75 {L7%

manager of Purchase and Supply Department(P &S) R Wa{tp7 #4231
director £ A4F

director of Research and Development Department(R & D) #f &/ F4F
Excuse me. FEIR, ¥ TITH I BEHF FHif S0, M I'm
sorry. H FF BIAR T it 5k i e m #hE 1 .

Excuse me. Are you Mr White from New York? i# [a] 4523 A 414
R RS 1G 7

Excuse me. Can you tell me the way to the Friendship Hotel? 5] %
AR B AE?

I'm sorry. I have got the wrong person. XJ AN, Fefess A T .

How do you do? /Glad to meet you. — & F T 3 H5 55— ¥ Vb, i i 52
HENHE.

(B2 AT LA

How do you do? /Glad to meet you,too.

W7 B4 AR, T LA .

How are you? /How are you doing? /Glad to meet you again.

[E & AT LA

Fine ,thank you,and you? /Everything is all right. /Glad to meet you
again, too.

meet (somebody) H(FEN); WHI(FEAN)

Thank you for coming to the airport to meet me. S EEIHIFFER .
It’s very nice to finally meet you. REGMAFHELET ,

manage &% MWt

I can manage it by myself. 3% B 26847,

Have a good time. # BN, LEAXLBEEE, &AM ATHT
KR RIFRIRE . AT L.

Have a good rest. I5HfIF{kAE o

Have a good day/weekend. #i— K/ & A ik,

I hope you will enjoy your stay here. Z5ER#57E X BT 18 .

II. Imitate and memorize the following dialogues.

1.

Ms Li; Excuse me. Are you Mr Smith from Britain?

Mr Smith; Yes. So you are...

Ms Li; I'm Li Min, the sales manager of ABC Company. This is my card.

Mr Smith: How do you do,Ms Li? My card for you. Thanks for coming to meet me



