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hire repyort for work : anxious s |
accountant be familiar with '

d _A:"‘,Excuserme, is this A&B Company?

/.

Could you ... ? clerk personnel manager

m 'A‘hné ‘White, the assi
Manager. Welcome to our company.
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The First Day in the Office I

~

i U (9 [ A vt AS? Urme Ale \A /I \ N 'y Tallt Y ) Yo \WOork a tocaethe
J): How do you do? I'm Alex White. We're going to be working tox

‘J wonder turn the switch on out of be of help

A: | wonder if you could help me operate this typewriter?

B: What's the matter?

A: It doesn't work.

B: Let me check. (several seconds later) Oh, the power source is off,
First, you should turn the switch on.

A: Silly me.

B: And now press the left button on the printer.

A: Oh, and it's out of paper. Do you have any more?

B: Just a second, I'll go to get some.

A:. Thank you very much for your help. /

B: I'm glad | could be of some help. Let me know if you have any more 3
troubles later.

Lo 1l ° Notes

. I'm in the right place. F#&3tith A T,

. hire: v. &
Many farm laborers hire themselves out for the harvest.
Wk ZE AR 2 Aty oy T3y 5 )

. report (for): [g------ 3

»
2



BFIEE
They report for work at 8:00 a. m.
i1+ 8 & ¥k,
4. accountant: n. £t (R)
In Britain, people often make jokes about accountants because they are
considered to be very boring and dull.
FEE, MTAREITREWMZ 0%, 2% ST,
5. replacement; n. H#HI ALY
# We need a replacement for the secretary who left.

AT E P NI RA,

' 6. be familiar with: 43§
L I am not really familiar with the taxation laws here.
i HSEFHA KRB BBk .
7. a couple of: =4
I'll just have a couple of drinks. {3k JLARIE,
8. assistant: n. BYF: BpIE
shop assistant: JE &
9. Personnel Manager: A EZRZ1E
10. | wonder if you could help me operate this typewriter?
HE IR RIBE—TXETFEHG?
11. typewriter: n. $7==#
an electric / portable typewriter: #5) / F42ITEN
12. Oh, the power source is off. B, FEERFF.
13. turnon / off: $TF / %3 (Bdkk. BEZH) Fx£
He turned the gas on.
b %4 TS
14. switch: F3%
a light switch. X F 56
15. Silly me. FE %
16. printer: n. $TEA#L
laser printer: E564TENHL
17. be out of: §4Z, &%H
We're nearly out of petrol.
FATHIRM A T,
18. I'm glad | could be of some help. REMIEER -,
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The First Day in the Office I

. |l " Related Information

1. ERETERS, WYKL NRE, —RIELT, W59k LEHEE T
FEEETF meet, . “Nice to meet you”; LT AT see, #n. Glad to
see you (again).

R, BEREEBENALLL, BERANBLALEN, MEWRL
ERUT B TFHRITEE, BLESCLEHT, FMEFsfTHEE.

2. I aE A FREE S
Xt F 55 L RIS 0 2 PRI FRE, & A Rl ARG . B BN%IE
BABI T T AR TS0 o AR A9 A R MAE R FRIFEARL, BSATES kS
WEp, BELIEFEREIE, WA HMALEGE, NARESHELE, MRS
MIAFHLREEE, TRIFERSFNAIL “FEMSeE” NEA TS HEW
FRIF, EHZAT, RERBESMIRE: “HURFEE,” TRAFLE
AR, BPABERT, REGS NS IRERA LALLM “HIR" AR
FRo QRLBIFTBR R, MMM AE. “tREH - &, Keohm”
B “IRABIEIEET - 47,

3. —RokUL, HEHAAEEAERISITHMRBAIFEE, W AU B
WBRIRARDL . SRR . BUAMKINS, AN [ 500 BT 09 S MR R 18 1Y
WL, RAVEMINKS., F . ki, B2 LS ENIED,
PULHTHE . LR SMBIMN EERERTY, B TSRS H I TIRESR
AL,

Business Conversation Steps

The First Day in the Office

(@) e N i s sl
Step il Greeting



AFEEE

HAHMREFEIEX A%, B, “Good morning / afternoon!” &
“How do you do?”, Wi “BIRF" KERREGME, MRAER
TR-F, FAMEEHREE . WE0RMRT ik, TieEdEER
itew, LR A Z M ST R S, AT LUk — T, R
AEFHERERE, MAEAFHFRE, REERGEN “H” 5 “Hello”
AL .

fENBTN, MZESSRERE, FFUESEEIRNS (self introduc-
tion) .,

1) I am Mark Smith, the new secretary.

2) May I introduce myseif? I'm Alice Brown and | am new here.

3) Let me introduce myself. My name’s Peter. / I'm Peter.

e T ARNE, HEMTRIEACN BALLHBEIEM A, 7] LUKk
ik

1) Could you introduce me to ... 7

2) | don't know anyone here. You'll have to introduce me.

3) I haven't met your Managing Director yet.

WRATOURR , FERICE AN ZA A, T E 5T 0T 15 ok
i

1) Let me introduce you to our Managing Director.

2) I'll introduce you to our Managing Director, this is Mr. Johnson,
our MD.

1T MR RIEN S URAT AN b ARX Ry e .

I've heard a lot about you.
N

SETN TV RITHROTAE PRI % 04 th [l i,

1) Glad to meet you. I'm Tom Smith.

2) Welcome to ... I'm...

3) Pleased to meet you, and I'm your partner Buck.
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The First Day in the Office I

S0k IV ° Useful Words, Expressions & Sentences

10.

. introduce: v. 448

May | introduce myself?

T HIWAE— T g

Could you introduce me to our Manager?
AN E - FROBR,

. colleague: n. FE

I did not know any other colleague.

HANRH AR =,

. assist: v. B

I will try my best to assist if you need any help.

W, R IER.

. nickname: n. &8

Isn't it rather disrespectful to make a nickname out of the family name?

AMEL, mIASSFRIE, FLEHG

. file: n. x4

Your work is to sort out all these files.

VREY TR J& 73 9 B 3R S 30 1

show ... around: #5------ S

I'll show you around and introduce you to the department managers.
AR F B IHERAN BRI 1458,

. routine work: TN

Your routine work is answering the phone.

TREG B3 TR RV .

. be grateful to sb. : E#EE A

I'm very grateful to you for your help.

AR SRR B A5 B

make arrangement: Z2HE

As a secretary, you have to make arrangement for your manager.
YERRL S, PRGN ZBAE 2ok,

BRILBACSHBAEBA:

W
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11.

12.

Could you introduce me to Manager?
REFE A e 2 T 7

I haven’t met your Managing Director yet.
KIEBEA N HFEEK,

| don't know anyone here. You'll have to introduce me.
AR, EHELEERNF I,
HERHMEFER TER S USSR :

Let me show you.

KR ER

This is our department office building.
BEFATER I K

It’s fairly simple.

IXAH

You'll be famniliar with it very soon.
RARRAR TN,

BRI

I wonder if you could help me.
TRAEFE I — T g

Could you possibly do me a favor?
REHE IR — N2

I'm sorry to interrupt, but | have no idea about the typewriter.
XAE, ITIT, BXFTFTFH—TETH,

S V ' Free Talks

assage

Prisoner

George had worked for the Bank of Ruritania for ten years and was still

only a clerk. He was not satisfied with his position and wanted to find some-

thing better, but he also did not want to lose his position in the bank before he

had got another one, so he prepared a letter about himself, with the words



