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David:

Lisa:

David:

Lisa:

David:

Lisa:

David:

Lisa:

Good morning, Lisa. My name is
David. So this is your first day here. |
hope you like your job.

Good morning. This is my first job. I
think I’ll enjoy working with you.

1 hope so. Lisa, this is your desk.
Please sit here.

Thank you very much.

This is your computer. There’s a fax
machine at either end of the corridor.
1ts really convenient. 1 love this place.
It’s nice to have you with us. And if
you have any questions, I can help you.

Thank you, David.
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with us.

It's nice to have you
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David:

Lisa:

David:

Lisa:

David:

Lisa, now I will make a brief
introduction of the office work to you.
OK. I'm all ears.

Our office is under the direct
leadership of the general manager.
The main task is to handle routine
business, such as arranging meetings,
assigning work.

I will try my best.

I’m sure you’ll adapt quickly to the

work here.
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If you have any questions, | can help you.
MRFHEFAE@, BESEERM,
BHEEFE KK LY, RITURBHIBIME, XERT L
you have any questions, I can help you. H3 o] ABIHEIR]T can help

you whenever you’re in need.

handle routine business
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* It’s a great pleasure for me to have this opportunity/, 2pa'tju:niti/ to work here.

BAENSEXETHE, RREFEFS.

* Nice to meet you. /Happy to know you.

REFOAIRIRo

* My name’s...and I’'m new here.

-, ZRIRA.

* | would appreciate/a'pri:fieit/ your help in the future.

SEEEZ X,

* Do I need to clock in and clock out?

KB RICFK L TR [E)E?

* Where can I get some office supplies?

FEMERI2 FHEIE?

* How do I log on to the company’s Internet?

REREFA DML

* What day is payday?
WRR 2 & FHH?
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