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Unit 1 HIE215# 5] ( Examples of Tele-
phone Conversation) ( 1 )

Scene 1

Scene 2

Scene 3

Scene 4

Scene 5

Scene 6

Scene 7

¥t 38918 (Receiving In-
structions from the Boss) -+ (1)
Eﬂﬁ'%ﬁ(Receiving a Phone Call)

- (6)
N L ALHIHASE E(Arranging
a Visit for the Boss) -«--+ (14)
BUED @(Canceling a Visit)

- (18)
NE = MBYEI(Changing a Meet-
ing Time) rororerevrreenrenees (23)
N LBV IHZE (Booking the Air-
plane Ticket for the Boss) -+« -+ (28)
Tl JBIERBEI(Booking a Hotel
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Scene 8 HUBMEIEFN ] (Canceling a Hotel

Reservation) =«-r-eeeeererenns (40)

Scene 9 BNATII(Changing a Flight)

Scene 10

Scene 11

Scene 12

Scene 13

Scene 14
Scene 15

Scene 16

Scene 17

- (46)
BRIEASNZIN (Asking a

Person to Attend a Meeting)

- (50)
?ﬁﬂﬁ—/f‘gﬂ%ﬁ(Reﬁ‘ewmg
a Questlon Call) (54)

SIFREBE 5 ARE(Explain-
g to the Caller that Boss is not

in the Office) -+ -+ -oeverven e (59)
ZHXK G (Arranging an Inter-
VIEW ) *#r veetermne convenonnoan on, (64)
B ES(Want Ads) - (69)
&R 9% ABZI(Informing
the Boss of a Visitor) - (73)
mlj/@ﬁ(Resemng a Meal)

- (77

= wré’(Rﬁervmg a Con-




ference Hall) (82)
Scene 18 WINBXRIKBEIER(Asking
about Traveling Matters) -+ (89)
Fi 1. 8237 F31E B & B A9 3RIC A0 iR 48 ( Useful
Words and Phrases in Receiving and Ma-
king a Phone Call) (95)
Fit 2: 4% +T B 35 B9 5 AR A1 F (Useful Sentences
in Receiving and Making a Phone Call)

- (97)

Unit 2 5 TIELTEHS] (Examples of Rece-
ption Conversation) (106)
Scene | SERNEEIEZ AT BT
(Greeting a First-time Visitor)
- (106)
Scene 2 ¢ﬁ£ENQM%é®mmm
the Way to the Meeting Room)

- (109)
Scene 3 %ﬁﬁm%AﬂFMKMmm
an Acquaintance) ------+-e+ (113)

Scene 4 AR AINB/2T(Introducing the
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Scene 5

Scene 6

Scene 7

Scene 8

Scene 9

Scene 10

Scene 11

Scene 12

Company to Visitors) - (114)
SEBN EINEEFTBE
(Greeting a Colleague Who Wants
to Meet the Bos.s) (119)
AMB— RS BSINESYAIE
(Dealing with a Sudden Visitor)

- (122)
B AR ZF(Asking Visitors
to Wait a While) ---+----+--- (128)
R Offering Drinks)

1BIHRFBBEN(Offering Help) -+
- (135)
[ E 2= A B (Accompanying
Guests to Have a Meal) v+
- (140)
FERB ARG (Escorting
the Visitor to Leave the Com-
pany) e e ees e e seseneans (144)
ENHLBRATOBA
(Meeting the Visitor from Co-




Scene 13

Scene 14

Scene 15

Scene 16

Scene 17

Scene 18

Scene 19

Scene 20

Scene 21

mpany HO at Airport) -+ (147)
SR ARNBSE(Accompany-
ing Visitors to the Hotel):-+ (153)
DEBAESICFA(Checking
in the Hotel) (156)
B IEEABS (Leaving a
Message to a Guest) == (161)
BRARBEE T (Liaising With
the Hotel to Check the Prepara-
tion of Conference Hall) -+«

- (164)
BERIWT(Checking the Con-
ference Hall) e+ -reerro (169)
ZXMPMEYIE(Visiting a
Museum of the City) - (172)
EERE A (Seeing off a Visitor)

- (178)

1255 KEHE (Receiving a Job-
25 #HHIR (Receiving a New
Employee) (191)
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it 1: 5T BayiRiC IR A
(Useful Words and Phrases in Guest Re-

ception) (195)
Fit 2: 825 TIEH & B89 R F (Useful Sentences
in Guest Reception) (197)

Unit 3 H & HAS1E#ES (Examples of Con-
versation in Daily Office Work)

Scene 1

Scene 2

Scene 3

Scene 4

Scene 5
Scene 6

Scene 7

ERE LAFE(Job Application
Interview) (202)
ZH T EEH*2(Arranging Daily
Work) e eeeeererneeeneeee e (209)
ZHRE= N (Arranging a Meeting)
SW1C % (Taking Minutes)
Y{¢UE$§(Flhng) (232)
TERNIECIR(Job Rotation)
tEER(Resignation) - eree (245)




i 1: B & B g BRYIRC #1138 A (Useful
Words and Expressions in Daily Office

Work) (250)
ft 2: B'E IT{Edh5E AR F (Useful Senten-
ces in Daily Office Work) -+ (251)

Unit 4 EA35E S %5 (Examples of Con-
versations on the Other Occasions)

(258)
Scene 1 JBE Expressing Congratula-
tiOIlS Hee e tes tae med nes s e aaa (258)
Scene 2 &S (Extending Thanks) -+« -
(262)
Scene 3 R{Q)(Expressing Sympathy)
(266)
Scene 4  JB#R(Making Apologies) -+
s (272)
P 1:% R #YIRICFNIA3E (Useful Words and

Bft 2: & F B0 F (Useful Sentences) -+ (276)
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g‘s Unit 1
Wy [ G &g
Fxamples of B

Telephone

Conversation

Scenel EIFT ETHNE S (Receiving Instruc-
tions from the Boss)

A: REMIR,
Hello, Linda’s speaking.
B: MRAIS?
Linda¥
A:. BE, 83,
Yes, Bob.
B: MK, BERIT—3K 103 5 BXIEH, 16
BHOXNERNR,

Linda, could you book a return ticket to Lon-
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don on the 5th of October and back on the 16th
of October for me?

A: BV, BBTIBRNESATEINE?
Certainly. Which airline do you prefer?

B: &R{7., BRHBEFR TFHMMN,
Anyone should be fine. But I'd like to take an

afternoon one.

A: 58T,
OK.

B: ]\-gﬁgﬂo
Thanks.

A: AR,

You are welcome.
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* New Words —— 4£15)

book /buk / v. FN1J
return ticket {FIRYZE
airline / 'ealain / n. NG
prefer /pri'fo;/v. WEWR; TR
take /teik / ve. FEAL




* Phrases — K13
(1) make a phone call $]JEBi5H
A: Would you mind my making a phone call?
FANTRBIT TEIGEE?

B: Of course not.

R0
(2) book a ticket tor Fll ] X - BIN |
I have asked Lucy to book a ticket to New

York on next Tuesday.
FKEWUEABIT] 5T —sK FEH _XALNBY
e

* Sentence Patterns 1=)5="

(1) Could you-+9 ROJ24--- 189
HERN HDEESH, BIOR, RRWT
g, WHYRRAIET, BSREW.
Could you lend me your telephone as I have

something important to deal with?

ITEEEREBIE—HE? REEZNF B
L1 |

&.m.@.n.&.ﬁ__%:ﬁ;..




Excuse me, could you tell me the way to the
nearest bus station?
AR, IMESRRIBENSFIOZE
HEEE?

(2) 1 would /should like to---FRA8---

WWORAAIET, BRRAZER. BES
79 I'd like to -+-o

I'd like to spend my summer vocation in Bei-

nng.

BB RIBR,

I'd like to invite Mr. Smith to attend the
meeting.

RBBBEBRTEES SN,

(3) Which-*do you prefer? BE—MREZ|IRY
Which pen do you prefer, the red one or the
blue one?
B—<EIREZN, BT REY?
Which room do you prefer, the single room or
the standard room?

BENNE, RERREB—P?




* Related Words —— 4§13
reserve v. JALJ

order n. MM

single ticket 8182

airliner n. BEA],

airway n. JITLR,

* Related Phrases —— #8XH018
by air / by plane AR KA,

by bus F&75F

by train JEWNZEE

by boat FEFCHA

prefer Ato BEXABETB
ring sb. up BEAFIBIE

call sb. up BLEAFIEBIS

» Related Sentence Patterns —— X5,
(1) Do you want to---¢ {{RAES---Q

Do you want a morning or an afternoon flight?

{REBFE CBVMITAR N TBIMBEY




Do you want to fly first or economy class?
REELHERBETH?

(2) Can you---9 {RBE---Q
B RS could you 18EL, BHERRNFD,
BIESAEBE,
Can you tell me the telephone number of the
New York Head Office?
IRBESIRIRAZI S BRERIFIZ?
Can you deliver the order in advance?

{RRELRRIAR RIS

Scene 2 EEITEIE (Receiving a Phone Call)

A: ABC X8, BIOHE?
ABC Company. May I help you?

B: 8%, RIUHE- Mk, BEROE - PBH
FEo
Yes. My name is Tom Levies. I'd like to talk
to Mr. John Smith.

A: BESIRREABERRIEL?
May [ know this is a business call or a personal
call?




