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Office Matters Jp/2\%

. Part A

1. appointment /5'psintmant/ n. an arrangement for a meeting at a given
time and place #4£; A&

If you would like to meet with Mr. Higgins. you must first make an appointment

with his secretary.
RERBAFLLAE T, RREREERFHEHE,

2. attendance /a'tendons/ n.the act of being present; the number of

persons present HfE; HE AL
I was very pleased with the number of high-ranking officials in aftendance at

today’s press conference.

BREASKANFART2ARXLFHRE AE 7,

3. cabinet /'kzbinit/ n. an upright case or cupboard with shelves, drawers,

or compartments for safekeeping or display of objects t##&
He keeps all his files in the cabinets in the back of the office.

M ARERESAERHNETE,

4. calendar /'kelinda/ n. chart showing the months of a year (including

days and weeks) ; a schedule HffF; BF; 17FH
Please check the calendar on the wall and see which date Mother’s Day falls on

this year.
WE-THLINEE, BESFHNEEYTRILALS,

5. clerk /klotk/ n. a person who works in an office, bank, or law court and



N FRELRT A

whose job is to look after the records or accounts HEHR; HBic

She was offered a job as an accounts clerk with a travel firm.
A—FRATHE RS 21t
directory /di'rektari/ n. an alphabetical or classified list of names and
addresses A &Z{EHE

If you need to speak to him, you can use the office directory and look up his

personal extension.

WRUEFERMKE, FTUAALZENEMERMAANSINE S,

duplicate /'dju:plikeit/ (1) =n. an identical copy &z (2) ut. to make an
identical copy of; to replicate £#l
Please don’t bring a duplicate, since 1 will need to see your original birth
certificate for this passport.

P REe, RFEEFNHHEAERER, FFUFREFY AR,

. filing /'failin/ n. putting in useful order; cataloguing 34

Developed in the early 1900°s, the Dewey Decimal System is a filing system still
used by libraries today.
E20 HEAMHMEEUHHR T HFALRRAESMALEFEMEA .

. in-tray /'intrei/ n. a flat, shallow container used for holding items that

are to be accomplished F4EXH &
The more Dennis procrastinated, the more the stack of paperwork in his in-tray

resembled the Rocky Mountains.

AR EZHEIE, ey “FREXHEE" EHXHREBERRELL—HE.

10. monitor /'monita/ vt. to watch, or keep track of, often by means of an

11.

electronic device #:ill]; M4#Q: BiF
Seismic readouts are carefully monitored by seismologists, who are always on the

lookout for the next big earthquake.
BHEEFRACEMNWE NG, BHERT-PABRARIE

out-tray /'aut;trei/ n. a tray or shallow basket used in offices to put
letters and documents in when they have been dealt with and are ready
to be sent out of the office B4 ETHE

I will leave that file in my ouf-fray on my desk, and you can come pick it up



12.

13.

14.

15.

16.

17.

18.

*, Unit1 Office Matters HhAZEET 0

anytime in the afternoon.
HoEMBXHEAERELY “EAEXHE" B, RTUETFHEME
CE S

partition /pa:'tifan/ n. division into parts; something that separates or
divides, as a wall 2B8; 9 EY (NEEEE)

We don’t have the money to add an entirely new office, but what we can do is add

a partition and divide one or two of the larger offices into multiple smaller ones.
BMNEARER-ALFNHAE, EREEANTUARKE —FE LT A E
AN ERERILEILENGHAZE,

postage /'poustids/ n. the charge for mailing an item R
How much postage is required for a small package to be sent to HongKong?
F-NMMEAREANBFETES PHRT?

punctuality /papktju'®liti/ n. the quality or state of observing an
appointed or regular time #/t; <Fit
In addition to your dress and appearance, punctuality and a concise delivery are

really important when you are giving such an important presentation.

BT BERNAS, AR R AR ERNRENZ T ERN,

schedule /'skedzul/ n. a plan that gives a list of events or tasks and the
times at which each one should happen or be done Bfjg&; it%lFE

The plane arrived in Cairo four minutes ahead of schedule.

KL B B R4 - EEFTF

shift /[ift/ n. a person’s scheduled period of work #8f; #8f; {HIM
They often heard him complain about having to work the graveyard shiff in order
to pay the bills.
MNEE e il T ERKELA ERE,

staff /sta:f/ n. the personnel of an enterprise £{kEi R
The staff at the five-star Formosa Hotel delivers prompt and friendly service.

HEREHARREGR TIRFS% Ao, AZ,

strike /straik/ n. a stoppage of work for a period of time by workers,
usually in order to try to get better pay benefits or other conditions for
themselves 2T



O FRERTTESE -

I’'m glad that our employees were satisfied and didn’t find the need for a strike to

express their concerns.

BREARMNWAIHREE, EEXALEREIRREMNAXANE,

19. task /ta:sk/ n. a piece of assigned work {£%; TiE
This fask must be made top priority because a very important client wants to pick
up these papers today.
RIS APAAE —RE, BAF N EFEENEPHSRERER Y
Xt

20. work force /waik fais/ n. the total number of workers employed in a

specific project; the total number of persons employed T{EAR; F73h

A0
After months of unemployment, Tim joined the American work force as the night
manager at KFC.

EXENARAGE, REBIEANT XEFHAD, FHEREEESE L REHE

ZH,
priils \”
duplicate punctuality monitor directory overtime
work force appointment strike staff partition

1. If I'm supposed to be there by 2:00 P. M. , I'm going to need you to postpone all of my

afternoon until tomorrow.

2. I think that the at this branch are the most enthusiastic and competent of all
around the state.

3. Only her strict and her attention to detail rivaled Susan’s professional
courtesy.

4. There is such a saturated here that it's easy to find people to fill all of the
temporary positions.

5. Several years ago, a nation-wide of UPS drivers crippled the company’s

ability to ship freight across the country.

Answers 7

1. appointments 2. staff 3. punctuality 4. work force 5. strike
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Cross Word

Across

1. a person who works in an office, bank, or

law court

6. the act of being present

7. a flat, shallow container used for holding

items that are to be accomplished

Down

1. chart showing the months of a year

2. something that separates or divides

3. an alphabetical or classified list of names
1

4. to check, watch, or keep track of

“n

. an upright case or cupboard with shelves, drawers, or compartments

4

Answers
Across
1. clerk 6. attendance 7. in-tray
Down
1. calendar 2. partition 3. directory

4. monitor 5. cabinet
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- Part B |

assignment /a'sainmont/ n.the act of appointing, designating or
allotting; a particular task or duty; an appointment T {&; 4 &t; 9k
Since he has been covering the same story for two weeks , I think he would

really be excited about a new assignment.
RAMEERRERN - ANAFERAANERT, KBS RB AR FHITE
& K o

bulletin /'bulitin/ n. a printed or broadcast statement on a matter of
public interest; a regular publication issued by an organization 24 ;
~; EfRE (B)
We sent out a bulletin to all of the executives, informing them of the changes
discussed at today’s meeting.

BNRT —RAELMANEEAR, ErllaX LitRsn— LK%,

. calculator /'kzlkjuleita/ n. @ mechanical or electronic machine that

automatically performs mathematical operations i+ &#1
I made so many mistakes in my checkbook; I had to get out my calculator to add
the figures up again.
BREXEAEFHURLKE, FUEBEH T ERER &I

. carbon copy /'ka:ban 'kopi/ n. a replica, as of a letter, made by using

carbon paper i € 54K & HlH9EI &
You will meed to keep the carbon copy of that receipt for your record and give
me the original.

WEARERENEET AT, RELEAL R,

. colleague /'koli:g/ n.a fellow member, especially in a profession;

associate % ; [E#
Because my doctor can’t help me with my problems, he is going to refer me to a
colleague of his at another hospital.
EARMELLEBEMANE, FUBTAERENEMES —RERT
EHREEAFL,



10.

11.

® Unit1 Office Matters HAZEE Sl

document /'dokjumant/ n. a paper that provides evidence, information,
or proof about something 3 #4; iE#¥
The Declaration of Independence is a document with tremendous historical

significance.

(BRIEF) R—AEAEAHEEXH XM

. extension siks'tenfon/ n. a telephone line that is connected to the

switchboard of a company or institution, and that has its own number;
an additional period of time given one to meet or carry out an obligation

SH; TR
For further information, please contact 2344-3849, extension 104.

mHFIREFANE L, Fik 2344-3849, 24l 104,

intercom /'intokom/ n. a system for two-way communication, as between
two rooms Xti#l
Would you please page Mr. William over the intercom and tell him to meet me at
the front desk?
FRERAM AN REEEE AN EERE ST, 97

memo /'memou/ n. a short note; an informal written communication; a
written agreement ( =memorandum) {E4%; EX; g%
Everyone’s curiosity was piqued upon circulation of a memo announcing the
senior vice-president’s resignation.
HT-—REARREERERRNESRELTANRE, EMANETRQ
MHBEKXT .

operator /'spareita/ n. a person who operates the telephone switchboard
BEE

If you know the extension of the party you wish to reach, dial it now or wait on
the line for operator assistance.
wRGEEELNTDRER, IMEH A ERS

overtime /'suvotaim/ n. working hours in addition to those of the
regular schedule Hn¥E#) ]
Federal regulations require businesses to pay extra money to employees for their

overtime.



