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1 Face to face 2H%

A BTTH)E SR T A P A AT R BE R B T AR S WL AR 4R
B, TR T ER T EE U RBIRFAIRE,

1 CF035)4A (Words and Expressions)

adj. B FMH
ad). ®AH

aggressive[ a'gresiv ]

annoying [a'mouy]

appointment [ a'paintrmant n. #H&

arrange[ p'reind3 ] vi. ZHE

as far as I know ik A

career [ ka'ria] n. £

Chicagol [i'ka:gou] n. ZZINHEFCEREE SR
client[ 'klaiant ] n P

n. 3G (EHOR LR &
B IR &, L r
B 23 3Rl

community[ ka'mjumniti ]
the Eurcpean Community (EEC)

the European Economic Community

*®
considerably{ kan'sidsrabli’] adv. B %
definition[defi'nifan] n. EX
do business with H5RAMREE
efficient[ififent] adj. BERD
enjoyable[in'd3aiabl ] adi. WHRAT
firm[faim ] n. (GkMOES.HiT. 48

vt. EERBIRKL, R
n FAKCERENS
FoRE AL

n. iz

vi. RIR

management[ 'manid3mant | n.

frustrate fras'treit |
frustration{ fras'treifan ]

get on with sh.

Holland ["boland]

influence['influans ]

B

1.1 First impressions -

FIKHIS

a management training course 45 P8 B 3
naticnality [ ,naefs'neeliti] n. E#E
New Zealand [nju;'zilond ] n. FHE
Norway{ norwei | n. ¥E
Pakistan[,pa:kis'ta:n] n. EEHH
receptionist [ri'sep[anist ] n EHR
recommend[ ,reka'mend] vi. IEF N
recompense] 'rekampans ] vi. FhE

n. FER \

n. BEHAHEE

adj. HRIAEM (BB

Saudi Arabia['saudi a'reibja] n. ¥WER$Y

Scotland [ 'skatlend ] n. BE(ERELFIERS Y

—#a)

adj. H##

superior [ sju(;)'piaria ] n. F&&

Sweden[ 'swidn n. Hgdt

Switzerland[ 'switsalond ] n. ¥t

talk shop  WFTHE ZHERERST

tutor[ ‘tjurta] n. {FECEREPH) TN

n. FREMEREXRENTE
F

n. BRL (R AAFIR AT -84

relationship[riletfanfip]
reminder[ ri'mainda |

rewarding[ri'wo:din]

sincere[ sin'sia |

Toronto[ ta'rontau |

Wales[weilz |

A BB A ZSURET, E o A R0E, B XM TR EE NS EEREMIOERER, &Y
TEBT . ¥R first name, 32E A XK 2 W given name, B H A X $Z  Christian name () ;%
55 , ¥1 3 last name, B, surname,family name. .

Alice Green

(7 U

Jehn Smith Peter Brown

(B ) (B )
5N IR REER JUHOT R




1. B Mr,Mrs,Ms 5§ Miss+ ¥ . R 88 AL B ERK.
Mr, Mrs,Ms TREMEREE , TREE U . Good morning , Mr/Mrs/Ms. Miss W] Ll B {ERELE , H T+
RPN — R ARRIE R BB E R IDAFRFRBL 7%,

2. BT EEHATRAZR, REFHSEERNHRFE.

3. A H7 &0 A] A sir 8 madam FRREA .

4 AE LG AL B LG B R0 Dr. Smith (G F 18 1) Prof. (Professor)Black (73 7
¥ED

FEYEFTE—BRTAE%.

#3— BUHTNOFINTFERTER.VRTER, XRTTER.
( ¥ 1. Good afternoon, Mrs White!

( /) 2. What can I do for you,madam?

( ) 3.Hello, Alice Green!

¢ ™) 4. How are you,Mr?

(V5. Alice, this is my friend Helen.

( ))(_) 6. Your Letter ,Prof. Johp Smith.

¢ N\ ) 7.I'm pleased to meet you,Ms.

( x) 8 Welcome to our company,Mr Peter Brown.
( . >9.Can I help you,miss?

( \7 10. Excuse me,are you Dr Ford?

#3— FRE.CNHESESEPFRNAROF.BF—FB-—RPRHERITHILR

. R TRV ST .
1. Woman ; Good ;Mr Green,how again.
2. Man :Good morning ;madam, 7
3. Man :Good afternoon. Mr Ferguson please,
4.Man: ,madam,can I help ar all?
5. st man;Er+-+Good morning,sir. Do ?
6. 2nd man: Yes,er'--}’ Ms Shapiro. I think I may be a bit early---
7. Woman ; Good morning , Mr Rossi. ¥
8. Man ; Er---hello, Miss Macdonald,I’'m > ---er+:» Mrs Sanderson
9. Man :Good morning,»_ Martin. Mr Suzuki.
10. Woman :If You’ll just ~ +Mr Martin, I’ li
C
%3 HRFERHIACHINRATINREP BT

(ER S THEFOREA N -RIHIR, &

. AR R E RO BRI A S 5 BEC 2% A BRI AT T T RO L & 21 1 o R
B A TH.



REERG A HIEIR

1% ' T
calm lazy confident(E{5#) nice stupid alert¢HLAH)  selfish (HFE)  tricky (B
HH #) polite sleepy reliable (R[#£HS> honest friendly intelligent (RHEF 1)  sly (3

#)  quarrelsome({#E V)  helpful clumsy CGEFNH Y rude foolish(BEH)

L Itry to be I try not to be
o calm loay
candioent il
#_ e seddish ]
_akork EaAT
polite Slonsy

hopest
flondl
‘.ﬁnﬂd{gwi;_ de

gl folish

#3 LERTFIEFE9TF . BHACIHTEARFSMEFRIIERAALERGD.

P_ veliaklo oy

| . quevelsome
l

|

D

1. 1)Hi,can I help you? ~/8)Good morning ,can 1 help you?

2. 1DGood afternoon ysir, ~ 2)Hello, sir,

3. 1)What can I do for you,Mr Green? V 2)What do you want . Mr Green?

4. 1YWelcome ,Ms (Gao. Won’t you have a seat‘N/Z YTake a seat,Ms Gao.

5. 1)Mr White is out. Wait 2 moment, 2)Mr White is out. Will you pleas:ejwait a moment?

1.2 Asking questions 3¢ H )&

!

A W

%% @& S

1. Did you have a good flight? 5. When would you like to see round the factory?
2. Who would you like to see? 6. Are you travelling alone?

3. Who did you speak to last time you came? 7. How long are you planning 1o stay?

4. Who recommended this particular hotel to you? 8. Has your hushand been here before?

B

$35 BRREEN—GEEESER, ROBERE XS P E—RE P ER. #HRT R
E 3R B R Y , 3R R i S X L (5 -



P S

*% -

LEE

- !""'"- l'ilfflJQaL
1. Have 9;[[5 Qm'!@ YW/ ? (RMIBINS 2)
2. Did Eﬁ 2?,& q M journey? (RGBS )
3. Are yo adren i (ﬁ‘%Eﬂﬁ)\ﬂLB’?)
Lo v P Jirstprip - ? (RRE KRG ?)
.HowMMl?(f# BARELRD

. How long MMMW” ARITHEEX LR ZKATR D

. Which part of | ow(ﬁ!ﬁf:ﬂﬁﬁéﬂﬁmk'?)

 What's ahelg the weotht g %Wﬁwm%v&z#ﬂ

.Is your firm v m"'ﬂe'm"‘"" ? (R A FHRXE

10. What kind of _bgme s W ? (R A E At 2B
i LUl

1.3 Do you enjoy your work? $REWRIRAY T EML?

B

wn

‘-DCO“-“IC?)

What do you do? il fal X 7 sy BNk B A Feik k..
— What do you do? BT 4 LIEM?
— I'm a salesman. MR .

IrRE, BT 5UEE:
1. R E A TAERAT A it B A )L T AE?
2. I R e TAE D 4 A5 1 R, Bt 7 57 b o A A A A il K UKL 2

Lipsll

i

area [ 'earia] n. # X mare or less o R

I’m described as an area sales manager. in some measure HILA
REDXKHELHE., minimal ['miniml] adi. /M

sales rep = sales representative HEMLE get one’s back on sb. TR A

query [ 'kwiari] n. M), 5

Uiy

#1-~]

porticlio [po:t'fauljeu ] n. —#HHIE3H account [a'kaunt] n. e

multi-national ['malti'nsefanl] ad). BEK.LHH excess funds HSEEE

corporation [ ko:pa'reifan] n. 2yl profit {'prafit] n. F7E;H

responsibility [ris,ponsa'biliti]] n. B#H hureaucratic [ ,bjusrau'kreetik] adj, HEELH

credit ['kredit] o {5H
We are one of the few areas within a headguarters-type atmosphere where there is a profit centre,bottom line.

fo-A A RLE A IR B R TR A AL R R0 2 5] MR A B i R BEYN )2 —.

We tend 10 produce a lot of paperwork and reports that don’t seem to have any fit with today’s company business,

RNEGH TS TUMA AN EERREXFENHRE.

4



iy Hh3

B2
commercial [ka'ma:[sl] adj, FWEM mortgage ['magidz] n. {EH
cemmercial lender [ E £ loan [laun] n. W

suburb ['saba:b] n. X opportanity _,apa'tiumniti] n. &
assets [ 'sesets] n. [ Mg~ variety [va'raioti n. BEEH

. purchase ('paitfas] vi. B3 restriction [ris'trik[sn ] n. 295 B &l
a community-oriented bank 5§ X A R AT defer [difa:” vt. {§EEHH
individual [.indi'vidjuall n. A competition | kompi'tifan ] n. Th

( ' diverse [dai'vais]  adj. ZFIEER

. And it allows me the variety of waork that working at a large multi-billion bank does not have o offer as youlll be

working in narrow job description handling one type of lending. XERH TIET L. X ERFLTRT
SMKETRERRAHY BRI ER/MARTL.AHTERERS LOAF R,

¥ h4

il

deal with RS (R AITEIE all walks of life S8

telex ['releks ] n. AFP&HE#E irritating [iriteitin)_ adj. BIAH

fax [faeks] n. 8 commurtication [ka,mjuni'kesfsn ] n. FE.ER

The nice ones cutnumber the irritating ones really. BT EGA LS AR AL,
1t’s communication , whether it be with telex or fax and that can all be fun as well if you're having problems getting

through and finding out why -+
AR H, A Bt B iR R A5 3 BPfE 3 i T B A8 R R R 7 i R B F A e e

1.4 Have you met-+? PRIBLIL -~

T AR A BIOTAHIR,, — BB EN T By JER
HRALEM R BARU N RN BEFRE BLAARE T L,

63 EEM RIS FIRA B LT
1. Ms Lee manager of the personnel department _ AFF LM
Miss Bell new office assistant FEMHE
2. Mr Martin sales manager gEsH
Mr Brown salesman from another company B AEEER
3. Miss Day receptionist EHR |
Mr Adams technical adviser 5 K Jim Ja] 4/
4. Ms Green general manager BaE M
Mr Young young client FERNE M i
5. Mr Hunt technician HARR IT_
Miss White new colleague Frlie] &

033016



T HIRET A BE IR I SR A ER SR 2B A TN ERIE:

Allow me to introduce my colleague -+ Jane ,this is Peter.

May I introduce (you to) our manager -+ Mr Johnson,have you met my friend Mr «--?
Mr Jones,1d like to introduce my friend <+ Eddie,do yvou know my friend Mr - ?

Let me introduce (you to) s« I den think you’ve met my friend Mr -+

Mr Jones,Id like you to meet <+

AT 480 By FLE R, SRR

— How do you do? — Hello! /Hi1

— How do you do (ERD — Hello! /Hil (R

0] LBk -

Pleased to meet you. Glad to meet you. Nice to meet you. Good to meet you. 5 How are you? %,
RIEFFHRTIR,

B & A Ee T LA TN FAE

May I introduce myself ? My name is -
I'd like to introduce myself. My name is **
Good morning smy name is «**

Hello! My name is -+

How do you do? My name is -

# o] LA Pm -

%3 SERLTFIRNE:

Clerk; Mr Gates ,may | inf/‘{tﬂg(ﬁ, you to our manager Mr Liu Qing?
Gates: How JO'U){@LM ?
Liu: H oo DL, 7 Welcome to China ,Mr Gates.
Gates: Thank you. I've been looking ._;L{VNMDL to this trip. It was very good of you to
invite me.
 CAwrLE—
Joe: Good mérmg i 1d like to introduce mysel. % is Joe Garden. P'm

m_i Atlantic Press (RTEFE ) MR,
receptionist : Good mgr_f% ,Mr Garden. What __ gy ] o for you?

1 s
2 ———
3 —_—
4 -
5 I
|

——



Peter: Mary, tn/.is is my friend Ray.

Mary : HilNice g &€  you,Ray.

Ray. Nice ~_To mebe Prw  too.

Mary . What  dao :’;gu Ao +Ray?

Ray. I’m a sales representative from Arncld Oil Company (F[ig#EH iM45)).
FhA

)

export ['ekspait] adj. 1O assistant [a'sistsnt ] n. BAF
coordinator [kau'odineita] n. BB R personnel [,pasa'nell n. A B{ERI]D

%3 RERTHHTHT9FREETENR.VRTER, X TRFIER.
( 1. Alex White introduces himself.

¢ 12. Chris Grey is head of personnel.

( 13. Alex is looking for Jim Price’s office.

( ¥4. Mr Price is on the sixth floor.

Ur} B

i

Heathrow ['hifrou] n. #& B FIH M T EMNLD divert [dai'vait] vi. ¥@
Bournemouth [hanmabl n, HEH(GEEESE H

%> IRERTHNFIDGFREBER.VRTEH, X RTHER.

{ 31. Ms Smith is from the sales office in Toronte.

( 32. Liz Jones has just arrived.

( )3. There was a big fog at Heathrow,

( 1. Liz had to go by bus from Heathrow to London.

B C

T

Argentina [ a:dzen'tine . n. BTHRE Buenas Aires [ 'bwenas 'ateriz] n. & W5 5 F HE (AR
Miami [mai'zemi] n. HM ¥ CEEET EEED

Black for me --- white with sugar for me. Mendoza [men'douze] n. |1 EFE (P ARE BB - di?

black $ 7 M4 45 B OTHE , white 15 hn - 43 (e rE.

%3 RERETHFTHOFRBER.VRTIER X RTFAER.

¢ ) 1. Mr Evans has met Miss Lucas before,
( y 2.1t is four years since they last met.
C } 3. Mr Evans is from Argentina.



1.5 Around the world M5 &HE

ERFEHTA LN ER A ZERAT LS TE. i, TREENBESFHEA.
BAUR K ARFRALE. HE, ERERENIELH, HR G, URFANES.
BETERFFIHHERNES BRGFF EHETHGERES T .

Country Person (sing. Language(s) Capital

1 E B (S8 EEEN B

Argentina Argentino Spanish Buenos Aires

MR E BIHREE A FHHE T R 7o EL A 3L R i

Australia Australian English Canberra

WCHITE BOCHITA Hig B> 33 i

Austria Austrian German Vienna

L5 20 BRI A %5 St

Canada Canadian Englishy French Ottawa

fLIE N mERA ik IR HKiE

China Chinese Chinese Beijing

i FEA DiE B4

Denmark Dane Danish Copenhagen

1% REA FEE Fr s i

Egypt Egyptian Arabic; English Cairo

®RE A CEORE ] ¥

France Frenchman;  French- French Paris
wornan

B®E ®REA AR EE

Germany German German Bonn

de] mEA faiE 258

Greece Greek Greek Athens

7 R FHEA 7RIS it S

Japan Japanese Japanese Tokyo

Hz& HZR A Hi& RE

Mexico Mexican Spanish; English Mexico City

BEE BFEHA FPTE R BRI

New Zealand New Zealander English Weilingron

< HmEZA g ERM




Country Person(sing. ) Language (s} Capital
R& BE A TWEX - -
Norway Norwegian Norwegian Qslo
A WA WRE LY 3
Poland Pole Polish Warsaw

= A e Hyp
Spain Spaniard Spanish Madrid
[if % [ 3N g3 ome
Sweden Swede Swedish Stockholm
o B s A T TSR
Thailand Thai Thai; English Bangkok
®E EBA Eig HiE BH
Russia Russian Russian Moscow
wFW 5 A i AR

. . Englishmany English-
The United Kingdom English London
woman
HE @S EE) BEA g 144
The United States of Ameri-
American English Washington
ca
#H REA ¥iE R
#>— B Robert H10GF AR R BEAR R 4E:

Robert is going to invite 10 friends to a dinner party ;

. The 2nd one comes from Germany. He is a

. The first one comes from Canada. He is a (i

L3N

S gpe s

., k,-;f'ﬁi

W 00 —) U oA O B

. The 3rd one is an old lady. She comes from Sweden. She is 2
. The 41h is Robert’s classmate. He is from Australia. He speaks 2 L
. The 5th is an Asian, He comes from Thailand. He is a Ty
. The 6th is an athlete (GEZHHR ). He is from Norway, He is a

. The 7th is Robert’s aunt. She is a New Zealander. She speaks _ » .-
. The 8th is from Russia. He is a Russtan. He speaks 1"

. The 9th is from Paris. She isa 0y .

-

N

Loy AL

-

10. The last one is a pretty girl. She comes from Greece. She is a )

very good English.

#A- mAETFIOF:
1. An Argentino speaks

2. An Austrian speaks

3. A Japanese speaks
4. A Dane speaks __;

]

AT,

L

,hut she speaks




).

5. A Egyptian speaks [\,\'Lo" : or

S

6. A Mexican speaks . P or
7. A Pole spesks
8. A Swede speaks -

9. An American speaks

10. A Spaniard speaks
B

o LIRS

Latin American nations:Argentina, Brazil,Chile, Colombia, Peru
Countries in the Middle East ;: Iraq, Kuwait,Saudi Arabia,Syria,l.ebanon

Countries in the European Community ; Belgium , France ,Germany, Italy , Spain

Countries in Eastern Europe ; Bulgaria , Albania, Hungary , Poland , Romania

African states :Egypt , Kenya , Nigeria , Morocco ,South Africa

Asian countries;China ,Japan ,India, Pakistan , Thailand

1.6 Developing relationships &y RAFHIRFH

EEZEMNRA, R AEHBE A THERE T AR TURLKIRTALY, LW
0%, 7] A Bk Mr,Mrs, Ms Bf Miss ¥ % BLEM &5 . R 3 7 B K Wil B gt i (#1) My name is
Tom Smith. Please call me Tom. B FEEX FHE R, B #REiES FEFREEF ZIRHN
WA IR TR BRI R, \FEH & Bkt FEOX BRI E .

B
T A TLE R EE B R, 3 R R 2 ] M3 R a0 s TR B B ORiER R AT 47
Khi
i
Copenhagen [koupan'heigan] n. BFZEMEH (FrE B HERD be wrapped up B EE
flu [flu:] = influenza [influ'enza] n. MITHEE on-going A~ B & F W

Crystals got in before us. SRRZAFHERITZ MHHAET .
«r the trouble is that we’ve got an on-going problem. BRI AILER FERRXERT .

R ACK

Tony and the other man have a cordial . informal relationship. Tony is an overseas sales rep and the other man is the

Export Sales Manager. They're talking about problems Tony encountered on a visit to a client in Copenhagen.

Wrhz

il

worksheet ['wak[iz] n LH8 urgent ['adzant]  ad]. EZHY

work out 8T nonurgent [ 'non'a:dzent ] adj. FE&EM
essential [1'senfal] adj. SR

SX BE

10



The boss is very friendly and informa! but is superior to Barry and Susanna. The boss is probably office

manager and the other two are clerical staff. The boss is explaining who is who in the office.

gr 13

i

go through  EH —i pick up sb.  (FZEIBEF A »pickup A 483 K 89 &7
terminal [ ‘“ta:minl} n. ¥&H 4 flight [flait] n. BEHL

BEE%&

Mr Green behaves very much as the driver’s boss (he is quite authoritarian ). Mr Green is probably the
transport manager and Martin is a driver. They are talking about a pickup Martin has to make at the

airport,

U 4

il

sketch [sket|] n. B[ Bk

border ['bo:da] n, (FEEE Byl s 3 I i IE IR g0 Lt inat . %

Mayhbe you could try another go at that, HIFRET LI Let me have a go. ibE i —i .

SHEE

The woman and Geoff are of equal status and they have an informal relationship, but she is perhaps
younger or less experienced, They are probably commercial artists or designers, She’s asking him to e-

valuate some work she has done.

whHs

il

have a word (with sb, ) CRIRE N i8] 6 get in #ik
have a day off HF) KB

SHEE

Tony is junior to Mrs Lang,she is his boss and they have a fairly formal relationship. We can’t teil

what their jobs are. They are talking about Tony having time off on Friday.

#I)ZEE (Key to Exercises)

-1 A

HI— 1.v 2V X 44X 5V BX T.X 88X 9V 10V

11



#% 3 1.evening,nice to see you 2.canl help you 3.T7d like to see 4. Hello 5. you have an
appointment 6. ve arranged to see 7. How are you today 8. afraid,isn’t back from lunch

yet 9.my name’s,]’m here to see 10. take a seat,let him know youre here

C &3 1try to be 1 try not to be
calm lazy
confident stupid
nice selfisb
alert tricky
polite steepy
reliable sly
honest quarrelsome
friendly clumsy
intelligent foolish
helpful rude

D 1.2 21> 31 41 5.2

1-2 B

&3

1. Have you just arrived? 6. How long do you intend to stay here?

2. Did you have a good journey? 7. Whicb part of India are you from?

3. Are vou from India? 8. What’s the weather like there?

4, Is this your first trip to Beijing? 5. 1s your firm a very large one?

5. How do vou like it (Beijing)? 10. What kind of business does your firm do?
D

8. I believe you’ve met Mr Suzuki?

9. Do vou think it would be best 1o send them a reminder?

10.1 don* think tbey normally pay up on time. Is that right?

11. You’re waiting to sec Miss Weber — that’s right ,isn’ it?

12. As far as I know ,Mrs de Souza isn’t arriving till tomotrow.

13. Am I right in saying that your new receptionist doesn’t speak English?
14. It must be quite difficult to sound efficient and friendly towards the end of a long hard day,don™

you think?
1. 4

%3
1. Miss Bell — Ms Lee 9, Mr Brown —— Mr Martin

12



