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Unit 1 Introducing Oneself

4 KN4

) Please call me Susan.
FR IR,
© Hi! I'm Judy Smith. May [ have your name?
L SHE: 7 S I 2 i <
€© Good moming. Let me introduce myself. My name 1s Lucy Yang,
B AERIE- T ARAE KRBT - B,
€ Do you mind my introducing myself?
RN ERE—T HRMTHAE,
) Allow me to introduce myself. My name is Jenny Hill.
WRFRH—T ARAB, RUBR - BR,
€ We haven’t met before. 1°d better introduce myself.
BIOVUABRALIE,. RAH—-TEAC.
O ! have heard a lot about you, Dr. White. My name is Susan Lee, Mr. Taylar”
s secretary.
L, AMBR AL, ROUFH - ZF, BESRENRS.
(Q I’ m Helen Smith. I' ve been sent from the Personnel Depariment 1o fill in for
Miss Wang.
BRMEH - DES . REAAFTRREZSELMEN,
€ I'm Mary Ford from the Advertising Department,
RE HMAEW - 8.

€ TI'm afraid you might not know me. I'm from the Sales Department. Here is my
card.
REERBRAARRE, REHESN. ZRRNABR.

2 - u s 0 @ l’@‘ﬁﬁ&'l{@‘ﬁ"‘:
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A: Cood moming. I'm Susan Lee, A: Hello. Tdon™t think we’ve met Lo
Mr. Tuvlor's secretary. Can [ before. g_
help you? B: Well, ["m new around here. My O
B: Yes, |'m Peter Smith from New name is Susan Lee, Mr. Taylor’s >
York. New Secretary.
A: Oh, I'm so glad to meet you, A: Then youre the one to take over
Mr. Smith. How was your trip? from Lucy. I'm Mary Ford from
B: Not bad, thanks, Miss Lee. the Advertising Department.
A RS REHH - 4=, FEHSE | B: Nice to know vou, Mary.
FH8 8, BF T AEG? A PREF R RATLARTE R
B: By, REDHEMEN - L8 | B: W REHERMN. RUZFHK
e W-FE, BEHEENNE
A: R, REHEE, REILRS .
P, REEARET? A BABEZKEFTETEMIE, &
B: @A /0, AR, RIOEHHEMW - B,
. TR SHEr il
\_ /\E- B, R AR, y
-4 T

MRENRIEEG CRENMFACHARARF SEABFHRY
ERHABATEREEWTAOT, ELYRAN, L TRIA=K, R5ARY
T, WRETAwELA K, B EE TR R ARSI SRR kA, R
REM—TRETRES I NVBIRRATEE. BFNNEETPHE AL
BaE. SEABTNNREERLNY, ROWEIELAAHEEXL
B X T EERAABNRN. B BEFAERFESEAETH
BALRA.
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Unit 2 Introducing Others

8B A

€ Peter, come and meet John. Ry AN — [ 24 |
€ This is my colleague. Mr. James from Public Relations.
ERRHFEE RN AL XRTNENIEE.
) This is Mr. Wang, owr Sales Manager. X & L% RIIMHELH,
Q© I'd like Lo introduce you to Mr. Taylor, President of vur company.
RENBEARTN SN AEE R TF.
o May [ introduce vou 10 Mr. Hampton? HHRA 8 #5400 e = e 7
Q Mr. Bright, I'd like you to meet Miss Wilson. my colleapue.
AEN L BAFRIEROESERRHDEMBAHTARN-T.
Q) Robert. 1 don’t think you® ve met Prof. Bush.
B {45, AR R AT Wl T R
) L don’t think you two have met each other before. Let me introduce you. This is

Mr. Peter Smith, my colleague. This is Mr. Yang from Shanghai.
REGHILATRA L EE . REHEITTE—T, MR -
PR EMNERE LB L.

Q© May 1 present Mr. Taylor, the general manager of ABC. Company?
RENB—THYEE. MR ABC LaHEBEH,

Q It' s my pleasure to introduce Mr. Johmson to you. Mr. Johnson enjoys a
worldwide reputation as an economist,
T B R A A, ERRFEF. ARBREEN-BLNF
RUAHHEK,

4....0-’@4&&&‘&#‘%)‘:
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A: Fxeuse me, bhut are you Mr A; Come here. Peter. g“
Green {rom America? B: Yes? 0
B: Y":“’v I'm John Creen  from A: I dont think you two have mel g
C}'l]cag?. each other before. lel me intro- =
A: I" m Susan Lee from ABC Com- duce you This is Mr. Peter
pany. May I iniroduce my man- o ) ) oo
ager to you? Mr. Green. this is Smith. my colleague. This is
my manager, Mr. Tﬂy]ur_ And Mr. Y'd]'lg from Shunghai who
Mr. Tayler. this is Mr. Green enjoys a worldwide reputation as
from Chicago. an economist.
A MAR, REERAXEN | A g dX—T.
fo s A oy
B R FEZMEE ] A AL R AT
Z . z s 57 : ,
A: £ ABC AW#5H - 2, R i%ggg’afgmigﬂﬁ
RMEBAGECINT |y ye P mismict, b
g, RERMSARYRE L ' e
g ks | T HERTRCERES
\_ GRErES S R j\\ /

fExfeh, e HEd ARBHEUA R N HIILNE: R IRE
HEEEFRHA, BERETAHTRIREOEL. ARERHRETES
fb; S0P BEME , BARIT 28 M MARE R MER—FA, ASREE
BRI MRFARGAEY, RARERE: WREFERAEN R
fi, AR 8RB RS BB KR, M ERF AR
By, Afiwiek met RHC i K B E . BRI AR, BNARAHEBK
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Unit 3 Introducing the Company

MaEAad

(O Glad 10 have you visil our company.
WIB NN A 2 .

Q) We re very happy vou could come and see our company-
AR R MERERFERINNA R,

O 1 will give you a quick tour.
RAEEIRNE AR SU—T,

© On behalf of our manager, 1'd hke to welcome you to company and shew you
around.
RINERNHEB UGS, REEE LA B,

(O Our company was established in 1975,
RKITLART 1975 5,

C This is the workshop, Mr. Nelson. The products you ordered are made here.
EARBAESE, XRFER, KIHTRA=EREXBE™,

(3 Here is our new production line.
ERRANFRE~ 2,

(O As you see. we use computers 1o make the designs.
EANERRr R, K 1T B8 A o B SR AT T8

O The advantage of our company is high quality products at competitive prices.
ROLRHERE TEREH-HANRAA TSN EK,

C We are doing pretty well in spite of the recession, In fact, last year our profits rose.
RELEZFFENY, RINTTHOASRE., TEL, RNESEMFHEHEK
T-
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A: We're very happy sou could | A: This way. pleuse.
come o our  company.  Mr, B: Is this your workshop. Miss Tee?
Smith. A: Yes, vou're right. Here is our new

B: It"s a pleasure to be here.

A: There is still some time before our
talk. I will give you a quek tour
rund our company.

B: Good idea.

Ar DEMSEE . RNk
IFATIR

B: fERXILERMEE,

production line and the products
you ordered are made here,

The workshop is more spacious and
hetter organized than I expected.

: I’m happy to hear that, Mr.

Smith.

P WiXhE,
: 2B/ XA R ARG
DA, XRBIMATL, R

A: ERINSRZHRIIITE -4 fITiTRa A= SR AE X B =,
WL RESRRDER—TL | B: 5 R RIS H S
FBE BHHTE.

B: f71%,
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BENRERERSHEHEES TN LARBIRAE. BIERe
HABRT: RU LA ERE; B8y s 18 F8. TR, &5 Rt
BZE MMM TELR. ERFNXET BT LANLATLELE Y
K EREE HAEMLF AL, MARYE L5660 2 2% F 7,2
ShEENETRET, @ LA ER BT RSB YT 218
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Uit Introduction to the Job

8 L

€ A secretary is often thought of as the symbol of the company’ s appearance.
HREWwANRASTESMRIL.

O Loyalty is considered the first requirement for a secretary.
ATAAREREA—ZRBNTEER.

) Initiative is anolher requirement for a secretary.
ESMBNRBIANE TR,

O True initiative is the ability to know when to act on your own and when 1o consult.
REMENEREEMEf AHRR A CHERERNf AR BIRR.

O A good secretary should have a good sense of dress and presentalion.
—THRBHERR REFORE T RHGE,

O A secretary should be polite, helpful, well - spoken, always smiling and en.
thusiastic,
HEMRWHEL FFHA DEEH . SHEIFFAREAY,

© A good educational background is one of the necessary qualities of a secretary.
RENKTFRRE-ARBELE0NERZ—.

{2 Every secretaty in foreipn — affiliated companies should be hilingual.
5 TARRY B TR BT - 1) 5ME

) As a secretary, an outgoing and sociable personality is preferable.
R H, AR ETHRN M LTAE,

O It is advisable for the secretary to make herself the housekeeper of the office.
MHEACSEAATENERNIL VAR Z 3
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