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Unit1 Introductions

BMABHASLRESFT OB L BAXRZE TN FTHAA,
WRHFTHLEFRR, FRERAFER, FLREFR—K, AR
WAL, RRBZREARETE, AHRHAERHE .

I’ d like you to meet the new

secretary.

A:Hello, Mary, I’d like you to meet the
new secrefary, Miss Anderson. Have
you two met before?

B:No, | don’t think we have. How do
you do, Miss Anderson?

C: How do you do? By the way, what’s
your last name, please?

B:Baldwin, but please call me Mary.

C:Hmm. And call me Shirley.

A: Mary, Shirley and you will obviously be
working in close contact fogether.

B: Welcome fo our department, Shirey. |
hope you’ll ke the work here.

C: Oh, I’ ve been looking forword fo
working here. 1”1 surely like it and
need your help.

12

How do you do?
A:How do you do? Mr. Williams.
B: How do you do? Mr. Golden.

...............
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A:Do sit down, please.

B: Thank you.

A:Now, let me tell you something about
the job. Since our production has been
expanded, we plan fo increase our
advertising..

B: What would my work involve?

A:You’ d be responsible 1o me for all
advertising and to Mr. Smith for public
relafions. You would brief the agency,
whoever it is, on the kind of
advertising campaign we want.

= Notes
1.expand: ¥ A ;¥ 5K ; B

(3

Do you know when I’ 11 be
starting?

_A:ls this your first visit to our office?

B:Yes, | waos hired by the Personnel
Section and told to report here to work
as a secrefary.

A:Oh, | see. I'll tell Mr. Smith that
you've arrived and he’ Il inform you
on where you’ ll be assigned to work..

B.Thank you. Do you know when 1’ll be
starting?

A:1 believe you’ |l be starting today.

B:! see.

Unit 1 Introductions
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= Notes
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Where is my desk?

A:How do you dof My name is Tom.

B:How do you do? | am Janet.

A: 1’1l be training you for this position, so
if you have any question, please feel
free o ask me.

B:Thank you.

A:You’ Il be assigned fo the Overseas
Orders Section.

B: Where is my desk?

A: Your desk will be next to Mr. Smith’s.
He' s the section chief. Mr. Smith is
very sfict on appearance and
punctuality.

B:I’ll remember that.

=» Notes
1. appearance: 5K ; MW 5 Sk

(5]

I think I can do that well.

A: Have you got any experience in
adverfising, M. Williams?

B:Yes, | have been working in the Public
Relations Section of PVC Company for
the past two years.

----------------
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A:You seem to have the right kind of
experience. | think you’d do the work
well.

B:Thank you.

A1’ d like you o plan the odverfising
campaign. Is that 0.K. ¢

B:| think | can do that well.

(6]

By the way, my name’ s Rex

Smith.

A:Hi, nice parly, isn’tit?

B: Yeah, redlly. The performances are
wonderful and the food’ s terrific.

A By the way, my name’s Rex Smith.

B:Nice to meet you. |'m Bob Wilson.

A:I”’m glad fo meet you, too. Do you
work for the company?

B: Yes. |’ m

in the Personnel
Department.

A:Oh, do you? Do you know Mr. Jim
Harris? He’s my friend. He’s also in
your department.

B.Oh, sure. Jim's my friend, foo.

= Notes
terrific; AR 3 B s R P
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It’s my pleasure to be here.

A:Dr. Smith, 1’ d like you fo meet M.
Wu, director of our research insfifute.

B:How do you do, Mr. Wu?

C:How do you do, Dr. Smith? I’m very
glod that you’ ve come.

B:It’s my pleasure fo be here.

C:| hope you’ll enjoy yourself here.

B:1 will. Thank you.

Introductions

= Notes
institute: P& ; 45 F7

(8]

Hello! My name is Tong Chen.

A:Hello] My name is Tong Chen.

B:Hello! I’m Bob Hope.

A:Where are you from?

B: 1’ m from the State of Ohio in the
United States.

A:l’'m not familiar with that part of the
United States. Where is if?

B:It’s one of the mid — westem states on
the Great Lakes in the north.

A: How long have you been in Ddlian,
Bob?

B:1 have been here for only four months.

A: Are you doing business here?

B:Yes. | work for Good Year, Dalian as
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a department manager .

(9]

I’ ve seen him but we haven’ t

met.

A:Mr. Stone, did | introduce you fo Mr.
Hart?

B:No, you didn’t. I’ ve seen him but we
haven’t met.

A:Well, this is Beef Hart. And Mr. Hort,
this is Walt Stone.

B:Nice to meet you, Mr. Hart.

C:Glad fo meet you, Mr. Stone.

A:Mr. Stone is running a big company.

C: Yes, I’ ve read a lot about your
company from the newspaper.

©

I' ve heard a lot about you.

A:linda, come here and meet Bill.

B.Hi, Bill.

C:Hi, linda.

B:I’ ve heard g lot about you.

C:What did you hear about me?

B: Mary says evenything about you is
perfect.

C.Is it true, Mary?

A:She is kidding.

Unit 1 Introductions
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Could you introduce yourself?

A:May | introduce Mr. Sellers? He’s just
joined us.

B: Nice fo be with you.

A:Now, could you infroduce yourself?

C:Hi, I’m linda Smith, the secretary.

D: I’ m George Allen, in charge of
fyping.

E: My name is Harry White, involved in
public relations.

B:1” Il appreciate your assistance in the
future.

C, D, E:No problem.

®

Allow me to introduce my good

friend.

A:Mr. Smith, allow me fo infroduce my
good friend, Bilt.

B.How do you do, Bill?

C:How do you do, Mr. Smith?

A:Mr. Smith, Bill is a very good soccer
player and he has played it for years.

B:Has he? | like watching soccer games.

C: Will you come and watch us play some
doy, Mr. Smith?

B:Yes, | will. Thank you.

Introductions
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= Notes
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It’s my first day here.

A:Hello, I’m Linda Song.

B.Hello, I’m Jack Zhou.

A:Nice fo meet you, Mr. Zhou. It’s my
first here.

B:ls it? Which university are you from?

A: Ddlian University of Technology. What
about you?

B: Me too. We are from the same
university .

A:What a small world!

®

What a coincidence!

A:Well, aren’t you a new comer here?

B:Yes. My name is Linda.

A: How do you do, Linda? I’ m Lary,
and | work in the office next door.

B:How do you do, tarry?

A:Where are you from?

B:1’m from Xiamen.

A: Are you? | have a good friend from
Xiamen. His name is Summer.

B. What a coincidencel He’ s also my
friend. 1 saw him yesterday.

Unit1 Introductions
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Let me introduce you to the head

here.

A: let me infroduce you to the head

here, Sunny.

B: Thank you.

A:Mr. Smith, this is Sunny Fang. She’s
just here.

C:How do you do, Miss Fang?

B:How do you do, Mr. Smith?

C:Lany is a master hand here. You may
ask him for help when you have some
problems.

B:1 will. Thank you, Mr. Smith. Thank
you, Lamy.

A: My pleasure.

Introductions
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