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Section 1 At the Office

Listening & Practice

Directions: Listen to the situational conversations A and B, first fill in the blanks. and
then practise them with your partner.

Background: The client Mr.Gray pays a wvisit to Beijing Far East Import & Ez-
port Company. He wants to discuss the details about the sales of his new equipment
with the general manager Mr. Song. Ashe didn’t make a previous appointment , he
fails to meet the manager himsel f. He is received by the secretary Juice Zhang ,
who of fers him help.

(A: Juice Zhang B: Mr. Gray)
A: Good afternoon, sir, 1 ?
B: Yes, I'd like to meet your general manager right away 2

. Here’s my card.
A: Thank you. Mr. Gray. I'm afraid our general manager Mr. Song doesn’t know
you're here.
B: You're right. We didn’t 3 . Is it possible for him

J
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to see me now?

A. I'm sorry, Mr. Gray. Mr. Song’s having an important meeting now, and he
won't be back until 2:30 p. m. .

B: That’s too bad.

A: Can the assistant manager meet you 4 and what

do you wish to see Mr. Song about?
B: I'm afraid not. I've discussed the details about the sales of our new equipment

with Mr. Song 5 . I'm not sure that if the assistant manag-

er would know about it.
A: How about making another appointment?

B: That’s a good idea. I'll be here the day after tomorrow, 9:00 a.m. , if it is

6 for Mr. Song.

A: Let me check and see. Yes, Mr. Song is 7 in
the whole morning. I'll call you to 8 as soon as he is
back.

B: Thank you.

A: You're welcome.

Background: Recently, Daniel Rock bought a mobile hard disk at the Pacific Di-
gital City. Heis disappointed to find that there is something wrong with its memo-
ry function. He gets so dissatisfied and wants to have a change. William Johnson ,

the secretary to the manager of the Complaints Department of the Pacific Digital

City , manages to help him.

(A: William Johnson B: Daniel Rock)

A: Good morning, 1 ?

B: Hello, is that the Pacific Digital City?

A: Yes.

B: 2 the manager of the Complaints Department.
A: I'm sorry the manager is 3 . I'm her secretary.

May I ask what you wish to talk to him about?
B: I'm dissatisfied with a purchase I made in your store and I want to have a
change.

A: All right. May I ask what you bought, so I can know how to 4

?




B: Oh, it’s a mobile hard disk I bought at the digital city a few days ago.

A:

5 ?

B: It didn’t work when I inserted it into the computer.

A. Have you installed the driver for the mobile hard disk?

B: Yes, but it doesn’t work 6 . I don’t know what

the real problem is.

A: I know a certain computer virus called “Trojan Horse” is rampant now. It is

doing harm to millions of computers. Perhaps your hard disk has been 7

>

: I hope so.
: May I ask which dealer you bought the disk from?

B: Shanghai Huacheng Co. , Ltd. Its booth number is PDC—1553.
A: OK, I'll 8 your call right now.
B: Thanks. I'd 9 that very much.
A 10

Directions: Listen to the situational conversation C, determine whether the following

statements are True(T) or False(F), and then practise them with your partner.

Background : Peter calls James from the Purchasing Department to know whether
he has been recruited by the company. Susan, the secretary from the Marketing De-

partment , informs him that he dials the wrong telephone number.

(A: Susan B: Peter)

1. [ ] James makes a call to Peter to ask something about the employment.

2. [ ] Peter works in the purchasing department of the company.

3. [ ] Susan is a secretary from the Marketing Department.

4. [ ] Susan is so angry with Peter that she is unwilling to give any information to
Peter.

5. [ ] The secretary is very nice to inform Peter of the number of the Purchasing
Department.

Words and Expressions

confirm [kon'form | v, WA, IESE



insert [1n'sait ] v, A, A
install [1n'sto:l] v, ek
rampant ['reempont ] adj. JBTRRY, EIER
recruit [ri'kru:t] v, W GERLGYD)
available [a'verlabl ] adj. B8, "B
assistant [a'sistont ] adj. BlH

Notes

1. Beijing Far East Import & Export Company Jt&iE ZiEH 04 F]
2. general manager S
managing director HFESH
CEO (Chief Executive Officer) HEEHITHE
CFO ( Chief Financial Officer) HEM%E
3. make/ fill/have an appointment with sb, S5¥ A%, 44
keep an appointment BR#Yy, HERTERZY
break an appointment 4%
4. on the telephone 1t HL i
on the Internet M PE4FM I
on TV MHEM |
on/over the radio @EFUWFIL/TLLH
in the newspaper 7EIR4E |
5. HR Department (Human Resources Department) A J7 %5 JE
Marketing Department 17375 843
Personnel Department A S
Purchasing Department 38
R & D Department (Research and Development Department) BE A
6. direct call HILHIF
direct distance dialing call HiE{KEHEE
collect call (reverse charge call) X {f e 1%
conference call £ H %
service call ASHIE
urban call #IPHLIE
long distance call & HIE
7. extension number Z3HE1G
area code/district code 4} 5505/ Hu X B
country code EFEXE
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Key Patterns

1. Is Mr. Liu, the general manager. available now?

) B2 B BER =7

2. I'm afraid our general manager isn’t available at the moment.
BHENESHEIAERS .

3. I have an appointment with Mr. Wu at 8:30 a. m. .
EMRFAEANE LS 8:30 W,

4. Could I leave a message for him?
A] LLB M SR gt 7

5. I want to make a collect/ long distance call.
REIT—TEM IR K& HiE.

6. I'm afraid Mr. Sun is not free now/is occupied. He is in conference now.
BN BERS, EETS.

7. When is convenient for him to see me?
b2 B A 28 FIE AL T e 7

8. I'm afraid you have dialed the wrong number.
BMEREE T HIESH.

9. Would you mind telling me the phone number for the Purchasing Department?
Al LA VR ERCR W BB Y L 3 5 A0 AG ?

10. If you want to call the manager, dial the extension number please.

MREREH, FHhIS.

Exercises

I . Translate the following passage into English orally.

Rk, MEFEERERAENLZE, WELELBHEST, B XLEA R
k. REMBE, WREAHLATETUMKKRANZE S, KRS M ERAEMRE
A, HTERSERIRRIN AR . REIEEBIERRE .

II. Translate the following passage into Chinese orally.

I'm absolutely sure there’s no Mr. Thomas Wang here, maybe you have dialed the
wrong number, I'm the assistant to the general manager. May I ask what it is about?
Perhaps I can figure out who you should talk to, and then tell the way you can contact
him/her.
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II. Complete the following conversations orally.
A: Good morning, madam. Can I help you?

B: Good morning., 1

1E F4 10 A E).

A. May I have your name, please?
B: Alice Gray of Sydney BAC Company.
A: Nice to meet you, Ms. Gray.

(K GHHARE IR AL

CRICHETESF

#3). T'll tell him you are here now.
B: Thank you.
(After a while. )

A: Ms. Gray, I'll show you to Mr. Song’s office.

GEEXID.
B: Thank you very much.

A. You're welcome.

IV. Make up conversations orally according to the situation given.

The secretary Mary Zhang is familiar with the client Mr. Ben, who pays a visit to

her company. Mary greets Mr. Ben and offers him drink.

Section 2 At the Airport

Listening & Practice

Directions: Listen to the situational conversations A and B, first fill in the blanks, and

then practise them with your partner.

inquires about Mr.Gray’s flight.

Background : Judy Austen, secretary of Shanghai Toy Company , meets the client
Mr. Gray from American at the airport. Judy Austen makes a sel f-introduction and

(A: Judy Austen B: Mr. Gray)

A: Excuse me, but are you Mr. Gray from the




Trading Company?
B: Yes. I'm Mike Gray.
A: I'm glad to meet you. Mr. Gray. My name is Judy Austen, secretary to the
2 Mr. John of Shanghai Toy Company. I've come to

meet you,
B: Nice to meet you, too, Miss Austen. I have the feeling that we have known

each other for a long time.
A. Yes. We've talked to each other for so many times 3

. I'm so glad we can see each other face to face. We've been 4

you ever since you sent us the E-mail informing us of your date of
5 ‘
B: I'm glad to hear that.
A How about your flight, Mr. Gray?

B. 6 | The flight was smooth. and the service was
7 ., too. What's more, | had a sound sleep.
A: I'm glad to hear that! All your 8 is here?

B: Right. A suitcase.
A. Good. We have a car over there to take you to your hotel. If all is ready. we'd

better start., Shall we go. then?
B: OK. Let's go.

Conversation B

Background: The general manager, Mr.Wang , can't spare time from his work to

meet the client Mr.Wilde. The secretary James Keats meets Mr.Wilde at the air-

port in his place.

(A: James Keats B: Mr. Wilde)

A: Excuse me, but are you 1 to be Mr. Wilde?

B: Yes, Clark Wilde from Washington Investment Corporation.

A: Welcome to Shanghai, Mr. Wilde. I'm James Keats with Shanghai Import and

Export Corp. » and I'm here to meet you.
B: Thanks. Are you Mr. Wang’s 2 ?
A: Yes, Our general manager, Mr. Wang. asked me to say hello to you. He felt

3 sorry for not being able to meet you at the airport.

This morning, there happened something 4

B. Thanks. It doesn't matter.



