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R eference Expressions and Sentences
BH2Z1E80

1. Good morning, Mr. Smith.

B b, e ek,
2. Good afternoon , Miss White.

TR, RN
3. Good evening, Mr. Wilson.

B b5, BURBSEA: o
4. It’s a pleasure to meet you again.
R R M ER WK
5. Nice to meet you.
REWREE o
6. I would like to take this opportunity to welcome you to our company.
L4, TR S RE B MA R A
7. How do you do, Miss Gray.
WiF k& E/ME
8. How are you,Mr. Li?
PREFI , 2R SEAE?
9. Fine, thank you. And you?
BARSF , B4, VRTR?

10. Not bad.
H ow to Call Others
GOEIFRIESS 5

ﬁx%o )
Every office has its own protocol for who is called by his or her first

name and who is called by his or her title. New employees should follow

r
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suit after listening carefully to how people are addressed.

AN X TR R 2 F BRIt Ot ) B Sk A7 88 T8 < B9 )
. BBV E R, BRI AR A AR

If your office is a “title” one,though you call your boss Charlie when
meeting alone, you should still call him Mr. Dodd when others are around.

WRARAY 2 AR R AR EALL , A 2 70 B 4 WL, R AT LA R
WA HE, WA H A ATES AT, BP0 e

If yours is an informal office,you still should wait for the other person
to say “please call me Charlie” before calling his name,if he has been
introduced to you as“Mr. Dodd.”

R T RBEE , (RB IS R F BN Sl e " v A
BRZIE, BEWHA, EHZH, REREFMIREL . “TH R H
g, ”

Everyone,no matter whether the office is formal or informal,has a name.
No assistant should ever be referred to as “my girl.” She is, if a possessive
title must be use, “Miss. Smith,my assistant” or “Miss. Clark, my assistant. ~

TR A RREHENE, B ARARE, ARETSBBEERA
B BB R AR . IRBLB BT R R R, MBI AN 48 - “ i S
W/IME, A B, "E R BRI/ ME”

1. protocol [ 'proutokol] AL ,4L#L

. first name WA AL FE —AF , LM given nameo
7 5 A% P ) ARE : family name R surnameo

title [taitl] < #5, %5

. employee [ iemploiviz] AR ,R T

. follow suit R LH],REMK

. address [o'dres] #&°F

. meet alone FIIALE

. around [o'raund] AR B, EWIE

[\
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9. informal [in'formal] 3k EX.#9, KR 84, R#ALY ¢4

10. formal [foimal] E X4, EME

11. introduce [jintro'djuzs] 4~48
5 K AHIe XA B4 X AR, B %A :introduce somebody to some—
body.
M May I introduce my husband to you?

BATLAGB RN B —T RIS RG?

12. assistant [o'sistont] 84§, 852

13. refer to as  d&-+-++ AR

14. possessive [pazesiv] P& o4, BT A &

T he First Day to the Office
F#HE X
(Z=Zhang Hai 8 ;S=Smith SEEEHR ; M=Michael iE3T)

Z: Good morning, Mr. Smith. It’s a pleasure to meet you again.

B i, &t . RFEZFR LR,
S: Nice to see you. Well begun is half done. I hope have boundless

prospects.
REEUR, FFHTFIRRBIIR—F AR TR .

Z: Thanks. Shall I meet my colleagues? ‘
A, T AE 0 VL) S

S: Sure,come with me. (walking toward Michael)Michael,I would like you to
meet our new comer,Zhang Hai. He just graduated from Qinghua Uni-
versity.
HRATLL, Rk, (BIEREER)BR, RnRrB— A RIHEK
5, MRIRI B R R

M: Nice to meet you.
TREPE R ER

Z: I am new to the working world and would appreciate your guidance.

r
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: That’s all right. I will try my best if you need any help.

MBS, WRTEFEIC, RERAH.

: Great!

KEFT o

: Well, as other guys are still not in, I'll introduce you to them later.

HAtNE B, R LERHMEF N LR

: All right.

. boundless [ 'baundlis] A.FR#§

. prospect [ prospekt] #%,# &

. colleague ['kolizig] FE¥F

. come with me SR& R

. graduate [ 'gredjueit] (K% )%k
. appreciate [o'prizfieit] &#

. guidance ['gaidons] #%-%,40%

. assist [a'sist] #8h,3% 85

. guy [gai] A

T he Address to the New Colleagues
X B S8 M
I am Peter,sales manager of the company.

HEARX AR HEREBHE.

First of all,I would like to take this opportunity to welcome you to

our company.

B R LRSS MBI IAR A

As you are aware that our company is one of the leading companies,

=)
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know you will be proud of being a member of our company. It is always
my great concern to keep the business going. We can never rest on our
laurels. We need to set new goals for ourselves all the time. As you are
equipped with new knowledge,new thoughts and new insights,make full
use of them while they are still fresh in your minds.

BRI, RAFRIRE AN AR, RUAKRINIE HBARAFH
— R TRRI S KRA B —HR BTN .0 HE ., RATREE
WA RS, BROTFBEARGR . HRITEA B Fraa Ll
B . WA CNEAErEmF A,

Work hard,not only for our company but also for yourself. That’s the
only way for you and our company keep growing,

W—EB AT, AMUOT AR, BRRAD, XRRE S EA]
BRI — H B

Again I would like to welcome you and from today on,let’s strive for

development.
BRIV IS, NS RIFHIERN—FR AR R BT A
ey
1. sales manager 4 &% 2
2. take this opportunity 4F3tALL
3. aware [o'wea] ity A
4. be proud of He-e- B3I AL &%
5. concern [kon'somn] ¥, %
6. rest on one’s laurels A ZRACHEL

laurels#) & &2 & KR,
7. set new goals %) E #4358 47
8. be equipped with BLA -
9. insight [insait] Wi, REH
10. strive for H---- m% 7 At

-
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R eference Expressions and Sentences
TRHEsZ158Y9

e 2

1. There is a memo on your desk.
TR EAREER,
2. The meeting will start at 2: 00 p.m..
XUV IET FR AT R
3. Shall I order some copy paper?
BRITI— L5 EN4En?
4. Please keep these documents on file, '
TR S SR R
5. I have an appointment with Miss White at four o’clock.
RARF/NMALTFA S LT .
6. I want to advertise for a new junior.
B &, BE— (R,
7. 'm phoning to enquire about your advertisement for a junior secretary.
BTG R — T A RRTHR ORE R B S EE.
8. May I have your name please?
Rl 2457
9. Have you got a telephone number?
AR BE?
10. Could you come next Thursday at about three o’clock?
TR T 438 ERe kg7
11. I'll look forward to meeting you at four o’clock next Thursday.
BRATT BT F4850 0
12. A Miss Lucy Gray telephoned this morning in answer to our advertise-
ment for a junior secretary.

— L EE VG - 4 ER B/ INEAT BB TE SR DL AN B 45



13. Have you sent her an application form?
PRES b 25 AR T g7

14. You would answer the telephone, do the filing and some shorthand
typewriting.
R EE A R S A — ST TAE,

15. Is anything else you would like me to do?

EH A BERME?

jtuation 1

B =1

Mr. Smith’s secretary,Mary, is very busy nearly all the time. She has

to answer letters take messages arrange appointments and answer the
telephone. Mr. Smith thinks that Mary needs someone to help her in the
office. He has decided to advertise in the newspaper for a junior secretary.
Today Mary helps Mr. Smith draft an advertisement swhich will be sent to
the China Daily to appear in Friday’s issue. Here is Mr. Smith talking to
Mary about the idea.

SFEHAEHBPEDMARERT, EAREME.BE. . ZHY
& ERIE, SRREEUASBRRE— 1 BFERTMM, hREE
LR 2L, SXAWELDFEHCECEREZERT
AR E BIR) BRI, TR EEREEND IS,

(S=Smith SBEHT; M=Mary 3578 )
S:Mary,I want to advertise for a new junior.
I, RAG T HIRE— AR,
M:A new junior?

BRI

S:Yes,a new junior secretary. You have to spend so much time on the

)
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telephone that you need someone to help you in the office.
B, B—20%HEH. BaESHTHRBEHE, RERFE—1T
ANFE#BIR,

M:That’s a good idea. Then I can spend more time dealing with correspon—
dence.
B R 8, AR AT LUA E 2 et iRl b B R BF o

S:Yes,and if you spend more time on correspondence,I'll have more time
to visit customers.
B, BRELHEREFM, RUTLUAEZHNEEFHES
I

M:And the firm will do more business.
REERITE, AFRAEBHERT .

S:Yes,and if the firm does more business,it’ll make more money.
B, ARAETESMER, RITETUBESHET .

M: (laughing)And we’ll all get more pay.
(SEM)FPRATHRAT LIS T o

S:Yes,perhaps. Anyway let’s start by getting a new junior secretary.We
can put an advertisement in the China Daily.
WiFs ., NEER, RINAEBB LWL ROTUE(CFEA
) E PP X MEE &

M:Right, What shall we say in it?
R, BINEHA%?

S: (dictating)Junior Secretary wanted,in block capitals. Then,a vacancy
exists for a junior secretary in a medium-sized firm. Applicants,should

be ,shorthand typists with a knowledge of secretarial duties. What about
that?

(OiR)IREWGA , FHEH KB F&, —PERIEA RTRHEE—2
VIR, MEERASFEICE AR, XHEEEARF?
M:I think it would be a good idea to put “office practice”instead of

- - Y
“secretarial duties”.

Co



it 2 Dty Office Routivé % Fak$t 4

WAL WM SRAR R A E B RS HiF—&,
S:Do you? Why?
B Rthar
M:Well,if she’s worked in an office,she will know about office practice.

But she may not know anything about secretarial duties.

MR EADABTELE, WHADAZ A EESHHTH,
{B it 34 A B A3 SCRRRTIR.
S:Yes, youre quite right. Put “Applicants should be short-hand-typists
with a knowledge of office practice.”
FHIEM, FRE  NEEFASHICKEFRENIEHIFEES. 7
M:Oh,]I see. If she wants to know anything specific,’ll explain it to her.
A9, ARSI AE AR E, R AR
S:Yés,yes. Now should we ask applicants to phone or write?
i, BATRILMEEERITHIER?
M:Oh,phone,I think. You can find out a great deal about someone from

his or her telephone manner. And what about languages?

RAEERITHEEL, N—NAFTRIERTPRAITTLLT F AR
ZHH. HESTEAHAERG?

S:Well,anyone who uses the telephone in business should be able to
speak at least one foreign language. We'd better put “Knowledge of one

3 . ”
foreign language essential somewhere.

TR F RGN ZES 2 —TINE, BRATRSEF I L EEE—
IIBNE"
M:When do you want it to appear?
B ARHR B X AT &7
S:0h,in Friday’s issue,I think. Thank you,Mary.
RECREEH AW, HHHER, Lm!



