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UNIT 1
W T FE BE

Greetings

#HEiCiE—id
& petty BHFREY & acquaintance AR
< in high gear fRICEREY < postpone FEK
< go on(with) /& & Just so so. BEEE
& No complaints. 33+ A 0B < Not too\bad. N
& Pretty good. 1R & regards‘ g, ¥=
& remember - B, BR < well (B 1389, BREY
& indebted R, BBH & millions of thanks 7 R%El
< obliged AR < so far F|BBEINLL
& be familiar with 24& & greeting FTHB0L, @)%

b RRE—

(1] Excuse me. May I see Mr. Smith? %72, TR AT LA L BT 5E LG 7
[2) How do you do? I’'m Mike Anderson. {2 FE 5L « KB,
[3] My name is Mike Anderson, the personnel manager.
M ER - BEK AFREHE,
[@ Miss (Mr. )... I presume? {/Rf&------ N FeE) 1B?
I believe you’re Miss(Mr. )... ,aren’t you?
ARG IRE - /ME () 57
[6] I suppose your name is Zhao Shi. RABVRI L F R TFE,
Excuse me, but aren’t yon Mary? XA, {REHAEE?
[8] Excuse me, and you are Mary? i A, R 2E NG ?




%M
of ELLeEE S

[9] Just call me Lucy. Everyone does. MIRBEHTF T, KEHX M,
I'm Mike Li. Nice to meet you. REHEIT - &, BEMLEIR,

ZLHBA%—%

O WiEXESRARR

a

0O00Oo

A

May I help you? At AZFG7

How can I help you?

What can I do for you?

1t’s me. What can I do for you? 2 , FERF TG?

May I see the manager? ¢ A[ LA L .25 305 7

1 have come for an interview. X HEIXA,

I have come here for an interview by appointment. 3 &5 295k EiRHY
I am coming for an interview as required.

I've come at your invitation for an interview.

I am coming to your company for an interview as requested.

That’s why I'm here. XIFR&RS KR AHM,

© i#ITEE

Ooogoobo

o000

O

Pretty hot out there, isn’t it? ZMEFRHAE?

Sorry to have kept you waiting. iERAZE T o

We’ve been so busy around here. SEZEAITT .

I apologize for this mess. EXTAE,X A%l

Right on time, very good. fR&F ,#RIBHERT,

Make yourself at home. BEfFE,

Make yourself comfortable.

Would you like to have a cigarette? /<48 2 K AG?

Smoke if you like. A8:fHHHZAHIE .

Come in please and have a cup of coffee. F#3MGHFIMHRIE
I’ve invited several candidates to come today. You are the first one here.
AREHT I ERE REE 2R,

I’'m so glad you could come. 78 /& X/REER o

<
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a

a

a

I am very happy that 1 am qualified for this interview.

FRARE PARAR T S IX K E KR FEAE o
I am glad to have the opportunity to talk with you.

HEA VL RVREHR, RIBRFE
I’ve been looking forward to this. —HARFERINMSHE.

© EXEE

Ooo0ood

O

Q

a

Good morning! B I F!

Good afternoon! T 4-4F!

How do you do? #R%f!

How are you doing, Madam? 47,k A

How do you do, Madam?

I’'m glad to have the opportunity to meet you here.

BEAHLSIMRIRRRIORE

It is nice to see you. WLERBE .

(Very) Nice to see(meet) you.

Glad to see you.

Glad to meet you here.

Nice having you.

It's a/my pleasure to meet you.

I’'m pleased/delighted /happy to make your acquaintance.
REHEIENENR.

I’m happy to finally meet you. fBERMETFRLEWRT

© RBIHA

a

o]

Just relax, and let’s have a chat, shall we?

B — EUL IRATEEERIR, 757

How do you think of the weather today? {X RN R4 KBRS T2

Did you have any difficulty finding our company? FERRANTA G EED?
Did you have any trouble finding our company?

Is it convenient for you to find our company?

Is it easy for you to find our company?

Was it difficult getting here? iX JLIEFRIG?

I am familiar with this area. XX —HRAE,



O 00O

KREEXEZ20O1E KBRS E

Your office sent me a map. {RTARF T —HHE,

You got a very beautiful office here. #RiX JLHIPAEEHEE,

Your secretary speaks really good English. /REIFE B IIE VISR T,
You have a pretty good telephone. {/R[KH33E B @R

O Fit SRE

0O  May I come in? FRAT LG
0 Come in and sit down. #F3, ARIE
Come in and have a seat, please.
Come in and take a seat, please.
Come in and be seated, please.
0 Come in, please. iFi#,
Come on in!
Please be seated.
O Won't you come in, please? % RE#E g2
O Take a seat, please. A,
Sit down, please.
Have a seat, please.
O BB M
O Would you like a cup of coffee or tea? A 25 iR = FunmE?
O Can I get you something, some coffee or perhaps a cup of tea?
WA SR, MR ?
0O Can I get you some coffee or a cup of tea? TR RARIMHES 252
O Can I get you something? BEARER S JLH 47
Can I offer you some refreshment?
O Thank you. Coffee would be nice. #it, H4 IR —Arumak,
O No, thank you. ¥, FHT » :
O A little tea would be nice. —FRZEEF T o
0 Hm, that is good coffee. 18 ,iXEMMHEE £,
0 Let me just tell my assistant. FRiFEHEIRESR,
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© EREITE K

Oooog0od

EEXHET—0T

I'm sorry I'm late, but it was unavoidable. Hijk, HAZEE , RBHT .
I am sorry about the traffic delay. E AR, REBI T,

I'm sorry I kept you waiting so long. fR#H#K, ILIRAET .

I’'m running a little late today. A KHE RILKET -

I hope I didn’t rush you. FHEEEA & RIREAE,

No problem. That happens to all of us. &K% ,XREMERK .

( A = Applicant i iR # 1 = Interviewer XA, A HFLUITR)

Dialogue 1
: May I come in? A: RATABER A ?
. Yes, please. I ik,

Miss Smith, Mr. Brown.

. How are you doing, Sir? My name is A: #K§F, %6t R EM, REN
Wang Li. | am coming to your company BB AFEIRN.
for an interview as requested.

. Fine, thank you for coming. Miss Wang, 1 : #F#9, BB #RL % FpHEE
Please take a seat. I am John Smith, the A RN - SEHT, REH
assistant manager. BhE,

. Nice to see you, Mr. Smith. A: EEBXLER, R EHTLE.

. Nice to meet you, too. I. RUEEMLBR,

Dialogue 2

. OK, Mr. Li. You may come in. This is A: &7 ,ZE564E, R LABERT .
Anne Park on my left, my colleague, Joe REZE - -WHE, REARR
Smith, and on my right, Jack Brown. Do MEERT - B, AHESR
please sit down. 7 AR, AN,

. Thank you. Good afternoon, Mrs. Park, 1 : #titk. FTH&H, MLt &8

HHME AT

AH
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A Your English is fluent. A: PREGEIBRFF,

I : Thank you. I BEESL,

A: How do you think of the weather today?  A: {R#¥EB4 KK XS M2

1 : I don’t like the weather like this. Cold and I . AFE K XM KR, X B IE
rainy. Hope it become sunny as soon TEW, EFBERAHKM,
as possible.
Yo BEAXIER— R

Dialogue 1
A Excuse me. May I see Mrs. Green? A: RFER B URBHKL
59

I : It's me. What can I do for you? 1. BPME, FTEREFITCWE?

A Nice to meet you, Mrs. Green. I'm coming A: RE X LB R, AL, &
here for an interview by appointment. PIEAE JT Ty

I ; Are you Mr. Zhang? 1. REKF R,

A: Yes, I am. A BHL,EE

I : Nice to meet you, too. Did you have any 1 : RBBE MBI, LB
difficulty finding our company? ] g 7

A: Not really, 1 am familiar with this area. A B, BXMX—HFRHAE.

Dialogue 2
A: How do you do? A: REF!
I . How do you do? I: {REF!

A: Do you mind if I introduce myself? My A: REEARNAL? RYAZ.
name is Baiyun.

I : My name is John Smith. Are you coming I : AR - S HEH. RERE
for the interview? HEng?

A: Yes, I am. A: B

A
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Dialogue 3

I . Hello, Lisa? I'm Jack. 1. REF.F1957 REARR.

A. Hi, Jack. Nice to meet you. A W, AT BRGNP,

I : Come with me. How was your flight? I BRI, REVIERERE?

A. It was fine. The flight was on time. A fREF, RHLER B,

I : You're lucky. Did you have a chance to 1 : fRiESSF. AKX
look around this area? — &N 2

A. Yes. It was still early when I got here A: ¥ 7. HEXFIBE RIFEHK
yesterday. So I drove around. T—T,

I . How do you like it? I: ERERXE?

A. It’s a nice little town. A TREFI—EE/NE
. BREF. REABHEME, R
of the company. Let’s talk about this SRR R OB X AN B

position you are applying for.

—

I . Good. I'm the Human Resources Manager

o

- BRBEE—RE

$-H ettt

£EABRARRBLS, 2PAS—KL G AESAR—EL
%% B4 P #, iX ™4 “Breaking the ice” (establish a rapport ), TL1f
BRHTE THIEAAS EFE£AEE, REEXLETA, BT
B THRAERT, EML, AEFARRELAFHHER, AL
RLRBETESINEE S AR R,

ShARRININE,AENEAT BT . BX REF 4
FHEARITFAELY,BFEEIARRH:

How are you today?

Did you have any trouble finding us?

How did you get here?

What do you think of the weather lately?
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AT 35 T e AR A HF, R R &£ 2 BlL 1%, (The interviewer
wants to put you at ease. So you just answer the question without going
into too much detail. ) B 4 # A1 2 4R 44, R EX R THIKF,
X B ARAR R S R B A AL B R

65 ®m & &£, I'm fine thank you, and you? & I'm well,
thank you.

REFeE L% . So, so & OK & Not so well.



