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PART ONE
BUSINESS COMMUNICATION

(R 3ERR)

UNIT 1
LOOKING FOR A JOB

(KT

1. Do you have actual experience
A: Do you have any actual experience?
B: Well, no, but I've always been interested in this

type of work.
1. kXK LHZRS .
A: FER L2
B: W, A, HE—E XX — KK TIERBENE.

I. Pay, hours and overtime
A : Can you tell me about the conditions?

B.Well, the pay is 2,000 yuan a month, including tax.

A: And the hours?

B: The hours are 8 : 00 a.m. to 5: 00 p. m. Five days
a week, and an hour’s lunck break for each working
day, from midday to 1. 00 p. m. and of course, as

. every one else in the company, you'll have 1-day
and 2-day weekends alternately.

A: What about overtime?




B

: About an hour a day, but you'll get extra pay for

working overtime.

1. 358N, IO B oMt

K.

A:
B:
AL

B: TR EFSHETF S, HH 5 RE . HEXF 1

A:
B.

REERBE SRR — e X E IR
TR, B B 2000 T, 58
TEEE?

N RRRETEL AR 12 ZETH 18, 4R,
AR EMA—H . AEEHRRE -RXBH RN A
.,

BHE B[R] 9 2

FHERKY 1 P EHRSFBIFIGIMBE R,

Can you come for an interview (on telephone)

A

>

E>wr>rw»w>

: Hello?

: Is that Alan lee?

. Yes.
Oh, good morning. It's Barbara Elkins of ABC

Company here. I'm ringing about your application
for a job with us.
: Oh Yes.

: Can you come for an interview?

: When?
How about today?
. Today? That's a bit hard - I'm at work.

. Oh well -+« if you can’t come ---

: No, hang on. How about 5 o’clock?

I'm leaving for Hong Kong at 5 : 30. Can you be



W W om > W B
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e e W W

here at 4 : 007

: Well, I need to get time off, but I think I can man-

age. Where should I meet you?

. ABC Company Building. On the eighth floor. Per-

sonnel Manager's Office.

: Ok. I'll be there by 4 o'clock.
: See you then. Goodbye.
: Thanks for ringing. Goodbye.
. PREERTTRIG (LIS )
: MR?
: %jtfﬁ o ZENG 9
H %uﬂo
: WE, BT R ABC ARIWEELL. XRE.RITH

HRIRIRERAIR B S

s B, B4R
: VREESR KNG ?
. frantE?

s SREAR?

OB B e AR R
: B E—T, 5 S EAE?

s B 5 HERBHEEE. REFRE 4 SHFIXIL?
ML RBEM L E, BERERSTHY. LM

FE YR ?

. ABC AFIRHE. 8, AHSEANE.
: 0. o4 4L
BRI, B
: HHARE. B,



N. A job interview (fHiA)
A: Good morning, sir.
B: Good morning. And you are+s-
: Alan Lee, sir. _
. Would you like to sit down over here, Mr Lee?
. Thank you.

. Well now, Let's see. You seem to have done very

w e w e

well in your accounting course. You're very good at

languages, too.

A I can read, write and speak English and Mandarin.
I can also speak Cantonese and the Shanghai di-
alect.

B. Wonderful. Do you have any working experience?

. A little, sir. For the last nine months, since I left

>

college, I've been working in ABC Company as a
clerk. I also handle customers’ calls over the
phone. It's an import-export firm. '

B: I see. Now, v&hy do you want to join us?

A: I'm very interested in the tourist business and I'm
very keen to meet people from different countries
and different walks of life. 1 think it would be ex-

citing and challenging to work for your company. I

know your firm has a very good reputation in the
travel line. ‘

B: Well, in this line, one would have to travel now and
then.

A: Yes, 1 like travelling, sir.



>

; Well, thank you very much for coming to see us,

Mr Lee. You'll be hearing from us within the next

few days.

; Thank you. Goodbye, sir.

. B

m>§v>w>

>

>

: A, B .
s B, RRe
: X - TSR

BIEXJLET 0, 254k
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: REER . SMRFEEMEENE. RESETKIEH

L®ITE.

: KT . WELELREG?
 A—RLEE. ZEINMAR.RAZFBYE—HE

ABC R LR B T RAELGHEE AR BEIE. R
it O,

M, B4 R AEBIRAT B H
BT IR BENE, RBEFR RS HEMER, &

FAUAME, RAYHEHATTHERESA
RATHEESE D, RUHEKEYAEERIEX —
7l BB B

: W ERNX—TEMATBRE R HITKST.
: R, BEWIRT e
R BB R R AT, 254 LK 2 RN
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V. Qualities of a sales manager

A: Please sit down, Miss Brown. Smoke?

B;: No, thank you, not just now.

A: Well, I think you probably have a fair idea what
sort of job you've applied for.

B: Yes, it was clearly explained in the advertisement.

A : I see from your application you've quite a lot of ex-
perience as a sales manager.

B: Yes, I've been a sales manager for more than five

-years. I'm applying for this post because I wanted
to get more interesting and more challenging work.
A: Good. Now, perhaps you would tell me what sort

of qualities you'd lock for in a sales manager if you
were in my shoes.

B: Well, to start with, I'd say he needs to be pretty
hard-working.

A: Anything else?

B: A sales manager has to be able to do a lot of things
on his own initiative.

A: Quite right. By the way, d’you like travelling?

B: Oh yes. I often went on business trips in the past
five years. And | speak English and Japanese quite

fluently.

A. Excellent. Well, thank you very much, Miss
Brown, and you’ll be hearing from us in the next
few days, either way. ‘

B: Thank you, and I certainly hope the answer will be




favourable.

V. XTHEZBHEK

VI.
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AL AT /NE. S
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: B RGBT R s T,
WY XS HF R REE.

 RARH HIER LBARENEELERETEER.

: B RTHELBECE s FLZHET . RALEDH

XA B R B AR ABE R E S A BN ENE R
R TE.

: fREF. A, WIHF R L& FREORERNM T L

LM HESEBHARHESR,

: B, EE, RBAMALTFTTEB.

: BAE? _

s —NEE R IR U RE TR 3 B K B AR

: MRT . WERE—TF, RERIRITS?

: MR, By E %5 Eiﬂe##ﬂ;ﬁﬁ&ﬁ,—ﬂam%iﬁw H

B RS T

SR T . RN R, B ME . LR TS ﬁfﬂ
i AERESE.

B RYRFEETEFTEN.

Your previous working experience would be very useful

A:

This job for which we're interviewing applicants is
very similar —— except that you would be selling
computers rather than stationery supplies. We pay
twelve hundred yuan a month plus a ten—pércent
commission on all sales. Your previous working ex- -

7




B:
A:

perience would be very useful. You would probably

visit your old customers, demonstrate new ma-
chines, and talk with them in an effort to interest
them in buying our computers.

The job sometimes involves traveling out of town.

I'm prepared to travel if necessary.

That's important. Of course all traveling expenses

- will be reimbursed by the firm.

V. REBAMTELRSRRAE B

A

B:
A

BITE BB B THETIRU—BRT Ra2
7E 44 W i, T AR SCR AR X — R LS, BAiT—1
Aft#& 1200 SEAMIE D2 RIS . RAERT
FEBR2RBEHY. FITES LTS RFREE
R 1R R LA, 7 A 6] 2% 38 R 5]
fTBERNG B, XHTAEAMERER
=, :

RETLERIHE,

ARREE, UAREERRA AT EL AR,

VI. Other useful expressions (X% HAHED)

L.

How much is the pay?

[ kR 2

What are the hours?

TAErEIE?

1f T get the job, when can I start?

MR R A, A 2RI 86 TAE?

I'm ringing about the accountant's job in today's

newspaper.



AT L% v 6 5 R4 L P B R MR &0 1.

5. I've rung to ask about the job you advertised. Could

you give me any more details?
AT IE AR RMNERBEOIG TE. REEEFR
MEEG
6. What would 1 have tc do then?
REMLEA 298?

7. Oh, just one thing: could you give me some idea of

the pay?
BH 3 RERELRR—IRFE?
8. I was a secretary from 1988 till 1991.

And after that I was a sales representative until last

year. Then I became the sales manager.
M 1988 3 1991 FE R B, LU NBEHR,
HEEE. Gk yHELHE.

9. I was a sales representative for three years for ABC

Company. The company sells all kinds of stationery

supplies typing paper, staplers, pencil sharpeners,
desksets, file folders and so on.
BN ABC ARIMMT =FEHR. LELEEHE
BRI SCR B AT T H L, B8R, 25, X
HrrEE%,
10. The company supplied me with leads which were
generally the names of prospective buyers. And I

will visit these buyers with samples, talk with

them, and so forth.

NEMRBENEHRAREEMELAET . RGN
WE RSN, AR I8 RESE,



- 14.

10

1T.

12.

13.

15.

16.

17.

I'm sure I could do the work. I feel that I have the

necessary qualifications. _
K EEH TR0 T/E. REBHCHHYY

I could start almost immediately.

I would like to give my present employer two
weeks' notice, but otherwise 1 would be free to be-
gin any time.

RILF 7 B ELaE EHE.
HURATEHERHESENRAEN R £, B
bz 5, BT LARE B 1 T R 45 .

I'm fairly mechanically-minded. If something at

home goes wrong, I can usually mend it.
KAVBRET. FEFHARERT  RERH
C ., :

I'm sorry 1 didn’t hear that clearly.

Could you repeat it please?
MAR, RREREE.
HWIREE — F. 4

I'm sorry, I don't quite understand.

Could you cxplain, please?

MAR RAB2HEM%. BHREE—T, 597

Yes, I realise that. 1 think I'd quite enjoy it.

Rty BRI — . R HE CHLEREH LT

1E.
1did a lot of work on bills in Maths.
I haven’t done invoices at work but I'm sure I could

learn easily.



