I irhine regulations have changed and stewardesses now are
;x-m{‘.nm! to be married. Many of the women now have ba.
“nies themselves. Consequently . they are not only svmpathetic
toward a mother flving with young children. they can seme
umes offer special help. On a recent flight a ‘voung mother
st couldn’t seem to quiet her hittle one - vear —old son. The

Steatardess ook two small plastio elasses and taped them ro

It is hard to believe how completely silent the tiger can

be. A big tiger moves silently through the forest. Its huge
“ypadded paws can step on twigs and leaves without causing a
singlecrackle. A famous. experienced tiger hunter once. sat

ina jungle hide - out waiting for the slightest sougpdl or move
-’

b | ; g
ment. Suddenly: He glanced sidewavs and saw a huge tiger

IS NS A T T

v licking its paw not 25 feet awav. He had not heard so

as the swishing of a blade of grass,

n approaching its kill the tiger will circle its prey from

away as 100 yards. It creeps forward and then stops
vaits motionless. It often takes a full hour to assure

«."umpl&‘[&‘ safety before reaching its meal. It will be as slow

4na patient as necessary to make sure of its dinner.

A tiger’s ears seem to be able to heart many mure sound

than the seven octaces humans can hear. As f[or its vision .
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LET, REBFEFBREARRE, XHIEF 0T E
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(B2 [ i F B X X RA R R TR TRk
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FHREHE..... WE3EIE BB, W, %, B), ¥
KAXTHE...... EAMARIMEBRBARMERE N
work for the boss (C & TYE) #5EX work with the boss
(& LA TE). ER#IH% (Professional Secretary
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HERERGERFE -EH=9D.
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$5—% & %5 (RECEPTION)

F—F 258X EI (Guidelines for Recepﬁon)

— BRARNEEZEE
WREFERZFFAR (receptionist) T BIEH. K74y
MAR—BEERIN, RIEFHRRAHEHSRS. M AR
FARNT T BERAEEE, HALAT 0 $10 32 9 340 ol 5 30 b, 4
—ERRATIE. BREFARBTUHAXARRBSHIE.
RAQFARBERATRNTRERASRORSE, ERH
%‘3
1. Private secretary FA A B34} (MM SH )
2. Administrative secretary {7E{FbH
3. Executive secretary {hf7845
4. Secretary F43
5. Secretary-receptionist #F3 # 5 R
Hof—, =, ZXAHRBA, B0, KXY —REA. el
BET, RREBRBELFARTEETIE
WEIT—-RERPIEREES B BHE R T,

PRIMARY DUTIES; (FERH)
1. Prepares/types all the correspondence in the department and keeps
an organized file of these. (ﬂﬁﬁﬂ‘ﬁlﬂfa}ﬁ{ﬂiﬁgﬁfﬁfg
. SFZB/BERE.)
2. Receives all incoming cotrespondence and sorts it out; for action,
el



7.

for signature, for follow up, etc. CGEWFTAM(E, FH T

HHASYE. BLEN, BEAMN, BERERRAN, ¥%F.)

Answers telephone calls, takes down messages and relays these to

the boss. (MG, iICTHE, HHELAD)

Keeps tecord of appointments and meetings of the boss and re-
minds the boss accordingly. (i€ F LEIMASTH, I EetiR
BEd.D

Takes down minutes of meetings and distributes them promptly.
(HRLSWER, I RHBEEIR.)

Requisitions/controls office supplies/equipment needed by the de-
partment. (SR, HEEHFERIDLAZERLMEE.)
Performs other tasks as assigned by the boss including the prepara-
tion of coffee/tea for the boss and/or official visitors. (4bFg |

AREAHMES, mA ERURREAERRKSE.)

Is responsible for the cleanliness and orderliness of his/her and the
boss’ office. (MEAADANEMETAAENTEERT
fE.)

SECONDARY DUTIES (R ER#)

1.

2.

Does public relations in favor of the boss and the hotel by having
good relations with clients, guests and othet contacts. Gl 5%
Fo. &N, MEBAECRARRE Eﬁi‘é&?ﬂ@b_t—lfﬂiﬁlﬁfﬁl
HAXRTAE.)

If requested by the boss, gives his/her own comments or from
other: people to improve working relations/procedures. (¥ I 7]
BERRUHETAEXR, THEFRE HEARBAGER.)

ﬂt?l‘%ﬁﬁﬁﬁ‘:ﬁﬁ‘] hygiene (4 A T 4:), cosmetics/make—

2.



up ({bik), business attire (THEH =), posture (LI, office
etiquette (SpZ2FL97), ¥ FE washing/laundry guide (BEKER A

HOHEMH T AEER.

. BRNEELRIEER

BERERDEFAR, BIREERE, WIELETEVINT
R EET, — % AFVS. filLi% Excuse me. B Good motning. Bf,
R Fm TR RWEROBRHFSHIBE, BRSKRITR—
TFAELIAT? IEBR—BAXEHEARARBBHETLRY
B

L REKERET 8 L7 A H R T

MEFMANLTANE ALHARROERFTR GERE
EREY. FUEBRARLABEETRLASRFENYLE
HF (Appointment schedule) J 17 8%. #7 it 8] W BE M4t 3
TEVRR. BT LAR Ak SR MR . 7o 4 — () T B A 8 0 46
5K i LAY Notebook, B F byt L3 —EERE, WTFH .

I have gone to
Will be back at

Reach me at
RH...... £T)
BT...... ] &)

(FF...... ERBER)

LrElmatshdint, @A BB R M HOE, B EEA R,
¢ 3



KA MIESH. MREREARRER ERANTE, EREHHS
RN, B RS, MibRERBLRABERR . FETE.

Moh, BT LRIMXRHASEHE, BEESITASNE
SeZARRE LA, B HIFES. IEMR ELAFLXERS,
EA R Y T He. flm, R R 2B LR, Mr. Brown
SobE ¥Ry, LR EERREARE, it —HEERT, i
fE] .

Will you apologize to Mr. Brown for keeping him waiting, but we
must continue this conversation for about fifteen minutes more. ( f#Ki¥
HPMEEMFE—T, REBHRRTELHES.) ﬁ#%%Aﬂé
B, RETTEER R, FHHE—T.

2. RESLEIAVER T E A

REZARAIRB S RIEAMARRESREEYN. B
B E, ERBHEMRS. HHEBEHREFAR (secretary—
receptionist) BN EH WL ABIHESR. MR YRIETEST I 3L B 4%
T MERETRAELEMNEARLRE. HEF—SEHEBLA
B, RPUFLSXREET.

3. EFMRAREA.
— 4] F VI A%, M Good morning, sir. 5} Good afternoon,
Mr. Brown. &{EU5%E HER R BERE L.

4 FAEMEAIEN, BEHEHME R ARS8 4Rk
il % P[54 : May I have your name, please? (iff[d]Ht#:7)
1R 2 7 & #Bt, I What company are you from? ([R5
ERAE)
v 4o



5% What company do you represent?
Could you tell me what company you are representing? (G [f] 2>

AKRED

5. MEEAXMFEHR

BERAMERART, BERERATRE -, MEELR. t
AT EEFRFBIF. HERREL BB Would you give me
your business card? B May I have your business card? (fE# R —3k
EHERG?)

BELERAHERA—TER LRI RS, AR LKS.
. Mr. Tom Brown of Golden Lion Co. ? ({5 & WA EI M % «
AL ?)

MRBIRG DR, LBMEXF. M. Is your name pro-
nounced ... ? (M EFRELSN. ...

WMEFERIE, RAEMR, BFRIX T ER, ot
3% R B . 7] [958 How do you pronounce your name, please?
RGN AEFELED

6. RERF WATWERSE L, ANEP B % LR
1E.

% X$J7 [ May I see Mr. Hunter? (FHH 0L % $5564: 10 2) 55
Is Mr. Hunter in? (¥ H554E7EW?) B, MBI ERERY, R
BABESLHEE yes 5 no, TTEEUEXF; I'll see if he is avail-
able. (REBMAZEA?). FRMEHMF H R, May I tel
him what you wish to see him about? GEMZRBEHF 25, mME
Xt 7 8B 1 F 2 48 W% B (5] B . May 1 have your name, please? G
e B 2k 7)

5



7. HIWREMES, M, UERERESIN, MERLSFE.
EHATHLEAREEHMEREATESE (keep an open door
to every caller) , R R E R MLH ST E (decide on case by case basis).
— AT E S AU TILA R,
(1). Client &7
" (2). Business partner/friends TT{E_E#3{k4#, 3EH.
(3). Family members, relatives Z &, 3B,
(4). Personal friends A A A
(5). Others H tz
ERWMAMHERET, 85 TR LG R E f1E K 5. ﬁﬂﬁ'ﬁ
REFEMRE, RABEALFHE

8. WAL MERAEN, HRREE.

fll; I'm sorry, Mr. Smith has a full schedule this week. Could
you please write a note to him on t_he matter you wish to see him about?
AR, R ENEEARARLHERT. CREAMMEAN KR
TERBHEE?) RZHR —4S0E.: I'm afraid Mr. Hunter
can’t see you today. He's in the middle of a meeting at the moment.
Would you like to make an appointment for next Wednesday? (G415
FEESREELE. HEERS. GEFETEN=ZFED

EREERNS LFAEUNEHARS EHYHLN, &
IR,

May I call you back to confirm? (REFLSEEHFEERIAG
St )
AR A J2 B ¥ 0 78 L ﬂi}:ﬁJ:_JH’JﬂEE LUISE P SEp

. I'm sorry, but Mr. Hunter cannot see you now. (X2,
FHEERERBELE.)

+ 6o : :



9. R&ELAIFAE, AERSTINKE.

AR EAEEBAMRE i, LELERLF FTHBE
BRBEAWEME), FHEHER. M. Mr. Hunter, Mr. Baker of
Golden Lion Co. is here for his three o’clock appointment. (F #% 5%
H, EWMAFAMNZEE=ZLSWHELNS, BEMKRT.)

HEBRHBTY, IERGRAA LAEESBAMEA, R
A5

10 HLAIAER—IRERL, MiZMBERZHAREHE, *
AHENKBHMIEHS A &0FE. (BRE 8 K). WL
Ui : :

I'm sorry, he is not in now. Shall T have him call you when he
returns?

Ak, RERE EXERFMHERTLEHRAE
WD

X JF R« Yes, please. B, [ i %t 7 1% 30 2L i 1R A LA R B¢
£ B[R], 4. Can he call you at your office this afternoon? ({14 K
THEEAAEHRRIFG?)

. iEREFRMBEEERHEFRREKE.
MEFL—HBEAT, R LR —WEEERRE, KUFAE

AR AN, UREHBEREZALE. RATYL: Would you please

have a seat and wait for a few moments? GHXL FRZE K A.) &

Would you like to sit down, Mr. Brown? G4, R, )
MREARBIOED, HHERAIGHEH.
WMATEELMEELT. BEETHERESUHRTINE

BEFBHMBEARMYM, e, FENRSEESEN G

¢ 7



e, EERE FRAXEFARTMANINSHITEX
R, TN TR, MEFEAHER. ERBHURLEREF
AWK, B b, % 2 AR08 AL B R R L — BV . X
B, MIRBER, MTTTREI RGP AR L. BRB
HTRAREABRGLE, HESUEZRRKE, TITHEE,
FEBRAETER.

12. WHBEEEANFT 23 # KB, #4518,
 WHEEUEREANS R, B35]%: Would you come this
way, please? GEEXHE.) '

EFNHEE e, BEEE, UFIER Y WP, This way,
please.

mAHE, BEiEFEALLET. REREAFREALSSL.
Would you get on the elevator, please? (i L H . ) 5% Would you
step out, please? GG& FHL#.)

FINXIMTHERFLEXXREEFHI]. FRELGMHNT]
REFIF, EEMHAEAEF. SRBBSHME. FRAATFHY
[Ty IR RSG#Z, AT Would you come in, please? (iff
) FENEREBRIFI-

13. MKBERAIRENGE, BEFARERINE.
EHAZH, AWM RAR AW, BREA M. Ted
Brown (MBASE4) BN R L& Mr. Hunter (F4#564:), K3
WEF AT,
This is Mr. Hunter, Mr. Brown. Mr. Brown is with Golden Star
Co. (HBAK4, RRFHAL XREEAAMAMAE.) &,
Mr. Hunter, this is Mr. Brown, the Sales Manager with Golden
e 8



o

Star Co. ( FIHfM4E, RAMMYLE, EEAFRNHGERELE.)
MR ERFFHLESL, BEEIEEENMERLER. XRAFH
HE R K. AR MR N G5 RE, WREHLRE
Fa@mbal. flm, HEEFEREXAQTMNAR M. William
Smith, ZER R F A EZTE Mr. Chen, IRIEF .
Mr. Smith, this is Mr. Chen, our personne]l manager.
(CREHEE, XBREE, RIVAGHABTTLE.)
GER" 48" —H5.)
SIMERRIE LR EHRE T, SUM B ENERY LAHL
=.

4o h&E AMER DO o 236 1] 3L % 47
BERFETHALEGHF PO, RO R A LR
MELF, FrOAdEERKE, LR EBEEREAEGH 2, Woud
you like coffee or tea? ({405 MNHES 1825 2)
IR RN IR A . Would you like it strong? (T & 4
7>
AT AR I AY Cwith sugar), 7S hIHE I o) miE
B (black), SIMMIMEREE (with milk/cream). & A 0BR
[, ABIEE. WXE ST wek, 0wy, ‘
How would you like your coffee? (33 ¥ M im (<] 3 3:2)
8 How do you take your coffee? Black or with cream? (EEW
OO M i v 1 7 BE S S b £ (R 2)
Do you take sugar with your tea/coffee? How many (cubes of

sugar?) CARETUMHE/ZR BBERE MO ? BRULS?)

15. LREFESEN, HABRERER, FMBHENFR.
» 9 L]



