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xRWEE General Greetings
DFFIECE Q i

Oftice English

o

— MR R

Model Dialog

A:
B:

Good morning. Are you Mr. Lee ? B, SEZFLER ?

Yes, I am., I believe Mr. Wang is expecting me.

B, BHE . BEIELESERE,

: Yes sir, he is. Allow me to take your coat and umbrella.

Shall I also keep these packages for you ?
B, %4, MFSXE, ARBEEAENRL  WEREL
FEERTEE ? '

: No, I think I had better hold onto these for our meeting.
AHT, REERITREAEELGA , Rit®mE

: Please make yourself comfortable and 1’1l inform Mr.

Wang that you are here.

BATAEEXZR , REBNT L, RELEE .,
: Thank you. ¥t

: Mr. Wang will be here shortly. He's been expecting you.
ERARLRKT o —EMEERLR o

»e expect sb. or sth. WX AHES (WREK Mr. Wang is experting,
Wl A TR, Bk 37 Fﬁ’&’fﬂfr’?_} %ﬁﬁ%%ﬁﬁ, R
it % expect I AE ) '




Part 1 MAZARMEY 3

ARG aME

;..o
® Good afternoon. May I helpyou ? @ &iF , BEM & BEE 2

@ I'm sorry to have kept you @K, BEAST , &H
waiting. Is there anyone in par- B R EA 2
ticular you would like to see ¢

@ Is there anything else I could @ &% KEE, 54
D do for you while you wait ? o RTLIMERAE 9

@ May I have your name, please 7 @ FMERYKL 9 |
"1. ® How do you spell your last TRy /B BEEBEER 9

name 9

® Could you please tell me what EAFCHRR, B ‘
you would like to see him about ? HEEEWR 9 ;




4 Office English

o — & MlfRiE
1) A: How are you?
B : Fine, thank you.
2) A How’s it going ?
B : Pretty good, and you?
3) A: How have you been ?
B : l've been pretty good, thank
you.
4) A: | haven't seen you for a
long: time.
B: Yes, I've been away for
fwo years.
5) A: What's new ?
B : Nothing much.
6) A: .Oh, hi, Linda! How are
you doing?
B: I'm so busy! I have to

work overtime sometimes.

PRICRT | FRERLA

PRIV 9

LB, B,

SRR 2 ¢

L RAF , 4R 2 g
%

SR 2 ;:

: ﬁﬁﬁﬂﬁﬂ ’ %% [}

P HAARRT o

PR, RMEBAMET o

s AfHEREHR?
P B,

! OGRS R 2

B o

LaN2el



Part 1 MAZAMMN 5
o
AW = Job-Secker
OFFICE ( 2 ‘
= RE
Model Dialog

A: Are you here for the position advertised in today's paper 7
BEBSABENRSE , RKESWS ?

. B: Yes, I am. Could you tell me a bit about it 9
BH , IR GF R— A% ©

A: What kind of information would you like ?
TAAMEEH R ?

B : Well, first of all I would like to know if it is still available.
B, HEREAE , BAERERA .

A: Yes, the position is still open. Bty , BRI R BESE:

‘B : Wonderful. How do I apply for it ¢
HFET , KBEEERGEBBRARE ?

A We will need your resume, an official health report, two
photographs, three letters of recommendation and a list
of the advertising projects you have worked on previously.

BRATRENHE - —BEXHRREE ~ RERH » =HMR
&, BEREUASEANEEHE

#s advertise (,mdvo’tarz ) v. B ¥ & apply for ( a position ) (F)
resume (, rezju' me ] n. A§HE
recommendation (, rekamen’defan) n. 135 ; K MW



6 Office English

Y Yy

@ I'mafraid that all hiring is done
out of the Personnel Section.

Let me refer you to that office.

®@ I'm afraid we don’'t have any
positions aveilable now, but if
you could give us your resume
and let me know where we could
contact you, we'll give you
full consideration the next time

we have an opening.

@ Please fill this application form
out and return it to us with the

necessary documents by Thursday,

Our address is at the top of
the first page.

@ We'll contact you for an inter-
view by the middle of next month.

® I'm sorry, but the position is
no longer open. It was filled
yesterday .

I'm afraid the company requires
two years of experience for

this position.

& iR

@ BAFAMNERTE, B
EABBATRT . BE
RETHHERLE

@ BHBRMIRERERR T,
B, MREBRMAEY
R , 3 AR BB AT L
Wil L, TREER

B, RS RBED .

@ FRIFEHBFX , EY
M2 8T, ERFTR AL
Elfs 8 , HPAyBatE
B—HR LW,

@ TEAPRZH, BMY
BAEREH

® Rk , EBMEBAETR
T MFREERAWTEM
17

® BHLTWERRERER
Bey, REEEM OB B,

3

e personnel (,pssn’el I n. AR interview(’ints viul n. @

Ny ™
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1) A:
B :

2) A:

3)A:
B:

4) A:

5) A:

What’'s your name ?
My name is Helen Wang.

How old are you ?

I'm twenty- four.

Where is your family
from ¢
We're from Kaohsiung.

What is your present
address ?

: No.16, Roosevelt Road,

Section 4, Taipei.

Are you married ?

: No, but I'm engaged.

o UM E 5 Ree B

1) A:

Do you live with your
family ¢

: Yes, I live with my

parents.

: IRV AER ?
:ﬁM£ﬁﬁo

: SEHERE?
TR .

PR ?

: RPIZREA .
P IRBEERE ?

D edt iR MR T 16 8%,

: RKEIE TS 9
8E, NEBRETET ,

D RRIFE AL 2

DR, BRRMALELE,



8 Office English

2) A : Do you have any children? A : {R& /N 7
B: I have two children, a boy B : RERMENE , —B—1,
and a girl. (No, I don’t. ) (A, 8H)

3) A: How long have you been A RERESAT?

in Taipei 2+

B : I've been here for almost B : {EBEBEI=FET ,
three years. ( About a (KE—EH . RLEEE
week. I just got here last XY B:EEN. )
Sunday. )

4)<A: How many are there in A KREBESDPA?
your family 9
B : There are six of us in- B: BAERAHEA,

cluding me,

5) A: What did you do before ? A : #REIBTRE & B 2
B: I used to be a stock B : HLIAIREREFEKA ,
broker .

6) A: What does your father do? A : IRLBEMUHBL?

B: He is a teacher. B : th2EH,
7) A: And your mother ? A : {RIGIRIE ?
B : She is a housewife. B:iRFETH,

" FEIHNE, FTRAE
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XRWEE New Employee
OFFICE (3)

& it B R

Model Dialog

A: Is this your'first visit te our office ?

ERBE - R KEMRLEE ?

B: Yes, I was hired by the Personnel Section and told to

. report here to work as a secretary.

By, ABRERAR, ¥ &FRICERHIAERE

A A: Oh, I see, I'll tell Mr. Lin that ybu’ve arrived and he’ll
inform you on where you'll be assigned to work.
W, ZHEAT REEHFHELE , REKRHT , H¥BAK , K
Hﬁﬂﬁﬂ%}%]:ﬂ; o
B : Thank you, do you know when I'll be starting ?
WA WAER A R R B 5 LIS ?

A 1 bélieve you'll be starting today.
BREERSKL @RS ( EH)

(#—-FK=)

. ® I believe you'll be starting today. ##{FS Kt @B ( F¥E) .
= I think you will be starting today. BEIRASRGHEE (LK),
= I believe you are to start today, REIREZEAS KME (),

a

%

s# report [ ri'port Jv. # ; & ¥



10 Office English

EAOIANE

— oo

(D How do you do ? My name is
Janet. I'll be training you for
this position, so if you have
any questions, I'm the person
to ask.

@ Let’'s start with a brief tour
around the Department.

® You will be assigned to the
Overseas Orders Section.

@ Your desk will be next to Mr.
Chen’'s. He's the Section Chief.

® Mr. Chen is very strict on ap-
pearance and punctuality .

Things get rather hectic around
the end of the month. You'll
probably have to work overtime

occasionally .

@ I'm afraid you’ll have to ask
Mr. Chen about your salary,
He takes care of that information.

##* punctuality (,pagktfu'zlots J #. Fhs
hectict ‘hektik ) adj. f-wey

@ RiF , RULZER . TENHS

Mk , BORG T , B
it , MRARA LR
BRI

@ EMRERESH— T8

BEEFIBHLA -
@ RIG IR Ng 51 STRE BEAEL,

@ IREGHE DS, BUEEBR o4t
W, B R EE,

©® B S T RIFREH,
RIERBIL

BT A KRS , %AW
HHCEE . BEKLSE
B

@ BREREIFK , BiAERS
AL , A KES
1S R: N

v
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o
NREE T Visitor with Appointment

Fi
oF é"EQﬁmms

Model Dialog

: Good afterncon, May I help you ? 17 , SEM 1 FHEEE 9

: Yes, my name is Gerald Feldman. I Aave an appointment
for eleven o'clock with a Mr. Taylor. Bfy , RELH A% R
BE TR —URSEEN , +—REAED

: Oh, yes, Mr. Feldman; Mr, Taylor has been expecting you.
I'll let him know you have arrived. Please make yourself
comfortable and I'Ill be right back.

®, BE, RESEYL  RYHELESEE  REERM . EB
BAT , HPEER , AR LEK,

: Thank you. Please tell him I brought the documents he re-
quested. M . FEFM , BW T MBHH, /’ :
: He asked me to show pou to his office. This way, please
ERWESMIRLE . FHESE,

## appointment [ a’pomtmant ] n. & ; Bfr; o
with @ Mr. ~ B—~%4 (AamyFE, %ﬁﬁxm:ﬁﬁt/\%%——ﬁt)
document ('dakje,ment) 7. H ; T4
request { r1'kwest 2 2. F XK ; §2}?

show Cfolv. &% 5mn; BIM (WFOERM)



