K b aggs




5 X B

21st Century American English

T £ =

mEm (=) B i



BB B 30— 199601

L]

Fiteg 28
LR
X FRUY 2N
WM& BETA L
H 5 ZRE FLK
Gretta Thomas
Gray Lyan
AL TRE
R R AL R AT
(570105 W INiEBKEEGK2S)
ALHT S XA B kAT
deai B V- E FHEN R EN Y
1997 4 5 H & - 1997 4 6 H 55 K Eitigl
4850 1168 263K  1/32 EPgK:7.25
TS T-7 E1¥E: 10 001 — 20 000
ISBN7—-80617—898 —8/G - 498

SEEM: 3680 T



I

]

EUEE RG22 L, bR BEAMREFEESREARKE
M, BABRZAOTAEB R, HEAXEF, (L)
BMER LR EGTE AHLZ THRH R, AANRRT
FERRANETLLE,

FEAFIT 55640, HEAZRERNGRR, LR BT
L HF B AERES, REEB RIMERAT R, (FTREEE)A
AHCBNNGFETH BB — TR EHMEKTE 452 ARFH 5,
WA RB T R, XERMBRAREFG T &, EHRE
THEMANGER, B EETHEANN, A2 HeETHH 2
F47EEBE A RAM,

(MR LBINF I H RFREL Fe st R b i AR B L
My e — R MM B R L ERN LR GR" TR L “F
LHH " OMmELE, AEAL, AT FLRAH, ALHHE
B, ARRGET G, RAEFANERE B S, R F 33 LR A
MFRBT, W REFINARTALEEGH T PO FLR, &
BB E T BAF,

REHMTERGX TRk A, 2 EREFmE A3
BT T BKBHRTITGETE F ARG TRk, &+ FH
AEBEE NGB BFRFRYG B EEL, LA LR,

K FAAEA AT 455

LESRE R, REGAELETH AR TRHELITARL
B E BT, ERRK,

2. KA, AT ATE, YR G AE LR, BT RKF,
BAF WX PR BAET R LEGERE RS,

3. XMEM, HAABF ARG ES I B ER, FRK



HLAH FNB, R RFRP L &8 4R,

4.BXRE, HEHAREFRIHHM, HRE ADHE,
FEE AR, REF IR,

(FELLE)CHATREMEHIMNERFEF B, T 1997
6 R, MLRBE, AXMHAEALELILR P AFBTERLEHIF
Gretta Thomas % £ 5t 4 B 847 T TR B, L£#H IR Z IR, #
%) Mrs Gretta Thomas £ 77 % U #) &34

HFRFER, AEMPRHE R YL, BiFkHdipdE,

#H (=3 ARt
FIRA
19974 5 A



TABLE OF CONTENTS

1 Looking for a Job
2 The Job Interview
3 A Company On'éntation
4 Job Titls and Positons
5 On-the-Job Training
6 Marketing and Sales Terms
7 The Business Dress Code
8 A Business Appointment
9 A Business Conference
10 The Small Business Organization
11 The Competition
12" The Computer Age
Answer Keys
Vocabulary List
Index to Word Study and Idioms

=

B IfF
&l
NEfERNE
KRNI
fEiRE
MR TEmE
B EREN
B
BFEI
B
=P
TTEMEA
EIDES
L&
BERERS

143

155-212

213-219
220-224



LOOKING FOR A JOB
BRI

DIALOG

(Roger wants to work for a.well-known company. He is calling
the company on the telephone and talking with a secretary. )

Secretary: Good moming, may I help you?

Roger: Yes, my name is Roger Klein. I’d like to apply for a
job with your company. Could you please tell me
what procedure to follow?

Secretary: Certainly. You could send us your résumé in the mail

with a cover letter, or you could bring it in yourself.



Roger: Thank you. Do you mind if I ask if you are inter-
viewing now?

Secretary : As a matter of fact, yes, we are. We have two posi-
tions available. But you’d better hurty. We’re plan-
ning to fill them within the next two weeks, and we
have a lot of applicants.

Roger:  Thank you. Would it be all right if I come in this
afternoon?

Secretary: Yes, but we’ll have to arrange an interview for
sometime later in the week.

Roger: ~ That would be fine, thank you. Should I bring
anything else with me? -

Secretary: No, but I’d like to ask you a question, if you don't

' mind.

Roger: Sure. What do you want to know? .

Secretary: How did you hear about our company? Did you see the
advertisement in the newspaper?

Roger: No. Your company is well-known, and I just thought
you might be interviewing now.

Secretary: Oh. Thank you. We’ll see you this afternoon. You
can ask for me when you come in. My name is Jenny

“Lewis.
Roger:  Thank you. I'1l be in at about 2:00.
Secretary: That will be fine, Mr Klein. Good-bye.

(FRRB-REAWAR T, MIETHIFNIEL R WRBE
o )
WA RE) REEARMSG?
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FREYWORD.

apply [S'plail HiF

procedure [pro'sixds] (n) BF

résumé [ rezjumei | (n) BWHCRA®EX)

cover letter ['kavo'lets ] I T B At P 72 9 1R S 4 1
interview e intovju: ] (v) ik, mig

position [po'zifon] (n) HAf

fill [fil] (v) B3, #hs



applicant ['eplikant] (n) HIEA,RIAE

advertisement {,2edv taizimont | (n) ™%
well-known [jwelmoun] 1414

I'ORD !TUDY AND IDIOMS !

I'dliketo WHEE( [wantto BERH.FS)
a. I"d like to ask you a question, if you don’t mind.
WRARA N B SR BB R — A,

b. I'd like to borrow your pen for a moment, if you aren’t using it now.

REEBHROEA—=, WREERAFNIE,

apply for WiF

a. I want to apply for a new job.
REPFE—F TIE,
b. I’m going to apply for a visa next week .

TENBREEFE-BEIE.

could you please tell me HHELFR

a. Excuse me. Could you please tell me where the train station
is?
AR, BRE S VR K I FE IR G 7

b. Could you please tell me what time it is?

Y, MELRT?

what procedure to follow ZEHIEH 2BF

a. I want to apply for a passport. Could you please tell me
what procedure to follow?
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REBAF MR, CREFRFEELANG?
b. Could you please tell me what procedure to follow if I want to report the
incident to the police?

MRRELARIFFREGEEMETLRF?

bring it in yourself HREHER
You could mail the letter to us, or you could bring it in yourself.

AT LABEF S RAT, wATE AR,

doyou mind if .... HIFE----- RA-BG?  RATRL--- g
Do you mind if I ask you a question?

T A i 45— o] R 2

as a matter of fact FEL L, 5 infact FEIR FHBEMBEM
a. You asked for a blue shirt. As a matter of fact, we do have two.
RE—EANHE., BXLE, RITERHE.

b. You mentioned a job. In fact, we’re interviewing right now.

FREBEITHE, HLE,BAEEER

planning to fill $TH #M#%
a. The company plans to fill those positions within a week .
L EITEE— R AR L 2 Bt
b. Mr Jones just quit, and we’re planning to fill his position next month.

AT RA R, RATITELE T B SEAMbA IR,

Would it be all right if WMER .., ZEFLL?



Would it be all right if I borrow your notebook for a day?
R LME R EIDA A —RG?

arrange. . .for ZHE

a. We’d like to arrange for you to come in sometime next week .

RATVHE ZHRIE T N BIRARE

b. I'll arrange an interview for tomorrow afternoon. .

ReLHAXTFER,

anything else EALM T

a. Would you like anything else to eat, sir?
Stk , S A B AR T |

b. Shall I bring anything else, or are the résumé and letter enough?
HKEBHHMATEG? RETHAERE T

what do you want to FREEH 4
What do you want to know? I'1l be happy to answer your questions.

BB A7 BRARKEE SR,

hear about "7 3], 1324 8

a. [ heard about the typhoon on the radio.
BRAKREFNEGE T HERBEE,

b. T heard about your company from a friend of mine.

HR M — A K IR BT BRI A AL

you might be RV HEE

a. I heard that you might be going away soon.
RUTRARA AT REE R T,

b. I thought that you might be hiring some new people.
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B LARAT BB R — Lo A
ask for me &

Since you don’t know anyone here, ask for me when you come in.

BEAR R AE3X A AR, ARSR B IR AT AR 3R

| CULTURE NOTES 1

Looking for a job can be difficult, especially if a person does not look

in the right places. Getting a job can be competitive, since there are
probably other people trying to get the same job. One way to find a job is to
concentrate on well-known companies because well-known companies are
usually large and, therefore, frequently hire  new people. In the dialog,
Roger calls one up. The most common way to find a job is to look at
newspaper advertisements and apply for specific jobs that are available.
After deciding where to apply for a job, there are three ways to contact the
companies. The first way is to do what Roger did - call them up on the
telephone. Another way is to write a cover letier and send it to the com-
pany with a résumé.The third way is to go directly to the company without
first writing or calling. However, many companies do not want job appli-
cants to come to the office without an appointment. Whichever way is

used to contact the compsny, the goal is the same — to get an interview.

RIS, DRI ARG R HF, | I/EATEE
SHER HANACTREESBR 0 T, RITAEN—F/Y
BREBERZMAE, BhEBRL T —RERA, 2% SRAR
Ao TEXMER FRBE—FELMATAITHRIE, RIAERERRH
TRRERMS G REERMLEE TEZIE,H SRR
BARRR. B-MRESROBEE, SBITTRIE, B—Myk
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RENFE-—HE, HEL—Hmfmn, BE=MAREZILR XA
HABERITRIE, AREAFAFFERFARE AR EMA]
BHAE, AERB—MTEMQRKR, BinE R —HN—IK
BEiANE.

available [o'veilobl ] (a) (LAE)ATEERIER, AT AIMY
competitive [ kom'petitiv ] (a) ARFH

concentrate  ['konsentreit ] (v) &9

appointment [ 3'pointmont ] (n) 4=

EXERCISES

1. Choose the Best Answer to Fill in the Blank Fi5: 2412
LB S .

1. We are interviewing people for four jobs, and we plan to

them by next week.
a. fulfill

b. complete

c. fill

d. full

2. I'd like to
a. applying for

a job with your company.

b. apply for
c. apply to
d. applied to



3. Hello. I’m calling about the

newspaper .

you placed in the

a. advertisement
b. add

c. adding

d. position

4. I"d like to speak to the Vice President. Could you tell me
what 1o follow?
a. proceed
b. proceeding
¢, procedure

d. processing

5. I’m looking for a job in sales. Do you have any
available?

a. titles
b. positioning
¢. position

d. positions

2. Ildentify the Underlined Part That Is Wrong k4 .

1. I'd like to apply for & job on your company.

a ) b c d

- 2. We’re planning to fill the positions with the next
a b C d




two weeks.

3. Thank you very, very much. I'll be in _on three o’ clock.
a b c d

4. Your company is well-known and I just think that you might
a b c

be interviewing now.

d

5. You could send we your résumé in the mail, or you could
a b
bring it in yourself.
c d

3. Reading Comprehension [#i% s 30 3¢ [ % ] P

When companies need new personnel, they usually place advertisements
in newspapers in order to attract as many applicants as possible. But many
large well-known companies hire new people frequently without putting ad-
vertisements in newspaper, because they already have many résumés on
file. Therefore, it is not always best to apply only to companies that place
ads in newspapers. A person looking for a job is advised to send his résumé
with a cover letter to a well-known company even if a position is not then
open. He can follow up with a telephone call to inquire if his résumé has
been received and if any jobs are available. If the company has not job at
that time, he can ask that they keep his material on file and contact him in
the future when something is available.

10



Sometimes if a company is not hiring at the time, a letter explaining that
a position is not currently available will be sent. If a person sends a letter
and résumé to a company that is not then hiring and later sees an adver-
tisement in the newspaper for a job with that company, he should call the
company to make certain they have his material on file and will consider
him for the position. So, a person has nothing to lose and everything to
gain by sending in his resume.

1. What kind of companies should a person write to to find a job?
a. Small trading companies .
b. Only companies that place ads in newspapers.

c. Large, well-known companies.

2. Which of the following is not true?
a. Many large, well-known companies hire new people frequently.
b. A person looking for a job should only apply to companies that
advertise in the newspaper.
¢. When companies decide to hire new people, they usually place an
ad in the newspaper to attract as many people as possible.

3. If you sent your résumé to a company that is not hiring at that time,
what might the company do?
a. The company might write back and tell you that there were no
positions available at that time.
b. The company would not write back because it was not interested
in you.

¢. The company would probably hire you anyway .
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