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Office Work

In this unit, you will:

A Review time.

B Learn and understand conversations and

passages about office work.

C Learn how to talk about time and office
work.




Time

Section A

Directions: Listen to the sentences below and then repeat, paying attention

to your pronunciation of the times.

. The meeting will begin at three o’clock tomorrow afternoon.

. The car accident occurred at about twenty-five to twelve yesterday morning.
. The class began at eight but he entered the classroom at eight thirty.

. It’s a quarter past eleven. The last class in the morning will be over soon.

* The cocktail iy begins at a quarter fo six.

. The plane will be taking off at ten to eleven.

. The football match starts at half past seven.

-

. She didn’t show up until mne té]ive yesterday afternoon.
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Section B

Directions: You will hear eight sentences. Listen to each of them carefully
and then write the time down as quickly as you can. The sentences will be
spoken only once.

1. Itis ; Tom should have arrived.

2. The train will leave at

3. It was . The plane was two minutes early.

4. I gotup at this morning.

5. It was when the meeting began.

6. The bus was late because of the storm.

7. Lunch began at when we all felt very hungry. :
8. 1 didn’t watch the football match, which began at

VR R R T e =i

BASIC SKILLS

Read and memorize the following expressions.

UTTICce breel - '

eerlin ;‘} o

Good morning./Good night./Good afternoon.

Office Questions

How may I help you? Could youw/Would you ...?
What can I do for you? Can you/Could you ...?
What’s the plan for today? Today we are planning on ...
What would you like done (today)? I would like you to ...

What would you like me to do (today)? I would like you to ...




Office Work

LISTENING COMPREHENSION

iy

Section A

Directions: Listen to the conversation. Then mark the answer you think is
best. The conversation will be repeated twice. Before you listen, learn the fol-
lowing words and expressions:

* be supposed to ... fiji%, #WHAZE

* probably ['probabli] ad. X4, ZXiF

* get stuck in ... ¥R E------

* traffic ['trefik] n. XXi@

* employer [Im'plod] n. @, ER

* employee [m'ploni:] n. 8T, @R

* control [kan'troul] v. 2 &l

* relationship [r1'leifnfip] n. &, *XEX

* co-worker ['kaows:ka] n. B, S{EZE
passenger ['pesindz] n. /X, RS

* gardening ['ga:dnig] n. @Z, &

* subway ['sabwer] n. jhk

1. What is the woman going to do? ,
a. To have a meeting. b. To go to work.
c. To buy a new watch. d. To repair her watch.

2. What relationship do you think the man and woman have?
a. Co-workers. b. Boss and employee.
c. Strangers. d. Taxi driver and passenger.



3. What kind of job do you think the woman has?
a. Teaching job. b. Office job.
c¢. Gardening job. d. Driving job.

4. Why do you think that the woman was late?
a. She lost her watch. b. She woke up late.
c. She got stuck in traffic. d. She missed the bus.

5. How did the man travel?

a. By bus. b. By train.
c. By taxi. d. By subway.
Section B

Unit 1

Directions: Listen to the conversation. Then decide if the sentences below
are true or false. Mark the correct answer with a "N". The conversation will
be repeated twice. Before you listen, learn the following words and expres-

sions:

* pick sb. up EE A

1. Candy and Jack were dating.

2. Jack wanted to take Candy out to the park.
3. Jack would have Candy home by 7.

4. Candy already had plans for the evening.
5. Candy agreed to go with Jack.

true

true
true

true

false
false
false
false
false
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Section C

Directions: Listen to the short passage and answer the following questions.
The passage will be repeated twice. Before you listen, learn the following
words and expressions:

* job-hunting [dzpb'hantin] n. 5, T{E

- apply for {53k, €15

* interviewer ['intovju:d] n. FRFEIXEB

* liar ['lax] n. (1RF) 1% E

- demonstrate ['demanstrert] v. 7338. 168
skill [skil] n. #z8E
interview ['mtovju:] n. @i, =0

- gentleman ['ggentlmon] n. @R, &

5o

1. Why can job-hunting be difficult?

Because it is hard to

2. What job did the young man apply for?
He applied for

3. What did the young man say he was?

He said he was

4. What did the interviewer ask the young man to do?

He asked the young man to

5. How did the young man show the interviewer that he was a good liar?

He lied to other interviewees and said that he had
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- COMPOUND DICTATION

T
PR

Section A

Directions: Write down the sentences that you hear. The sentences will be
repeated three times.

1
2.,
3
4
5

Section B

Directions: Listen to the passage and fill in the blanks with the missing
words. The passage will be repeated twice. Before you listen, learn the fol-
lowing words and expressions:

* wristwatch ['ristwot] n. 3R

* measure ['me3o] v.

* sundial ['sandaral] n. (3@t K PE%0E6T(8)
89) B, B

* hourglass ['avagla:s] n. )@

* pyramid ['prromid] n. &

* estimate ['estimert] v. {&i+, &4, 1¥E

* Egyptian [i'dsipfn] n. IRR A

* ancient ['emfont] a. JTHHY, 1889

* civilization [,sivalar'zerfn] n. 3288, 34t

¢ calendar ['kaelinda] n. BF, HE o5
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Today, it is easy to know what time it is. All you have to do is to look at your wrist-
watch. But in the past, the ways of were much different.- Before watches
and clocks were used, it was common for people to use sundials, hourglasses, and

. Before sundials were invented, people used pyramids and other long,
thin objects such as sticks to help them tell time. Scientists estimate that Egyptians

started using the sundial around . Although we cannot see time, it is pos-
sible to measure it. For those living in ancient civilizations, the measuring of time was
important. They could make , and measure out the seasons. Those who

study time say that people in these civilizations also looked at the stars to help them

FOLLOW-UP SPEAKING

Before you listen and practice, learn the following words and expressions:

« schedule ['skedsu:l] n. Bi2R, #HEX
« convenient [kan'vi:niont] a. @FIBY, HEH

- appointment [a'pomtmont] n. Y%, 1IEE

*planon T8

l. Listen In and Speak Out

Directions: Listen to the conversation and repeat it sentence by sentence.

Girl:  Hi Jeff! Do you have time to come to my house this week?
Man: Let me look at my schedule. When do you want me to come?
Girl: How about Wednesday?(1)

Man: What time?(2) Is half past 10 okay?
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Girl:  That looks fine.(3 1 will be ready and waiting.@) If you change your mind and
you can’t come, let me know.

Man: No problem.(5) Sce you Wednesday.

Il. Practice

Directions: Act out the conversation using the following expressions.

How about Wednesday?
What about Is Wednesday Can you come on
Wednesday? = e okay? Wednesday?
What time?
Whenas 36 oy When? At what time?
- to come? 4 - >
That looks fine.
~ That shouldbe - That should be a -
| THabonCe: okay = all right. ~ convenient time. _
- ,’~—§‘1’": !: I‘f TR /// /\/\. . g "——’—"/../ o p W sy

. 3‘ i i = '\:;' ,5.;-.\‘ e ,;
I will be ready and waiting. oY 98 MG 21 8008 st AU

1 : write our = );,;» plan on having you
i ~ appomtment down = — over at that time
 On /\t"‘ T =
No problem.
Sure. : Certainly. Of course.
et _o o M £ e o B /\J\j\v'i e o (,»-—\/ T



