


’i #H qop o3 apiny




LABERES

EH o8 KX M A

WME BBE IITH F F Fui
NAE Fas Mo RLEE
NEH X A F3E F o4
E F FEE BBE FHAR
F X & &

B EMME (C 1P) R

AR A/ AW A ER. —F VR AR, 2005, 3
ISBN 7—111—16265—X

I.ﬁ.._. 0I.0A... OF... M.%E\E —OIE V. H319.9
mam#m#ﬁ CIP B85 (2005) 45 018535 &

PUB Tk i ARAE bW A # 22 9 BREBC4SFS 100037)

RLRE B 1 FALHRE = LR
HAERI W B FALENSH] . b Bt

L ERENRIATIR A R EDRI - e BERRTHRESG
2005 4E 3 HEB L R - B 1 IKERR

850mmX1168mm 1/32 » 10 EA3k . 236 T #

EM:15.00 7T

AR AR HR BT, A R TR A%
A LR IE : (010)68326294
ST B B AR 35 Sk B AR



R

HEREAEABNRERALRE, S EWIEESPAINX
IR BIAIERE MABHALERRRRHEHHIIA,

BREASINEWHXT) BEXEYNRE R X, METRHBE
BEW, IREELMEE=810? RERHK AXRES,

RREXRBBREUSHHETRNGTHNARALIE. BEL
NEE EHEHEC NRENS. TSRBRUETAERR TR
NEENTIELH SERE  EUVRESHBERATRENIEK
¥ FEERBEZX-MEHATREN, SENHUME HE
BIGFEONES.

FERERRPMNSNREERNATONAR. E—HR R
pEE" E_RB RURE",

ERREEP, NBENTELRH BE KRN TAR
S0 EE EESRNESHEEARBUBETROAS, RIBTIEY
FEOARE, —ZANNRUKEEREMSNEETN., NFXE
B, ARV ETRIEFRS TR, BRBISRH AL
VEE, NEHBEAENDE, XEEABBE THUBT. B,
RTULZENNBHNRUWEERN TR, BT T X958,
LR REREPLERADPTEERANTCHRORI DN, B
RACRRANRIT .

FREPENDE N ZRNBS LR EN, NI BROR
W,



BB BRI -+ oe 4o bt oo oo enven st be i Bt s sne sl o (2)
ﬂ{ﬁ&ﬁﬁ. SR s B e G @B AL D (0
XFHE MU FHRHER - ssesesvensovens grime bR B4 6T EHON
MR R - RGBS BV E G L BRS BR R (10)
BRI vvvenremereererereesensnnenneisbesstsnbsnsossonsoncasions oo (20
T B BT - ve e doaabi 34 ol 0 35 00 WAL EGRET (22)
ML RE SR8 RN ARULRLURES . AEaD
IR e o e B L LU SRR L RIS ELS 189)
S 2501 1 T RS IY- ST N oF - ¥ TPV A~ - NTVRNEL & T Y,
W 5S4 LRI ST SR (88)
g ARSI OIGHRLR . 8
SET AR v vovmss covwsmues snmevsvmvemnens vomsvevsysemmpversssese (A0
AU B HRA] ceoovvvrrrer e (49)



= [ P
. . coenoeienonns ceneene (B7)

LEmu -
AL H B8R

gw%’g%rﬁj e erees ettt sai it rteeetneeteatesanteenettorsanas
ﬁm%ﬁ%rﬁj e ettt et it eet e tee e et eetheaas e aareeane s
ﬁm%ﬁ%rﬂ Chreressiansaeens Chaeresnenaans

ik R

%TW**I%MW%
ﬁm%’g&h&] ceresreaisnian
%ﬁmm“mmwmmmmwmmm
Ew%fé’%rﬁ]

KFEBESHE - oeoeverrorrrinnnn
g}ﬂ%ﬁ%rﬁl

WHC B BRAT

RTFRBES e
BRIEFRR

(59)
(62)
(62)

=+ (68)

7D

- (7D
- (76)

a7

- (77
- (85
- (86)
- (87

e (87)
-ee (103)
<o (106)
-+ (106)
- (12D
+ (12D)
- (122)
- (122)
- (129

- (129)

- (131)

- (13D

- (136)

- (14D
e (142)
e (142)



BBARI v voe e ereeenereensnnsnsnsnssns s s s sinnnnsnnssnes (163)

*$%mgigmmmwmmmmmmmmmmmmmm(m@
I BRG] e verevrmereneesmnenmnsnsnen e e e (166)
AT v voe e evemessesemnmnnsnnssnnnnssennie s sseiensnsennns (171)
T B BIERAT -+ veveevvereresernmemsnnmesenssnen e nsnnenene (172)
€0 b = -3 |- R L e L L L L ORI IR LRI AL (174)
B ATITTH] v covveevmn s seneesmns s e e (178)
R BT v eereeeeeeervensemensennnns e sneeens (180)

(m & & %)
R B HRA] e vvvverreeenmesser (194)
FAIE B BIARAT e veer e reesesmeeresnesnnennennsieiecanine (202)
SiE TUE T SOUUCNONTNUR TSP ¢111))
BEL BT HRIA] coeveeeerverern i (205)
R BT HRA] e evvveroeeermmmsser i (221)
B B RA] e eeevrm e rer s (233)




AL A By RAT
BRUEZATRR: -

i a Eﬂ%ﬁﬁ.................. .

BRI AR v voeeererenrnneennnnn e

R e = 1 (SRRSO
A B AT e e
DAY ZAFE A TR v vevereressrerenereseiareseiare et ste et ae et
AR HE TR ovevererrerrnrerereesernnnerreeet et e cenns
BRI o+ vev e errnnemennnennns

WIC A By AT

BWUINAERR -
gmggﬁw.“mmmmmm”m“ v
T B BIARAT - veeerverrervreeremmnrreons e e e

B BETRA T oo veeveerrermrmnnai e een e
IR T B[ orrersoee e esevesveseeseesersensers e
T B BIARAT - v verereoremreerrenereniiinitere e,

22D YL O E PPNt
BRI R . )
WIC E BhARFT e evereeee

221 e RO
BB TTAR[T v oo vrrvrrererrnenenns
TAIC B BIAR AT v vereerrmrmrnennene it s anneee e

BRI ZE DI e v vervrreervrronerenin e eee s eeeen eerare e s
BREFREA : R

HIC B Bi4RAT

=2 T = B T TP
R e =g |- PO PP

HIC B B 4RAT

- (237
e (239)
- (239)
e (243)
- (246)
-+ (246)
- (255)

(257)

- (257)
- (260)
- (261)
- (263)
ees (263)
- (265)
- (267)
- (267)
v (272)

274)

- (274)
- (283)
- (284)
- (284)
-+ (289)

(291)

- (291
- (294)
- (296)
- (296)
< (299



gjﬂ;g—g%laj.. e rreveenseseenceneinssnssassasnsenassascessess (301)
ﬁjﬂ%’g%ﬁ] (309)



& O_ueSﬂOﬂS anqg %

\v(\‘\a Wer, s




= ™

I:Miss Li? Won’t you come in,please.
BF/NEL? #EiH,
A:Thank you.
& Good morning! Mr. Evans.
RLEF! RXHE4.
;& Good afternoon! Mrs. Smith.
THF! EHEHEA.
 Good morning! Sir(Madam).
BEHFI EEKA,
& How do you do?
BR WA LERER.
# How do you do,Mr. Crane. Very nice to meet you.
BH AEBREE. RBEXLIAE,
3 How do you do? My name Is Wu Qinglian.
T R L& F RE%,
& I'm Li weixin. It’s my pleasure to meet you.
REFRAF. LEGREE,
# I’'m pleased(happy/delighted) to make your acquaint-
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ance.
KRR\ HAARE.

#® Glad to meet you here.

R Xk B &,

& I’m glad to have the opportunity to meet you here.
REXHANSERLA L.

I:My name is James Irwin. I’'m Manager of Sales. How do
you do?

BRI - K, HEBSE, MEF,

A:How do you do?

I:Thank you for coming. Did you have any trouble finding
the office?

BiRREEEEER. XBHFHRD?

A.Oh,no. It was easy. Your office sent me a map.
wRER. RNLRFTHE,

I:Miss Li? Sorry to have kept you waiting... we’ve been so
busy around here. Please come in.

BREFENEE? AL, ILBRAET KEXIET ., #ilt,

A.:Oh, thank you.

I: 1 apologize tor this mess. They've got me handling so
many projects,and it’s-hard to keep things organized.
ANAR, X485, EAENIEXS T, REEHI LY,

A:That’s OK. Thank you for seeing me.
FTEEBRBREHE LR,

I:Hi,Mingliang Li! Come on in| Pretty hot out there, isn't it?
Did you have trouble finding us? Sit down please!

REF! FRAR, B, IERAB? XEFHRM? W)




A:Hello,Mr. Jones,it’s...
B Rk, Koo

1;:0h, just call me Mike! Everyone does.
M WBETFT , ARBXARER,

A:Er. OK,er... Mike. Thank you for seeing me today.
AR LF, eeeee KT RMESRARR.

1:Miss Li,how do you do? My name is John Smith.
FNE,RF. RROEW - BEH,

A:How do you do,Mr. Smith? Thank you for asking me to
come in.

B EEHEE. RAECALRINTRANS.

:Well. Miss Li,as you know, we are looking for an execu-

tive secretary with good English skills and some business

background. We looked over your resume and thought
you might be a good candidate.

FNE, EMERAA, BNBE—UERBEIFKEMLELSBL

THRB. WMTROEE, BIAARRBREHAE,

A:Thank you.

I:Today’s interview is for us to get to know a little about
you. If needed,there will be a more lengthy interview lat-
er. $o,if you’re comfortable, let’s begin.
SRYARBEMRER TR ORELE, RNBB#HT— A
HEXMNEAR. MRAEAEEF T, BRNKRFRE,

A.OK.

T,

I:Not at all. If you'll take a seat,we can begin.

HNES. W, BMNHFHBE, '

A:Thank vou.
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I.We have received your resume in answer to our advertise-
ment,| would like to talk with you regarding your qualifi-
cations for this position.

BRI BIIRAO RS H, 38 M R X — B % 00 3 48 B AR
—#o
A:lt is a great pleasure for me to have this opportunity
for the interview.
BEAXMESEmER, REEFHH X,

I:Mr. Liu, thank you for coming in today. Please have a
seat. I've looked over your resume and wanted to meet
you to ask you a few questions.

NELE, BEERSXESMER, KL, RHBHTRCLEIT,
SXRBYHEERIL B,

A:.Thank you for asking me to come in.
RMEHRXNMTRAANS,

I:We have received your letter and resume,we thought it is
necessary for us to ask you to come here for an interview.
BNECLWB THROREMBEHE , AARELEHMREWUE—X
mi%o '

A:Thank you, Sir. | am very happy that | am qualified for

this interview.
BHEE, 4. RREXRB TSI ATREKHR.

I:1 am the director of the personnel division of the compa-
ny,my name is John Smith.
REEQAFAPAEREIME,BUAR - REW,

A.How do you do,Mr. Smith? | am glad to have the opportu-

nity to talk with you.

CRE, EEHEL. RANLREXR . REREE,




I:How do you do,Mr. Li? I’'m Rick Allen,the assistant man-
ager of ABC Company. Take a seat,please.

T, FEE, BRERRE - XL, ABCAANESIE, iH,
A:Thank you,Mr. Alien.

Wik, XL,
I:You are Mr. Li? I'm Rick Allen, assistant manager of ABC
Company.
HRBFELEEL? RERRE - L10,ABC ARIHEILZHE,
A:Yes,| am. Nice to meet you,Mr. Allen.
BRE BREXNEKR, XML E,
I:Good morning. Are you Mr. Brown?
BL¥F , REMAPEED?
A:Yes. My name’s Nick Brown. How do you do?
RELEMERT » A . D7
I:How do you do. Please be seated.
REF, W&,
A:Thank you.
l:Hello,I’m Jane Ina. Glad you can come.

REF R - BiW. RBLWER,
A:I’m Mick Young. Nice to meet you.
REEAT M. REXNE K,
I:Take a seat, please,and make yourself comfortable.

WLT , HER,
A:Thank you,Ms Ina.

Wik, Z L L.
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