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1 The First Day

Disc Engineering Limited is a light engineering company. Its head office and factory are in
Birmingham and it has sales offices in London, Glasgow and Bristol. The company is expanding
rapidly and from time to time it recruits young graduates and trains them in management skills.
They are called management trainees. For their first few months with the company they go from
one department to another and learn about company policy and organization. Mr Green is one of
the directors of Disc Engineering; he is responsible for Management Services. He looks after the
trainees and supervises their training programme.

David Long is 25 years old. He’s a management trainee. Today is his first day, Sheila Smith
is 24. She’s a management trainee as well. Today is her first day too. David and Sheila are in

Reception. They’re talking to each other.
Dialogue

David: How do you do! My name’s David Long.

Sheila: I’m pleased to meet you, David. I’m Sheila Smith.

David: Nice to meet you, Sheila. I'm a new management trainee. This is my first day.

Sheila: 'm a new management trainee as well. This is my first day too.

David; Let’s ask the receptionist to tell Mr Green we’re here. . .

Sheila: Yes, all right.

David : Good morning.

Receptionist: Good morning.

David;: My name’s David Long. This is Sheila Smith. We’re new management trainees, Today is
our first day. Will you please tell Mr Green we’e here?

Receptionist: Certainly—one moment please. .. (on phone ) Good morning Mr Green. This is
Reception. Mr Long and Miss Smith are here. They’re new management trainees. Today is
their first day. .. Yes, all right, I'll send them up ( puts phone down ). .. Will you please go
up to Mr Green’s office? It’s number 28, on the second floor. The lift is over there.

Sheila: Thank you.

David; Thanks very much.

Receptionist: That’s all right!



Words &. Expressions

1. engineering .. IFE(3) 13. responsible (for) «. BHFLH . HKIBERE
2. Birmingham {R88% CGEERKZhEEH) i)
3. Glasgow BEHF (EERK2PEmad) 14. look after R BE
4. Bristol HEHFRAR EEFELEEHEE You kids should learn how to look after
) yourselves.
5. expand . ¥%E.§B RN EEFEESMEAREAD.
6. recruit . B3 B IRHE 15. supervise «. BKH: FE: BT
7. graduate .. FHRBHERERLIZGRE supervision .. WE: FE: 5%
= PNE- 3% 16. as well .3 (5 w0 BX)
vl ERFAER If you go to the movie, I will go as well.
8. manage v. EIE.EE. 2T MREGREEER, MHGE.
management .. FIE.RE 17. reception ». #1403 ESL
management skills & #15 receptionist ». #&FHR
9. trainee .. L34 .BRiFE 18. on (the) phone % #$THRF
trainer ». HH.HEHR You are wanted on the phone.
XU cemployee . BE.T@RE FE I,
employer ». B3 .RBEE 19. send up & (FHKiZ)--- B
10. policy .. H4t. Bk When the doctor arrives, send him up.
11. organization .. H4R.34 B4 e mt , i Bk,
organize . fH4#. TH 20. lift . i
12. director ». F&F:FE . ®E
Exercises

1. Comprehension questions

W N o Ul A W

ek
e

1. What kind of company is Disc Engineering Ltd. ?

Where are its head office and factory?
Where are its sales offices?

Who does it recruit from time to time?
What are these people called?

Who is David Long? How old is he?
Who is Sheila Smith? How old is she?
Who is Mr Green?

What is Mr Green responsible for?

Where is Mr Green’s office?

¢ 2



I1. Put the following into Chinese and vice versa:

V.

1. expand rapidly 6. BAH
2. management trainee 7. R
3. one of the directors 8. X
4. policy and organization 9. BEHEHH
5. from time to time 10. #HE—£JL
II1. Fill in the blanks with the proper form of the words or expressions given below .
recruit management skills
trainee look after
reception on the phone
supervise send up
as well will you please
1. The coach seven boys for the football team.
2. Ancient buildings are carefully in this city.
3. The is arranged for Friday evening.
4. tell Mr Green we are here?
5. The _ are shown around each of the department.
6. Mr Jones the work of several departments.
7. Sorry, Mr Black cannot speak to you. He is just now.
8. For the first few months David and Sheila will be trained in
9. He gave me money, and advice
10. Will you my breakfast tomorrow, please?
Translation :
1. BRARERBE - LHELBHH L &1t . (recruit)
2. FETR AR ARG EFTHIE ., (on the phone)
3. EHEE EEFIR M B EK—T . (send. . . up)
4. HEE—TRMITEFG ook after)
5. ReTHEEBHEEF KR, from time to time)



2 In Mr Green’s Office

The receptionist directs David and Sheila to Mr Green’s office. It’s a pleasant office on the
second floor, at the front of the building. Its window overlooks the car park. Mr Green is about
fifty; he has grey hair and -he wears glasses. He’s wearing a blue suit with a white shirt and a
striped tie, and he’s smoking a cigarette. Mr Green is going to tell David and Sheila where they
are going to work during their first few weeks. When they come into his office he gets up and

shakes hands with them.
Dialogue

Green: How do you do, Miss Smith? How do you do, Mr Long? My name’s Green.

David .

Sheila, How do you do, Mr Green?

Green: Please sit down. Weélcome to Disc Engineering. 1 hope you’re going to enjoy working for
us.

David: Thank you.

Sheila;: Thank you very much.

Green: Would you like a cigarette?

Sheila: Not for me, thank you. I don’t smoke.

Green: How about you, Mr Long?

David; Yes please.

Green: Here’s a light,

David: Thanks very much.

Green: Now, 1 expect you’re both wondering which departments you’re going to work in!

Sheila.

David .

Green: Well, Miss Smith, you’re going to start in the Marketing Department. Mr Blake is the

Yes, we are.

Sales and Marketing Director. Mr Long, you’re going to start in the Advertising Section. Mrs
Wood is in charge there. Now, have you any questions?

David: Is there a staff canteen?

Green: Yes, thereis. It’s a very good one. It’s on the ground floor. Now, my secretary is going

to take you to your new offices. Good luck to you both!

e 4



Sheila.

Thank you, Mr Green.

David ;
Words & Expressions
1. direct . #3-----5R8 11. marketing ». 5 .24
2. pleasant «. $FiEN:4AMBEE market . 8. HE
3. front .. #j&E. G148 n. i
at the front of g« @RI 12. advertise . Jg----ffS-&
4. overlook /. BtE. (W advertising ». E(EF:EW
5. car park (¥ EF . advertisement .. "% .0\%&
6. suit ». (—EIKPR 13. charge ». TIE.¥%
7. striped . HHEH in charge (of) % ,%8,MN%
8. tie ». i (=neckiio) 14. staff .. 2#HRR.2KER
9. enjoy . HE . FH--- Lok 15. canteen .. %
David enjoys going to movies. 16. secretary .. #W3
KIERERR. ' secretarial «. WHH. EXWBELZY
10. wonder . #EX0iE 17. expect <. < O>ikK.JH48

Exercises

I. Comprehension questions :

1.

[ Y
_ O

© P NP s o

In which part of the building is Mr Green’s office located?

Does the window overlook the road or the car park?

About how old is Mr Green?
What is he wearing?
Does Mr Green smoke?

Does he smoke a pipe or a cigarette?

What does he do when David and Sheila come in?

What is he going to tell them?
Where is Sheila going to work?
Who is in charge of the Marketing Department?

. Where is David going to work?
12.

Who is in charge of the Advertising Section?

II1. Put the following into Chinese and vice versa:

1.

2. on the ground floor
3. a striped tie

4.

5. Good luck to you 10.

shake hands with sb.

marketing department

© © 2o
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II1. Fill in the blanks with the proper form of the words or expressions given below:

V.

staff secretary |
direct overlook
wear welcome
pleasant at the front of
how about would you like. . .
1. Can you me to the Shanghai Library?
2. David is a young man.
3. The engine is the car.
4. The balcony _ the garden.
5. Disc Engineering Ltd. has a of about 60.
6. Who is the man glasses?
7. Ruth is private to Mr Green.
8 “ to our school!” the students shouted when the foreign visitors arrived.
9. to have dinner with us?
10. “ a game of tennis?” Sheila suggested.
Translation ;
1. BBk KA SR B B 2%, (enjoy)

2
3.
4
5

- REFHEMRE TSR, (wonder)

BRFROCZHITES T, (expect)

. BRAEM G X TR, (in charge of)
- AN LERNEOEE R UER R EEEY . (overlook)



3 Arranging Office Furniture

Mr Green’s secretary’s name is Ruth. She’s a dark-haired girl with brown eyes and she’s
dressed in a blue tweed skirt and a white blouse. Ruth is taking David and Sheila to their new
jobs in the Advertising Section and the Marketing Department. Both of these are on the fourth
floor, and they go up in the lift. When they come out of the lift they see two glass doors. The
one on the right is marked Advertising and the one on the left is marked Marketing .

David and Sheila wish each other good luck. Ruth takes Sheila into the Marketing
Department while David waits on the landing. When Ruth comes back, she and David go
through the door marked Advertising . Ruth introduces David to the Section Head, Mrs Wood.
She’s a smart, attractive woman in her forties, with brown hair and hazel eyes. She’s busy

rearranging the furniture in her office, and David offers to help her.
Dialogue

Ruth: Good morning, Mrs Wood. This is Mr Long, one of the new management trainees. Mr
LLong—Mrs Wood.

David; ’'m pleased to meet you, Mrs Wood.

Mrs Wood : Pleased to meet you, Mr Long. Thank you, Ruth.

Ruth: Not at all. Good-bye for now, Mr Long.

David: Good-bye. Thanks for your help.

Ruth: Don’t mention it.

Mrs Weod: Excuse the muddle! ’m just changing the layout of my office. I want to have my
desk and chair near the window.

David; Can I help you? I'm here to make myself useful.

Mrs Wood: That’s very kind of you. Now, I'll have the filing cabinet behind the desk and the
table against the opposite wall.

David. Shall I put these filing trays on your desk?

Mrs Wood: 1 think I'll arrange those myself. The waste paper basket can go under the table. I'll
have this lamp on the table and those chairs can stand in that corner.

David: Is that all right?

Mrs Woed: That’s fine! Now, let’s have a cup of coffee. There’s a machine on the landing ,
opposite the lift.

David: Are there any cups?



Mrs Woods: Yes, there are some disposable ones on a shelf beside the machine.

David: Good. You sit down and I’ll fetch two cups of coffee right away.

10.

© ® NP ;s

Words &. Expressions

I. Comprehension questions:

.,_.
e

1. What is Mr Green’s secretary’s name?
What does she look like?

How is she dressed?

Where is the Marketing Department?
Where is the Advertising Section?

Where does Ruth take Sheila?
Where does David wait?
Who does Ruth introduce David to?

PPN e o

11. What does Mrs Wood look like?
12. About how old is she?
L] 8 L]

. arrange o. E.H5 .8 11. hazel o (EISIREEFRBE
rearrange ;. EHHE - EFHAN - EHRIE 12. muddle ». BRI A
. furniture .. FE(EH . 13. layout ». 7B .. %t RHE
a piece (set) of furniture —#(E)RL 14. file n. Y3 . ATIE . KB .
dress . EXRIE.EW: SIEHOKE ve. B IS
vl e BRER 15. cabinet ». (HHIR.GE FBHIITHH)
be dressed in a white skirt T—{&git% 8 BRBIIE
tweed .. LB filing cabinet {438
skirt ». #®F 16. tray ». GHAS L8 XHE: BYE
blouse ». &tz 17. against prep. BHE. BB
mark . 5785588 18. opposite «. FEH
landing /. BBTEL. BRI H prep. FeoXH
smart .. UMY EEY.HEH 19. disposable .. ABEIEFWH - AELN.FE
in one’s forties (fifties, etc. ) M-+ (H+ 240 '
...... VR disposable cups —¥ T
An old man in his sixties asked me the 20. shelf .. Z2F .4t
way to the subway station. 21. fetch . (F)>EX
{603 % 1 E A R IT VT 2 Hh kb 49 B
Exercises

How do Ruth, Sheila and David reach the fourth floor?
What do they see when they come out of the lift?



1V,

13. What is she doing when Ruth and David arrive?
14. What does David offer to do?
15. Where does Mrs Wood want to have her desk and chair, the filing cabinet and the table?
16. What are they going to do after rearranging the furniture?
II. Put the following into Chinese and vice versa:
1. rearrange the furniture 6. MA e BB LB
2. filing trays 7. Bk
3. a dark-haired girl 8. EWIHE
4. waste paper basket 9. HE]
5. on the landing 10. c A
III. Fill in the blanks with the proper form of the words or expressions given below ;
layout g0
stand mark
disposable opposite
against with
be dressed in in one's early thirties
1. The young man glasses is my cousin.
2. She a red skirt and a white silk blouse.
3. Owur tourist guide is a pretty lady
4. Pass me the file which ‘Advertising” , please.
5. The suitcase can under the bed, and the sewing machine can in
the corner.
6. The grey-haired lady is working in the bookstore,
7. We need some cups and plates for the party.
8. David and Sheila visited all the departments and sections in order to have a better idea of
the of the company.
9. Why not place the bookcase this wall?
Translation ;
1. EH—-SIFEHEREE T BBREE . (Smart)
2. BFEEER, FETRERE, (etch)
3. B EIRAEL, R REEKIR ., (excuse the muddle)
4. fhfEfi AR AR . (“opposite” as prep. )
5. HWXAERMESHAERMFR, (busy doing sth. )



