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selecting a staff? BRZETZE . EESRBAEMERNAFRMEME., R
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1) build up and keep the business relationship(# 37 Fl £ K7 # 55 BR 4D
2) talk about the job iRt T 1)
3) make a plan and arrange the daily work (il iT 3 %] 5 % H T4E)
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1) greet sb or your response i A 37 [ 45 5 %o 1) 2% £ [ 25

2) the self-introduction( B N4

3) ask for someone else’s identity or introduce your identity Gfj [a] %3 77 B 4
A O S RRE)

4) express what you like most and like least(%£ 3% A D BRERM 4 BAE
WA 20




5) send/accept/decline the invitation( & Hi .32 37 BUIE 42 B 3%)
6) express the appreciation and gratefulness (7% B} ik 50)

it T

1) the job description(#iR TYEE %)

2) make a brief introduction of your company (4143 ff 7 A Bl & i)

3) understand the product( & Z 44 7= &)

4) compare the different products and prices( tt 3 [F] 89 7= & B A #%)

5) ask for others’ opinions and mention your own ideaCif] [a]fth A & WLFF# H B
RYP VY=Y

6) express agreement or disagreement(# 7x [A] B B & %)

7) come up with/accept/refuse suggestions (1% H} . 52 3% 5{ 45 48 B 1)

8) express demands and requirements (3 ik & 2 fIEK)

#ATIH AR H T 5,

1) arrange the business meeting, schedule and the timetable (% HE /i % &
W HRE R

2) business trip, book the hotel room, checkout, arrange the accommodation,
order the food, consult in a travel agency, book the airline tickets, travel by
train, etc( i % ik A7 BITHRJE B 18] BIAR S A 18 A4 K L S0OR VAT IR T % 30
BUTHLER T K F hR 1T %)

3) arrange the trade fair and entertain the foreign guests, from booking the
venue to preparing some leisure activities and so on(% HE % %5 32 5 & F & F¢ Hb
B MITRERRH - BERAESS)

4) know how to deal with people with some knowledge in human resource
management, for example, the job interview (Z{# — & A J7 BE IR i B B AR, B
an . FE I D

5) manage staff and motivate them to perform best, as well as compromise
the relationship between your superior and subordinate (& 3 & ¥Jil 5 1., 3+ ¥
fETRRE)
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1. Full of confidence and speak loudly no matter what the situation is. (FCi
A 2T . MERHE BEREFRE D

2. Keep a natural speed of language, neither too fast nor too slow. ({#+F—
NEHARER, ARHBRREAEHERE.

3.Have a good and clear pronunciation, which results from your hard
practice, otherwise you will be marked down. G iz Y i 89 5 >J T 2 48 45 dE I
HiEW B R, BN Regma .

4. Avoid repeating the words and mistakes, or you will expose your
grammar mistakes and limited vocabulary. (/2 & ¥ % & 5 A XA iR S 48
RAEF, AWK RELEARMALCRSGEEBIRD

5. Listen carefully to every sentence before answering it. If you don't
understand just ask for repeating, otherwise you'll make funny mistakes. ( [E] 2
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