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Lontents

Unit

Unit 1

Unit 2

Unit 3

Unit 4

Unit 5

Unit 6

Unit 7

Unit 8

Unit 9

Unit 10

Unit 11

Unit 12

Looking for a Job

Reporting for Work

Learning the Ropes

Sorting out Problems

Communicating

Making Suggestions

Receiving a Guest

Entertaining a Guest

Brainstorming

Socializing

Sightseeing

Celebrating

Topic
I'm going to step into the society.
Has the vacancy been filled?
I appreciate the time you have given me.
I'm in the right place.
And what shall I do as a sales assistant?
Thank you for your time.
There is a meeting scheduled at 2:00 p.m.
What a hard day I have!
Can I get you something to drink?
I wonder if I could ask you a favor?
I see, but it seems that we don’t have other choices.
Well, no-can-do, I'm afraid.
Why don’t you reach out first?
How about your family?
I’'m not supposed to tell you, but..

We should have the budget for a large advertising campaign.

The staff meeting almost drives me mad.
I'm glad when people have new ideas around here.
I'd like to book a room at your hotel.

How was your flight?

Oh, that’s very considerate of you.

Why don’t you join me at the gym?

It’s a good chance for me to feast my eyes.
May [ take your order now?

That gives me a lot of anxiety.

This is rather a short notice.

Could we have your comments?

I don’t feel like it tonight.

We'd like to invite you to dinner tomorrow.
It’s just like Christmas!

You've come to the right place.

I'm glad I bumped into you.

I've never expected it is such a splendid view!
The Spring Festival is drawing near.

You have been a great help.

I'm proud of you.
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Unit 1

Looking for a Job



Warming Up o

Can you tell the professions of the people in the pictures? Can you
think of any other jobs or professions?

il
i

cashier

waitress

lawyer
musician

businessman

technician

photographer

driver




Situational Dialogues

Dialogue 1

I'm going to step into! the society.

Susan will graduate from the college,
puzzled what kind of job is suitable for herself as a

but she is

career. So she talks to the counselor’ in ABC Advisory

Office.

Counselor:

Susan:

Counselor:

Susan:

Counselor:

Susan:

Counselor:

Susan:

Counselor:

Susan:

Counselor:

Susan:

Counselor:

Susan:

Good morning. Welcome to ABC Advisory Office.
Please take a seat.

Good morning. Thanks.

I’m Brown Turner. What can I do for you?

I’m Susan, Susan White. I’'m going to step into the
society soon, but I don’t know what to do after
graduation. Would you please give me some advice?
Well, first let me know what qualifications® you have.
I’ve got a degree in economics and passed CET—6.
What do you enjoy doing?

I like playing table tennis, swimming and traveling, Oh,
I went to Beijing with the school chorus' last year.
I really enjoyed that. I met a lot of people, and I liked
talking to them.

You like talking to people?

Oh yes, and I like going to different places.

What about being a salesperson?

Selling? Well, could'I do that?

Yes, you may have a try. You like different places and
different people. What’s more, you’ve got a degree in
I think

you could be a very good sales representative if

economics and your English is quite good.

you work hard.

Thanks for your advice. I'll take it into consideratior’.

1. step into: #EA.,
TN

2. counselor: Jijin]

3. qualification: #T4f,
23]

4. chorus: £FIE A

5. take... into

consideration: 4 &



Dialogue 2

Has the vacancy' been filled?

Susan is calling to enquire about a job
vacancy in a trading company.

—

G N G

Johnson: Hello, Johnson speaking.

Susan: Er.. Mr. Johnson. It’s Susan White. I’m phoning | 1. vacancy: (i) ik
about the advertisement for a salesperson. Has the
vacancy been filled?

Johnson: We’re planning to fill it within the next two weeks,

and now we have a lot of applicants®. 2. applicant: I[1jj§ A
Susan: Oh, will it be possible to arrange an interview for

me?
Johnson: Arc you familiar with® that sort of work? 3. be familiar with: 4%
Susan: Actually, I'm fresh from school. But I’ve got a

degree in economics and I can speak English fluenty.
And I’ve got some training for that kind of job
while doing part-time.

Johnson: Let me see. Could you come at 9:00 a.m. tomorrow
morning?

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

Johnson: Good. Please remember to bring your résumé,
college diploma' and any other certificate’ you may | 4. diploma: ) 4T,
have. L

Susan: Yes, sir. 5. certificate: - {3

Johnson: Good, Susan. See you then.

Susan: Thank you. See you tomorrow morning.

Dialogue 3

I appreciate the time you have given me.

At 9:00 a.m. the next day, Steven Johnson,
the director of HR Department! of New Trade

Corporation, is interviewing Susan.

Human Resources

Susan: Good moming. Mr. Johnson. 1. HR Department:
Jhonson: Good morning. You are Susan White, aren’t you?

Department A )98



Susan:

Jhonson:

Susan:

Jhonson:

Susan:

Jhonson:

Susan:

Jhonson:

Susan:

Jhonson:

Susan:

Jhonson:

Susan:

Jhonson:

Susan:

Jhonson:

Susan:

Yes. Nice to meet you.

To start with, tell me about your education.

All right I'll graduate from Shanghai Business College
this July, and I am majoring in International Trade.
Have you ever done any sales work before?

Yes. I have worked part-time as a sales assistant with
a textile company. I was praised for my work there.
That’s good. Do you like traveling? Our sales clerks
have to travel a lot.

Yes, I do. I like traveling very much.

That’s the kind of person we are looking for. How
is your language ability?

When I was a sophomore?, I passed CET—6. Also, I
won a third place in an English Speech Contest.
Why are you interested in this company?

I appreciate the opportunity to develop my career in
a big company like yours.

Good.

Er.. Mr. Johnson, may I ask about the salary?

OK.  The starting salary for sales assistants in this
company is RMB 2000 per month, and raises are
given after six months according to your ability.

Oh, that’s quite good.

It has been a pleasant talking with you, Miss White.
We’ll notify you of our final decision within a week.
Thank you. Mr. Johnson. I appreciate the time you

have given me. I’'m looking forward to seeing you
again.

Practice

S

% Situational Expressions

Asking for advice on job:

1. Could you give me some advice on finding a job?

2. Would you please give me some advice?

2. sophomore:

K AR



Giving advice on job:

1. What do you enjoy doing?

2. What about being a salesperson?

3. Have you ever thought of working in a travel agency?

Asking about one’s qualifications:

1. What qualifications have you got?

2. Are you familiar with that sort of work?

3. Have you ever done any sales work before?
Applying for a job:

1. Has the vacancy been filled?

2. Are there any vacancies in your company?
3. Have you got a job for a secretary?

4. I’m phoning about the advertisement for a salesperson.

Exercises

1. You ask Mary how to do well in English study.

2. You advise your friend to do some sports everyday.

3. The interviewer asks you if you are familiar with the job you apply for.

E B :

Role-play

A Good Beginning
Work in pairs, and act out the following situations.

Situation 1

Turn to your teacher for his/her advice about what job is suitable for you.

Situation 2
You see a vacancy posted on the board outside the Brilliant Future Job Center.
You go into the job center to see whether the vacancy is still available or not, and

you talk with an office clerk at the job center.

Situation 3
You come to the job interview on time, and have a talk with the director of

the HR Department of the company.



Practice 3 3 .
Group Work

1. Do you know me?

Work in groups of eight or ten. Introduce yourself to your partners. The following
table is provided as tips.

Tips for How to Introduce Yourself

age

family and parents/relatives
hometown

former school

best friend

hobbies and interests
personality

favorite sport/singer/movie star/book/food...

© N o m oW e

dream and ambition

,_.
=

places you have been to and your impression of them

p—
p—

2. At the Career Development Center

Work in groups of four. You are a career advisor working in the University
Career Development Center. And the other three are students who are going to
graduate from the college. The would-be graduates are seeking some information and
advice from you, and you are supposed to get to know about the graduates before
giving any advice or providing any assistance. The following table is provided as tips
for you to know the visitors, but you need to design the questions by yourself.
Build up a talk with your partners and discuss the possible jobs they may take. As

the advisor, you’d better give some reasons why a particular choice is the best.




