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Unit1 Working Place 1

Unit 1 Working Place

Learning Objectives

After learning this unit, you should be able

* To get acquainted with the words and expressions of stationery used in the office,
* To be familiar with the words and expressions of the company’s departments,

* To know how to make and answer telephone calls, and

* To know how to write a memorandum.
Warming Up

Task 1 It is no doubt that people cannot deal with their daily job in the office without the
following stationery. Please find out the name of each picture from the words or expres-

sions given below.

sharpener notepad pencil ink
stapler cutter/knife whiteboard glue
duplicator laptop telephone seal
inkpad push pin paper clip printer
notebook fax machine adhesive tape pen
desktop pigeonhole stationery folder

book stand binder clip calculator
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Task 2 There are many different departments in a company. Please match the Chinese

terms in column A with the relevant English ones in column B.

Column A Column B
( 1. A KRS A. Human Resources Department

( )2. EHEL B. Subsidiary
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( )3. IZH L C. Public Relations Department
( )4, BREHR L D. Stockholders’ Meeting

( )S. EER/ E. Affiliated Company

( Y6. P4k F. Research and Development Department
( 7. FAAHE] G. Personnel Department

( )8. MR/ BEE AT H. Technology.Department

( V9. AJI IR I. Headquarters / Branch Office
( )10. AZE¥H J. Board of Supervisors

( Y11, T.7# K. Marketing Department

( Y12, W 55 L. Production Department

( Y13, A M. Sales Department

( Y14, G5 N. Purchasing Department

( Y15, RIEH O. Investment Department

( Y16, AR P. Board of Directors

( Y17, HigE Q. Secretariat

( )18, HAE R. Engineering Department

( Y19, BF & ER S. Committee of Experts

( )20. FEFEEB T. Financial Department

Task 3 Pair work.
The departments in a company sometimes have special relations. Talk about the people who
take charge of them and the special relationship between Stockholders’ Meeting, Board of Direc-

tors and Board of Supervisors.

Stockholders’ Meeting

| Board of Supervisors

[ Board of Directors

] Committee of Experts Secretariat

General Manager

Production Sales Research and Public Relations | | Investment | | Marketing Personnel Financial
Department | | Department %CV elopment Department Department | | Department| | Department | | Department
epartment
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New Words and Phrases

affiliated [ o'filieitid]  a. BHJEHY, MK | director [ di'rekto, dai'rekto] n. FIE
5} general manager n. S&H
subsidiary  [sob'sidiori]  a. %#§BhfY; St | assistant [ a'sistont] n. B
B n BB secretary [ 'sekrotri ] n.
president [ 'prezidont] n. E#R staff [sta:f] n AT
chairman [ 'tfeomon] n. EHEEK take charge of. .. il
CEO ( Chief Executive Officer) 4T B be responsible to. . . K eeeee il

Listening Activities

1. Listen to the dialogue and fill in the blanks.

( Mr. Peter Woods, one of the clients of ABC Company, is just arriving in Hong Kong. He is now
trying to contact Mr. Lee, the director of Public Relations Department in the company. O = Opera-
tor P =Mr. Peter Woods L =Mr. Lee)

0. Good morning, this is ABC company. (1) ?

P. Can I speak to Mr. Lee?

0: Hold on, please. (2) . ...He is in and I’ 1l put you through right now.

L: Hello, (3) . Who is that?

P. This is Peter, Peter Woods from USA.

L. Oh, Mr. Woods, have you arrived in Hong Kong?

P. Yes, I am now staying in Hilton Hotel.

L: __ (4) ?

P: Not bad.

L: (5) ?

P. But I am a little tired now. (6) 7

L. OK. (7) ?

P (8) ?

I.. OK, that’s fine. See you tomorrow morning.

P: See you then.

2. Listen to the short passage and decide whether the statements are true or false.

( ) (1) Last year, the annual growth of Gold-star Company has averaged 24% .

( ) (2) Gold-star never does business in the field of construction, finance and trade.

( ) (3) It also operates Korea’ s largest private research institutes, investing 14.5% of sales
into research and development each year.

( ) (4) Gold-star Company has overseas subsidiaries.

( ) (5) Greater worker satisfaction and better quality of the production line results from man-
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agement systems.

Sentence Practicing

Topic 1 Meeting Clients

1. Excuse me, but aren’t you Mr. Smith from America?

XS, R 5% [E R Y st e A g o

2. Here’ s my card / name card / business card.
XERNE R .

3. We’ ve been looking forward to meeting you.

AT B B,

4. Delighted to meet you at last.

TR AT W R AR

5. How nice to meet you again!

NLEEERRENMT

6. Is this your first time to China?

R R EL?

7. You can call me at my office during the day or at my home after six p. m.

AR AT HIPAZERTE, TF 6 kiLUGW HTRE BdiiE,

8. Direct contact will be good to both sides.

ST XU A G4

9. Are there any sights you’ d like to see while you are in Beijing?

FEJC R ], BRAR R B — 7
10. Is there any place you’d like to visit in particular?

EHBEAMT 2 HITRES WK

11. I could do some arrangement for you.

T LA R HE

12. 1’1l accompany you to the hotel.

R B B MR

13. You like an informal dinner with us tonight?

SBBRNTZPERE AR

14. Sorry to have kept you waiting.

MAE, IEEAET

Topic 2 Receiving Clients
1. Good morning, can I help you?
B L4, AHAaRTERLG?

2. Do you have an appointment?

BARBMAG?
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3. I wasn’t aware | need to make an appointment in advance.

RBRAAMEEERWHA.

4. Our meeting is set for 10 o’ clock.
BRATLALE 10 AW

5. Will you please take a seat?
i, Fge

6. She is just having a meeting now.
I AE BT &

7. She should be with you shortly.

f T b At o L £

8. Can you please just wait a moment?

HEME 2L, 752

Topic 3 Answering Telephone Calls
1. Hello, thank you for calling Happiness Hotel.

TREF, W B SEART IS o
2. This is Mary speaking, what can I do for you?

REHF, TN EHAT A7

3. May I know your name?

BRAE TR IR A k42 g 7

4. Could you please hold on for a moment?
B F -2 L7

5. T will put you through right now.

FoX kN S B E L

6. Just a moment, I’ 11 check if she is available.

HRE, REBFFMRERTE.

7. Sorry, 1 am afraid he is not in at the moment.

Xt AR, AL BRAEARTE

8. Can I take a message?

REEH A D EG?

9. Would you like to leave a message for her?
HEERAEADEG?

10. I take your name and number and have him get back to you?

R A TR IE S T 07 Rib A EERE,

Topic 4 Making Telephone Appointments
1. Hello, this is Jenny from Happiness Hotel returning your call.
w47, REZB/WEEER, KRAERTIBRIE,
2. I’ m glad to finally get a hold of you.
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R, RATHRRAMET,

3. My secretary said you called to concern our meeting next Tuesday.

R B IREITRERRMN TR _SEME, 2y

4. I want to let you know I will not be able to make our appointment next Tuesday.
HEERET A _RAREBRL,

5. I’ m sorry, I’ m afraid I’ m completely occupied on that day.

AR, BB ROEBELHERT

6. Actually, I do need to change the time of the appointment.
FXLE, RBEHEL—FHEBH,

7. Is there any possibility we can move the meeting to next Monday?

A 1A BeA T BEHE UL TH A 8] BB R A —2

8. Would it be possible to postpone until you return?

B 7 5 45 W1 SR 7 15,2

9. Shall we say about 2 o’ clock?

AL 2 KAF?

10. 1 am looking forward to seeing you at 2 o’ clock next Monday afternoon.
KMHFETH—- T2 i 5E0LMH,

11. I’ m calling to confirm your appointment for tomorrow morning at 9 a. m. with Mr. Li.

HATHERBEHIN—TEU R 9 M5 FRAENTAHE A W&,

Follow-up Practice [

Task 1 Complete and practice the following mini-dialogues orally with your partner.

1.

. A: Your secretary said that you need to change the time of our appointment.

A: Hello, I’d like to speak to your director of HR Department, Mr. Green.

B: (HM%  REBEFM
TEARTLE )
A: I am calling to tell you that I cannot make it at 3p. m. tomorrow. »
B. (R ARFATRAE T
DA D T ) i B S K )

. A (F g, F
WA wy A )

B: Do you have an appointment?

A: I am afraid Mr. Zhang has left the office this morning, and is not expected back until after

4p. m.
B. (AT AR 5
A fEE?)

(TR AT HE £ T B I 5 £E T JA—

£ 10 i)



8 BB RIBITR

B. OK, I am looking forward to seeing you at 10 o’ clock next Monday morning.

Task 2 Fill in the blanks with the phrases given below.

call /ring back cut off get through give up put through
hang up hold on pick up off the hook look up
1. The phone is ringing. Why don’t you the receiver?
2. Mrs. Scott isn’t available at the moment. Can you later?
3. Can you Ms. Dumas’s number in the directory please?
4. I’ m afraid she’s with a client, shall I you to her secretary?
5. 1’ m sorry about that. I’ m glad you’ re still there. We must have been for a mo-
ment.
6. Could you for a moment, I’ 11 just find out for you.
7. Is Sam there? If so, could you him please?

8. If the telephonist says “ Thank you so much for calling” and plays me that awful electronic mu-
sic again, 1’1l

9. You'll never get New York at this time of day. If I were you, I’d

10. Mr. Pit, I am sorry, the line is busy. You can’t speak to Mr. Bully, maybe the receiver of

his telephone is

Situational Conversations

Conversation 1

Fax

(A =Manager B = Secretary)

A: Did you put this morning’ s faxes on my desk? I’ m waiting for some urgent faxes from head-
quarters, 1’ m quite sure they came in last night.

B. Everything that came in through the fax machine last night is all on your desk. But I noticed
that some of the copies are very blurred. Maybe you can take a look at them. If the copy is un-
readable, 1’1 call them and ask them to refax.

A. Yeah, I think it’ s better to make them refaxed. These copies are so dark, I can’t make out
any of the words.

B: What about that one?

A: This one? No better. It’s too light to read clearly. How can that be?

B: Perhaps the fax machine is out of toner, I can change the toner cartridge. That should solve the
problem.

A: Oh, look, there are about three pages missing! It looks like the fax machine ate almost half of

my important copies.
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B:

I guess there is something wrong with the fax machine. Don’t worry, 1’1l have it repaired this af-

ternoon, and in the meantime, I’ 1l have your documents refaxed to our other fax machine soon.

Conversation 2

Telephone Call

(A =8Susan B =Mr. Bill Thomas)

A
B:

B:

Hello, thank you for calling Bradford Company. This is Susan speaking, how may I help you?
Hello, I would like to speak to your directer of Human Resources Department, Mrs. Jenkins,

please.

: Just a moment, 1’1l check if she is at her desk. May I tell her who is calling?

: This is Bill Thomas from Milford Insurance. I’ m calling in regards to our meeting next Thurs-

day.

: Thank you, Mr. Thomas. Please hold on.
: OK, thanks.

: I am sorry, Mrs. Jenkins is away from the office. She has already left for lunch. Would you

like to leave a message for her?

: Yes, please have her call me back after she returns to the office. It’s best if she can get in

touch with me before 3p. m. today; she can reach me at my office number, 553-8996.

: Sorry, I didn’t quite catch that, could you please repeat the number?

: No problem. My office numbers is 553-8996, and tell her to ask the operator to put though ex-

tension 3.

: OK. And Mr. Thomas, just to confirm, your name is spelled as T-H-O-M-A-S | is that correct?
: Yes, that’s right.

: I will make sure Mrs. Jenkins receives your message and returns your call before 3p. m. this

afternoon.

Thank you very much.

Conversation 3

Appointment

(A =Bill Thomas B = Jenny Jenkins)

A
B:

Hello, Bill Thomas speaking. What can I do for you?
Hello, Mr. Thomas. This is Jenny Jenkins from Bradford Company returning your call. 1’ m
sorry you missed me when you called my office this morning. My secretary said that you cafled

to concern our appointment.

: Yes, Ms. Jenkins, thank you for answering my call. I’ m glad to finally get a hold of you. I

called to tell you that 1’1l not be able to make our meeting next Thursday. I am going to Hong

Kong on business that day. Is there any possibility that we can change it to Wednesday?

: I’ m sorry, I’ m afraid I’ m completely occupied on Wednesday. Would it be possible to post-

pone until you return?
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A: OK, let’ s rearrange it. I will be back Friday morning. What about Friday afternoon. Would it
be good to you?

B. That is fine. Shall we say about 2 o’ clock?

A Perfect. I am looking forward to seeing you at 2 o’ clock next Friday afternoon. If you need to
change the time again, please feel free to call me on my cell phone.

B. Thanks, Mr. Thomas. See you next Friday.

A See you then.

New Words and Phrases

urgent [ 'a:dzont ] a. B AW, N2 | in regards to... *XF, X

B, S/ get in touch with. .. Fleeeres BUBEE R
blurred [ blo:d] a. FEHIH reach sb. ®EFEA
unreadable [ an'rizdabl ] a. AT [ ik | extension [iks'tenfon] n. Z#L

B MERABEAR confirm [kon'form] o HAIA, UESE
dark / light o (Fifa) HHK /&N concern [kon'somm] n. &o. K, KIE
make out FriAH; FHM# get a hold of. .. BELE-----
toner ['touno] n. WEAF] postpone [ poust'poun ] v. IR, [FIE
toner cartridge ik, =2& HH
in the meantime [A] i rearrange | rita'reindz] v, HEFEH

Follow-up Practice II

Task 1 Complete the following dialogue.

A: Good morning, thank you for calling Golden Company. Can I help you?
B. (BT WL HFHE,)
A: GER%, XA EEERTE.)
B: Thank you.
C. Hello, Jim Smith speaking. Who is calling?
B:
(REGWBA TR HIR, RITHIERK
REEMETHYS, GHX EFEEHT)
C. Sorry, I’ m occupied tomorrow. But I will be available on Thursday.

B: (B A1) 2y 52 72 JA U & o
L4 10 SEARE?)

(EATLFEI: 30

e, FINRMITE—ThiSmRRE,)
B. OK, then we make it at 9:30 on Thursday morning.

(M SELTE. R EEE Y E,
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THEER SRR )
B: Thank you. See you then.
C: See you.

Task 2 Translate the following dialogue into English.

RGP BER, WERA M ARREM?
KERANFBEBEAE - MARTE,

: ARIH , MBUAEARTE 7 Al R L 7
: WEESHEAFANERENE - e,

-~ > o

. !

Task 3 Role play.

Work with your partner, role-playing the following procedure taken by two parties.

A - MAREEINERE, BFF3 AUEARR, REFEHENSOEG?
: BRY, EREEMRITE RIERM, HFEMETF 4 SURAREHIE,
HH, B, RETF 4 fUEAERRE T,

L

REREA T |

|

l

| EZEERER BRI |

J

BEBRUEESRAALE |

&

b b3 R R |

!

Fi £ el |

Supplementary Material

Sample;

Memorandum Writing

Date: June 5, 2008

MEMORANDUM

To: Director/ Manager of concerning departments
From: John Green, Sales Manager

Subject: Discuss the sales plan for the 3rd quarter of 2008.

attend the meeting, please notify my secretary in advance. Thanks.

Our department has made the sales plan for the 3rd quarter of 2008. We are going to hold
a meeting to discuss it in the meeting room of the company at 1;00p. m. on June 19th. We

hope the director or manager of concerning departments will attend. If you can not be present/
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This memo outlines how to write an effective memo. A memo always begins with a statement
of its purpose to help busy readers sort, prioritize, and file their correspondence.
Memos vs. Letters

Use memos rather than letters to communicate within your organization, including members of
your department, upper management, employees at another branch of your company, etc.

Use a letter if you are preparing a document for someone several levels above you or in a for-
mal situation. For example, &n application for a leave of absence should be in letter form.
Heading Information

Always include the date, the names of the writer and the receiver, and the subject of the
memo in the heading, formatted however company standards dictate. The heading information en-
sures the memo is routed and filed correctly.

% Use a courtesy title (Mr. , Mrs. , Ms., Dr. ) before the recipient’ s name and a job title
after it, unless the memo is very informal.

# Use a job title after your name and hand-write your initials by it. This confirms that you
take responsibility for the memo’ s content.

* Make the subject heading as specific as possible. Include project names and numbers.
Formatting, Paragraphing and Style

% Use headings to help readers skim sections of the document.

% Numbered and bulleted lists make information easily accessible.

# Typographical formatting such as underlining, boldface, and italics makes headmgs and
important information stands out.

* Keep paragraphs short and concise.

x Use strong, active verbs, personal pronouns, and appropriate vocabulary.

Concluding a Memo

In the past, memos required no signature or conclusion other than “Please contact me if you
have questions. ” Today, it is common for memos to close like letters, with a “Sincerely,” and a
typed name under a hand-written signature. If in doubt about how to close a memo, ask for a tem-

plate that indicates your organization’ s standard practice.
Supplementary Vocabulary

A& “B” FEOJLMEE
1. F chief 5 -in-chief £~

Chief Accountant S £xit Il Chief Architect S ZEFIF
Chief Editor / Editor-in-Chief %% Chief Designer & it
Chief of the General Staff SHBHEK Commander-in-Chief 25 &4

Chief Engineer / Engineer-in-Chief M T FUE Chief of General Affairs E\%Iff

2. FJ general 5f-general &’R
General Accountant 8 4xit I General Agent B /CHRE



