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Unit One Introductions

{1

BRENME ERAENE BEARNE HENB ABINN,BAMARHERE 2
MRRMRIRETR. ENB—EL2BRIANFER, —BROFEES BB RS S5 &
Y%, HRANTARBHFEN, ETREREMBIFE, #TADNBHIBRSHENEL
YRR TAERREA AR A ERON R A BAIERREEBEMEI LRI A
FE LR AAGFRNMR BEH A WTIES. & 808 ESHX — 38377 31 %
AR

&R E JRAE

Ways of greeting at first meeting :

-How do you do? ( formal)

-How do you do?

-Hello! /Hi! (informal)

-Hello! /Hi!

-Glad/Pleased/Nice/Good to meet you.

Greetings and respond- | -Glad/Pleased/Nice/Good to meet you, too.

ing to greetings Ways of greeting between acquaintances :

-Hello! /Hi!

-Hello! /Hi!

-Moming/ Afternoon/Good morning/Good afternoon .
-Morning/ Afternoon/ Good morning/Good afternoon .
-How are you? /How is everything going?
-Fine/Not bad/Just fine/Very well. Thank you. And you?

EmkER 1 0d 4
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Introducing oneself

May I introduce myself? My name is-+*
I’ d like to introduce myself. 1’ m---
Good momning, my name is-:*

Hello! My name is**-/1’m-

Let me introduce myself. I’ m-

My name is***I’ m here to see:**

I’m:*-I’ ve arranged to see **-

Introducing other peo-

ple

Allow me to introduce my colleague:--

May I introduce (you to) our manager---?
Mr. Smith, I’d like you to meet:**

Jane, this is Peter.

Mr. Green, have you met my friend Mr-++?
Hank, do you know my friend Ronnie?

James, T don’t think you’ve met my friend Lisa.

Asking for personal de-

tails

Are you*--?

What’ s your name, please?

May I have/know your name, please?

How do you spell that/your name?

Where are you from?

Where do you come from?

What’ s your nationality?

What do you do? /What’s your job/occupation?

Describing people

What does he/she look like?

How can I recognize Mr. Brown when I meet him at the airport?

He is a middle-aged man / in his late fifties / in his early twenties, quite
tall/ very big/ small / short/slim/ will-built / wearing glasses / with
shoulder-length straight hair.

Describing

responsibilities

He’s in charge of -+

I’ m responsible for---

I’ m the sales manager and it’s up to me to -+
He is a :* and he deals with -

She reports to *--

New Words

export n. [
abroad adv. ¥ %)

position n. HE{
accountant n. £ ( 5 ), & i




requirement n. 3K, W& KM
minimum adj. &/, B
supervisor n. ‘BHHA, EE A
inquiry n. ¥#][A]

expect v. %ﬁ ’ Eﬁ\ﬁ

corridor n. 7% Ji§

quote v. & n.

supplier n. | 7 , Bt &
client n. & F?

project n. X, %
currency n. il , 58 1M
costing n. AT, A 7= %
technician n. AR &

budget n. HiH

complicated adj. & 24
investment n. %
photocopier n. & EI#L
occupation n. R,

executive n. 8 EH AR
salary n. ¥K

chain n. —& %

enormous adj. JEKH, E KK

Phrases & Expressions

long-term customer 1< 3 &
hear about W7 i},

plat-form shoes & Ji /& EREE
have a look B —F&
as well as

bring (the price) down to-+ ¥ (#t 4% ) B %I
labour cost 3555 %% , 95 1 HF X

in case J1—

electrical system Hi f] R4t

be worried about $H.0> , I8

credit card {5 FF

for a moment —4% )L,

in related field #H3&47)k

joint-venture & ¥EBKE Al

reduce v. J& />

stock v. JEFF

exhibition n. B &
sensible adj. BH# )
approach v. & FALH#
balance n. 4

delivery n. %%, K17
finance n. W%

accounts n. K55

favourite adj. & KK
refresh v. (f)¥§ k&
energetic adj. X§ /1 7l ()
major v. & n. EE ;&
senior adj. %M
personnel adj. A G, HR 5
recruit v. U, HIE, 5
staff n. 2K 5

welfare n. 187
confidential adj. H/L%5 #Y)
apartment n. NE

fluent adj. JiFE

insurance n. &

have a good command of X -+~ HIRLF i) T fi#
sales executive £ B £ &

pay on delivery 38 5% B £+ 3K

report to FE -+++* F P IAp S

most of the time KB4 B[] B

PC application Hi, figi i Ff

and the like 3% 2K

used to i3 EH H

service contract It % & A

hang on (HL%H ) AHEWT, F %5

be booked up BEHITSE T

traffic jam 2E % , 32 i@ P %

fill a gap HAMEH

a wide range of & &FEM , FEHETR) 1

 S——

===
T s v s £
I T T T

) Fa—— — e P2
]_,_L

T

e

S —— | I—=
1=

T T T

FmrssR 1 D d




HEE ISR B e S SO ER S S

4

bank accounts 171k &
straight away 3 %, & |

Proper Names

Tom Brown (5 ¥4 ) % #i B
Alice King (X F& )XW« &
Peter Snow (5 F 2 ) 115 - ¥
Matthew Irvin (55 F4 ) D& - & /R X
Frank Chau (35 F&)# 2% 5
Sue Henderson (&4 )7 - E 18 7%
Alex Pei (5545 ) W17 52 37 -
Maison (% [X) 12k

Fnando (HE[K)FE 2 £

Bloom (#f ) 7 £ i}

Max (A 45) 5 5a 7

Suzuki ( H A& AN K)

Jaff (N#)7RK

Harman (3% %)M 1]

Foster (%% [C ) 48 7 4F

Phillips (2% [%) JEF 3%

Ann Dickinson (& F 4 )% - it & 7%
Marleys (2% [%) 5 & #r

Vocabulary File

1. Describing People

G reek nose
haw knose

in charge of &
Travel Agencies Jif 174t

Driver (#f K )#83€ 35

Martin (#£[K) 5T

Patrifware (% ) A% B K BRR

the Far East 76 45 #1 [X.

Japan (H %) H A

Singapore (& 45 ) # N

Kuala Lumpur (T4 P4 & /T ) 77 B 3

Boston (3€ H 3k 17 4 ) ¥ + i

Nottingham (& E 3% 7 45 )i T I

Master’ s degree fill 1224}

yen H [&]

dollar JG, % JT

the Hankson Stock Exchange W5 R LA
Fr

Standard Bank ($#77 4% )15 HE4R1T

Yokohama University 1% k2% ( H 4%)

Harvard Business School M5 i T B 22 %

Describing people
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2. Job Responsibilities
__ marketing promotions | design
introduce products | market research make decisions/plans
dcmonstmtg products | product research handle difficult situations
complimentary present | experiment deal with problems and
persuade customers | technology complaints
i _launch campaign | packaging sign contracts
advertisement | focused customeg/”  attend conferences
bargain about price i
offer discount:
deal with relationships between ___make/ receive telephone calls
management and work force __ make / take notes, minutes, messages
recruit new staff __deal with files, correspondence
interview applicants write memos, reports
promote staff | budget work at computer word process
train staff | accounting __receive guests, visitors
'ﬁre | deal with financial matters __ arrange meetings
retire make appointments
f an accountan

Listening Practice

Practice 1

For each question, you will hear a dialogue, or a speech. Choose the suitable answer or fill in

the blank .
1. Who are they?
Alice King
Tom Brown

2. Which department does Mr. Snow work in?

A . Production B. Sales C. Plan
3. How to spell the surname?
A. I-l-v-i-n B. I-r-v-i-m C. I-r-v-i -n
4. What sort of employee applicant does the company recruit?
Job

Education : university degree in
Experience : in joint-venture
Language : good command of
Knowledge : of

FEmrs=R 1 DU 4
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Practice 2

Listen to a monologue and choose the correct one to complete each statement .

1. Samuel King is A. a salesman.

B. a sales manager.

C. a sales manager abroad.

2. Very often he travels to A. London.

B. Singapore.

C. Egypt.

3. Heis a(n) A. American.
B. British.
C. Australian.

Listening Test

Part One

Questions 1-8

For each of the following 8 questions, you will hear a short conversation. Choose the correct an-

swer from the three choices marked A, B or C.

You will hear each conversation twice .

1. Where does Sue work?

Marketing Finance Research
A B G

2. What should Mr. Pei do?
A come back another day
B sit down and wait

C go upstairs immediately

3. When does the train get to Kuala Lumpur?

6:00

9:45

A

B

10:15




4 . Where is Mr. Bloom’s office?

[ [
- []

THT

A B

5.What is the final price?
A HK $ 680
B HK $ 600
C HK $ 618
6. Mr Suzuki is
A in a meeting
B out all day
C at lunch
7. Which diagram is correct?

A B

8. Which chart is correct?

£

l Mr Haman

]

M r Philips |

Dollar Price in Yen

Yen Yen
11 11

105 105

C

95 95

9 9

M on Tues M on
Part Two

Questions 9-12

For the chart below, you will hear two people discussing the budget for some building work.

Tues

Yen

11
105

10/

95

M on Tues

Fakm=R 1 0d 4
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Write in the missing numbers according to the information you hear. You will hear the conversation

twice .
Costing for office changes
Type Number of people No. of days Daily rate
Yabanir Technician 3 4 9) ¢
Workman 5 (10) £50
Supervisor 1 6 £ 105
Building materials
Estimated cost: (11) £ (including electrical work )

T
T
I
|
==

H =S B ok o S SR OB IR S S

Office equipment
2 personal computers ( IBM 486) : £ 3950

1 photocopier: (12) £

Part Three

Questions 13-22

You will hear two telephone conversations. Write down one word or a number in the gaps on the

forms below.

You will hear each conversation twice.
Conversation One
Questions 13-17

For the form below, you will hear a customer calling her bank. Fill in the missing information .

' " " L 1 L L
o S s e —— —
I |

Standard Bank
Credit Card Application Form

Salary (per month): HK $ (17)

Name: Ann (139 15 S e s S
Address: o 1 AT e I R TN L 8

Age: ISR Rk R
Occupation : (16) Executive

Conversation Two
Questions 18-22

For the form below, you will hear a woman calling a technician to fix some office equipment.




