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/— Words and Phrases BEfTHRIT —

corporate [ ko :parit] n. ®BA AT
executive [ ig'zekjutiv] a. TEHY

staff [ sta:f] n. =X YNGHELE
manager [ 'menid3a] n. 28
administrative [ od'ministrotiv] a. TERY, EHEMN
headquarter [ jhedkwo:ta] n. B, B
branch [ bra:ntf] n. 533, AL
regional office X I AL
employee [ jemplsi'i; ] n. BR

department [ di'pa:tmant] n. B0, &
&venue [ 'revonju: | n. WA, Bilk /




Useful Sentences @ EEAR
I’ m here to give you a quick tour of our corporation.
LSRBHHFHRARBSU—TRIAE,
Let me brief you on our company.
R R RN A — T RITWAFL
Welcome to our company.
VR BATAF
Let me give you this list of departments first, next to each depart-
ment is its location and the name of the manager.
RIEBHRXBENERITHER, SNRIIFATIRE T R
BMEEEAS,

Conversation = T —B%

(Q @, Dialogue 1

A: Can you tell me some information about the structure of our com-
pany?

B: Certainly. I’ 1l give you a brief introduction. The corporate is
the over-riding authority for any company. All business direc-
tives, objectives, goals are developed in a corporate. Support
departments involve such activities such as marketing, finan-
cial analysis and data entry . Regional offices can be national
or international and are usually functional equivalents of the
corporate office, on a smaller scale. Fields outside of head-
quarter include regional offices, divisional offices, and
branch offices. They handle all activities outside of the corpo-
rate.

A: Oh, I see.
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Stop 1 HAMIARAA

: WEEARIFFRITARIMARSEAG?
: AT R USIREENE—T . AFEAEEMAF

L HEAERE LR Sl BS S RRERE
AT BARER R 2 Rk A BRI E 8. SCRPEBITARST 2
THERH W BEFRA . B HELTUESLE
AR, BRI L5 A 7 SR, RERR/N—
e, SRS ERFEE S AL A E L ]
AFRAF SIS AR S .

: L, RAE T .

4‘@ @ Dialogue 2

A

B:

A:

I want to know something about the responsibilities of general
posts in our company.
Executive staff is responsible for the overall performance and re-
sults of the business. They develop key concepts and strategies
to drive the business. Manager staff is responsible for imple-
menting concepts and strategies. Administrative staff assists in
scheduling, reception, filing and record-keeping, etc. Clerical
staff handles process-oriented tasks. Maintenance stafl ensures
that company equipment and premises are clean, safe, and in
good-working order. Back office personnel usually don’ t inter-
act with clients and customers.

So I will work at here as the assistant of Human Resources

Department.

: Yes, that position should belong to the clerical category.

: BAR TR — T BAA Al —MERALT R S A BT
: ZERTAVKEERZRAELVENNER, MIN2E

BSMBREZENEAFNER, BEEARIITLE
BEERMA R . TR RS A BREH B SR,
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: RAREEHREANSTRETBMBIE TIEN

s By, ARANERAZ R E R SCER I VE BE

4@ W Dialogue 3

A:

B:
A
B:
A
B:
A
B:
A

: Yes, I hope you like here.

A
B:
A
B:
A
B:
A
B:
A

Welcome to our company. I’ m here to give you a quick tour of
our corporation.

: How many employees does our company have?

: We have about 150 employees.

Is this our design division?

: Yes, it is. We use the computers here to produce the designs.
Oh, I see. But where’s the sales and marketing department?

: They are on the other floor... this is our lounge area.

It looks very nice and comfortable.

: RIMERATAT . SRBEHHERRXBEN—TRINAF.
RNATAEEL R T

: RAH 150 FR T,

X RBATHBIHRG?

: JER . RATARMX B s E BT

%, RNt ARG B A AT E0R

: BEER—B - XERMNE A THREX,

XEE ERRERMEFE,

: B, RFEFRERXE,




Stop 1 #H AMBAHAR

eﬂ @ Dialogue 4

A: Excuse me.

B: Yes. Can I help you?

A: Yes, please. 1’ m looking for Mr. Mike’s office. Do you know
where it 1s?

B: I’ m sorry, I don’t know, but the guard over there should

know.

A RBUE—T7

B: A EFERFBLG?

A RW, RERBERIEENDAE ., BHEEHILG?
B XA, BAME . AARAKF IAZAE

m @ Dialogue 5

A: Let me brief you on our company. Our company was set up in
1976.

: Excuse me. Can you tell me our annual revenue?

: Now our annual revenue is 250 million.

: Where is our headquarter located? Do we have branches?

: The headquarter is located in New York, U. S. A. One of the
branches is in Hong Kong, China; and the other is in Tokyo,

W e W

Japan.

=]

: What are our main products?

A ; Computer fittings.

A R B EARST R — T RO AR BITH AR RSLT
1976 4,
B: fTHi—T , REER BB — T RATA B BIFBA?




A: BERNMEEWER 2.5 12370,

B: BATHAEAEBIL? FhoAEG?

A: BEFEEEAY, RIS AR —NEFERE, 5 —TE
HARR

B: RITWFESREMA A7

A: FHEHLEM .

ﬂ Dialogue 6

A: Hi, Peter Smith? I’ m Lynn Lee. I’ ve been asked to handle
your training and introduce a little bit of the company to you.
It’ s nice to meet you.

B: It’ s nice to meet you too, Ms. Lee. This company seems so big
right now; I don’t know how I’ 1l ever get used to it.

A After a week, you’ll be running around here like a pro. Let me
give you this list of departments first, nekt to each department is
its location and the name of the manager.

B: Great ! That’1l be a big help, Ms. Tee.

A:NE PREGAS - SREHIE? REM - 2, REBWAFIEM
B FIRT i — RARE REMAUR.

B RUMBENAR, L+, XIPMAFMPFRKRT.. RER
HERREENATE.

A:—BYZRFRREBERBT . RESHEIBEITITH
FE, SMNFLBRET ENVENZEBSY .

B K#FT! REEWAILT , T,
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2> BMIAMR Introduction

Words and Phrases BT REIC
expect [ iks'pekt ] ». W, W e At
welcome| ‘welkom ] v. byelll
pleasure [ 'pleza] n. T, R
prospect [ 'prospekt ] n. 7e, 8, RE
colleague [ 'koli:g] n. GE::
laurel [ 'oral] n. AR, RE
equip with B
appropriate [ 9'prouprit] a. =1
guidance [ 'gaidons| n. 5%,
patient ['peifont] a. AL H, SRR
team up with S RINE t=H
in the same boat [RlA 35T

Qapt to prA A /
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enfences = BEEAH

I’ m very glad to meet you.

REXMAER,

it’ s better than what I expected.

HBBBEL

There is some one I’ d like you to meet.

REBHENBT N

Let me show you around and meet the other people in our company.
WAHIRE AR AR — T AR HABA

You’ re welcome to work with us.

WP R FRAT— T,

I am new to the working world and would appreciate your guidance.
REAHATHEER, FHIREHEH.

I will try my best if you need any help.

MRAFERHIT, R A8,

I like to team up with you.

RERSHILEHE,

I think I will adapt to this life.

RERSE X P AETER

Conversation ~ WGR—B%

@h @5 Dialogue 1

. This is Mr. Chen, our new comrade. Mr Chen, this is David.
: I’m very glad to meet you, Mr. Chen.

: Nice to meet you, too, David.

: How do you like our company?

: It’ s better than what I expected.




Stop 1 # ARBARAF

A: XRBRELE, RITOFRE, Bk, IR,
B: REMIEMR, BRIEAE

C: RUWBEMMINUR, KT

B: RERBAIAFEG?

C: ERBBEL

~

w W Dialogue 2

A There is some one I’d like you to meet.

B: Yes?

A: This is Wang Tao whom I was telling you about earlier.

B: Hello, Wang Tao. Nice to meet you. She often talks about you.
I am Li Ming.

: Pleased to meet you too.

: You’ re welcome to work with us.

: Thank you.

=B o B>~ B e}

: Let me show you around and meet the other people in our com-

pany.

: RAELHENHD AN

: FEUEMT?

: XRERE, BUBTEIRIR

BRI, £ . RRMALBR, BERRER, REZFH,
: BWREMATUR,

: KRBT —EITAE,

: W

s RAIRE AL EESE , ANR—T AR RHAMA

T OO0 @ > T

@ % Dialogue 3

A: Good morning, Mr. Smith. It’s a pleasure to meet you again.




FiedgN UM 5w

B: Nice to see you. Well begun is half done. I hope you have
boundless prospects.

A: Thanks. Shall I meet my colleagues?

B: Sure, come with me. (walking toward Michael) Michael, 1
would like you to meet our new comer, Zhang Hai. He just
graduated from Qinghua University.

C: Nice to meet you.

A: I am new to the working world and would appreciate your guid-

ance.

o

: That’ s all right. I will try my best if you need any help.
: Great!
B: Well, as other guys are still not in, I’ ll introduce you to them

>

later.

A: All right.

BRI, e e . RREFR AR

s TRESILEUR, SFETFIRRTII—¥ , A EIRETE L& .

: WS, FREEW ILIRSENG 7

: MRTLLBEE, (MZ£2E5)BET, RERNB—NOLH
[R5k, AN M IE AR K22 D

: REXILEMR

: REA T ATIERR, BEIREHEE

: FIER, MREFTERL, RER M.

: KEFT!

s HAB AR ER , B HEE A BB IR

: BFEY,

‘k@ % Dialogue 4

I am Peter, sales manager of the company. First of all, I would

< > W o

> oo 0 O

like to take this opportunity to welcome you to our company.




