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EAEEBREBOHYAELITIVESNENER, RLERE
PBANHRS00E Y, FAEEA-HE, TEAXHBHEEHEL
g, HIEAMTWHRBE, EREENERE, RERA—XEAKT?
HH500BMOL R ERAEXTH, ERER, wRERF
B #i%, 5 F H bother R11 T o BEKEI AL W E REFH,
REXWH, AERAF, EARF VA ERRTRALAHERSE
EAMEAEFEWNARETEEF R, RTHD? FEmREE
BT RN (TREAFSOEERHAE), REZLRFLEAT .

RE, BREEBKIETSORNTAER, ERANTEESR
RAARER? BAR—EoiE, ERE500HES Y, FXMail A
HERURKRW; EVHA-ANEINLESLR (LE5L2ARKNEH
BEPHEEERN, RANARLAMZ2ETRR); HAAH
SAERINBRELE WERFFAATERESTETAE, KRS
RARKE, HIEFE, WEHTS0E, 8 FhoRAER,

Dear God, H CAXBAWKEZN, ER - FEXRUXEXNA
E, BENEFREMBAREARLFERE, BEHABY
HWEKRTHE, RRENARE LN RORRAMHA
HEX—Y, MEAFEGCHENIERTE! BRXA, KB
BEEHcBEERE, CHRLATERK, —WHSRREEERN.
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FEXER, RE#R-#F—F 0 itiE,

FEER, ST FREFHE, BNA2XBRMENR “Already
today, less than forty years later, as computers are relieving us of more
and more of the routine tasks in business and in our personal lives. We
are faced with a less dramatic but also less foreseen problem. ” X iy
HF, R4&¥ “Andyovare? " XMAEXR X LETE LD
. KK, REAMENHTHARTAME, AL FR
WHT, AP HARSE, - EEILRER!

AEK(TREFESERGEIE) &, BNAKRET T By
EFMANET, ANEEE-RAABMER Y L HHE, KA
FERBREIFOABLENHATHET U, RAEERLEX
T4, KTURLHALANERF R EREANNAEEREIFRNA
%, URAFEEAR, £2F5 THEMXEME, T LEA A
Ry



The first day %7 | &3,

SRS

LUK, BRERKE /2
=NBERELET /6
INREE, BERME /11
D RBm /15
IEFRHERRITRIA /19
RS IESIE /25

EOHZEER /32
5EELHFE /37
DARERLRBIE /42
PESFIfERLTS /46
MEERYIRER /52

The second day H 555, BRMEE

SENFNFTED /59
WRIER /67
B /76
SHFIEFERME /80

The third day JpAHLIE,

BERFPREIINEE /86
EXHRS PRI /92
CIRTRHE /97
BESEYHENEGE /103

A

ERHAFRE /110
HeRRyiE R EZ /115
g T /118
EELE /123

FTRIRRES /127
XTEE, FIFAE /132
BiEEE /136




The fourth day 228, RAEA

FE=WN /140 NEFRHAAT /165
HEEHSNERFE /146 EERNBHIEE /171
SHMSSE /151 ERAIPITYRERE /177
WERHEIN /158 BRAEERILSSEREE /182

The fifth day ME45KE3E, XHRERK

2R /186 FEER /211
rrESFRiEE /192 BRI /215
AFEEE /199 REIF /224

H—inteEfpresentation /205 FEEAEED /231

The sixth day /\/DiSh, FERERER

mImE /238 ASHERIOES /257
EEERME /242 EH B Party /261
SMEAE /246 EKTVIEEK /266
=RB5 /251 —EeEEHF /270

The seventh day A S(fEHH, FRfERLE
EBE /275 ABHRESHEERE /299
w/ER /278 /¥R /303
REREEN /284 FrEs /307
SWic®E /287 HHE%RE /311

BEEFREE /294
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HTEE, LREAR

BEARIREEMIE T AR R RBRMTL, MELUE
TR, FTLL, BIERAES AEHTERTS5003E
e, REFBELRXK. A2, SE—TRKE,
BNAELERIHEBOWBNRS. RTHRS
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Office English

< _I:EI%-*%, ﬁ%iﬁn&%

.45 35 N\ Sk TR B BB L 3F B 500 %8 F 3¢, ﬁﬁﬁmﬁ&ﬁ,v% ,
NSNS 1€ ¥ new comer, RAIFHEAGHRMTA %$ﬁ%%%’]"%ﬁ’#m
Tk, MARREXET, RIALRIARLHEAL. FRRFRE
HWE—E, RPLLARSWES, TERBTTALERASTE
%, RERK S THAXMARR N AR, Fol, EREREIHSL
HE.

Section 1 ZOGE5XE=

Starting a new job can make us feel like we've gone back in time to our first day of
college. We want people to like us, but we don't want to seem too eager. We hope we've
worm the right clothes and dressed up enough, but not too much. The self-confidence we
had in the interview that landed us the job is slowly taken over by nerves as our first day
approaches, and we worry about making a good first impression.

TR TAE L RAVBRR I BB T R¥EFEE R, RIIFENISE
KBAT, HRENAFEECH XL T OV RINVFEFEHER/S. B4, XA
MR AHBIBRATHRBIXG TAERRR P RENAG BfF, BEELESR—
RNRIFEH B EKEHRE, RINNBORELAFRFETHNE -HZR.

But new jobs should be exciting, not stressful. We're taking on a new role, a fresh

{ SRS EE000 e/

start, one filled with opportunities and a future—we’re not going to the dentist.

AL H TS AT RN ZENEMARLE . RITEHE - Fae,
H--N2FRIFGE, —PMEANSHRRHER. BIIAEZETE (BLEKX
B,

Q BREDNE—OR

BATIFENIE, first impression 2R E E (). EE A, You never get a second
chance to make a first impression. BRYIMIEIZHE —IK, BEREHE _KHL£. 500
SRR AMTRIANZ W, BORER], BT —REITME RS EE, REERE

& : Hair should be well maintained; face well shaved; ties properly tied; pants should



IlThe first day

not drag the floor; shoes should be polished. And no white sox, please. &5 —%&—Fi
B, wRFHRROETREE, TATAAERFAKRT! 28, HERAISE
F—REHENF-EOUEEK, RORMNAELERHK.

Before any big “first day, ” remember just be yourself. It sounds cheesy, but it's
true. For example, if you're more of a calm, mellow kind of person and on your first few
days at the office you're overly friendly, hyper, and super smiley, chances are your act
won't last. When your true colors show a few weeks down the line, people might think
you're a phony. The classic rule of being polite and smiling goes a long way.

FEAEMERN “B—R” 267, CEEHKRES. BRFERTE &, H
XREHE. Fln . WURRERLLBE. BRE, W IEFGRILRSD, RERE
HFAE. WHKR. KRETH, BAROMETERASHEEA. SRJLABRK
“IRERER” 6f, RFEBUHFLSANRXPAREN. LREA. EHMERLSH
JFEA GeREA .

First day nerves are inevitable, but remember, you got the job—the hard part is
over. And although there will always be bullies and brown-nosers (just like in junior
high), stressful days, and mistakes, remember that you are a professional. Walk into
that first day and simply observe, adapt, learn, and succeed. In the end, your first day
only lasts eight hours—it will be over before you know it.

B—REFHMRERATES, BELE, REATXHTHE —RERN—
FOREERT. BRKKNEL. MDRHAN GREEFD), K, JBEER
REXTEAE, HREEEERE—LBHAL. BAB—RONITHE, RENR
£, OGN ¥, BERRERY. BE—A, B—KAF /UM, RgRs
MEELT.

9 EETEMRT /D

Learn the company’s culture through observations—never make assumptions.
Your last job might have allowed coffee breaks throughout the day, but your new
one might not encourage to leave the office irregularly when there’s work to be done.
Does everyone leave at five o’clock sharp? Is there a separate area for taking personal
calls? As for work attire, always dress a little nicer than expected; it's better than being
underdressed. Take cues from your coworkers and follow their lead. Remember, you're
new—you kinda have to be a sheep (for a little while, anyway).

BIEMEER T AR L NERR ., R E—8 THEHE AL
BORMRINEE, ERB T/ VAR &SN I TR R B AR R AR, 5
AHBAE TR B AE R T B 7 B B — AN BB N BB R 0 BT, KT
B BEERG A RUEEREEE. NEAFNS FERIBR, =

SO s, wmmE
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Avoid gossip at all costs. Even if it seems like friendly banter, remain professional,
and steer clear of water cooler gossip. Be above it, ignore it, and move on. You'll earn
a lot of respect by doing so and influence others to do it less. A better way to learn
workplace personalities is to ask questions about preferences and processes. A good
indicator is to study people’s email etiquette. For example, Mrs. Smith always includes
a Good Morning! and Thanks so much for your help! . while Mrs. Simmons never
greets people in her emails. Learn by example and study how employees write and
communicate with another one and between departments. You should do the same.

AEERHERENE. WEBRE-IMERNE, HEEFBH, &
BYKHEHINE. EEW. TURAE, EeEMRERS. XHEERIERRER
ZHANEE, WBRHADURE. —NEFETHERIANMER ST R E—E
BFHMTERE. SHRAMETIHERHARER—NMFHE. HIW : Smith KA S
SEMHEPE “ LA 7 UR “EHBHERIAEE ! ” T Simmons A ZE M
BT ERAF T AT AITRE. MEABEMA, %3 R/ T 12806 R B
AT FBEREM.

However much you want to shed the rookie status, realize that your coworkers have
been there longer than you have—they deserve your respect and full attention. Resist the
impulse of trying to impress everyone with all your new ideas. Stick to the job you are
hired for. In time, you'll earn your coworkers’ trust and they will help guide you through
the company. Save up those ideas and perfect them until it's your time to shine.

AEECERS ABEER RS B4, BREIRKF B AR R EK—AR
TINR BRI BB RE. BRRA A RS HRL LS AR
B BEFHARITIE. BINKR FREBRBRBNET MITLEEBRTHRL
H. SERMEAERE T, TEEM], SHCENRIERRRS MR,

Section 2 EFERIE

DAEERIRIR

All visitors must report to the office.

RE DA IPAZEHID.

All visitors please report to the gate warder.
REFBIBERE.

Anyone caught using this lift will be removed.
RO R R .



Business office B TMAZE

Close the door behind you &R F X[
Demonstration available 7] BUEAT /R
Electronically operated gate Ei5[]
Floor cleaning in progress IE£E{# 5 HuAR
Front entrance A [ JAH

Head office &

Interview in progress 1E7E A

Lift out of order HELB# R 4 #if&

Lift out of use HLBHE 1118 FH

Meeting in progress, quiet please.
EEFE, BRFRH.

No food is to be consumed in this area.
A ANHERZ ARV

No littering 7] ELYIEFH)

No smoking in this area JtAb%E 11K A8
No smoking in this lift #Bf 25 1R JE
Office to let Fp A HFH

Please close the door behind you.

BIFEHE R T.

IThe first day %\ T8, ARER

Please ensure that both the top and bottom of this door are closed.

EHARWT ETRE.

Please keep this office tidy and use the bins provided.

BRFH AR, ERAPTRUEIBIRAE,

Please wait here for enquiries.
HE S REH.

This is a smoke-free building.

A BRI .

We do not make purchases at this door.

AR
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= WE/E EH
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FEE, BRI EAREESRR T EEANEH BH. X%
BEREEERN RN ATHE. pHEHE A8RAE. 2T
F. OUB, ATAHEREHURATRKEELREERE, BH
B FRFBMLEHTH, SHRRENFRES BRTENE, T
Bl REAEGEANFANEREHEE AR, 2, RRTUE
Eﬁiﬁ%ﬁ%Mﬁ% o ] B , . ,

Section 1 Z:5X8E=

—IFEastIE A 5 £ RAiE R SR

YR, REBAZIN EFRWEREEARZE? BREHELEH ORI
Wi, TEHHREE CHER? XEEAEREL, KA, HELHE—
Friamisr S LR WiE M 18T

YREGAMFE 5], dEH B ERY S A MR R THAT REKZEEDERE, R
THEITRATETBRELMELE, URETETERNRETERH. wWRR
JHEAT [ B BB &R 2 “No problem”, {H2 TAESBHAEENLE, Sik ERR
K, HTFXHERERE, RIIELARIEEARAE : A2 RFKETIEZR
A5 A HEEWE— TR ? BEA AN LaAEEw?

EHIE, fFRENEE “question” F “problem” BH X 41, BT EA
FEPGEREERRA “HE”, eSS KT P EASIBRE “question” F
“problem” ZERIFER, HELXLHEIRK. HANFT “question” MAEBNH LM,
BERAE R T “problem”, MTIIEIRT LIE, H£BHER T AR EK, T
“No problem” IF2R% baHFAHWTHMEIE.

150058, b4 bARFEE TAERNZER, BrLlOiE%WERLE B mE R T
FETHR. PREEN ERIIMBEAT A, T ER WS R T/ERE - SBEHNER,
XEERE B AR AR — BT, el THMNBNT LIEfS LH
FISGHE OER . MATRFFES, BATHEFR R HR.

e, mMRERFELEEHER LFAGEANHHSL LA A, AT LU Could you




}The first day Q\ TR, LRET

introduce me to sb. ? XL BEBREII. HIMREATLIXHM -
1 haven't met your managing director yet.
BE A R B
I don't know anyone here. You'll have to introduce me.

XM AREARNR. BRARENH.

Section 2 &fl

Dialogue 1 {EH S M BLFEE

Monica: Good morning, I am Monica. Are you Mr. White, the manager of
finance department? I am the newcomer and also working in the
finance department.

Mr. White : Yes, that is me. Nice to meet you, Monica. Welcome on board!

Monica : Thank you. I am very happy to have my own office now. I've never
had one before. It is very nice.

Mr. White : Well, we have nicer things than that in this company. You will find out
soon.

Monica :  Really?

Mr. White : Well, I bet you will love them too. If you need help, just ask me
any time. I am in the next door. You can also reach me through the
extension 508.

Monica :  That is very kind of you. Thank you very much.

Bt . B LI, BAEMonica. ERERFEEMFIMIMELES? RE
A S50 TR R AR T

PSR - R, BREE. REPONRIR, KIIMAZRTIHHIBA .

HEfe k. Wi, REEFRECHFLLE, RUTTARELECHAA
=, RER.

WEEAE . BG, AFABEHREERNFRA, @B EIAN.

RER: £H?

WA . B, BREGHSERXER—VIN. WRARE, BENHRE.
BoifErmeE, REnLIEREROHLS, 508.

Rt ., dEWRE.

Dialogue 2 #3 L R A¥L

Manager : Hello. Welcome to B&M Company.
George :  Hello. And good morning. I'm George Chen.
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Manager :

George :
%E H
?‘F‘?é; :
%E :

Frif -

Nice to meet you, George. I'm glad you’ll be working for us. We're
like a big family here. We all work together as a team.

That's great. I'm eager to start.

PREF. WIDYRE] B&M A 7] K.

B biF. BEIE - B

Frik, REXNABR, BRBENFEIBRINXERTE, RAIX
RBR—AKFE, FHENAE—RIE RE—AHB.
KEFT . RBBERREFFHRIHET .

Dialogue 3 LRI A RFEHE

John :
Jane :
John :
Jane :
Jane :

Suze :
John :
Suze :
John :
Jane :
John :
25 -

45 -
T :
25y -
piYiiifP
4 -

car i

Good moming, Mr. Jane, it's a pleasure to meet you again.

Nice to see you, if you work hard, sky the limits here.

Thanks, and shall I meet my colleagues?

Sure, come with me.

Suze, I would like you to meet our new comer, John, and he just
graduated from Tsinghua University.

Nice to meet you.

I am new to the working world and would appreciate your guidance.
That’s all right, and I will try my best to assist if you need any help.
Great!

Well, as other guys are still not in, I'll introduce you to them later.
All right.

B g, ks, RBFEEHFRDLBE.

MENABR, FHRIFHERBNN—E. FEFRTELTE.
Wi, REERRFEFDG?

SMRATLL, BRBEK.

B, RARNMEFEFNE, ©ERIRINEERERL.,
TR ER

BREFH 2 THEELR, BEHREHH.

HES, WRBEHIL, REROW.

KEFT .

HAENBBRK, BEELERRENHLR.

Y.
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Section 3 EE I E

X A HER L 5 SLfT

3R ¢ President

BI&A# : Vice President

BREHATE : CEO/Chief executive officer
4 B ¥ ; CFO/Chief finance officer
BIFEE T . COO/Chief Operation Officer
FFE. EHEK : chairman

7 #H . individual director

H 78 ; general manager

7B M : administrative general manager
4= . production manager

T ¥4 3 : marketing manager
SR : purchasing manager

W4T ; sales supervisor

R R, BMA&RMA : senior merchandiser
JRAY 5+ quality inspector

BEERE R : warehouse keeper

T : helper

FEEBHE, Bk .

LA “%eeeer” RFHEHKE, Tikddgeneral. chief. headiX %54
#, do s

M2 general secretary
B LFEIT chief engineer
ML chief accountant
ST general manager
MACHE general agent

2 # %k head coach

2. “BR” RiEF A chief Ak, 4o,
B R BAT B chief executive officer (CEO)
BB chief advisor
HEMERE chief inspector
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BT FM AT RGATEIRS kA, o Avice. deputy A ik,

';1!17:

B R4t vice president
& % vice chairman
BB 23 vice general manager

VAR SkHreg “8)7 BRAR, F A associate £ 7,

B[ ##% associate professor
BIBFFSL 5 associate research fellow

B3R ST VL A assistant RARE, de .

ShIAT Y 54 assistant research fellow
Bh ¥ TF2IH assistant engineer

Rk, “RIE” TEAfacting, Hlde .

I acting mayor
I8 B H acting president
38 £ AT acting director

%7 T vA A managing &%, 4o .

# 5y B ¥ managing director
55 B managing vice president

8. “BAT” T4k executive, 4w .

HATEE S executive secretary
#AT L executive chairman
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W s TER), AREE
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™~ NRESE, 54

—HRW, LEKE-RUETEESRBBIETE, ARAF,
FUETHELEASR : FHE—AB 8 E—HF BE. FhH
A, BEEHSREARE, FUELEERNE, FAHETLAE
FREFGNRE. WRAZENGNBROFE, KARETHF
FRERN AL FRT U MBREH, KT UFEREE TN A
BRrMA. B, WL, AEHAAT-HF#, FRELE DR
HFUKT e e
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Section 1 ZOE5XBE

6] [FlHEAr 4 8 CBRERAR, SAERERBK—aE, URABATES
B EZE. HOtRE, WEHEMNY, THRAEDNHERKSFE, o AgRER
1780

KEHIE, FBERMXE, ROEBRNANHUBHRES, TUR—
MRS, H—EEEWAE . B afah. THAER—M “sorry, my
English is poor.” AT, #RELES0058M ML, S REHIRLIBIME, FTLL
AR, RiLURIIMERI SR TR,

9 REmAMEER
Fim e n] LAXHEL -

Good Moming. Let me introduce myself. My name’s Mike and I'm new here.
EFF, EAFRNMEAD, RNELFRFER, BASNFEA.
PRIE AT LAY : Let me introduce myself. My name’s Mike.
AT B MY - I'm Mike.

g FREIREIS

EAFA, BANZEFERETHE, FTUBEREERNE, BT “Let me
introduce myself. My name’s Annie Hall”, R LA “Let me introduce myself. My

11



