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Before We Start &% 851EmE

Topic 1: Recommending Someone ##H A7

+ He's proven / shown himself to be [a valuable employee / a reliable
worker / a leader / an asset to this company...].

fiE BB R CRA [AMMEMNRRA / ITEHNRATL / R/ ANERAS

+ His [computer / communication / management ...] skills are [superior
to others / exceptional / first-rate / top-notch / impressive...].

bty (BB / 98 / BEE - RIS TARA/— R/ AENGRE] 1o

+ From my experience / In my opinion / From my point of view, S. + V. ...
wE (ER ) REF---

+ | highly recommend (someone) for the position of...
BN (EA) 8- NRE,

Topic 2: Informing Someone of Something B 41758

* I'm writing to tell / inform you that...
This is to make you aware / inform you that...
| want to fill you in on ...

| want to let you know that...
Please be advised that...

R (5E) B&FR




A 2Jack HuangZEfil AMaples Chinafij, TENERAETDAS TERERE, FHIINEE
s 4 S N HEFE.

To Whom It May Concern:

| have had the pleasure of working closely with Mr. Jack Huang for the past
two years at the CRMJU plant site in Merak, Indonesia. During this time, Mr. Huang
has proven himself to be an extremely' valuable employee. His technical skills
and knowledge of annealing* are superior to? those of most people, and his work
attitude has been exceptional.®

Mr. Huang has also shown remarkable* adaptability® to the multicultural
environment of Merak. He speaks both English and Indonesian fluently. Finally, Mr. |
Huang has displayed outstanding leadership skills, both with his crew® and other \
expatriates’ alike. ‘

| highly recommend Mr. Huang for a position of equal or greater responsibility. |
am confident that he will be an asset® to any organization.

Yours faithfully,

7. %. Moonee

T.H. Moorse

UEC — Consultant

Continuous Annealing Department
P.T. CRMJU — Merak, Indonesia

HiE 7H208
BURE:

BRIEFFELERFRENERE LA BENNELIN (CRMIVU) SRARELEBVIHHE
i, xR, BEEMRIVERTHE—AEEFNMENR T BTV SESFLIRXTTEAMIR
RFRBHA, O THESEHIEET.

BAREALEBLBZTHMRRF HRILH T SEAEN S, AT ENE e B I CER R
. &fE, STFR—ETHEMNERMEMIMEALHE, ERAT SHNNS T 8.

BN EFERCEEERBRFRES R, BRERLEMEAARMNSHLER L ERIAL
Y
T. H. BT
UEC i ja)
HESIRAERIT]
TRESELIN HRRAE)
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Vocabulary and Phrases s

1. extremely [ik'strimli] adv. &t

| had just finished working a 16-hour day
and was extremely tired.
HRILERI6N T, EREE.

2. be superior to tt-- %8y B8

He thinks French wine is superior to South
African wine.
bR EE BRI B IERE.

3. exceptional [ik'sepfonl] adj. LFH; =ikm

The news report was exceptional.
R ERES BREY .

4. remarkable [ri'markabl] adj. ®A#; EAM

Last year’s sales growth was remarkable.
EEMNVEEKREEA

. adaptability [o depto'biloti] n. B

You're smart, but we're worried about your
adaptability.
YRIRESRR, BB MRENER .

.crew [kru] n. —4HIAR; B%E

She has six people on her crew.
thEy BB A

. expatriate [eks'petriet] n. BEENE

I've heard that 80 percent of Dubai’'s workers
are expatriates.
BT EBF80%M R THEIEAL,

. asset ‘& set] n. EROAA; #H™

It's too bad Wayne quit. He was a big asset
to this company.
FRFRLAERTHE, BEXRATFEERRHAL.

* annealing #%. WRIEHFHELR PR (
TR M N ERRL D )

Language Corner

You Might also Say...

= Over the past few years, | have come
to appreciate... *

* | am writing on behalf of...

= As a colleague / the immediate
supervisor of...




FERLEMIANA-TRINSEEE, TREMNEX AN BELEMABBetty .

Oct. 2
TO: BETTY

Here is the background sketch you requested: Mr. Raymond (Richard) Barlow,
Director of Foreign Operations.

Mr. Barlow studied electronics’ at the Naval Academy in Annapolis and served
as an air crewman in an antisubmarine warfare patrol squadron until 1977. Mr.
Barlow then went on to study engineering at Berkeley University before spending
seven years with Lette Company as a test engineer, six years with the Twin
Brothers division? of Central Mills as the reliability engineering* manager, and
a year with Lico Enterprises as Corporate Manager of Safety and Reliability
Engineering. In 1996, he joined Maples Corporation as Director of Product
Integrity. Two years later, Mr. Barlow assumed the role of® Director of Far
East Operations, and in 2000 became Director of Foreign Operations. His
background includes extensive* QC* / QA* and manufacturing® engineering
experience. He is a member of the American Society for Quality and the
American Society of Test Engineers.

R 10A28
AN, NF
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