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Unit 1 Nice to meet you!

< Receiving clients at reception < Checking in at the hotel

< Describing a company

Unit 3 Shall | call you a taxi?

< Booking hotels <> Booking air tickets

<& Planning travel schedules

< Solving office problems <> Using office equipment

< Purchasing office stationery

< Taking messages <> Answering phone calls
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<> Making phone calls
Unit8 When would be good foryou?
< Making cold calls <> Making appointments

<> Picking up clients at the airport

Unit 9 This is our latest model

< Answering clients’ questions at a factory
<> Describing products
<> Bargaining for better prices

Unit 10 When can you make the payment?

<> Collecting debts <> Making complaints

<> Resolving complaints

Unit 11 What would you like for the starter?

<> Accepting and declining invitations
<> Ordering Chinese food and drinks
<> Ordering Western food and drinks

<> Learning tips for improving table manners

Unit 12 Thank you for interviewing me!

<> Answering routine but difficult interview questions
<> Describing positions
<> Learning tips for attending a job interview

& Improving your interview body language

Answer Key(S£&%R)
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Nice to meet you!

b

b Unit Goals( % T B #%)
; <& Making small talk

; < Describing one’s job

Part 1 Vocabulary Buildup (ig3L6RE) JP

Listen to the recording of the vocabulary. Then follow the recording and read aloud .
The words in bold type will occur in the listening module .

appointment n. %] discounted goods 417 i
assistant n. B3 dynasty n. F{{

baggage n. (£) {72 export n./v. HOR&; O
bar chart #JE sk &It express train FF R4

charge n./v. %/ ;W farewell party Wik<s

chart n. E3# . financial crisis £ gl fEHL
deliver v. i#§i%; % financial difficulties IV B & ¥k
delivery n. 3% ;35H% flight n. i3t

deliveryman n. 3£4% 5 go sightseeing Wt

discount n./v. ¥741;$TH import n./v. #OR & ;#EO
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interest rate | 5 %

job title T3k ff

joint venture 5%
journey n. JRAT, KA
luggage n. (3) 72
make an appointment %
market economy HiHA L
market leader 17403 %
metropolis n. K#HTH
position n. Hfi;
promotion n. {£44;FHER
return ticket (%) AR
round-trip ticket (38) fiRE

routine work H % T4F

sales campaign {44 475 3h
sales n./a. B8 ;HEKN
sales promotion {i¢ 84
salesman n. #EG 5
salesperson n. #E4S 5

see the sights Wt
sightseeing n. Mt

staff n. &5 T

suitcase n. FHEFH

three staff members =44 i T
unemployment rate 25\ %
welcome party Wil £

Part 2 Listening Module (If H#RiR)

1. Multiple Choices (%83 )

2 X

-
d4b

For tasks 1 =10, you will hear ten short recordings. For each task , mark one letter

B or C) for the correct choice.

Task One: How much is a first-class return ticket?

A. 20 pounds
B. 35 pounds
C. 55 pounds

Task Two: What do we know about Mr. Black?

A. He forgot to arrange his trip
B. He has been to America
C. He has changed his plan

Task Three: When is the post office open?
A. Monday, 8:30 a.m.-5:00 p.m.

B. Sunday, 9:00 a.m.—-4:00 p.m.

C. Weekends, 8:30 a.m.-5:00 p.m.
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Nice to meet you!

Task Four: What is the woman doing?
A. having a meeting B. taking leave C. having dinner

Task Five: Where is the conversation taking place?
A. at a birthday party
B. at a bakery

C. at a restaurant

Task Six: How long does it take the local train to get to Nanjing?
A. one and a half hours

B. two hours

C. three and a half hours

Task Seven: What is the reduction in the company’s export?
A. 6% B. 7% C. 8%

Task Eight: How much will the customer pay?
A. $900 B. $750 C. $720

Task Nine: Who is the new boss?

Task Ten: Which chart is correct?

UPS UPS FedEx
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2. Multiple Choices (iE#:3 )

Some skills for greeting and chatting at the airport reception: Listen to the recording
about a reception at the airport. For tasks 1 =5, mark one letter (A, B or C) for the

correct choice.

Task One: Who works with the International Trading Company?
A. Mr. Green

B. Doris Sun

C. Mr. Black

Task Two: Mr. Green and Doris Sun haven’t met each other before?
A. Yes, they have

B. No, they haven’t

C. Yes, they have known each other quite well

Task Three: How about Mr. Green’s journey?
A. The flight is horrible

B. He can’t sleep well

C. He is satisfied with the service on the flight

Task Four: After meeting Mr. Green at the airport, where do they go?
A. To tour around Shanghai
B. To the hotel

C. To the ancient towns near Shanghai

Task Five: What is Mr. Green eager to do?
A. To fly

B. To meet Mr. Black

C. To visit some ancient towns near Shanghai

3. Blank Filling (1£Z55R)

Task One (Greetings) : You will hear a conversation between two people greeting and
getting to know each other further. Look at the notes below. Some information is
missing . For each question 1 -5, fill in the missing information in the numbered space

using a word , numbers or letters.
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B e e S S S o e i it o

E Knowing each other i
1 Eva Green;: @) Department 1
z David Smith: (2) from 3M i
* 3M. (3 company +
E Eva has worked in Citibank: €] years i
1 Unemployment rate in Eva’s department: (5) % 1

S e e A s it i e et

Task Two (Job-description) : You will hear an assistant to GM talking about her job.
For each question 1 =5, fill in the missing information in the numbered space using one

or two words .

O e S i S e e S e

Job Description
Job title: @) to GM.
The company TranDelta is: (2) a
Routine work (3) typing

dealing with employee’s problems: (4) most problems are
Unpleasant part of the job is: (5) informing employees if the
isn’t satisfied with their work

B S S B S e o
T S (S TR S B 1= S

B S S e e L el e S e e S S et Sy S i

Part 3 Speaking Module (OiE#R1R)

1. Practical Sentences (SEH 718Y) .ﬂ

Section One (Making small talk) : Listen to the recording of an HR assistant making small
talk with a new foreign colleague. Follow the recording and read aloud .

Task One: Making introductions
F: Nice to meet you. I’m Sandy.
M: Nice to meet you, too. My name is Robert.

Task Two: Asking about someone’s job
F: What do you do at DNC, Robert?
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M: I work as an accountant for DNC. What about you?
F: 'm an HR assistant.

Task Three: Asking about someone’s hometown
F: Where are you from, Robert?

M: I'm from New York City. What about you?
F: I’'m from Shanghai.

Task Four: Asking about someone’s hotel
F: How’s the hotel?
M: It’s very comfortable. It’s a four-star hotel.

Task Five: Asking about someone’s stay at the new city
F: How is your stay in Shanghai going?

M: Great. Everyone has made me feel very welcome.
F: So how long will you stay here?

M: I'm going to work here for two weeks.

Task Six: talking about the local weather
F: How do you like the weather here?
M: Shanghai’s weather is great. I like it a lot.

Task Seven: talking about the local traffic
F. What do you think of the traffic here?
M: Not too bad. But there is always heavy traffic in the rush hours.

Task Eight: talking about the local food
F: Do you like Shanghai’s cuisine?
M: Well, I don’t like it very much. It’s a bit sweet.

Task Nine: Asking about someone’s travel

F. Have you been to Yuyuan Garden?

M: No, I haven’t. What’s it like?

F: It’s a very interesting place. You can buy many kinds of traditional Chinese
handicrafts there.

M: That sounds interesting. What about Nanjing Road? I've heard a lot about it.

s |

: Oh, you shouldn’t miss Nanjing Road. It’s a very famous shopping street. You

006



& &

mEE Unit 1
Nice to meet you!

will find many kinds of big brands there.

Task Ten: Asking about someone’s hobbies

mZm &

= mX

Do you play any sports?

. Yes, of course.

: What’s your favorite sport?

I'm crazy about basketball. I’'m a big fan of Kobe Brant. What about you?
My favorite sport is badminton. I play it once a week. How often do you play
basketball?

. I play it twice a week.

Wow, that’s cool. How well do you play it?

: About average.

Section Two ( Describing one’s job): Listen to the recording of a receptionist

describing her job to a business contact. Follow the recording and read aloud .

Task One: Describing one’s major responsibilities

M.

Where do you work?

F: I work for DNC.
M.
F

: As a receptionist, I’m mainly responsible for greeting the visitors to the company

What are your main job responsibilities?

and dealing with their request.
Is that all?

: No. I also need to transfer all the incoming phone calls.

Task Two: Describing one’s minor responsibilities

M.
F.

M:

What else do you do?

My job also involves booking hotels and tickets for my colleagues who will go on
a business trip.

Is there anything else?

F: As part of my job, I have to make some copies for my manager every day.

Task Three: Saying whom one reports to

M: Whom do you report to?

F.

I’m responsible to the Administration Manager.

Task Four: Talking about the advantages and disadvantages of one’s job

007



