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BMABOAFAREF OB/ BHXRE TS FESH RN,
WRHEFHBEFPREK, FAEXRBILGER, FRFEAR—R, A%
RESER, ARBERBRIZNTHE, A EKMEEHRME,

1 " I'd like you to meet the new secretary. B8 1L fREREF AR B
RRM|,

A:Hello, Mary, |’d like you fo meet the new secrefary, Miss Anderson. Have you
two met before?

B:No, | don’t think we have. How do you do, Miss Anderson?

C:How do you do? By the way, what’s your lost nome, please?

B:Baldwin, but please call me Mary.

C:Hmm. And call me Shirley.

A:Mary, Shirley and you will obviously be working in close confact fogether .

B:Welcome to our department, Shirley. | hope you’ll like the work here.

C:0h, I’ ve been looking forward to working here. 1’ li surely like it and need your
help.

A-{T93 , 10, RABLLIFIRFT RO B 2BARIERRE, RIIMWETRLE?
B: R H. MG, REBFH/IH,

C. {515 50, IRRE?

B-f3{RR, URIBIME T o

C. URBFIE,

A: 1B, SRUGHIR—ETE, BREEBUINERR.

B: XRER BRI 1B IR IAE, EFl. BRIESWI)LBILIE.

C:BL B—ERGERILIF. R—ESENS, MEREREIRNTE R,

I 2 How do you do? £3F,
A:How do you do? Mr. Williams.
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B:How do you do? Mr. Golden.

A: Do sit down, please.

B: Thank you.

A:Now, let me fell you something about the job. Since our production has been ex-
panded, we plan to increase our advertising.

B: What would my work involve?

A: You’d be responsible fo me for all advertising and fo Mr. Smith for public relations.
You would brief the agency, whoever it is, on the kind of adveriising campaign we
want.

A 1505, BIER S|

BTG, XIREFREI

A5,

B: &N o

A ERBRIMEGE T . BFRIVEFY XT . RINRIBAEEENE.

B R+ AR?

AARERZ) LARE S, BB LRI LARAX. IRARASTHE
NRBKARNN 5B .

Notes
l.expand v. ¥ A8 K RF 2.brief v. FEH A

T{EMm?

A:ls this your first visit to our office?

B: Yes, | was hired by the Personnel Section and told to report here to work as a sec-
retary.

A:Oh, I see. I'll tell Mr. Smith that you’ ve amived and he’ll inform you on where
you’ll be assigned to work.

B: Thank you. Do you know when 1’il be starting?

A:| believe you’ Il be stariing today.

B: I see.
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A{REH—RKEHS?

B: BHY, ABEI RANXERS FIHEME.

AR, BIUET . BEFREBHITLRIRRT S BIRZH TIFS,
B: it {RRBERHARBEHBIFR?

A: BRSKIRMF L,

B:RBADT .

Notes
assign v. ;IR ;AL

[2_1_ Where is my desk? BB EREIHAR?

A:How do you do? My name is Tom.

B:How do you do? | om Janet.

A:1'll be training you for this position, so if you have any question, please feel free to
ask me.

B:Thank you.

A:You’ Il be assigned to the Overseas Orders Section.

B:Where is my desk?

A:Your desk will be next fo Mr. Smith’s. He’s the section chief. Mr. Smith is very
strict on appearance and punctuality.

B. 1"l remember that.

A | RILEE,

B: 85| BREREERR.

A: BRAFBIHIENTIE, FRTATZERF DR,

B: ¥,

AR SER TRINTBN,

B: BB BRONAR?

AR SPBHTRERNSY BRI ENNK. CBRTTENERNSIYMISH
EXRB4B

B:RICHE TS
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Notes
1.appearance n. MR ;5K 2.punctuality n. YEE;RIEH

[5: I think I can do that well. 83 88 T4,

A:Have you got any experience in advertising, M. Williams?

B:Yes, | have been working in the Public Relations Section of PVC Company for the
past two years.

A:You seem to have the right kind of experience. | think you’d do the work well.

B: Thank you.

A:1’d like you 1o plan the odvertising campaign. Is that 0.K.9

8:1 think | can do that well,

A:Very good.

A:BBRSTAE  IRARTMEB S S TFIS?

B: Fido IXMERAE PCATRARTIITE.
AFMREXDBENRR S . RBIRELIETES.
B. i,

A BRFERLITRXIT EERET, 7080

B: REREETIS.

A:f%o

E By the way, my name’s Rex Smith. 3 7, KW ERRE -0 #H
%o

A:Hi, nice parly, isn’t it?

B:Yeah, really. The performances are wonderful and the food’ s terrific.
A:By the way, my name’s Rex Smith.

B: Nice to meet you. I’ m Bob Wilson.

A:I'm glad to meet you, too. Do you work for the company?

B:Yes. I’m in the Personnel Department.

A:Ch, do you? Do you know Mr. Jim Harris? He’s my friend. He’s also in your de-

5
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partment.
B:0h, sure. Jim’s my friend, to00.

ARG R RAEIES?

B: B, B, THERER, REEHBERT .

A:m? ,ﬁﬂugﬁfﬁ SEBHo

B: MENWRIRE . REWS) BT

A RBREAXDBUR. MESATIIRE?

B: 26y, REAEATE.

A8, B0E? MAIRSH-ISEHB? tERNAIR. BRI,
B: [, MR, SBHRRNAR.

Notes
termific adj. BRI #; B P

I 7 | It's my pleasure to be here. BENX ERMEN,

A:Dr. Smith, 1’d like you to meet Mr. Wu, director of our research institute..
B:How do you do, Mr. Wu?

C.How do you do, Dr. Smith? I’m very glad that you’ve come.

B:lt's my pleasure to be here.

C:l hope‘you’ll enjoy yourself here.

B:1 will. Thank you.

A PBHE LT, BREEDIRIARANEHER T4,
B.f%%, R,

C.f33 , PBEEL, BEERXBRITREN,

B: BERIX R IREN,

C: AR B,

B:— R, i,

Notes
institute n. m%;%‘%;ﬁﬁ
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l 8 | Hello! My name is Tong Chen. #%3F! RMEER

A:Hello] My name is Tong Chen.

B:Hello! 1I’m Bob Hope.

A:Where are you from?

8:1’m from the Siate of Ohio in the United States.

A:1’'m not familiar with that part of the United States. Where is it?
B:[t’s one of the mid — westem siates on the Great Lakes in the north.
A:How long have you been in Dalian, Bob?

B:1 have been here for only four months.

A: Are you doing business here?

B:Yes. | work for Good Year, Dalian as a depariment manager.

A: 85| FROURRRL,

B.{&1% | ROUIDIEE Tk,

AARR 2B LEY?

B: EEBRZBM,

A:BARBZ T . BEBT/50I?

B: AL AKX , RPFES—TMWo
AAREXEDKIE T, 630

B: RRAIKRIT T,

AAREX ) LIBEERRIS?

B: 28, REBRRATENNTHIIILE,
E: I’ ve seen him but we haven’t met. B i3, Hifg EFX R
o

A:Mr. Stone, did | introduce you fo Mr. Hart?

B:No, you didn’t. |’ ve seen him but we haven’t met.
A.Well, this is Beef Hart. And Mr. Hort, this is Walt Stone.
B:Nice fo meet you, Mr. Hart.

C:Glad fo meet you, Mr. Stone.

A:Mr. Stone is running a big company.

7
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C:Yes, I’ve read a fot about your company from the newspaper.

AH@ S, RICIRNMBSIS R E T 189

B: B IE, BMidfd, BRGERNS .

A ARG JXNLREER - IERTEE. BRTE XNBRKRR-Hid@kt.
B: MABRE, IBR T,

C.IRBEIAIRA, RFE L.

AFBEERE—-RANT.

C. B, RERG L EITSRATNRE,

II__O I’ ve heard a lot about you. H2X H X &M !

A:linda, come here and meet Bill.
B:Hi, Bill.

C:Hi, Unda.

B:1’ve heard a lot about you.

C:What did you hear about me?
B:Mary says everything about you is perfect.
C:ls it frue, Mary?

A:She is kidding.

A IR MM

B:18,H/Ro

C:[§8,3i%,

B: RRAEKZM,

C: BME? MHBHA?

B: B IRAZE , B ETL TR,
C: R908, I8m?

A TR,

E Could you introduce yourself? XK AR NMB—TFTW,

A:May | infroduce Mr. Sellers? He’s just joined us.
8
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B Nice o be with you.

A:Now, could you infroduce yourself?

C:Hi, I’m Linda Smith, the secrefary.

D:!’m George Allen, in charge of typing.

E: My name is Harry White, involved in public relations.
B:I’ll appreciate your assistance in the future.

C, D, E:No problem.

ABRBENE—T XN RRINERNERT K.
B:BEFIAR—ERE, EBBI

A BRREBRMEB—TE,

C:AREG , BREWNK - SBBHT, ZWB,

D:RE A e AR IF.

E:RIUGE -, ARAK.

B: 152K

C,D,E: 358,

]*2—7 Allow me to introduce my good friend. iF L IF B M BB HIF
Ko
A:Mr. Smith, allow me 1o infroduce my good friend, 8ill.
B: How do you do, BIill?
C:How do you do, Mr. Smith?
A:Mr. Smith, Bill is a very good soccer player and he has played it for years.
B:Has he? | like walching soccer gomes.
C.Will you come and watch us play some day, Mr. Smith?
B:Yes, | will. Thank you.

A: PBHGE  BATFBNMBRNGR R

B: /R /R

C:AREG , LWL,

A: SPBHEEE R ERBBREG, MEMNELH T B/1FES .
B: R8¢ RMENEERLE,
C:IMRBRRERIILBE, BRI E.

B. 158, Mh&lo




