Crystal Airado [3€] XFEEO MF5E5 u
T 0 4w

iPhone. iPad. iTough
7 EE 100

2 FUBE S B IR B A
OHEH S BAE O AL Atk
OMAMEMHEL OBRBIR A




o

DA imRin
100=Ex

MAEFS: Crystal Airado [3] XREE

¥ H: HEF

4 Z. (REW RIEE THTE RRE F M ETEE ® W
NG BER WIE O HEE RO AER
sk ok o0 35 KBS B 1§ AR SR

@ I T K2 AR

DALIAN UNIVERSITY OF TECHNOLOGY PRESS



BB ERS B (CIP) ¥ #E

B MEE 100 8 / HWFEFE4HE. — KiE : K
EETR¥FHMRA, 2011.9
(AEAMEOER)

ISBN 978-7-5611-6441-9

[. O] II. Ot II. OFFE-—OE V.
D H319.9

oh E A B F1E CIP H#EZF (2011) 36 165937 5

K T K% AR A AR
Hodk: KEW KM% 805 HIBIZEG:116023
K4T:0411-84708842 4L E:0411-84701466 HEWY:0411-84703636
E-mail:dutp@dutp.cn URL:http://www.dutp.cn

L7 B R A e RH R A R KEE T KF M RAT

W@ R 1 :168mm x 235mm E15K:19.5 FH 446 TF

P4 MP3 6% 1 3K ER%K: 1 ~ 5000

2011 5F9 A 1 R 2011 49 A% 1 KELRI

HEHmE KL FAL B XS : R
HE R HPLE R B AL

ISBN 978-7-5611-6441-9 £ #:32.00C



PREFACE g ‘

SAEOER! EAEE ! TEHAH!

Crystal ZJfifith i+ ERARERFAHEHRIERER¥ES.

Crystal ZIfik BEEH, 2006 FRBPEE—ENFRFEOEHETHE B
BETFEERXNERERFZLK . FEEVTFIERAEE KRS, & Crystal ZIFH
FIEAMPA. BEZMANFHEEGEEIETF TR T—REFEWRBBR,
FAAREHRECHEBEOBRHFLR LA E KiLZESE, BRFHEEFITE—
EESEMMOER. Mk, SEFRBEE LRI OER.

ARIIERS N RGOS OER—79 7 LI 100 £ . OF
R B OB R—E A EFERE 100 TH) . (AEKRMSAHOER—R
B MFE 100 ) It 3 .

Crystal EWiXFELHF -Ws e

#H—: Read BLikif[a]. fEBYVENFEBMELMEREIR, BRFEEEY
B RIDGER, A T RS MG, TRV B ER AR, @R LS SR EH.

% =35: Words and Expressions H#H B. RS THIEEHER £, &
AEFEIHERRE FRIE, MnEEMECE, AREBPEBESRERIITTE
SRR

$=35: Sentences MM Fik. HifOEMYEI LR —MEGHITRE, BT
R HE DERE, THREEMREIN, ERIEM(RETR, &
FBREFERNIEES D LRIERES .

VY. Conversation KMEHFFO. XRSEMIESEINEE BB,
AR, #id OSkRATR, A URE S B A T IR A A B AN B
DR, hASEBRA TR ACHEENEREL, NEEESIE, R
HRIEEBE KBS EHES.

Crystal ZWitf 17200 B4R

L ¥ 7esniif& . EREE—ORAKIGE, AMUEEEEEEARNEST MR,
EEAEENMMES. BEAGEIMERNAR LR, FEFLBHER




Wi, A4 BEWE.
2. MR, FICRWEERN B, B%RWHER, AEsa
HEENES. | LS :
3. BHUF SO, AN BBC JESE VOA DR BhARSE S HIE R I R 2
SIE S E R I BRI
4. MEICRY. BEH ANPRE RIS S I8 5 E R A M R R
5. F H it 5 BHE W IGEMA LW EAKMHEZIHRES, THRMEINN
(IFeIE ST B B A, TSRS E R RE D
RIS R, ER A%
Not now, When ? Not me, Who ? BTt Z], IERKZH/E.

k)
201148 A



CONTENTS

Chapter

Job Interview

KRB
. ldeal Jobs
BETE.......cc i 1
Cold Calling about Job Openings
BAERER. ... 4
. Self-introduction
B, . isaiinnia 7
. Reasons for Leaving
T BEER. ... 10
. Career Planning
LG - 13
. Self Recommendations
BREE.....ocov0iums 16
Salary Expectations
BHEEHEK. ... 19
Welfare Expectation
WMABER.........00000e 22
Accepting a Job Offer
BT . ... o000 25

Chapter

New Employees Entering

il

12,

13,

14.

ST

16.

1.

18.

19.

the Workplace
FAANR

Introducing New Employees
AP R T a e s v fig sism 31

Greeting New Comers
EEHA. . 34
Acquainting Yourself with the
Environment

MBI, .08 37
Establishing Contacts
BB, ... 40

Getting Acquainted with Your
New Job

THRIHE. ...coveenn 43
A Welcome Lunch

- s - 46
Asking for Help

FORMRBL G L 30ne L 49
Training Employees
RIEEI. .....oovieas. 52

Joining in the Ream



20.

21

22.

23.

24,

25.

26.

27.

28.

29.

Chapter

Routine Work
BRIk
Making Calls
WITHIE. ... 58
Receiving Calls
BUrEiE. ... 61
Transferring Calls
AR o v ool i 64
Receiving and Sending Faxes
BREE. ..o 67
Replying to Emails
Bl . ... coiveunns 70
Computer Problems
LA AR, . ............. 73
Printing and Copying
TR SRR o st e ms 76
Word Processing
p- 0 . e 79
Meeting Arrangements
BESU. ......... 000 82
Publishing Notices
BAHEHL. o000 GO0 85

Chapter

Getting Along with Co-workers

30.

o) 2ch

Greeting Co-workers

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43

Making Friends at Work

BYTHEERE.. .. .. 91
Taking Messages
REHE............. 94
Asking for Advice
MERER............... 97
Group Discussions
L e i 100
Teamwork

7] 4G | S 103
Conflicts at Work
FEETENRRE. .......... 106
Conflict Resolution
FE. .. ... .. 109

Romantic Relationships at Work
1125 5% 3 - S 112
Workaholic
B8 3. S St (RS L S 115
Birthday Celebrations
BEAER. ... 118
Promotion Celebrations
RBARE. .....coico00ns 121
Leaving Farewells
BEREH. ... 124
Chapter
Getting Along with the Boss

5t58%

. Assigning Work



45.

46.

47.

48.

49.

50.

51.

52.

63.

54.

65.

56.

57.

58.

59.

60.

61.

Keeping Communication

REFEE. . ..o 133
Reporting Work

CHRIEL. Lamd... 136
Praising Employees
BRERT..ccionriinrans 139
Giving Suggestions
REEN. .....oveveet 142
Appreciating Your Boss
BMELER. ... 145
Explaining Faults

MRERIR. ... 148
Releasing Complaints
BMARRE. ... 151
Applying Leaves

BRI ... 154
Reasons for Being Late
ot b 3 PO 157
Getting Fired
HEME............... 160
Requesting Job Transfer
ERWAD....... e cenes 163
Adjusting to New Positions
ENHELL ... .. ....166
Asking for a Promotion
BRAE......ccavpsevs 169
Asking for a Raise
BERm#F........ .. 172
Applying for Resignation
BHEHR............... 175
Bonus Issues

FERH. ... 179
Work Crisis

Kbl . 182

Getting Along with Clients

62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72,
73.
74.

75.

Chapter

EPER

Contacting Clients

BRES. . coveies Tommein 185
Products Introduction
NBER. 188
Meeting with Visitors
3k ARSI ) 191
Business Cards Exchange
', T3 194
Inviting Clients for Dinner
BEES .
Introducing Your Company
MEAF. ... 200
Factory Tours

BML i, 203
Sightseeing and Shopping
WA ... 206
Ordering Products
T W oy .. 209
Price Negotiations

[ LR g - DI Ao 212
Types of Payment

2w [ et & -k 215
Presenting Gifts
REEAS...... cleebs 218
Seeing Clients Off
REF s ad goivs 221
Getting the customers

Feedback




. Handling Cgmplgint_s. .
77
78.
79.
80.

81.

82.
83.
84.
85.

86.

% L, gl A R R 227
Visiting Clients

BUHEP. . FEAE...... 230
Arranging Business Trips
BHHE ... 233
Arranging Appointments
REFHLTTV DT 236
Booking Tickets

PHTREEL S0 000 G199 239
Reserving Rooms

WOTHIED 000 AR 242

Chapter =

Office Parties
LIRS

Attending Office Parties
BMARRE. .......... 245
Dress Codes
WM. .........0n508 248
Attending Parties with Family
WEXREMRE....... 251
Chatting at the Party
REBEK.....cc0vvveias 254

Eating and Drinking in

Moderation

---------------

88.

89.

90.

9.

92.

93.

94.

96.

96.

Chapter (8

Small Talk
J\EHHEW

Online Shopping

ME®MY. . ... 263
Online Dating

MEAS. ..o 266
Computer Viruses

... ... 269
Electronic Products
T T 272
Fashionable Clothing
MR . ... 275
Fitness and Exercises
BRES. .......0 00 278
Skin Care

BRI . ..oc0nvvvines 281
Food Safty

BERES. ......oiinnins 284
Purchasing Insurance
WERE. .. ... 287
Bond Investment

BBEMHE. ... 290
Housing Issues

EHEEEE. . ............. 293

---------------




1 eeTe

Y
)

HARS, RERSETNCYSIZIT, SR IEXRUFERER
NEEL, ESCHMLEN, BE-IMPY, BRSO T H— T ARENRY
MBS,

“To succeed in life in today’'s world, you must have the will and tenacity to
finish the job.” If you are among those lucky few who could land up in the ideal
job that they have always dreamt of, the above saying holds true. A person who is
unwillingly working only for the sake of monetary benefits is wasting his/her skills
and talents in a job that is not meant for him/her. A well-planned childhood often,
gives an individual a clear route on what he/she should become once he/she grows
up. As soon as one finishes education, one wants to land up in a job and sometimes
not necessarily in a job, wherein he/she can use his/her skills and talents. This is
when you get dissatisfied with your job and yearn for a job change.
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ords and Expressions
TERESE, NERERRE, FRE—H. ﬁgagﬁ*mmmasn)
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g " wil Iwill n. Ry, B lalent/telont/ n. X%, 1 \‘.
E lenacity ftineesiti/ ». B8, FEFH oule fruit/ n. Bt EE E
E ideal /ai'dial/ adj. BEH dissalislied /dis'saetisfaid/ adj. B E
:\ skill/skil/ n. B, BE yearn for & ,:

WA PBEERCOPNBRIEF ING, RGBT RRE DS IR
IFXFEPREBANDF.

Dk — TRMER .
Evcry one has his own ideal job.
L st AssECREN .
Thcn. what would be your ideal job?
B4, REOEERL R AR?
How would you describe your ideal job?

What do you think is the most ideal job for you?
U AR ARM THEREAGR?

To tell you the truth, my ideal job is in business.
D BikiE, BNEAIAEKERSE.

ln my ideal job, I'd have many opportunities to travel.
U aEsEnIfRRERsEENS.




ConversationABBFFO]
BTRRN-BAGHESY, MINERER—TERNBE,
 CrystalZ PRI RECONBEH M SIR—R5T. )

Tom: Well, I'm not sure exactly. Being a writer could be interesting. You
know, writing novels or perhaps plays.

). But | wouldn't like it because

Tom: What do you want to do, then?

Tom: Yeah, I'd like keeping fit while | work. You know, | think I'd so love
being a university professor. Teaching college students, doing
research, and writing articles would be really rewarding.

Tom: No, that's my ideal career.
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Cold Calling about

Job Openings
2 ©iERR

» SRBNFIBXBIESKRIEKIS. SEEB BN, FH2-1MP3, WRIR
3R T BT EIERRPITE BIEFRNT NS

No matter how much candidates try to avoid it, there's no denying that cold
calling can open doors more quickly. It forces a company, whether it's small,
middle-sized or large, to pay attention to one person. Most job hunters either don't
use cold calling at all, or don't know how to use it. Fear is one factor because few
people are at ease when asking questions to unseen strangers over the phone.
However, as long as somebody does the appropriate research, cold calling just
might be the key to get that next position.
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SentencesitiiBRA

BIIASDERCOPHNBSREFING, BRI GATIRRODEIRY
IFETEPRERNDF.

I‘m interested in this position.

L RHEA BB,

What are your requirements for this position?

L RIS REA T AER?

We have a few openings for new graduates.

L BRIERBEBENER.

We need people in the marketing department.
BN HBBEAT. :

n bachelor’s degree is a must.

| AREWRARTDRFEE

l’ll make an appointment for an interview for you.

L BRENRREERN.

Plcasc come to have an interview next Monday at three

o'clock with your resume.
| ETE-TF 3 AREEARSMER.

Please bring yvour resume together with copies of your
diploma and ID card.

-iﬁﬁﬁ‘xa‘lfﬁﬂi\ Ee VAT B & BHE F ED

ConversationARBFAO

BETXBRIN—EBHTHEES ., MIUEERE—TERNRES,
CrystalZ @ R ECDHBEEESIR—ESS.

Carly Hello, this is Mr. Warren’s Office.

Evan: May | speak to Miss Carly, please?
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Carly: This is Carly speaking.

ﬂ' Out yOl

Carly: Oh, thank you for your interest. May | have your name, please?

Carly: Fine. I'll send you an application form. Um... please complete it
and bring it with you when you come for an interview. When can
you come for an interview?

Carly: Could you come next Thursday at three o’clock?
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Self-introduction
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"Tell me about yourself." This is usually the opening question in an interview
and it's the perfect moment for you to toot your own horn — not to tell your life
history. Your answers should be a quick rundown of your qualifications and
experience. Talk about your education, work history, recent career experience and
future goals.
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SentencesittiBF®zA
B EBRECODNSHAS IR, ammunamss*#)

IFXFEP/REANDF

I'm happy to be here today to introduce myself.

T s RBRENEXENE—TEE.

l am very glad to present my self-introduction here.

| ARALEBEXZHARNE.

l'm pleased to have the opportunity to introduce myself to you.
D arExENANE—TAC.

My background and work experience are tailor-made for this position.

L AMERNIHLSRSXIMREME.
With my background and work experience, | feel perfectly
suilcd for this position.
U UBRMERAIESR, REFESERESX R
n look forward to becoming part of the action team.
L AEHEERN AN —R.

Conversation A ABF ]
BETRRN—BRTHIEES ﬁtﬁu&ni&#—’l‘lkmﬁé,j
D=

CrystalZ %@ R ECDNBERNENESIR—R%S.,

Interviewer: Tell me a little bit about yourself.

David: My name is David and | live in Shanghai, | was born in

1980. My major is Electrical Engineering
Interviewer: What kind of personality do you think you have?

David: Well, | approach things very enthusiastically, | think, and
| don't like to leave things half-done. I'm organized and
extremely capable.

Interviewer: What would you say are your weaknesses and strengths?



