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Useful Words & Expressions

major [ 'meidza] v. %, ¥k
vacational [ va'keifonal]| adj. 18354

appointment [ o'pointmont | n. 4% 4,
Hik

permanently [ 'parmanentli] adv. & A
W, HF A, Kb

qualify [ 'kwolifai] o 1% B A K4, 1%
o

vacancy [ 'veikonsi] n. F8, %45
linguistics [ lip'gwistiks | n. (/4 # %)
ETF

Want Ad #& b 42 42
glance over #82&4—TF
drop in AR 1€ i 5
turn up H I

be all set i &3t 4k

= iE 1

Situational Dialogue 1

o HO 3= | g 7 3l 4 A TAIF B = AN dh M A TE A AR
L= j 4+ JC AFXBEEsEF,,82 31

entertainment [ enta'teinmant] n. % &,
Hik

challenging [ 't{lindzin] adj. ¥k e
prospect [ 'prospekt] n. ##Z,#Ti&
duplicator [ 'dju:plikeita] n. & (Pt

in need of "g;_g_ ......

appeal to & 7| ,{& & 344k

tie with ... ---eo- MR—g, Lyesense A4
put (me) in with a chance % (£ ) —4
e

keep an eye on B&,ix &

local knowledge 375 %ai% , Bp #t & K 3 84
BAHE R

calup ... 78 &L

apply for ¥ 3

I'homas( 1) .Hello, Thomas. How do you do?

Job Seeker( J) -How do you do?

| . Please take a seat. Are you a student?

e



Chopter One

I: Yes, I’ m studying linguistics at Guang Hua University in Jilin Prov. .
Oh, good. What experience have you got?
' .1 once worked as a waitress in my hometown.
How long have you been here?
| - About three months.
I".Have you ever worked as a telephonist?
I No, but I think I can learn quickly.
I':Well, your English is very good. I have noticed that. But the problem is, my telephonist
must have local knowledge as well.
J:Is it?
I":People call us up not just to order meals. They often ask questions about travel, entertain-
ment in Shanghai, etc. So I have to say I can’t offer you the job.
- That’ s all right. I can try other places. Good - bye.

I":Bye.

TR ) R RBFE D IREF!
SCHREE (R i
A, IR
R, HATRIES A R FOORE R ¥,
LR R ATERR?
T REERS B BEN LIRS R
EAREXBEAEAT?
K KA=1Ho
FEARLART S 1d 75 55 511G 7
A AT RERBRAAEEZH
T R IGERE, XA REEEDR T . HRBERRATES B LHAEH
T AR,
R
FMTHTHRIEARAIA RRITE, M98 [ — L2 T Ll iRkAT IR RS0 H
fla) 8, BT ARG RRARES RX TAE.
TOARBRFR, RAT L EH KK, R,
AR,
wERENotes
How doyoudo? X% AMA L&, IMRXAFKE, R, LEHNKAELEA
1) “Hello (Hi) ,nice to meet you. ” [5] & Jl] & “ Nice to meet you. ” 2) “How are you? ” & & Jl|
& “Very well ,thank you. And (how are) you?”




I rezEnE

At B LA, 7T B “ Good morning (afternoon,evening). ” & 5 %t 7 K FE AR,
7] 1% Bt & %7 fm £ — 47 “How’ s your family?”

=g iE 2

Situational Dialogue 2

RRXFEF AN — I FEIGEIFIRIGR T/E,BEXBT

Manager (M) : Good morning. What can I do for you?

Bo Le(B): Are you the manager, Sir? It’ s about the Want Ad in this morning’ s paper. I
would like to apply for an assistant sales manager.

M. I see. Won’ t you sit down and tell me your name, please?

I3: Bo Le. I’ m badly in need of a job. Is it possible for me to get the post of sales manager

you advertised in this morning’ s paper?
N

:Have you worked anywhere before? You look a little young for the position. What experi-

ence have you had?

B: I’m now majoring in economics in university, and I’ m looking for a vacation job that
would tie with my studies.

!

:We’ re considering the appointment of a new manager. You think a sales manager’s job

appeals to you while you wouldn’ t plan to stay here permanently.

3. I worked in a department store in Florida last Christmas vacation. I think my training and
experience have put me in with a chance. I plan to work here until the first of September.

M :I’ m afraid that wouldn’ t qualify you. I’ m looking for an elder man, who can be quite fit

for the job, can be familiar with salesmanship,can be capable of handling personnel and

would work with us for a long time.

. Good day, and thank you anyhow, Sir.
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Chapter One

ZRFERA T REMAEXT T, RITAEXIL—ET/EFIIA L H,
Z MM HEAREE, REARVE-TEEHKUA ME+SEAXT
B, X FHE N ERE, ETAHEARXR, hEE KX B T,
18 R RAR R AR, LUK, ek
w2 B Notes,; .
EHHEREF  AM(EENE AN ERALTHFRE T WL T, L ETEH T ORI,
k. 28 THEMREFHEL, MRDH Mr. 5k Mrs. £HE W, X FHLELMREA, T UK
Z 4 Madam( A K ) 2 Sir( £ 4 )

ERATIE3
Situational Dialogue 3
B ILELE NEEER AL

Cai Ming( C) :Good morning, Manager, could you spare me a few minutes? I am wondering if

you’ve any vacancies for a temporary job.

Manager( M) :Good morning. Won’ t you sit here while I look over your application. . . any-

thing in particular appeals to you?

C . I prefer something in the restaurant line, or to work in an oil company with good pay and
excellent hours.

M .I’ m sorry,there are no such vacancies at present. You realize that it’ s a little difficult for
us to find temporary jobs for people. Maybe you’ re qualified as a typist, and I suppose
you can operate the usual business machines. How fast can you type?

C.For the past three years I’ ve been working for the Merorex Company and I once took a
course in typing, about 120 words a minute.

M :That sounds good. Have you got any experience working with other people, giving instruc-
tions and so on?

C:No,I’m afraid I’ ve never done anything like that.

M I don’ t think I have anything for you right now ,but you might drop in again in a few days
to see if anything has turned up.

(:What a pity! Well,thank you just the same. Bye.

A (EE) R RAr, 23, AT RS AL RARITIFR A T E IR 7

H TAEG?

2 RAVRAERTRAMA R T, MBELL, TrE = L3R,

2 K, BRI XA T, RAEE S AR TR SULEE, wif
WR—NEHITF R . WREEEE A — R BT AILEIE, RITFH B0



S rezEnE

X =ZFR-EAEDERHA R T, G 25347, 8404 120 7,
Z BT, BBASARFEITEAERAZR? WINKRSHESZEH THE?
5 8A . RERMNEA BT,
2 REEHRAEARITIE. SILRKRATUER, BERBAILE.
SRS T o ARSI, B
“Good -bye” ZEFI RAMEFE, EE LA £EEAEL %, £ EAAN"“Good -bye”
# 4 X £ “God be with you” , /T Rk K ER , R R MK EHES ., FUARLELE, ZEAY
3] 1 “ Bye — bye” 5, “ Bye” 5, “ See you on Monday” % %4

EEadis 4
Situational Dialogue 4

4T == a,
)" G il =)

- Would you begin with telling me something about yourself?
Job-secker(J) : Where would you like me to begin?

KERE M

Interviewer (1)

I - Something about your background and experience.

J: Well,I was born here and had my college education at the Institute of Commerce.

| . Have you done any office work before?

J.I worked as a junior clerk with a bank for two years. That was my first job. Then I joined
the ABC Co. . That’s where I work now as a secretary.

I . What do you exactly do at that company?

- Typing letters ,answering phone calls,arranging conferences,and things like that.

- Do you enjoy your work?

J:Yes,I do.

I . Then why have you applied for this job?

J.That’ s because of the journey. It takes me about two hours to get to work. Your firm is
quite near my home—within walking distance.

I.Is that all?

J: Actually I enjoy doing something more challenging with better prospects and better pay.

| . Have you had any experience with computers?

I. Yes. I can process data through the computer.

I. That’s fine. What about operating the fax and duplicator?

J.I can handle them without any trouble.

I . Sometimes we have to work long hours if something important comes up, and we often
work overtime. Would you be able to do that?

| . I think so.



ChOpw One

1. Well, the final question. Your salary will be $ 1,500 a month. How does that sound to you?

J . If you could make it $ 1,800 a month,I’ d be happy. By the way,do you provide housing?

I: No,the employees must have their own places to stay.

J: How soon could I know the result?

. We’ll inform you in writing within two weeks if you are accepted. That’ s all for today.
Thank you for coming.

J : Thank you. Goodbye.

| EEE ()RR A S MR
L ORELE (R RERM AT RE?
ORI RSN .
R CEREF. RIS E RS,
R E THEG?
FE—FETE S FENBR . RREROE 0T, REHRET ABC
AT ZERR LS E S, — B TAEEIBE.
- EIRRA R BAE T A A7
FATE, BEIE , THEAW, I A
T ARE AR TAERD?
o R, B
IR A X Y TAENR?
S BE VB EE, BETRE R FRAERA/NT ., RIARBRE
TRE, EBERBIT
X —N R E G ?
B RATHE R — A RRATR, H R, 5B PR TAE
A - AR I R ARG 2
S Pt FRAT LA oAb AR .
AR R R B R LG
S ATLL, ZE T I
AR, R B A, R A1EE K AR ), T E R A12% 0
B, YR AEATID?
. RAETL,
- B, BE — AN, R A B — T E E5T, R
F MBEGAFK-TATEL RBOHELT . RER—T, A EEG?
W, RRBECRET.
. BE AR A SE R
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o8 Notes;,

ERAARERERRE AR L, RERAERE, KIF LR E, FELY, R

FHINEH, PRFEEBRRE —2HNHEE, —TEMANAT., AREZWERTRHRELHS
R, AT 2 Rt R BT R L i

ERHR
Useful Sentence Patterns

» To start with,may I ask ... ? B 5GiFH]--- ?

» Mr. Wang,we decide to employ you as... F5&4 , RiTREFZHER -

» Would you begin with . .. ? #R¥EiRIK- - 1FE?

» We’ll inform you in writing within. . . ,if you’re accepted. R &g FH, - it 8] N 45
HEEAE,

» Do you have any working experience? {4 4 TYEZR g7
(AL 7 :Have you got any experience with/as. . . ? What experience have you got?)

» You are qualified as... {RESM---- TAE,

p I graduated from... FEF------

» Could you mail/post these materials to us by the end of this week? {RAEFEZA B A LARTIE
XA AT R NG 7

» You’ll hear from us soon. {RBRESWBIRINTHES .

» I hope to know more about the position. AL T —TF X T XA HHEL

» I’d like to apply for the position you advertised in the paper. F A8 W BEARIER E&T
R AR AL,

b Tell me something about your education background. i%— FAREIFH .

P What about operating the fax and duplicator? £ %1% E {5 Ep#LAG?

» You’re equal to the job. #REETFIFX {3 TAE-

» By the way,you can come to work on Monday. Ji{fEi%— T , /" FE—ATLASE LFET

GEL P

Om K et pE EUTILA AUSHR, RIEMH.

QiR TGS R B FE X AF A R EE R E ' R VIR ERERE B A K
[ZDAR N U 3528

QEEEMFFIHCHER, FEEAXM T B TIBEE RN KAEMENR . BRI X BT L A B
I T %, LA R 5E 20T AT 915 O Age i .

Q% L E KTy RASTE S R ; TEEALSR, IEB A “please” , “thank you” S AL5R 5. 7E#

8



Chapter One

3% T iR B AT BRI TS K7, AT, JoRAEXE 7 T MR N FBE 1 , %4 J7 i
PR5E R REMATIZ TAE

@R N AR RV B R B RS HA AL, A AR PFIR O, REEAE 16 Z K RIRE, 4
SRR A I (1) [ BB R A A B& AL, T LATRI X 7 A A VRS AR 8127 G SR X 7 Y [ 25 4
AR, ABR X RZ ATCALE R " E AT LA A B 3 2 [ 5 5 B AR fH 4k
R E BB ERRETZ FE e AL
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Useful Words & Expressions

administrative [ od'ministrativ] adj. 47 ¥
o, EEY

administration[ odminis'treifon ] n. & 3,
ZE, X8

resume/[ 'rezjuimei] n. AAR H
qualification [ kwolifi'keifon ] n. # 4, %
H&-4E B

acquaint[ o'kweint] v. 4% J4 47,4 T #, i@
fu

investigate| in'vestigeit ]v. &
thoroughly[ '0arali ] adv. %1 & 3

organisation ( organization )

[ 1o:rgonai'zeifon] n. 484, B4k, Lt
available[ o'veilobl ] adj. T #F %) &9, T i&
g
get acquainted with... s ------ # &,
. - T
in answer to (for) B4
make it # %], & 3 %,
have not much choice ;%A # 4 549 Ak
get off on the wrong foot — 7 %4 3t R T
A, —FFRRLARIFHHE

receptionist[ ri'sepfonist | n. 34 5
schedule[ 'skedzul | n. & 18] &, 3t % %, B
R(%H) £

appointment[ o'pointmont | n. 44,4 %
arrangement [ o'reindzmont ] n. # 2 &
H, &%

annoy| a'noi |v. 1% 5115 , 1 55 %%

diplomat[ 'diplomaet |n. SF XK, 4R E
entire[ in'taio Ja. AN, T4

rigidly[ 'ridzidli ] adv. /= 5 ¥, = 4% 3
efficient[ i'fifont] adj. 2 % & &9, MKk k 84

as far as I know &% Ff 4=
checkupon... #&------

behind one’s back £ XA # &

make an excuse ¥ 2

make an appointment (with sb. ) (5 X%
A) 42

make an arrangement % Hk

stick to @ F, 45 F , B3

put ... into operation % 3&------

carry out (tests on...) #EAT(------MK)



Chopter Ore

ERadiE 1

Situational Dialogue 1

:Take a seat, please, Ms. Huang Hong. We have received your letter and resume in
answer to our ad in the paper. What qualifications do you have for department
store administrative work?
| :I’ve worked in a big department store during the Christmas shopping sea-
son, and I’ m majoring in business administration at college.

VI:Do you know anything about secretary work?

H:Well, I have a degree in literature and took a course to become a secretary. If that’ s any
qualification, I wouldn’ t mind working as a secretary.

Vi:We like our people to be interested in their job as well as acquainted with it. But before we
employ him or her, we’ d like to investigate the person’s character quite thoroughly. Sec-
retarial work seems to be the only thing available for you at present.

.1 was a secretary in the Pacific Company for two years before I gave up my job in the com-
pany with one thing and another.

M :How soon would you be able to start work? You’ re expected to fill in the application form
right away. You’ 1l start at two hundred dollars a week and report here at nine thirty. Now
Miss Alice will take care of you. I hope you’ll enjoy working with us.

JEA BTt RIBERATR LSRR R R A ERE T
FTERARIMEETIERAENHATH?
5 EEREMYTIE R B E— K KHE A F LA, i HAERF R
IR 5 E L,
D ART R ARG
S BA AL A B IR . RARME I W, RAN B SR
B
S BATESR M G XAATT 9 TAEBRZERE:, B A X8, 1B 207, Rl
XHATH AR BT T/ . BRDE SRR TET
FRBERRBERFEA T TAELME, ERETXERERIREEFT
BAFE
S BAMREITIR TAE? EIRD LT R, HRERANMRME _GXT, 5
KB E9 530 4 BB, A/ IMES R IBIRE . BLARTEX B TAEMItR.

2B Notes:.
© take a seat = have a seat =sit down, Bf “ & 7, #% 3 ft. A & T ,have a seat = take a seat t,



