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UNIT 1
Before the




% | VOCABULARY (#i[)

DIFFERENT TITLES  (BiF)
A BIG COMPANY (k247 ASMALL COMPANY (/h2r])

Board of Directors Managing Director
(EH2) . & 95873
f
President (Chairman) Personal
BR (W Assistant
Lo b FiABh 2
Vice-president Director
(Vice-chairman) !
AER (MER) |
! **Managers
Managing Director ©®H
E¥K _| . |
) xecutive
Persogal EEAR
- Assistant !
FAB®E Supervisor
Director o4+
’ i
i? Secretary
*Managers B
23]
|
Executive -
HEER
!
Supervisor
FEAR
|
Secretary
wH

I © * For big companics, managers include ( A2 G]HT managers @15
FE 169 EE) © accounts £1F, administration T#, finance B
B, marketing T W5, personnel AF, production &% HITE,
promotions& fEMEF. sales W

** For small companies, managers include (/] V4L @] managers 2
EIFERITHOEEAR) : accounts % it, finance B, marketing
%A%, production Z£7=HIfE, sales Bl




PEOPLE AT WORK (AKX E)

1 boss el Lw

2 colleague 1

3 employee Jé bt

4 employer gk

5 partner kN, GikEH

&% | EXERCISE 1

Listen to the tape and underline the stressed syllables you hear. (1R#
BN (0L N Tia g iR & 1T F R4 - )

personal assistant
president

finance manager
executive
colleague
administration
marketing
production
employee
secretary

W oo N UL W=

—
[

% | EXERCISE 2

Circle the correct word to complete each sentence you hear on the tape.

() B A 75 ik HE I W 1Y 4 19 B ST 21 SE AL AR T O B 840 )

secretary/managing director

sales executive/personal assistant
directors/ managers

personnel manager/ vice-chairman
production manager/ finance manager
personal assistant/ president
chairman/colleague
secretary/employer

0 NS U W N

ih



J% 1 USEFUL PHRASES (%RiiiE)
MEETING NEW PEOPLE (BIX R EiliIRiE)

1 How do you do? I'm Sarah Wang,
fREF, BMEDH -

2 Nice/Pleased to meet you.

BEIIARLR o

EXCHANGING BUSINESS CARDS (ZX#&H)

3 Let me give you my card.

XEENBR o
INTRODUCING OTHERS (#+4EA)

4 This is our chairman, Mr Chen.

XRBINEFERLE -

5 Do you know our sales manager, Mr Lin?

TRAREATNE LR BREER ?

ASKING ABOUT NATIONALITIES (H#ifiE#)

6 Where are you from?

W E AR MR E R Y ?
WELCOMING (ERX#)

7 Welcome to our company.

MPERATR o« (RIEHNE o )




How do you do? I'm Jack Saunders.

. WAV BN

Nice/Pleased to meet you, too.

S W

Thank you.
g o

Nice to meet you.

TR L WL

Yes, | do. We met last year.
Sorry, 1 don’t.

AV JRA T £ AW
L AN

I'm from Singapore.

TR NHIMBEKAT

Thank you.
5

IDI
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GREETING PEOPLE YOU KNOW (W ¥ A il iE)

8 Hello, Mr Saunders.

Ryf, REHIKE .

9 How are you?
YRYFIE ?
How is your wife/husband/family?

IRAK, Sk, RAZD 2
ASKING ABOUT LIFE/WORK/BUSINESS (#iF%%,/ 1t/ £&)

10 How’s business/life/work?
S8 EE/THEER?

GENERAL QUESTIONS (—# i)

11 When did you arrive?
REH AR BN ?

12 Did you have a good trip/flight?
-~ B L IR 2

13 Where are you staying?
trEE®IL?

14 How long are you staying?
REERBA?




Good morning/Good afternoon/Good evening, Mr/Miss / Mrs
Huang,. Nice to see you again.

b/ R/ B EEF. R/ FUME/ BORK . Y
WE

Very well, thank you. And you?
TREF, g R 2

Very good /Quite good. How about you?
RE/ T o R 2

Yesterday.

X .

Yes, thank you. It was excellent/ fine/very good.
TRMEF], 85HR .

At the Hilton/the Yangtze Hotel.
1 F RIS/ TER T ILRER

For two weeks (a fortnight)/three days.
MRS 3K,

|\l
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o% | EXERCISE 3

Match the answers below with the questions you hear on the tape. Write
the correct letter in the box: (FIRM %25 0T BIB9S LA F 15
—— A . BT F RS RN )
1 Yes, Ido.

2 I'm from Hong Kong.

3 Quite good. How about you?

4 At the Grand Hyatt.

OO OO0O0

5 For two months.

o% ! EXERCISE 4

Now answer the following questions: (iF [ & FFjuf & : )

1 How do you do? I'm Nancy Li.

2 Do you know our production manager, Miss Zhou?

3 How are you?

4 When did you arrive?

5 How’s business?




s | CONVERSATIONS (%£i%)
GREETINGS HIf&iE

MEETING NEW PEOPLE (WX B HE A #iE)

1

How do you do, Mr Daniels? I'm Jack Saunders, the
director of finance. Let me give you my card.

How do you do? Nice to meet you.

7, SRAEAK . RIUAR - REF . REMFE
B.ZRENER .

Prif, M\ .

This is our marketing manager, Mrs Li. She's from
Singapore.

How do you do, Mrs Li?
ERENMNTHUFRE, FAK . RMAFNER
o

FERKIREF

How do you do? Welcome to China.
Thank you.

fREF, WBPBPERX .

s .

INTRODUCING OTHERS (#HH#HA)

2

Do you know Sally Zhou, our production manager?
Yes, I do. We met in London.
RINAENGSIEZ B RBAG ?

IR, RATER R .

Hello, Mrs Daniels. Nice to see you again.
Hello, Sally. How are you?

tREF, RERHAK . REXBLHKE o
W, WA, REF 2

Very well, thank you. And you?
Fine, thanks.

ReF, Wl o R0 ?

RAF, WA -

’ °©



GREETING PEOPLE YOU KNOW (R B A B51H14%IE )

3

Helio, Mr Saunders.

Good afternoon, Mrs Huang. Nice to see you again.
tRYF, REEEL .

TR, HARK RN EREA .

How is your wife?
Very well, thank you.
RAKHFIE ?

TR, S .

When did you arrive?
Three days ago.
fREM ARHREIN ?

3 XZHi.

SOCIALISING (HRXHE)

4

Is this your first time in China?
No, it’s my second. I was here last year on a business

trip.
EXRRE-LBPED .
N, BEZKT . REFEABRKII-W

Did you have a good flight?

Yes, thank you. It was very short but quite pleasant.
T ESARRE ?

fREF, W . CiTREBRE, EALER.

When did you arrive?

On Tuesday. | haven't stopped since I got here!
fRRA ARHREN ?

EM=  MEABBRERTE -HR2%H .

Where are you staying?
At the Hilton. It's very comfortable and convenient.

fREEBIL 2
EFRARWES . MEREGFH. WRHE .



How’s your family, Mrs Daniels?

They’re fine. My son is at university now and my
daughter is working,.

RRORAHG, FRRHAK?

REF . RILTEEKRY, ZIELIHT .

How long are you staying this time?
For ten days altogether.

BRRITRAES X ?
~$k10 K,

BUSINESS ETIQUETTE (EHHX)
A AE, MR RHIEIEN, REEFHEE
HmEL .

it How do youdo? Bf, #BMIEHEART .
BYBRHABNERA L, N5A1ET .

Al AmfRiginlng, FRLRER. WH, NTHEMNE,
XL BT RMESAXMER, MTRES—DH
g .



12

COMMON ERRORS (%#Mi#i%)

% How do you do? #9[1]% & & How do you do? R A
&, I'm very well, thank you.

x How do you do?
I'm very well, thank you.

v How do you do?
How do you do?

INEFRA RBR EIE R Yes S No TIZEL T X, #HK
EMALBIARKBIERARFRBARAILE . Bk, &
T Yes B, No Z4h, BRI FEHEMA L,

x  Would you like a cup of coffee? No.

v Would you like a cup of coffee? No, thanks.

v Would you like a cup of coffee? No, thanks.
I've just had one.



