. BEEREZSW - - ERYE
FEARKFIREEZR% X

@Aw*ﬁ@

»

8 A ¥/
Y Pl )k
| | On the Job

1':' English for Secretaries

and Administrative
Personnel

B

L - A%
wumadiaria Millén)

DEEf - B
(Marisela Tosell) /2

@ MW TI AR

E?ITW McGraw-Hill




MBAZ WV 1562812

TRESEEAREE

(3& A )

On the Job: English for Secretaries
and Administrative Personnel

- BWE - Kk
(Ana Marfa Millan)
LR - KEA
(Marisela Toselli )

Y. e e . T — - ———



Ana Marfa Milldn, Marisela Toselli: On the Job: English for Secretaries and Administrative
Personnel:International Economics-3rd ed.

Copyright © 1998 by The McGraw-Hill Companies, Inc. All rights reserved. Jointly
published by China Machine Press/McGraw-Hill . This edition may be sold in the People's
Republic of China only. This book cannot be re-exported and is not for sale outside the People's

Republic of China.
IEISBN 007-116578%

A5 3 SR ENRR I McGraw-Hill 23 w] AU T oll AR AL AE b B KRB S A IR AR R
11, REHREVAT, DERELMEM G REE. LR FA B REE s .
WL A, RALALTT.

A BRAEIZS: BF: 01-98-0793
B H7ERR SR B (CIP) 3R

SRS R B () K Millan, AM)SEH.-BEIA. JL30 HUK Tl iR 3,
1999 4

(MBA4 {1 $% £ 5obh)

ISBN 7-111-06454-2

L3 Dk I QICH-5IE- A ORh-KIE-SEA V. H3I

o [ A B T TP B B (983 143502

WORR A S USRI 20 Kibi22 ) WSt 100037)
FESHE T M
H o A SR
AL ZAMEIEFBCEN R CCIR - BT B R R AT A R 1T
199944 H 1R 1 e Bl Al
© 787mm x 1092mm 1/16 - 13.5E[15K
Ell % 0001-3 0001}
& i 22.009¢

FUAAS, iAo, o0, Bl BRI iR




HH A& IS

IELBRBIF —HILHB TS S Iah, | EIELL T
B RAS 23 5 7=l 45 Mo VR S54RI S i A sl
RIS SR8 R R E R BN NS IR S A LR
—ATGBK.

HTHELLE S R T) . S EER b namm
. HIEFIFEE, HUMR Tk AR R — o R 2% 2 LU AR 2%
FS i T —H#— s RIS S A%, AR TXE
RBTHETRCPEY. Hh Rk B4 0 M e E bR _E 8 bkt
FA R Bobt, Ko LR EITER, A ZiA+JLER.
VB BB B, T HNEF. BTIEIEZS S AR b s, &
TR E, 5 AT 4TSt R 5 42 S R SR R .

S T #85vh B IMBA S5 42 i — 2852 B IMBA 7 51 30k1
Sk b5 i AR AR LR AL AR . NS R TR B A Ve L R
RIHIRAI CEBREFAMBAZAEY 5 EBREFAMBAZH
BLEZRG NBZE, B, REXFPEARKS:TH
EHPRER T, FEIERIAZE AMBAL RS WA AF.
CEBFEHAMBAZHY ¥R T A HIMBARLLIRE, fik
= (MBA LS G Ay 23 TMBARATRREH LI M
FOA SRR R IRAE, AR TR EIR N EE




AT EN LTI IEEAL RS TEENBEMEEE. &
EMNFERE s, WESHY. RIEEE5EHN. &3
B, ME 5&RETE. &it. HiEs. BmSHERRETR
5. 604 FhFh.

ST RFEEMEAER, XEMNSR USRI
FERHAR B o S3ORE AT LAEE 50, P51 38135 T 8 i A8 SCFN HH R st
B S, UCAGELL IR 83 & ok RV BRSO, 3F
1E 55 —IHARIZR 22 07 B B2 R SR BB 2 AR 33

BT etk £ . BUASRENRE, 5k
AR ZAL, HiREEEENTEE LS B, BEIEH
TEmR i R A, X R R T HAR S AR A ZE M B
iy, HMIEIRHAEIXE (HRSHFEHESEY FIHAR,
fie 4R v ElfOMBASF KT . HESh b E RIS FF il
RABREZH.

ML T Al Y BR At
199848 8



)

Tl

M, FoE IEALFANiR S SR (R AR, BB R
EREASEZ M, XATRIE LRSI #okFrbLia
S5klk. 44E9H, UK A0004% &2 LRg B RN A I3
AR S S BE AR R FET] . — AL RTS8 ™
ZREAE A RILES AR, EBE I HPRig
R A . AT TR M+ (MBA) THH,
ShE R FH &R — X — T & iR R R
TRETRM L, A4 E AL T IR SR A AU 56 5T
BreAss B 3t (1% R S5 RMF 20 0 (1

15X B, MBAIRRIZHHREIINEEHRE Z—. 1258
TE19844E IR R, TEMEXRERIT A BEBYIEBT, g
REBREFIIRIE . FH RS, BEAETE S0, R db
TR AE R RS BRI BAR AT o v B R 2RI AR 52 2T
RTEBSFEY. ity FEYUREHEEBRAS
MBAIRER. FI19854EE K, MEXRMIEIRNMHT S 5h4
IMTMBALRER. 24Kt, IR AEIE THXEEMBARRE S
WiT E NS RIERALR LA 2K S, thidams
X SRR 2 AIIPNTERE R, T FMBARLLIR SIS IREL
BREVHEESHSIZNX B SBEABE R, SRR



Vi

FIINE R ERNIBEFEABENTR LSO ITRNEGH
RAYX 5B, 19884E%), FEINSE KFEH IRKFE LB
f2fa. A EHEEXXMBARRRBIRIAERT . e, ke h
Bl 3 El Ah ik B L9002 B S OCFNE R B FHE
KREFTH PR, XFIMBARRRZIRIMNANTEERERS V&
PIESHItR 2. AT EAF# T i35 EMBAZH WIBTEIME, 4
RO A, IWXBHEEEABERE R AARAS R TR EEF LR
MR, WE TAEZIINEIZEN “£REEHETFICEST-

LZEMAL X THEEEHTF,. 2Rk, Fe1ts5®8 s
Tk T, SRAERASRAHSCHMY. IREFEIEBIRFEFE
HEOWLRFEE, amEaRBicER 58it. {BF
MBAWJZE L, EEIMARI7504 T EH B, SRS
EEEH GBS 4 (The American Assembly of Collegiate -
School of Business, AACSB ) PR IARI3004: PR HE 22 B2,
¥ HEMHm, RRIRUE R A SERESTIHARS
IREE, EABEAEN. XEZFALAMEHEREABEMHBA
RIS E 4y, EMBEFRIE2ER 56157 E, ASHribi 871
PEiR, FEPRIRAYHIR S S RISEBRFR SR 7 DIth &8 & 8K,
IR HARIEN S M EREEANA . Fian, "SohesF#E
BH#Ah AR Y,  IZBERIEGE oMU SERe”, BEFRemm
HIEHEE (general managers), g “FMIEXILAITIF
ANEZNAISE R ABTIRY TAHE B, BIFEMbIanfnf$ i S g o]
. BREAREE D5 R FISRERTT 3h_EHE N E K REeA . S,
FRATBEI AN LB b IRIG B it, LUME T fifax Lesii S A anfal 7E
EERP AN BE S &R, AAmtE—F AR 5%k
MBI SENIE.” BREEE LYt S S irrfEda <%
HAMRAKIME", A kigairss”, 80 LT
S5t R4S 3, BRAIR T b AipE 4 B A Pe B % 5%
FETEDGR R R 5 & BTSRRI 3REE b 3R 18 R TRy &
HE. YA ANTRIE RGBT Ek A =k &4~
AP HFn K aes, Fik, XKML {a7f]
HRFFE FEAME K 5 i B N BRI RS RE, BRI E I E A
AR IR I LS .

YR ERpEdR, EEZFAWER PP TR LA
EEHE=RGEIR: — RS O e R Fr 2 s Bl
AN RIS WriH AR e o 38 5 Nt 28 X P,
AEFRESmPIMBA, i 2T Ik{btFIMBA, @it



Vil

ShE AR AL L BRI NN, (B2 Eelv DU BCh ol s
ftheA 2R b s B A AT RS, T A S HRARRE 1A
BEA . TRLAYINE KSR A RIS R Tl
BN RORES, 35 R S L AN g Fe L A T A
. BiMEREeIR R Tk k. R A TR 2 Al s
K. XE LB FREECR AN AR I B iR, a{ATF
RSB, PHALERIYLIEHE R EBE . B RULINN RS, B
TYIRK SRR B LA B RETE R T e . Rk, &4
A AR FORAR IR L A 5 AN R R I A

RO RS EBEMBAIRFR IS AU EER S “EHRMENS
BREG S5 BRI R, R A AT SR B M 15 G Sl bE U2 HURE D .7
B HE R B A BEMB AR AR B -0 B R “FR{R S IR0
BIFHIEIE, TROWSITSH . BUaTFREasE, L
T SR VR AR S T NI4T AR RE .Y B, “MBAH
WL — R AT DAZ B 2 T O, XA, 4RI
A LEA T SR H I 8T Je i Dl A (B B 3 57 vh
BEh E AnHbVE VAR . BAFME E SEEEMBATRER I A
B X AW KNOTHLSRAFEENESIEARE T
VM R A X — B e Rk .7 BHELLIE R BEMBA IR 2
BT EREE R “LbY b BRI AS SRR IE SRS
BEAT ARG PTENI 3 A 3R 5 57 P U HRBE ATk .

M, XEEFPEIEIRHFMBAIRRR, #oE, ZEMR
SR T AR ABRMIESIRE. Hik, ZEEEIATTERIHbIR
FEhEE. BFlin, BHELLIE RGPk HIR IR IRBAL T4 £9ix
Armbrpts, FORBRE AURERR . SRR, REFEHM
o h ENE S EEBR IR E SR T/E. B, i%%EE
IRARIE s 5oL IRRARME. Hik,
S R aby B SR IR AL ANHRRE R R R I B AR |
REBEHIRE, e RE-RENELEHEHE 5350
BB LAY . BE. E{EEAIREEX T AR,
TREWFST S ScERAURTIE. i ieEE . SiSdsih. A%,
PAR Al S R 3 B 2%

EIRBIFETINE L, EEEEERRTE A CRIE s,
Z G R 5> A IR 5k SRR . IREANE EIEAR
—, % 2 R% ., fFESIOIR2Z AT, AT
2 STHBYUR FFNELRE . 7 95 105 LA B B A e Boor 4 5 7%
sSRPR . ERLODIR b, BFEREA LITIR TSR, gt
RIS S, MS. HiIEYY. S . AT



Vil

. ADFIREE. SRR A SRR . 148K,
WA BISE . ZINEFRFEE LGN IR BEBOOIR. FikiE
R B, BRWSORREEbes, R¥PREA LIEE T HI,
EH 2552 (Managerial Economics ). £rit (Accounting).
It 55 %3 (Financial Management ). Bilt (Taxation). &
Fl2 (Management Science). 2 B. &% (Information
Systems )., HiHEH (Marketing). £HB 174
(Organization Behavior). A %4 (Human Resource
Management ). [FEPREHSS (International Business). HRHESS
¥ (Strategic Management)[J, f&z 2% L4570 (Public Management)
. BRHEASARETEE AP iIR AR 2R T
U A B AL i R B AN E RE RO ST TBLODIRELSN, R
FEATERENSTR TIES R, GlEMERiET B e
He(Self Managed Track) 5% %5 (Management Track).
HIRE RSB N HZW S B2 bWy s
FHIE. BSEHEAR. PIUXFRSADTREEHE. SEEHR
ST EHFICEFENNR.. RS A R R R NTE
HLEREETIE, WRTLLER: A BB, ¥l A
HRCHE S REE AL, N ATDOEEE D, X
B, ARk, BIARIREE 5% (Strategic
Management and Consulting ). #7545 KBS ¥ % (Product
and Venture Development). {8314 AR5 ool #(Information
Technology and Business Transformation). 4@l T F2(Financial
Engineering). 4% % #H (Financial Management) L I #ll3& 5
iZfE(Manufacturing and Operations) . X Fpistit-FTRE(ELEHARE
PERRRERUIESS, UISERMTTIHMIAER, HEFESAEBL
TRV E SR, (HFAERRTES o T /ey E et A REA~H
EHIE A,

KRE LTHEEG LT OH kU, SOeERATER 2
. ERRBIE L 2ETHEESHEBERFRESEZEASH
ZE T EOLIRIES K. Lt 2L, MBARBLLIRR
B OB B mFER. 48R, ERE LT FHE
—5EE. MEMBAZFHIEALRRE, PR ERETES
HEEE A ArgEah b, S 2PMR1iE A CBeruX A8
ESHME, HBERITELTIFE, LMfERFHEESHESTE
ERIETTEBASL . XXt RBIRITHED THZR, &
BHE L MEMRRE XA R T S E . XA 2
IR TSR, m B EH @i dig H¥r



IX

Tk, M BAEE Y H TR B bR RIS —.

Ay T iR LR R Ll 5 TR B SR R LA S AR BT B IR R iR
i, EHREARKY THSHESYEEAERI T, YUk Ik
BRFEHESH T I SCRRIY CMBA RS ShEobty, LR e
BrhZEE, HESMMBAR Ll FRIATE. (EXFM
e, RAVE CERE TALEELTT Y. BRRKHE 5.
IR, WS S54RER. St miImELA RS
BESE 7 A HlBYBESCRR Bt IS % [ PN A& S5 B R B B T
AR BT WA R, RN, BETFEMBAEAN T
FISER N A . e B AR AT LGB 22 Sib2 2] i%
LR PR EhL, BB =k,

MR, ESIVE WIS HRE 5SS 0K, FEEINE
FHHENER LR . E4nmbe 2L m, 7§ EVES
Ktk 55, I -—FIESR R4, Wi EE NG ESR %,
B N FERTIE A B HE, M i e B o [ ok S5 5 S b
HIZESE. Atthzorisk, FREMINS T—BIEDFT 5%k
PEH L, HEES . Eaia AT, SSRGS
=FIER, — RSB HE, R S, SRTEN
I k. LBE, Ay, BERH RES I, =
BAARHAMRENS IS 55, M, AR EF,
BAEECREN S, & Bk REVESEIS S
. BRIEESIPESE T, A AU T2 i E0
i&, WS ARG 7:, RIFFEE S, gl 52
F E—UMABHEERBE S S k. 4K, HRORIAEST
EEES SSCR, RCH T E MM b B S
FHUT, 1Rgtrh EIR BESCE, VIR W HBRRE S, WA EIE
#E) “LIFhFE. FRAK. #aiRg. Bl %K.

25‘1::= V‘\Q "

FEARKSF EEFEHI
FEARXFIBHEEFRREK
SEMBAKFHRFERALEER
19985 8 ® F AL F



Introdaction

On the Job: English for Secretaries and Administrative Personnel is the first book in a series
designed to meet the needs of secretaries and/or other professionals who need to undertake adminis-
trative tasks in English, both orally and in written form. Two fundamental aspects have been taken into
account in the selection of material for this book: (a) the communicative needs related to typical
office activities, and (b) the communicative needs related to the more personal area that often comes
with the job, such as socializing, and receiving visitors, where a general knowledge of the social
customs and attitudes of the English speaking world is of key importance.

The basic aim of On the Job is to develop the four language skills (Listening, Speaking, Writing
and Reading) in English while focusing on the central need of the secretary and office worker: re-
ceiving and trasmitting information effectively and with precision. Furthermore, the series aims to
make students aware of the importance of a series of aspects and attitudes that are also important on
the job, such as courtesy, appropriate use of information, and the knowledge and understanding of
other cultures.

This book is aimed at students in Technical/Vocational Programs, as well as at secretaries and
administrative personnel in general who need to use English by telephone or in person in their jobs, or
who need to understand and/or produce written communications in English. On the Job, as the first
book in the series, is designed for false beginners or pre-intermediate students.

STRUCTURE

In order to offer flexibility for both students and teachers, the contents of On the Job have been
divided into three areas:

* Listening and Speaking: Unit 1 - Unit 5
e Writing: Unit 6 - Unit 10
* Reading: Unit 11 - Unit 15

Depending on the interests and/or specific needs of the students, and the methodology the teacher
chooses to follow, these three areas can be covered in different ways:
(a) In the order they appear in the book, starting with Unit 1 and continuing until Unit 15,

(b) One unit per section. That is to say, Unit I, then Unit 6 and then Unit 11, followed by Unit 2,
Unit 7, and Unit 12, etc.
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(c) Integrating the three areas. Using the Listening/Speaking sections as the core of the course, the

teacher can simultaneously introduce material from the Writing and Reading sections, and thus
provide a more integrated approach.

(d) Picking and choosing the units that respond directly to the needs of a particular group of
students.

(e) Assigning time slots for each section. For example, a one hour session of Reading per week.
Or dedicating one entire week to Writing. Or alternating sections per class period; one class
period for Listening/Speaking, one for Writing and one for Reading, for example.

As you can see, there is a wide range of possibilities. The teacher should feel free to determine
what best suits his or her teaching style, and the particular needs and interests of his or her students.

LISTENING/SPEAKING

The fundamental aim of this section is to develop the necessary skills that will enable secretaries
and office workers to understand and produce oral messages in English, and in so doing, allow them to
communicate effectively by telephone and in person. Since one of the basic requirements of most
administrative jobs is the ability to receive and transmit information with precision, the development
of listening and speaking skills are of vital importance. These skills are key not only for ofice related
tasks, but when interacting socially with clients and visitors from abroad. .

WRITING

This section is focused on the production of written texts that are of frequent use in activities spe-
cific to secretaries and administrative personnel, such as different types of letters and inter-office
memorandum. Special emphasis is placed on the typical structures found in the commercial letter.

READING

This area has as its main objective the development of reading comprehension skills through texts
that are of two types; (a) related to office activities and tasks (b) responding to the need for a basic

awareness of the professional, technological, historical, and cultural aspects of the English speaking
world.

GRAMMAR, VOCABULARY AND PRONUNCIATION

Grammar has been dealt with in a functional way; that is to say, only the structures that are
essential to the communicative aim are emphasized; those structures that appear frequently in the acti-
vities that must be handled in English. Vocabulary has been treated in the same way; it is dealt with
functionally, as it comes up from unit to unit.

With respect to pronunciation and keeping in mind that a large part of communication in office
work is done orally, either by telephone or in person, this book places special emphasis on this aspect.
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INTRODUCTION —
COMPONENTS

The text includes, as an appendix, a mini-workbook, that provides extra practice with the most
important structures and vocabulary covered in the different units. Also available is an audio cassette
which contains the activities in the Listening/Speaking section, and an answer key for the teacher,
which includes the tapescripts for Section One.

The cultural component, of vital importance in learning another language, is also present in this
book. This aspect permits students to understand and be aware of differences in cultural aspects and
attitudes in the realm of both work and leisure time. The acquisition of contextual, situational and cul-
tural elements contributes not only to facilitate communication through the use of the English lan-
guage, but also to take advantage of “world knowledge”, which is all that baggage of knowledge and
experience that the student must bring with him or her into the process of learning another language
and that permits this learning to be successful.
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