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1. I feel a little nervous and I think I've got a lot to learn from you.
REETELEKR FERANRAESABEAKRET .

2. I am sure you can get with the work soon.

BHRERRER2ELXD T,

3. You should go through the duty formalities. % Z /38 N\ B F 4,
4. What should I provide for that? #% % Z 32 it 4 A $ o5 2

TP HEIHE

A:

o=

Good morning, Terry. So this is the
first day for you to work here, I hope

you like your job.

: Good morning, Tracy. This is the first

time for me to do this kind of work. I
feel a little nervous and I think I've got

a lot to learn from you.

: Don’t worry. I'm sure you can get with

the work soon.
and I think I'll enjoy

working with you.

I hope so,

: Next, you should go through the duty

formalities.

: What should I provide for that?
: Your dossier, Medical Check Report, a

copy of ID as well as three certificate
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photos.
B: Well, here you are. Is there anything B. WA, 451K, b A7 51 i) 45052
else?
A. Yes, you should fill in the form. A: B IR EIE XKE,
B: OK. B: &,

SR

nervous Kk 1] formality [ T4
get with i Jij -+ dossier £4%
go through 753 fill in 5

oy 'J;’hr; -"5 .7'7
— gff_f-t.?;\,”:g*;'

T SRS

1. go through & 4 “ A 32", 4= .
go through check-in formality #3254 F 4
2. handle/deal with/transact & A" /32", 4o.
handle/deal with/transact hiring process for new hires
AR T FAF 4%
3. formality #A“EXF4", 4o,
We'll have to observe the formalities. & A1{F4&F 44 F.
4. dossier EA“HE", X TEAHBEAFIAA on, 4.
a complete dossier on Jim % T &#@HF A2 EHE
5. fillin EA“ME", 4w
It is difficult for many people to fill in the form.
AR S AR, R E X TR A AR B A
6. make out LA M B (£ A" E D Lo,
Please make out a travel application form. i 3L 5 — ik 3k i# ¥
WA
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1. T want to formally welcome you to the company. and I hope you will be happy
here. REEX KA R AANTE . FLHRAERTHERBE.

2. I'm looking forward to all the new challenges and opportunities.

09O WMASAE

Introducing the Company System
TBATFIE

BRI E FNS

3. Are there some subjects that are taboo to talk about?

X EA W E A

4. In general, salary is probably the one that causes the most trouble.

KRR #r AT B R TR R S RN E A

@w&mﬁ

o)

: Thank you, Mr. Liu.

. | see.

: Susan. I want to formally welcome you
to the company. and I hope you will be
happy here.

I'm sure I will,
the new

I'm looking forward to all

challenges and opportunities.

: You'll find the rules pretty relaxed

here, but there still are some formal
rules. First I want to tell you some

informal do’s and don’ts.

: Okay, please.

: We don't need to punch in and out

here.but we hope everyone arrives on
time and doesn't leave too early,

without good reason.

. That seems reasonable.

. And of course we don't mind a normal

number of personal phone calls, but we
would like everyone not to have too many.
OK. Are there some subjects

oo)
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that are taboo to talk about?

A. In general, salary is probably the one A
that causes the most trouble, because
such talk causes inter-office rivalries,
and hurts morale.

B: I know what you mean. It’s been a problem B
in almost every place I've worked.

A: That’s all. A

B: OK, I think I know what to do! B

S TR
informal F 1F LAY
normal [F &
opportunity #1£

: FHE

i L 2

o KRR, 37K AT RER 51 A2 5% 25 R 3 Y

W, PO KRG 25 R A EF A
8] 6 3 4 o H 24T

T E L XML R
T TR B,

s BLXLET
o B FRAR IR FE A4 T

punch in and out T
rivalries & X ; 35 5
taboo & 211 ; & iH Y

Introducing Newcomers

mTa8#H A

1. Are you new here? R =2 # % #9757

2. It’s natural to feel uncomfortable, but things will get better.
AURKREY BEHALFHE.

3. Hello, it's a pleasure to meet you. f4f ., & % AR R,

4. From what I've heard, you are going to be excellently fit.
BRI e EFELEIANATH.

5. I took over from Jim when he stepped down a few years ago.
LEMEBERERAREF THNRF.

6. I hope to see more of you in the future. # % 2 DL g 6t & £ # 7 #f 11,

7. I'm looking forward working with you. & & ] £ fo {f — #2 T 1k,

.

@ FRAEE
xFi& 1

A: Are you new here?

A PRI R B 7
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B: Yes. I was hired by the Personnel B. W, F#t A $H I AT —H,

Section and told to report here to work oy 2=,
as a secretary. My name is Lily.

A. Hi, Lily. My name is Calvin. A. fRiF.Z22F, FeELC.

B. Nice to meet you. B 1R & 24 W B R .

A Nice to meet you too. A: WARE 4N RIR.

B: To be frank, I'm a little nervous to get B. i, kX BA S EHkK.
here.

A. It's natural to feel uncomfortable, but A: # $6'SEKMR EH (HF N SEHHR .
things will get better.

B: Thanks. What am I supposed to do? B. . A IZMEEH A

& 2

A. Good morning, Tom. I would like you A.: B F#f, %M. IR LR W W & w6 22,
to meet Alice. She is our new software it S FRATT R A B A AR, F N 22,
engineer. Alice, Jim is our department G-I TS B,
manager.

B. Hello, it's a pleasure to meet you, B: {R#F,fRE M ILEIR, Zansz. Kl F|
Alice. Welcome aboard. XLk,

C. It’s an honor to meet you, sir. I am C: B2 3 WL 8 &, o4, WY A KK
looking forward to working for you. THE.

B. From what I've heard, you are going to B: KA MAESEFEEX T TE. 5
be excellently fit. I'll see you this KPR A & 0] 8RR IRIR
afternoon to go over things.

C: That’s fine with me. C. Bn) i,

XFiE 3

A. We'll get Miss Lewis’ opinion on this, I A A1 WT — W7 % 5 Wi/ H & i .
think.

B. Miss Lewis... I've heard that name. B §&5) @ /5 4 ««o -« 38 W7 i 1 A5 > 8 F.
Oh, yes! I heard she is one of the M, R Wi REARMKRINEZ
secrets of this company’s success. — o BN KT b A 35 Y 3R AR BE R 4
Everyone was raving about what a (W e 977/ AR € &P XX D)
great job she's done in motivating
the. .. (interrupted by Mr. Lee)

A. Uh, Mike. .. speak of the devil... the A: JFg - VL E R, WA, A 2

famous Miss Lewis is standing right
behind you. Mary, let me introduce

our new Accounting Manager, Mike

% 5 397 /0> BEL R 0 FE AR B9 B JE . PN,
T SR IR 1] R A 48 FRATT 60 5T W g5 2 3
WL e T, WL, XA - B



Jones. Mike, this is Mary Lewis.

B: So you're the famous Miss Lewis! So
nice to meet you at last! I've heard so
much about you.

C: All good, I hope. It’s nice to meet you.
too.

B: Yes, I assure you. It was all good.
What do you do in Human Resources?

C: I'm the General Manager of Human
Resources. I took over from Jim when
he stepped down a few years ago. And
how long have you been in the
Accounting Department?

B: Just started, I'm afraid. But I hope to
see more of you in the future. It was so
nice to finally meet you.

C: Same here. I'm looking forward working
with you.

*1iE 4

A: Joe, could you please come in for a short
while?

B: No problem.

A: Joe.I'd like you to meet Li Ming, our
new executive in the Marketing
Department.

B: Nice to meet you, Li Ming. Welcome
to our department, I hope you'll
like it.

C: Yes, I do. I hope we can work well
together.

B. Sure. If you've got any problem, you
can ask me.

C: Thank you. It’s very kind of you.

41 5

A: Good morning, Mr. Zhou. It's a pleasure
to meet you again.

B: Nice to see you. A good beginning gets

o}
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