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Part One Business English Conversation B &5 SiE

Unit 1 Report for employment % £l

Tom Lee is a new comer; Mr. Zhang is the lead of Technical Support Department.

Scenario1 At the reception

n®1: &EEs

Receptionist:
Tom:

Receptionist:

Tom:

Receptionist:
Tom:

Good Morning! Welcome to Banana Company. May [ help you?
Good morning! My name is Tom Lee. [ am here to report for
employment ( 251 ) .

Oh, | see. Mr. Lee, please go to Technical Support Department. Mr.
Zhang is waiting for you. His office is Room 301, the first room on
the third floor. You can take the elevator over there.

Thank you! Room 301, Mr. Zhang, right?

Yes. Have a good day!

You, too.

Scenario 2 At the office
g 2: GNAE

Tom:

Mr. Zhang:

Tom:
Mr. Zhang:

Good morning, Mr. Zhang. My name is Tom Lee. How do you do?
It’s nice to meet you.

How do you do? Mr. Lee. It’s nice to meet you, too. Welcome
aboard (XCMHIA ) .

Thank you! I will do my best.

Here is your desk, your computer and your extension ( 7+HL) . You

can take a look around yourself. If you have any questions, please
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don’t hesitate to ask me.
Tom: OK. Thank you very much.

Scenario 3 Ask about Human Resources Department
1A% 3: @RI ANKIRSD

Tom: Do you have a minute, Mr. Zhang?

Mr. Zhang:  Yes, What’s up?

Tom: I didn’t find where the Human Resources Department ( A /1%{
U5 ) s,

Mr. Zhang: It’s Room 203. The third room on the second floor, just next to the
Accounting Department ( Zi[#[]) .

Tom: Thank you. I have to fill out some forms on my first day.

Mr. Zhang:  And you might get a time card from the HR Manager, too.

Tom: Thanks.



Part One Business English Conversation @& #iESiE

Unit 2 Greetings & introduction [}{E 543

Mr. Zhang introduces Tom to the colleagues, especially Mary, the project engineer.

They greet each other.

Scenario 1 Be introduced to colleagues
AR ENBLHIMESE

Mr. Zhang:

Tom:

Everybody:

Mr. Zhang:

Tom:
Mary:

Hello, everybody. | would like you to meet our new colleague, Tom
Lee. He is just graduated from Shandong University.

Nice to meet you, everybody!

Nice to meet you, Tom!

This is our project engineer (i F T#2ifi ) , Mary.

It’s a pleasure to meet you. Welcome to join us.

It’s a pleasure to meet you, too.

We are glad to have you aboard ( /il A ) . If you have any questions
please feel free to ask. We are all glad to help you out.

It’s so very nice of you. I would appreciate your guidance.

All right. I will try my best to assist you.

Scenario 2 Introduce people to each other
7% 2: MBMAEEIAR

Mr. Zhang:

Tom:
Ms. Wang:
Tom:
Ms. Wang:

Mr. Lee, I would like you to meet Ms. Wang. She works in the
Human Resources Department.

How do you do, Ms. Wang?

How do you do, Mr. Lee?

Nice to meet you.

Nice to meet you, too.
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Part One Business English Conversation & & #EiESE

Unit 3 Offering help $#2{1t%58)

May | Help You?

Scenario 1 Help be accepted
mR 1 PR ARMEEE, WENRES
Tom: Do you need my help with the problem?

Colleague: Oh, yes, I think so. That’s great. Thank you.

Scenario 2 Help be refused
hs 2: Wt ARAENGT, HMENIRIES

Tom: Let me help you with the files.

Colleague: Well, I think I can manage them. Thank you all the same.

&ix: qEANAME B, RIETRRE TRBERE 6GEA
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Speaker 1 : May | help you with the workload?
Speaker 2 :

Thank you very much.

Formal [ really need your kind help.
} —Accepting

Thanks for your help.
That’s very kind of you. But | think | can handle it by myself. } —Refusing

But [ really don't need it right now.

That’s great. )
Thanks. ]» —Accepting
\ [ really need your help.
Informal
L That sounds good, But I don’t think so. )
But maybe next timc.} —Refusing
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Unit 4 Asking for help i5K 8}

Scenario1 Asking be accepted

1A% 1 D AEREME, HREESE

Tom: Is there any chance of my borrowing your bike?
Colleague:  For how long?

Tom: Until the end of the week.

Colleague:  OK, no problem.

Scenario 2 Asking not be accepted
1A% 2: ELAFERKEDE, EREES

Tom: Do you think you could lend me a book?

Colleague:  Until when?

Tom: Oh, just over the holidays.

Colleague:  I'm not sure. It really depends on which books you want.

Hix: AEHNAFRGW BB, RBA LG FR TRHERFHER.
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Speaker 1 : Could you please help me with the documentation?
Speaker 2 :

With pleasure. What exactly do you need?
Formal

[t’s my pleasure. What can [ do to help?

[ am very sorry, { But I’'m afraid I can’t.

I’d love to help. But I am really busy right now.

That won’t be a problem.

Tell me what you need.

No problem.

Sorry, but I can’t.

Informal

L Oh, I really don’t have the time.

—Accepting

—Refusing

—Accepting

—Refusing



