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Unit 1 8% k 3k

BIEN SR EALARNG LI — & Jusydr R F 5

LA B AT AH X,

Tracy:Good morning. Terry. So this is the first day for you to work
here. 1 hope you will like your job.

Terry.Good morning, Tracy. This is the first time for me to do this kind
of work. I've got a lot to learn from you. I think Il enjoy working
with you.

Tracy:I hope so. Terry, now let me tell you your definite duties here.
This is your desk. Please sit down here.

Terry: Thank you.

Tracy: Terry. your main duty is to answer phone calls and transfer them
to the person wanted.

Terry:I sece. What if the person wanted is out?

Tracy: In that case, you are responsible to ask the caller to leave a message.

Terry:Is there anything else I should do?

Tracy:Yes. you are responsible for keeping all the files in order.

Terry: All right.

Tracy: If you have any questions, I will help you.

Terry: Thank you, Tracy.

BEE: R LA . SRR RERE TS — . A SRS
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T AE.

8 BB GRS ORI L AR E AR T B A R
HRBRESER SR TEN.

KSR A . R LA TR R VR R FE L LRI TE R AR Y
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5 B,

SETE R, R SRR ERE ARG EROA

% BE.RMAT. BRNERMARER?

S A RIS RS TS

% BAaHALREZ S LG?

BB AN AR E TR E.

% B4,

ST AR A BE M, R T IRAY.

B NEHR RN

definite ['definit | a. #A# &4, F &6
[ # |definite restrictions # & &9 FR 4] ; a definite victory
o 78 B A
[ ]She made no definite answer. 7% 7 f# 9 # &) =
Z,

transfer [treensfs: n. /v. 345, it 5 ¥ E
[# ]transfer rights to sb &8 A1 ik 5 % A; transfer to
another bus 345 % —# A%
[ 5] ]She has been transferred to another department.
WAL S —,

case [kews] n. ¥, F4
[$£Tin that case 22 ARH49%; a typical case U F
#; in any case £# 4 fT, RE EH;in case A F —
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[#]As the case stands, you must leave here at once.
BAEEAE ML EEFXE,

responsible [risponsabl] @, §i F4E64, TH#
[ 4% Ja responsible person — AN F 48 89 Az a responsible
position £-I8
[ 1The weather is responsible for the delay. & F £ =3
XEAHMT.,

file [farl] m. /v, A, BE 3R T4
[4% Jon file 4%, HE T&;in file MU AR K file in
&R AN A A s file out &M ik file for 3,30
A mE ik
[l THere's our file on the results of the business in the

past five years, ZRKMiE L AF LB ERGGEE.

1. learn from @yresees 3

I learned a lot from my father, HMK X ERLFHR 5 45,

FHEERT learn fi)—2 FF k.

learn (sth. ) the hard way 1t — &3 % 4 4 3|

H: AT&.T learned this lesson the hard way. (£E)ATET di&d
ARG I T R KA KAM A % B XA,

learn your lesson 8544 9|

W -1f you fail, don't forget to learn your lesson, 4o B4k % & 7. +
A& T AR,

learn to live with sth, $4% 72

1. You'll have to learn to live with it. Fm afraid. A s
L FRME,
2. what if e R A ELH

what if J§E#R— )T 24 F suppose,
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fifi: What if he comes back now? 4o R0 4E & & & 4 47
What if 1 fail! #pie & % T L EHE!

AR
1. Henry Robinson is the General Manager in your company. %
fle FEAA TN LR,
2. Mary Ann is a new client, % + BWA =M% P .
3. Frank is a new colleague of you. # = % Z1Ré4#7@F,

+ It's a pleasure for me to meet you.
B LIE,

o It's my pleasure to have met you.
LE|ERKAGEFE.

« The pleasure is all mine.
ARRNGEF.

» Let me introduce you to our managing director.
it e A R A B A

» 1 haven't met your managing director yet,
KA Rt e SR

« [ don't know anyone here. Youwll have to introduce me,

BIHARBMRINGR, EFLERENAR.
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Unit 2 %R R F

BIEEA A WLXAReISAHKARF. HRFIH, LRAF

LRTY, bR ARARARNBT H $AF,

Jack: Good morning. Mary. I'd like you to meet Alice. She's our new
Sr. Software Engineer. Alice, Mary is our Personnel Officer.

Mary; Hello. it's a pleasure to meet you. Alice. Welcome aboard.

Alice: Thank you. I'm glad to meet you. too.

Jack: And this is Frank. He's part of vour team.

Alice; Hi. Frank. I'm very happy to meet you.

Frank ;Hello. Alice. I'm glad to meet you.

Jack: Oh, and here comes John Smith, the department manager.

John: Hello, you must be Alice. Pleased to meetl you.

Alice: It's an honor to meet you, sir. I'm looking forward to working for
you.

John: From what I've heard. youre going to fit in just fine. I'll see you
this afternoon to go over things.

Alice: Fine with me.

Jack: And this is Chris. She's also part of your team.

Chris; Hello. Alice. 1t's good to see you.

Alice: Hello. Chris. The pleasures all mine.

A RGO, AR — N2 R TR T2 R R R

M TR, A, B A EE .

B W AReEREMER. SR IR ImA .

AL A . ARG EIIR.

A TR R IR — .

AL : fRAF 9022 5T BRI 4.
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T hhr . 2L R BTRE E BIR.

A TEBLEA XA - SRR RS

8 AR R -ER R T RE AR,

YIRL ONREIRAR RS, k. R—EMEENETE.

4 &mRrE S ERESR TR, AR T FRARA XM
fRiR—iR.

WL (A,

A KR, AR5

L fRiF . 2, WEIRIL .

UL IR, 22, XERRMAE,

software ['softwea | n. (i) #44
[#% Isoftware development $% 4 77 & ; software engineer
A AR
[ TWe deal in hardware but not software. &1 2%
Bt R RZEHN.
personnel [ pasonel | n. BR 5 , A5
[# ] Personnel Division A ¥ &t [ 44 ]; Personnel Clerk
AFHIR R
[#]1 have been working as a clerk at the Personnel
Department of Gold Horse Company since T graduated
from the university, &KX ZHE L E—ALEL LA
AFF IR,
part [pa:t] n. /v. /a. /ad. ¥4, B3
[#& Jpart and parcel £ &(H L& X X)03H
[ ]1s this part of the agreement? iX % 4F] 4 —3p 4557
department [drpatment | n, 311, &
[4% Jdepartment chairman % % 4f;department store &
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fif 2> 3]
[l ] They work at the trust department. {4714 3 %
RATE 154690 T4E,
Is this the finance department? %y [#] i % ¥ £-F}e 2
honor [onal . /v. F2&,EE
[ # [honor society €3 H #k; Honor Guard A4 fA
[ | |Please honor our arrangement by exchanging the
damaged goods. # 1§ 5 #4169 P £ H 118 34 2R 89
4.
pleasure L'pleza] m. Hibe, HA&,
[#% Ipleasure principle 4 & 2 K4k, R R0
[ 5] 11r's my pleasure to introduce for you. & /& & 4 1%
4.

1. welcome aboard ;3¢ A % 417
welcome aboard {1457 i BLARZ“ U E ™ 78 T4 8000 3000 57 /) 5
AR LR R UG AR I AR R R
£ 5% aboard {4 HEEA « All aboard) # E45( it %)
go aboard A5 ERALF
close aboard % #5ih
take aboard #
2. look forward to #7728 , 2y
look forward to Hr Y to Fy4via], B MG B 8 U5 A sl 1 R ) 4
U0 :T'm looking forward to secing you. FH#H L5 45,
We are really looking forward to coming back soon. EATJiesM %
fEATE &,
3. fitin &, AR
fit in $638E & GE R ERCAF  FE R 1678 5 30E s SR A e
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R REAR b AR (A REOEIE N BEA TAERAE TS

1. He has never done this type of work before; I'm not sure how
he'll fitin with the other people. #uit &Mk Fidi X T4E, &K REEH T
1R E oL LA RS,

Where do 1 fitin? M 247 4 & 65 7
4, go over &

go over JRFE“ 53] (@ m"”, HAb AT R F R AR B AR

411 We'll go over this question at the meeting, K145 £ 4 Lot ik
AN,
5. fine with me & 74

fine R TTHEE "2 B M Fine with me R RIES. 1
A" . ARA]fE fine by me.

Ui: Thats fine with me. #:% & L.

It sounds fine with me. Let's say 10 a. m. next Wednesday at your

office? KX F M. AL TR ZF L 10 ELKHNETAD?

1. Here comes... i&fa A eseeee

Here comes your new workmate John Smith. X {EZ 483 R FH
e LEA.
. From what T've heard... 33 Ff Zoevoree

From what I've heard . you're going to fit in just fine. ## P74 .1k

SEFESERE,
3. The pleasure’s all mine. T L Z KehxE %,

Hello. Chris, The pleasure’s all mine, 1545, 57 £, X A2 K&
£¥.

3
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A& B A A

« Mary is willing to learn and progress.
B AT R,
+ He has good presentation skills.
A R RIAEES .
o Tom is mature, self-motivated and possesses strong interpersonal
skills.
R ANM BRI AAFEHARK AT,
o Jane is an energetic, [ashion-minded person.
i A Hr A i g R AT AL
» My niece is with a pleasant mature attitude,
FAES T B A
¢ | have strong determination to succeed.
AA R R G ER RS,
+ The new manager has strong leadership skills.
HEBAMBO TS .
+ My partner is elegant and with nice personality.

AP A AT,
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Unit 3 7T#I4

BIfERINY AEe R AN B AR TG I, MM A

T e ik,

Secretary: Miss Jane. I will make a brief introduction of the office work
to vou.

Miss Jane:OK. Miss Wang.

Secretary: Our office is under the direct leadership of the general manager.
The main task is to handle routine business. such as arranging
meetings. meeting visitors, seeing visitors off. assigning work,
making plans, sorting out the data and collecting information. All
these affairs are very important. I'm sure you'll adapt quickly to
the work here.

Miss Jane: I hope so.

Secretary: Miss Jane. do you have anything to say about your work?

Miss Jane:No. By the way, Miss Wang, would you please tell me what the
specific work is for me?

Secretary: Sorry, I can't tell you now. After you are familiar with all
these jobs, we will discuss the problem.

Miss Jane: That's OK.

Secretary: Miss Jane. If you have something to say about your work while
working, please come out. The people here are very helpful.

Miss Jane.All right. Thank you.

BB fE/ME KBRS — FAAER T,
/NG 2 . /ML
B HRODLAZEEZEZHES, FE TEROHAEH %, 0



