IR

HIMEIRF I HIOOE TSR

PR TERIE SMET TINISE——F THR IS |, USFSHIER .
BB LA AERZE T BIRI 7, SIFEEIE HEE T

L

L

g
9 Q.
user sites E
video success > nebwc

interest’g ¢) W br “ »
Socialmarke!
adverbising  designerpress

i‘} A01eS vnde 3 presence
xS
auc"encewral la Bysks ol
animabion organlzablon publishing business 2
create publish conceptual publisher online
mebhod htb conversations musnc
P concept |deag) @ f@i«l{#&i&#
o _—" www.waterpub.com.cn



vy
BFIMEWIR ﬁ?ﬁ’]ssg%ﬁa%

LN

= »
-
< .
15
user sives 5 @
video success > ) neb
EOm:--

des er
% m ideo . adverbusang g
8w
audience V""al

animabion .., orgamzamon pubisshmg busmggg
creabe o 4 nich - concepbual publisher online
publish
conversabions music

thod
METOCS hbP concept jgen, 0D fd#spein

o _—" www.waterpub.com.cn




mERE

PR EEVHR. EAR, AR FRET, ABAREEN 9 ERR
FTRE ATV T SME THE R S HRRMERBINZI: XA BERA, AXE
e SURAl WEIAT. KRRERIR- - BRI RARUE . BISMDTES
KA. RIETENFIDUE. ARSEERENATET—AEHRERBA
SMERTIR “FHAR" ERIBBEBRASMEBIHI AR “FXALATER”, 5
RABREH T .

BEERESRB (C1P) HiE

REAN R, AR - ML I 994
RIOR / BEESEHE. — bR o PEARKE G R
, 2011.1

ISBN 978-7-5084-8154-8

I. ©% 1I. O II. OXE-B¥SERK
IV. H31

wh B R A P B TR CTP 4 #% 5 (2010) 552403605

WEdigesE: PR W MERE: PREE  TNE: RES  HER: #EX

$ £ | ZETR R, WS MR AIFR 99 IR

% & | EEYT SRE :

HEET | PEARKSHRE

(JEE TG X SRS 1 5 D &  100038)

Mhk: www.waterpub.com.cn

E-mail: mchannel@263.net (JT7K)
sales@waterpub.com.cn

HiE: (010) 68367658 CEHYH L), 82562819 (/KD

2 M| SEZHFERERAEX RSN S

H M| EEAKETEERERAR

Bl | demEE=ER '

¥ | 170mmX240mm 16 FFA& 1975813k 455 FF

WO 20114E1 A 1R 201141 A 1 RER

# | 0001—s5000 At

# | 35.00 ¢

FMEBAEH, ART. BN, R, AT CRTAR
IRAURA - RELLR

oy




BF REEHE IRk BOSEAI X EMRETEAERERGTH, Rigd
h OAZERGETF. EREAEIIIDIMN, AR BEE, (2EILET RE .
it TGSy, RAFLIVEAA M FR. eh TH#EHAERS,
AP —AEEHAE.

ik, REGFEIIRET, 122 BH AT R, —4 “Move out of the way” 2k
AR S, R BRFRRTRRIES, M “No” &4 AXH “I'mafraid ]
can’t” WEORAF, BFIAEFFEREHHER, BB TR TRS XX 499, {2
RCRIREHIF. A, REEIKFfT, REBFHERH KRS HEEGNE,
ML ATIRANE B 0B 5 B9 4RF. |

HAK, RTARSM A T F 05, FRAIAMATEOITE, 22T 4K
i Bk, RifTBEEKX %, R, FH SRR ECH R T —AIRKEERS
I, &AL R EFHRRRF I T,

AN F—E XK T, B gR, READRAEANIES, ML
FERAELESR, JEWTHRBRANERETERIRE, SR SR 0%
XHYy, XWEBRGGARAE S, ETROM A S RKPRELREIRGBRES, d@X
ITAZ N R AT BLEL A AR, B —AAT REGRE P E, ERLNREHR
AR E L EBHTAF], BT LHEeHRE, BREEMRA TIHSEH LHFAL
N ik E diB L,

eI, ATEIRANEA — A EM, AR ERNERZTRTR, THA
ABGEHERENEAF., wRIEGQRAIAET, §TFrREETHEREN RARI]
EARPELEGI, RTEHORFIALT,

BER AR L &K, deBMERN ISR, RTIEN Rk FRIER. &
ki, RFHGRITERAFRAATLAELREL, LTHRZEDE, 2T 4
BE ek N, ATEFRAPATARNNZL. REste, HhHHA, HRTEREHE
ERRIR ) T TAEBCE,

SN E) Y XA ARR KL A, A8 Batib R P ARR LS, Histdst R TR



BN HBRR HRGHE”, HIZ A RBRITIAE A, Tl EROT. @
B, HHAEBH TR ER, BIEZEGHFTHALIERGAR, TEATETER.
#KitRl, ABANERESH %, pRATHE, EREAHKLZRT. b, wRFF
EXEENBNBECE, RASRTRAIANE, BEHRAHAH4L “KERR, F
3k AL,

HUTF I, BMAHRELST RS, ATieod@bhhitig T oA E P E 24t
RAERGEX., F—RTY, EAEHEF ONLIRNE, RESBLX—F TS
MAEFEF, ABSEH R THEME GG TF 2RLR, RRARARIE H THERRTE
RAE R E S TAEREA T . A# SIDZAT, wREERX 99 FRFHF, FRITH
SR IR LR S . REASNMZE, b TR EEdH —K ) LA HMEE
B, BEARG D EL LRI RA R EFE, ERE.

B2ERPAHBHOARHBAL. K. £4E. AR RBEL. HAR. FA
R, FBRAT. MRS, T4, i, REES. BZAk. EAY. HH&. KB RA
FIRE, AE—HEH.



WE

Culture & Etiquette T RBEIMYSTHLFORLANL +-orrorivsmescrssiseseessssssnissssssssiisssssssnsessenss o1
Lesson 1 The First Day You Go to Work EBEEE—K eemmeemmemmnsstsssmnnninscnsticnr et 1
Lesson2 Names and Forms of Address ZEAZ SHRIE -werermsessmermssnssstnmsonissonses s ssssssssssseseos 4
Lesson3 Using Polite Language in the Office 7MA SEALEUTTE - evvesesresesessssssseane 8
Lesson4 Navigating the Place Setting FESEALA - o-meereestsveemmmmssssnissinssniisiiisnnes 11
Lesson 5 Cubicle Btiquette T 4B E HLALAT --rrevrevstemseemsessmcnssnssnnsiinisssiansinnens 14
Tessont Rulesof oot TER i smssemonuossosssime o s s s s 18
Lesson7 Netiquette between Colleagues [F]Z5a] # R£5 AL+ 22
Lesson8 Give Presents and Send Gift SBFLAHFIF F AL AT - oomevremvecesennsnesssnnesccnnas 25
Lesson9 Topics and Taboos for Small Talks PREMEIEEIIETAERS rvrressresmsemsmsessmmmssssssssissssssanssss 29
Lesson 10  Corporate Culture in Different Country T B[R] E ZAMNVEG LA wererrrersneeserssmssnsssssesnns 32

Different Departments BB JTEGEA TR emssrssssisssnssensss s o -37
Lesson 1 At the Reception Desk ZERT GHEREADL - eerereessrmmemmmmnsisnnnscinnerisnciiens . 37
Lesson2 Division Manager &I ] 40
Lesson3 HR Department A JJBRIE «ovveeeeresrerressesssessnecnsens 44
Lesson4  Secretary or Assistant BE5 S BER --vevrervremensnnsseens 46
Lesson 5  Sales Job GHAE T A ettt st scanees 48
YO R e e R i B OSSR —— 51
Lesson7 Cashier and Accountant i< g T4k 54
Lesson 8 Purchase Work I TAE «eweeererersrimiesissininsisnmesssssssssnscsssasesesesssssssansens 57
Lesson9 Department of Public Relations 2} 3¢3(] 60
Lesson 10 Advertising Staff | 25 T4 rveerreesmmsmniminrsmsmiinesstcsenstinesssssions 62

Rouﬁneofﬁoewo,k BTN v onoieisi oo iibinnremssmeenines Lo 7
Lesson 1  Printing and Copying B ENHIFTEN T «rerressmmsessesssssssissssssssomsinismssssesscsssssssssssrsssssassassssssss 67
Lesson2 Receiving and Sending a Fax BURAEE o srrevtmecnmessmsseseniissncsinenns 69
P T N 11171 5 T LTI g U 7



Lesson4 Asking for a Transfer TERIGHLTAE reverrerrrrmsmer st 74

ORI T UG T T 1117 1 R ———— 77
Lesson 6 ASKIng fOr Leave JHr--rrerserersmressmsessrssssmsssmssesmssssses s o 79
Iesson?  "WorkDvertime Mmoo g oo 83
Lesson® ReportingWorks T T s s 85
Lesson9  Receiving Visitors BAGS RGP «ereresesessssssssssssssssmssssensesssesesonss e 88
Lesson 10 Handling Customer Complains AbERZ P Reerevemrmssssessmsssmmsssissss s 91
MaklngCal}s @_ﬁﬁ,g ..... s
Lesson 1 Making Calls in the Office ZE7p2 4T Hai%- : 9
Lesson2 Making an Appointment FZYZ F7 rreeersesssssmmmsisirmsssissean s s 97
Lesson3 Telephone Counseling Hli& %] 99
Lesson4 Receiving Calls in the Office ZE/P A EHHLIE 102
Lesson 5 The People is not in E3RAIARTE 104
Lesson 6 Poor Connection Quality S5 R BEAT I vrvvvsvserssssmssemsms s 107
Lesson 7 Transfer and Leave Message FEEE 1R T B 5 rmrermremsseremssmssesssseas snsnsssonsssessssissersassass 110
Lesson8 Telephone Answering Machine BB TEAL --rrerevereeeresremssesmsssssnsssnnsinenns 112
Lesson 9 Have the Wrong Number FT4HLEE -oreeereererermssem et 116
Lesson 10 End up Calling Z5RTGEE - vrerrreeserssserssemmmsssminscssinssseimissensscsecsssnnens 119
Y o TN — 123
Lesson?2  Short Note fHESEME - reremsismsmsmsissoss st ssssassss s st sssssssssosses 126
Lesson3 Announcement 41 129
Lesson4  Presentation fUFRIFR -«-rereeerrrermmssmmesemsssmmmmisssisissssssmis st st 132
Lesson 5 Business e-mail 55 B45 B TR orreeoreeermssmessssnseressssnin s vnnens o135
Lesson 6 Invitation i 138
Lesson7 Letter of Complaint $F(5 14]
Lesson8 Letter of Engagement ZJ5E o «-wreeeersesessmssssresasenesss 43
Lesson9 Sales Promotion Letter {5 - 146
Lesson 10 Letter of Thanks I «-oorroerereseeseisserensssneassnsasss 149
Chapter 6 Gettlng alongwth CQileagués 5(«;—,};,;5&‘: ..... 153

Lesson 1 Appreciation FEIRBH - rreeeressssseremmmscsssssases s st 153
Lesson2 Apologizing ELUIEFK:wrreerrrerressmsssmsssscesemmssssssscsissis s sassssasssssssssssss s 156

Lesson3 Compliments FFBSE oottt 159




Lesson4 Request FEHTEIR et 162

Lesson 5 Declining Si4&ig#s-- 164
Lesson 6 Objection RIS eeererner e s e 167
Lesson7 Explaining fEEERLS «erreemmsmsmmsssssssssisssssissssssssssssssssssasssssssssssssssnss 169
Lesson 8  BIame T «-reereereseereosesssssramsessssaisssasess s sssssssssssssassssssssssmssassssasssssassssans 17
Lesson9  Complain A - erremessismmsssemsmsssssssssssiisessesssnee , 174

Lesson 10 Congratulations FEHH e eersersssssssersmismassses et ssssssssssssssssssissssssssnssans 176

O @l Meeting and Negotiation 21815

Lesson 1 Preparing Meetings S & 4xil --rvmrsmessosssmsesnnsses 179
Lesson2 Conducting Meeting FERFEr N reereereresseesstuormstireremsennimmsrsersssnssesnissssisssosssasasinsens 182
Lesson3 Presentation at the Meeting HiJf Aif-rrrrrrrrsmssssersssssmssssssssssssssssssosssssssisecossosee 186
Lesson4 The Minutes of Meeting SrifIea - s ssssssssininnssssssssnimnisssies 189
Lesson5 Meeting Summary Sif{ GG e eeressmssessecosssienns 192
Lesson 6 Commercial Negotiating B4 e, 194
Lesson 7  Bargaining JAf «essssessessemtsriesitisimi sttt s 197
Lesson 8 Discount and Commyission FTHIHIRI G rwereeerrrrrsnmssnmsisssrssiansnneci s nesn 200
Lesson9  Terms of Payment {43k - . 204

Lesson 10 Signing the Contract 25T & [/ 207

Chapter 8 Mau'ltenance ﬁmg;&

Lesson1 Business Etiquette BJ45IRAALAL vwrrreerrrermmmmssmmimmsei sttt ssinssctasaes 210
Lesson2 Networking EVent BI4-HEATIER] - eerreesesmesesssssmsmsmssssssssssssssssssssssssssssssssssessesssosss 212
Lesson3  Department Party Z] JHELY «uerrrerermmesmsmsessessmmssesssssssssssssssssssssssesssssssssssssssssssssssssssess e 216
Lesson4 Different Parties TETE B E PRI --ovverereermsrenssemssnenssscnssnanens 218
Lesson 5 Dancing Party - st snissssss st st asse s st s 221
Lesson6 ToBe a Guest F2[RIBEIRAE - rreseesrsssssssmsrmsmssmssssssmsssssssssssssssssssssssrsssssssssssassessssssssssssssssssons 224
Lesson7 Bar Hopping —RHINE e ereressrreessersessorssissmssemssasscsesss st ssssseassassssessassssssasssssassras 227
Lesson 8 SPorts R ETIB B rrererereremerresemtisissersis ottt s s 230
LeSSON 9 O VACEHOR [ seroevreseessssssstsssesssssssssssessesmsssmsesssssessesssssssse 233
Lesson 10 Camping Trp FoRBFMEEES -rerreeesreersonsssesssssmsissimsesssssssssssssss srossssssssssssssssssssssssssnes 236
Busjness Trip ﬁ%mﬁ ..... ....... ....... ..... 240
Lesson 1 Travel Expense ZERRBRFH -rrvsererresemmssssssssssssmmmssisscsrmmntmses et 240
Lesson2  Air-Ticket Reservation FETHLEE «revverreesesssssssssssssmmnisnnsssttimmscstsscnnennes 243

Lesson3 Hotel Reservation FRi] i« e errsrersrarssssssissssssssssersssssssnssasmssisssssssssasanss 246



Lesson4 Airport of Entry FUBAEE oot e

Lesson 5 Taking a Taxi A% 252
Lesson6 CheckIn 734 255
Tesson?  RoomiService Zr il smrscsserssempronsmssssossosessssovessssospesesvsosgarsiasssggasgsosessosssssesgond 258
Lesson8 LeavingaTip A DBBLE /NG rovrreersecmmmnssisnii ittt ssassnts 261
Lesson 9 Check Out ZEMRIELES w-rrerrrersssrersmansersssreussessismssesssasressases — 263
Job Hunting ﬂ&ﬂuﬁgﬁmﬁgm ................................................................ 267
Lesson 1 Recruitment advertising SEEFERET 45 «orreestremmmeemsmemmesn e secnsssienes 267
Lesson2 Resume Writing HETRT Pgeeeereereearmrmsemmimcnnnitiiist s s e 271
Lesson3 Resume Minefield fRJF7EEX «reverrerertrssrsmmmsmtnssnissssisnteisisssrasisnsstncssstessenens 274
Lesson4  Application Letter SRERAS wrrreeressreessssssserssssssisssssssssssssssssssssssssssssssssssssssssssees 277
Lesson5 Recommendation Letter FEFE{R ---rererreerrerrmms e st 280
Lesson 6 Introduce yourself'to Interviewer B ATHT vt 284
Lesson7 Hard Questions YT REXTHER verssemesreessssssssssnscsssssssscsnsssisssosssssssassssssssressrseses 286
Lesson 8 Explain Application and Leave fERE R/ FERTBIEN - ccoremsersenonssnecssisinescinsissessssssssnesssnss 289
Lesson9 Talk about Salary LU ek 3 DO R R 202
Lesson 10 Succeed in the Interview FHRRLL «eoerveessrevessesinns 294
Bt e B s e e e 297
B B BT IS BT I BT covstermereeessesessssssssssssssssssssss s s s s a s ssaRR e s anR R e 297
AN ﬁﬂ-&%ﬂqﬁ% ............................ 208
i R 0 1D g ek 299




Chapter
Culture & Etiquette

YREIMIACRIFLIX

ENLIAZH, ANTLETHAEXN, STXANEXER, ENMEARBALETRA
HXWAAM, dABFERIREHEREF, MERAGXEIR, REFTELFERE, R
SALKEEROHRARAMMS LESER, MRS 8 T REMEI AR, FXE, REA
Branpst@AlTAXMREZTH HXAFREFAFTRTEIMN, FRALTREE
B T AT MR, BLALIBRTELRREPEH,

 —_—
: $¥ The First Day You Go to Work FHIsE—R

BRI LB, B AZA, SEMELLA — SR EK, BEXELLAMMEE,
BB SGEM MR o shk, Bio LK, 2 R3S R?TR, LE—X, 2L HF—f
BT 8 FRGFIPEMAAMIE], AL, BMBLABM—BAETHY, Fit T HiXsdkio 2
58], I EIFREFEITE, RATUARERHT!

_Part1 [ SMERHR 1 L

FAEREDE, firstimpression REE, £E AR, You never get a second chance to make
afirstimpression, BYINERIAEF R, EEHEE NS, P, X EHEUR, F—
EOITHHEREBESE, (REEFE. Hair should be well maintained; face well shaved; ties
properly tied; pants should not drag the floor; shoes should be polished. And no white sox,
please. /RE—HK IR, MRFURRBEHEFIRE, THATATEFEHTF! LK, HE
FAEEF— R LHNF—EAHER, RERANEREES/E,

— ki, EHE—RATEESERBILERR, INREE, FIETHEE=SR.
EFE—NBEE—XNHEE, EAFTA, NZENSEBTRY, MUEAEBBRNAE,
BRI ARFRFRMROEE. UREFEFRNBRMEE, RRBEETRITHRCEMm
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Mark: Good moming Mr. Miller, it's a pleasure to meet you again.

Miller: Nice to see you.

Mark: Shall | meet my colleagues?

Miller. Sure, come with me.

Miller: Cathy, | would like you to meet our new comer, Mark, he just graduated from Beijing
University.

Cathy: Nice to meet you, I'm your schoolfellow.

Mark: Oh, yeah? That's great! | am new to the working world and would appreciate your

guidance.
Cathy: That's all right, | will try my best to assist if you need any help.
Mark: Great!
Miller: Well, as other guys are still not in, I'l introduce you to them later.
Mark: Al right.

BA—ER Mark —HoJRIEEHBE —URE, TITERTREK, BIEBTLUR
Mark —#f, ENHEBIEH.

Scene 2 =W EREFITIBE
Miller: Welcome!
Mark: Thank you, I'm delighted to be working here, Mr. Miller.

BT¥, ¥ESL Scene 1 R, EHETEEHENRUAENE, FRERTIMUE L
ERRRZ SN, ERIMAE TENTF:

Couid you introduce me to the colleagues? ( {ZEERR BRI EIE? )

| don't know anyone here. You'll have to introduce me. ( XEMABREBBRIAIR, BHLR
ENRB, )

Scene 3 EAANEEAC

BEENANA: I'mMark.

BH¥ R4 Let me introduce myself. My name's Mark. .

B, SRBx%¥8. Good Moming. Let me introduce myself. My name's Mark Lin
and I'm new here.

Scene 4 TRASREFE
Miller: I'm glad you'll be working for us. We're like a big family here. We all work together as
ateam.
Mark: That's great. I'm eager to start.
Miller: Well, let me tell you about some of our policies and practices here.
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Milier:
Mark:
Milier:
Mark:
Miller:
Mark:
Miller:

Chapter 1

All right. That will be a big help. I'm fresh out of college.

We requite all our employees to arrive for working on time and we insist that they
keep their lunch hours to a reasonable length.

| understand. That seems easy to follow.

Employee character is very important to us. We expect everyone here at C&C to be
industrious, cooperative, honest and open-minded.

I'm very glad to hear that. | think | possess all of those qualities.

We also try to do the best we can for our employees. We feel obligated to provide a
safe working environment, and we make every effort to listen to our employees’
concems.

That's very admirable. That's also one of the reasons | wanted to work here.

Now, perhaps you have some questions. Is there any additional information | can
provide?

Yes, as a matter of fact. | have a few questions.

Certainly. Go ahead!

Will | be required to have a medical examination before | start work?

Yes, definitely. But the company will cover the expense.

And would | have to go through special training or preparations for the job?

Yes, you would. Our company believes in employee training and self-improvement.
And would it be necessary for me to work on weekends?

No, that wouldn't be necessary.

And one more question: do employees here have to go through a probation period?
No, they don't. Once you are hired you have the same rights and great privileges as
other employees.

| see. That's great.

Do you have any other questions?

No, | don't think so. You've been so helpful.

All right. I'm glad to hear that.

Well, I've probably taken up enough of your time.

We'll talk again soon.

I've enjoyed talking with you. Thank you very much.

You're very welcome.

FEXEHED, Mark RIZERRT ASHAIHER. &Ki€. KLU BRI, =
FREEEREM, XEEEHRHARR N, MERGETR, RFFCELBNETFE,
LR, FHE—X, F—ETRETICIBOYIRREN AT H97E, R Nice to meet you.
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HEFR R

HURER AN, (R—ETCHRX NS %, T—T, A Glad to meet you. 5} Pleased
to meet you. th "8, RETLLESE . It was very nice to have met you. F1 It was nice meeting
you. EEMNBRIEHEZ/E, MESEHIT, AT 5 —81E: Hope to see you again.

_Pait3 | mamEmas)

Wisdom in the mind is better than money in the hand.

BHEDR, BEFPHEH.

All things are difficult before they are easy.

REAFHEE S

Keep conscience clear, then never fear.

e T, Ak RE,

Four short words sum up what has lifted most successful individuals above the crowd: a

little bit more.
O MEEEEC S T AR, R

Names and Forms of Address ¥ 5Sif¥

Kk, AR ‘PR BRMROBRAKET, 2RI NKERA, TREMEHSS.
RAMAZ KRB ERFFRAFRIIFRAERHE S, FRFRIA R Lottt 5 A RERE,
Ak, KRB LGRGHTE, TATRMEHNF. R, EHF-KARTRLREHAF,
EH—TF FiAR0169.8 FR?

LPart [ emiR1 o8]

—MRI, EMPAREBBERXET, B LNZHRFRIEF, BEEAREL:. BCR
A, BEENEZFLTSARE, EFRENSR?LL, F0Y Daisy W&FE, REELM
Daisy, ¥ Daisy $8, X 32 Daisy fi¥E? TR X AESTHE CFRK, SRS RER?
WRMETE, MABSEUABCRREEST, BANR?

EIMIREBEAS HE, TENSMEATENRTESENRENAS XEmBERRE,
BHASWIER, ME—REFL %4, "1 FF, FOURER, EFEFRoT
BT . B, Every Office has its own protocol for who is called by his or her first name and who
is called by his or her title. New employees should follow suit, after listening carefully to how
people are addressed. B MM AERNFREFZALFHEERTM/ DAL EREEEHNS
B FATHEIR, FEFIAZREEREN,

teoh, RERBHERE, ESWEZERFES, THERFRYE, LURRPE: £ THEHN
REAZNUSHET, RUDBEE—X7T,
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Scene 1 BUMFIRINZEX £ F

BEuREn, #eth—4, LTHREXEF, BEAELT, BAXFEEIARFELT,
TRRIFHR, FrES LR, MRTELEEII1RE S L Mike, Ann, Vivian,
BIFESE - NRFRXFIT, TR VRRNEF.

e X4
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| 1adeyn
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TRIEF R

WIMMEHRAET A, HEE. BEMAWMIER,

5. Kenny £ Kenneth {85, Kenny #IAAREBHXEESHK, FHEMNERIETE L
HhER, REFHRMEARERLTLINFEA,

6. Ryan (B/R3%E) “/)NEE", Ryan WESBIERNET, KERARIIRES,

7. Sidney (%X ) HEZEEHETEH, Sidney XTEFSAREBEFEEKNER,
HBNER, BREAILL Sidney ERFEGETRMEBH M A,

8. Simon FH{EXRA, EAUH, Simon HMIERHBENETF, TRBAERBEAND
M, RRRAMEEED,

9. Steven [ Stephen, AfililEth#l Steven 2. KENEF, . HCH4L,
MEEFE,

10. Vincent (fITiE ) “fEAR"c AEAHIAIAA Vincent BB UZ AEMHEA, BE
BEBAR, AthHAIAA Vincent BRI A

YR, BN Mark XPMBFHAE, ATHAN Mark BEFEa). EERENBA, R
8. BREH, MERMUHAR. BEHRLS AN Mark 1o

Scene 2 IITHSEICEEWNEF
Al— 3, Mark B EBEEESE KK Cathy 7. iEECHERELFREHEIEL

ENEENEF, TESX—IE, FHERIEREF, T2, Cathy BHAh—NIE.

Cathy: | have a simple way to remember names.

Mark: Really? Can you tell me?

Cathy: | have an acronym (84S ) that helps me.

Mark: Whatis it?

Cathy: An acronym is an abbreviation formed by using the first letter of words in a phrase or
name.

Mark: |see, abbreviations.

Cathy: The acronym | use to remember names is FACE. F stands for focus.

Mark: Yes, butit's difficult. And A?

Cathy: The "A" is for ask. Repeat the name in the form of a question. For example, if you are
introduced to Bill, you can ask, "Bill?"

Mark: Doesn't it strange?

Cathy: Of course not. It is natural that you would want to verify the name and make sure you
heard correctly.

Mark: It makes sense. Then, What is the C representative?

Cathy: The "C" is for comment. Make a comment about the person's name — a comment
that connects the name to someone or something that you can recall later.

Mark: You mean that if somebody tell me his name is Bill, and | can say "Bill? As in




President Bill Clinton?"
Cathy: You are clever. It is also a conversation starter so now you see why you don't need to

worry about what to say next. it comes naturally.
Mark: Yeah. And the last lefter E?
Cathy: "E" stands for employment. Employ means to use the name in conversation with the

person. Using the name helps you remember it.

Mark: You are great, Cathy, can you repeat the meaning of FACE?

Cathy: | am happy fo repeat it. First you focus and think only of the other person's name.

Next you ask or repeat the name in the form of a question. Then you make a

comment about the name. Finally you employ or use the name while you are
speaking with the person.
Mark: Ok, I've got that, Thank you, Cathy, | really appreciate your help.

Scene 3 X EWHIFREF
=X, Mark BIE)/A5], B3 Buchwald At RIEHCHMITIZNE, RS, BAET

TEXBXT TR EEHXIE:

Mr. Buchwald: Welcomel!

Mark: Thank you, I'm delighted to be working here, Mr. Buchwald.

Mr. Buchwald:  Call me Buck, will you? My name is Reginald Buchwald but everybody calls
me Buck. It's easier.

Mark: I'd prefer to call you Mr. Buchwald. Isn't it rather disrespectful to make a
nickname out of one's family name?

Mr. Buchwald: Well, President Eisenhower was known as lke. Everybody in this company
all the way up and down the line is called by his or her first name.

Mr. Buchwald: It's been our tradition ever since the company was small. And don't worry
about the 'disrespectful' business. OK?

Mark: I'li try.

Mr. Buchwald: Good. But when there are outsiders, like business people from other
companies, it might be good to address your higher-ups as Mr., Ms. or
whatever is appropriate. To those outside the company, it may be interpreted
as a sign of flippancy ( 8. %1l ) orlax ( #M#AY ) discipline. Get it?

Mark: Yes, sir. Thanks a lot.

Mr. Buchwald: (Laughing) And don't 'sir' me either.

MRARBUFENFEBEEN IR, RRATBER ORI T, WA, BRERP
A, BEFFEIFM, X—8, —BEFIL.
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Pat3 | BEEERAR

There is no certainty, only opportunity.

BRE—ESERE, RETHSER,

Failure is never quite so frightening as regret.

H B S A AR RIS,

It's what you do right now that makes a difference.
st b € SN SE S

It's not who you are undemneath, it's what you do that defines you.
FRAERBHAEE, EENRIROFEETA.

Using Polite Language in the Office R E LIRS

FM AR ERFEHIE ST RFARHE, TR EWET RN, oo, SR
BRKEHe, FELAEERMRMH R, RARAARLART, T25"Go away"H
E AL, XM4E, —4"Could you give me five minutes?" BERAibisfsfd st pgE.
B, RFRFEYGINAE, RGP EHHER, XEZARNIDZBITNA.
‘%_Part“i [ spaesm 1 a1

KES TSI HFES, XEXKEP hEERHT B —LE R EIE, 0. thanks,
hello, hi, sorry %, 1B & E 2 03LIHAE, R 7 ERE T THN, —ASi: "Excuse
me", B —FLiH: "God bless you!", ZERE, EEREFLHME—4. "Can | help you,
please?’, FEXEAERE, B IBEXMBIENEIES, BIERTHREERHE
ELBERIE, XEHRES TRV,

BEew, WRALEG, BB AER, filtheFR. Isn'tthat lovely! Oh, look at that! &

£ M L great, tenific , gorgeous, fantastic FEKMARIET, IHTREINEE, MEEH
Xy —Eor, HEit, EFREMRILINES, N TFRANMHERRA,

-
Scene 1 FEHIF
FRES, UHBEL Mark BiEEE(1—EAR,
Mark: Hi, Are you guys going to lunch?
Cathy: Yes. Would you like to join us?
Mark: Okay.
Cathy: Mark, | need to tell you something while it is on my mind, you used the expression "You

guys"”.




