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Unit 1 Office Work Schedule
DELEIERE

Key Sentences X fj &

1. This is the first time for me to do this kind of work.
REF—KTFRXBI4E,
2. Miss Zhang, your main duty is to answer phone calls and transfer them

to the person wanted.
A, REOETERKRERE, REHAERNOA.

3. In that case, you are responsible to ask the caller to leave a message.
TN &, WA XENHEE.

4. You are responsible for keeping all the files in order.
HREEHFBREHER,

5. Could you take care of it now?
HRRERP—TNG?

6. Would you like it typed or handwritten?

BEREGEITHRERFTE?

7. Shall I type it on our company stationery in the usual business letter for-
mat?
ERH—-BEFFEBRBETEQSAER LG

8. Yes, I'll see to it.
W, REBDPE.

9. Well, leave it to me.

®, BEI.
10. Would you please book a seat on a flight from Beijing to Washington

this afternoon?
HHRASRTFBIT— KA B E BT OYLRFG?
11. T've forwarded them to the Sales Department.

RESEEMNBAHENT.
12. Shall T hold your business mail while you are gone or handle the letters myself?



e A4 K3E 2 3F 900 4
BARAENBERELLENLEFEHREEXRERRACKE?

13. Well, Miss Shen, have you made the plan for our tour in New York?
W, /N, BRATEAANTEITRIREHT TG
14. Would you tell me how you arrange our schedule for May 287

HREFZHREN S A 28 HRHEK?

15. T'll revise the schedule.

RXBMITHUBH—T,

e

Dialogue 1

Mr. Wu; Good morning, Miss Zhang. So this is the first day for you to
work here. I hope you like your job.

Miss Zhang: Good morning, Mr. Wu. This is the first time for me to do
this kind of work. I've got a lot to learn from you. I think I'll
enjoy working with you.

Mr. Wu. I hope so. Miss Zhang, now let me tell you your definite du-
ties here. This is your desk. Please sit down here.

Miss Zhang: Thank you.

Mr. Wu; Miss Zhang, your main duty is to answer phone calls and
transfer them to the person wanted.

Miss Zhang: 1 see. What if the person wanted is out?

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

Miss Zhang: Is there anything else I should do?

Mr. Wu; Yes, you are responsible for keeping all the files in order.

Miss Zhang: All right.

Mr. Wu. If you have any questions, I will help you.

Miss Zhang: Thank you, Mr. Wu.

Rk, BRI, %A, SXEFEXETANE—X, REBKEK
KT,

WM. BRIF, R4, REB-KFIRLHE. REFEHEHE MR
%5, RERSEKSH—RLIEL.

R, FEMK., RESFHEXENEERE. XRANALL, &
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xXH.
HAH: B
Rk M, FHEERFTREBE, RERHEROA,
KAE: RABT ., BONBEROAFER?
REE . BEMNE, REZESTES.
KAH: EHEMEERPHY?
Rfk: B, REEARBEME.
HAH: HFE.
Rk BMBREHARE, REBEKK.
HANME: WA, REAE.

Dialogue 2

Mr. Kinte; Well, Miss Chen. I have a letter I would like you to prepare.
Could you take care of it now?

Miss. Chen: Yes, Mr. Kinte. Would you like it typed or handwritten?

Mr. Kinte: Type it please. It’s-a business letter.

Miss Chen: I see. Shall I type it on our company stationery in the usual
business letter format?

Mr. Kinte: Yes, it would be best. But don’t forget to polish it a bit and
make the ideas more concise and clearer before typing.

Miss Chen; Yes, I'll see to it.

Mr. Kinte; All right. Any other questions?

Miss Chen: Shall I sign this letter in your name?

Mr. Kinte; Well, leave it to me. I'll sign my name.

B /M, RASEERLE—TF, REERH—TFG?

BB fFH, EREL. SERBETHRERTE?

HHREE.: THR, XRHESEH.

B RUET. BERA-MESEEEREEITELAAELE LT,

RS, BY, BREFT. AESTRMEE—T, HASRBE
BEH T —&HEIT.

B/AME:  FH, REBINK.

EREL . R, BH K E

BME: ERESEEHELG?

Hesktk. B, RES. RACES.
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Dialogue 3

Mr. Kinte:

Miss Chen;

Mr. Kinte:
Miss Chen:

Mr. Kinte:
Miss Chen:

Mr. Kinte:

Miss Chen:
Mr. Kinte:

B

BR/INiH -
BHkL:
N
LEiEX
B/ A -
AL

BR/INH -
ERAL:

Dialogue 4
Mr. Haley

Miss Shen:

Mr. Haley

Miss Chen, T'll go to America to spend my holiday. Would you
please book a seat on a flight from Beijing to Washington this
afternoon?

All right, Mr. Kinte. A telex message from London has just
come in. Shall I get it for you? 4

Yes, please give it to me now. By the way, any orders today?
Yes. T've forwarded them to the Sales Department. Here’s the
telex message from London.

Thank you.

Shall I hold your business mail while you are gone or handle the
letters myself?

Handle the letters yourself and keep them on files. But forward
private mails to me two weeks before the end of my holiday.

I see.

That will be all for now. T'll call on you if I need anything else.

B/, REDXEEBT . BHRSXTFHIT KRR
ERWHHLRFG?

W, FRRE. NIABBET Ht, BEREHEG?
HE, BELAR. MERR, $XFITHLG?

By, RESGEENELAHERT . XRNRBORKHBMEH.
.
EAENERBEN L FEHRELERERLR A C A7
HRACABXEEE, REHEY. BREREBRS RIHMEMN
ERHOBAGHEAR,

RUABET.

BAERXLE L, MEREH 2, RAMUK,

Well, Miss Shen, have you made the plan for our tour in New
York?

Yes, Mr. Haley. Shall 1 explain the details of the
itinerary now?

: No, not now. But would you tell me how you arrange our
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schedule for May 287
Miss Shen: Let me look at the plan. Ah, yes. Mr. Haley, we’ll visit Ford
Company in the morning from 8 ¢ 30 to 10 ¢ 00. After 10 ¢ 00,

the deputy general manager of the company, Mr. Blake, will
drive us to the hotel. At the same time, he’ll talk something a-
bout the company with you.

Mr. Haley: Is there anything else before lunchtime, Miss Shen?

Miss Shen: I'm afraid not.

Mr. Haley: In that case, would you please change the plan a little bit? We
shall have lunch with Mr. Goode, the General Director of the
Sun Chemical Corporation. He will leave for Shanghai in the
afternoon.

Miss Shen: All right. What about Mr. Blake?

Mr. Haley: We will finish talking before lunchtime and join in the talk with
Mr. Goode during the lunchtime.

Miss Shen: Yes, Mr. Haley. I'll revise the schedule.

BRI, B, WME, RMNEAYHTETRARZHTFTG?

N B, MAEE, SERBERCOTEITNIEABRE—TG?

BHEE . R, BERAH. FEERIMTEHRA] S B 28 B BREK?

WAME: BREBEIT. &, BN, vHELE, RIOBELSF
8:30% 10: 00 B2 WM /AF. 10: 00 LISHEISEAGREL
GEAEELEERAEXRNEREY, R, ESHERERR
NGRR3R

MAEE. FRUNBARMEY, R/ H?

A BHMEART.

P F e . FREEEREE, EARIEH RIS Y. RIOTEAMKBAEL LAY
EHRKLEEELARTFE. TFREEX LS,

WNE:  FE. BARREEEAD?

B L. RITEETRNSHESY,, REEFEN—ES WG HEELE
BIRIE .

WANME . FH, BALE., REIREHHNESR—T.

Words and Expressions 8 if fl15&G %

transfer [trensfo/3: (1), trai—] v (¥5 o A B8, Hib
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responsible [risponsabl] adj. (¥ 45 to, for A AHFEM; MNAFEHN
stationery ['steifonri] n. 3CH; {85

forward [(fowad] vt. ¥ % ; #Hid

schedule [fedju:l; (us) ‘skedzul] = FiE HMW

Notes T

1.

in that case “BERIFHE”

#. “Well, in that case, I would prefer to stay on the bus,” I answered.

“, MEMNE, RTEEEFLHE.” REFR.

. T have a letter I would like you to prepare. BH H{5 EHRLAHE —TF. I

would like you to+--Z I, T want you to-FH FL5 .

. Could you take care of it now? #REEZEfE I — F WG ? take care of &N

“WE, BE”, XEPETERR W, L HEE.

. Yes, I'll see toit. IFH, RESBIE . see to AFM (EHF), seetoit/

that H 348 [REHB ],

. Well, leave it to me. MY, k. WHRIE it M everything, B K

“W—P RS T

. call on/at B}, callon FEERRANAH, call at FEERRMI

K& #.
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Unit 2 Office Work Introduction
NEEIRNE

Key Sentences g%/

1. 1 will make a brief introduction of the office work to you.

RELMARNT BT HAZR T,
. The main task is to handle routine business.

FEIRRAOHEA WIS TIE,

. I'm sure you’ll adapt quickly to the work here.
RS RHIE N X L TR,

. Would you please tell me what the specific work is for me?

PREE 4 VR IR B AR 07 T TR 7

. As an assistant to the director, my job requires that I prepare all incom-
ing and outgoing overseas correspondence and keep all the files in order.
fEREEBHE, ROTHEERRAHE REFHI” WEH, EHFEA
iip =

. Do you take care of office supplies?

PRE I S G?

. All the files are arranged alphabetically.

P 0 R SR AR A S 3CF B UF S

. Computer is very efficient in handling files and data.

o, 104 7E b 3R SO RS F O O A RAR R .

. We have installed computers in every office for word processing and for

database.

RNSGRADPAEHLETERR, ATXFLEMBIBEEE.

. The meeting is scheduled to begin at 2 : 00 this afternoon.
SWUHUESKTFREATR.

. Have you made the necessary arrangement?

WA K HE T g

. We'll use the conference room for the meeting.
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RIMEASNEF&.

13. T've arranged for an interpreter to be present.
RELTHT —NBEER.

14. Is the room ready for the meeting, Miss Liu?

X H, EGHEETH?

15. T just make a note of the topics that are discussed and the result of the

discussions.

RAEBTRMOBAMNLRICTRRGT.

Dialogue 1

Secretary Liu:

Mr. Chen:

Secretary Liu:

Mr. Chen:

Secretary Liu:

Mr. Chen:

Secretary Liu:

Mr. Chen:

Secretary Liu:

Mr. Chen:

e

Mr. Chen, I will make a brief introduction of the office work
to you.

OK, Miss. Liu.

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

1 hope so.

Mr. Chen, do you have anything to say about your work?
No. By the way, Secretary Liu, would you please tell me
what the specific work is for me?

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

That’s OK.

Mr. Chen, if you have something to say about your work
while working, please come out. The people here are very
helpful.

All right. Thank you.

X L, RRABEFENT BT HPLEHTHE.
WRod . $FH, XI/ME.



