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@D Inquiry by phone
- BiFEN

E—ARITHIE AR A RTEEREANGYBE,
iR BZARACLIANBTRERNHE MBS,

% wom[wmle]% f
2. hire [haio] vt
3. refer [n'fe.lvt ;

Ay ) 8 )
6. meponsile lris_mebu Figagd RFEL
7. Administrative Assistant i A S e
8. interview ['intavju:] n.
9. according [a'’ka:diy] adv. .
10. account [o’kaunt] vr. & vi. ' ®E: K
11. representative [reprizentotivladj. &K REfH
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A: Hello, my name is Nancy. And | was wondering if you are
hiring at this time.

B: As a matter of fact, we have an opening for a receptionist.

A: Can you tell me a little more about the position?

B: You'd be responsible for answering the phones, taking
messages and greeting guests.

m AR, ROEFRER. RENERNAEEFEEREA,
k B: XL, BMNA-—TBEROSG,

A R ERBA TR — K BHG?

B RERFZBIE, STHEEMRZEA,
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: Hello, I'am Li Ming. And I'm calling in reference to your
Administrative Assistant position.

: How did you learn about this position?

. I noticed you had a help wanted sign in the street.

: Really?

: Yes. It told me this is a great company. And you could
use someone like me. I'd like to make an interview time
with you as soon as possible.

: How about tomorrow morning?

A: Certainly, thank you.
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(AR EFEAR?
CHARTL. WIR,

A: Hi, are you hiring now?

B: No, I'm sorry. We do not have any openings at present.
A: Do you know of anyone who is hiring?

B: Not at present.

A: Excuse me for your time. Thank you.

B: Not at all. Good luck on the job search.

EJ A:

B:
F RAER IR ERE AL
CBRIERME,
CERIRITIRRT . R,
DRRR. BRKRIRF .
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W, RIMNIAEREDG?
K. RE. BRRNREEAZR.

A: Hello, my name is Joe. And | was referred to your com-
pany by Tom.



B: Can | help you?

A: According to Tom, you have a position for an Account
Representative open.

B: Yes, we do.

-1 1T A

m AR, BHEFRET. 2HBNMARBRNLIFIRM.
B: BT IR AMCD?
A: BB, RNF—IT2HRRORLSHR.
B:2f., BRMA.

piingh a e =, w&"n‘\w' LAl <> o 1/ 3 i E > SR
@) __ Do you still have that vacancy?
PRITEA 2 REA RIS ?

@) __Are you hiring now?
PRI AN

@ _Could you tell me if you have an opening for a sec-
retary?
VRAES IR BRIRATIX LR 7 A B IR AL 23 kD 2

@ __Would you need a waiter?
(GRINE A SeF AL A

® Tom referred me to your company.
HIHEFE RN A E.




&) Enrollment by phone
EBERTAE

XEERITRIER NAHRM & £ MR 0% B4,

Words & Phrases A
1. refel;ence ['refrons] n. R ey 9#
2.ad. [@dln. i :&@mﬂ

3. qualification [.kwalxﬁ'keij‘on] i ﬁm
4. adv«ﬁse[edvata!z]vt wliew 6 tiﬁﬁﬁ-‘ e

. exXpe nce [iks'piorions] . sy
Wm[apn. ieit] vz. et
G dgn -t.(farnand@eﬁt'?“ ’f’_@" 3 %,,,
8. apphcauoﬂ [apli’keifen] n. T
9. accountant [a'kauntent] n. 21 SR
10. apply for R
11. cashier [kzis] n. R



A: May | speak to Tom please?
B: This is Tom. &
A: Hi, my name is Mary. And | am calling in reference to your
newspaper ad. for a Sales Representative.
B: Yes, Miss Mary. Would you mind talking about some of
your qualifications?
A: Certainly. But I'd better set up an interview time with you.
B: OK. What about 3:00 p.m. today?
A: All right. Thank you.
m A: BT IXBRHIBHIED?
B:RMEHME.
A R B BFRIBW. BRITRIEREEXRNBA L3
Bl EREROEMNE.
RN, BWVE. RERKEHEFD?
CEHRTU. FERBRMNAN R EEEL.
(T, $XRTF 3 REAH?
P, AR

A: Hi, my name is Nancy. | am calling about your ad in the
paper.
B: I'm sorry, Nancy. That position has been filled.



A: Do you know if you will have some other openings soon?
B: Sorry, | don’t know at this point.

‘ELE’ 3&1&@(—‘

w A fREF, BRIBFUER, RITRERBHXRIRE L&
M,
B: R BH. BIRUEZEAT.
A: RAFMER(BERARBE SR Rt S5
B:ia¥ BRIRAMIE,
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A: Zhong You Company, this is Li Yong.

B: Hi, Mr. Li. My name is Wang Bing. And I'm calling to see if
the Engineer position advertised Monday’s TV has been
filled.

A: No, it is still open.

B: Great.

A: What kind of work experience do you have?

B: | have worked with the A Corp for 5 years.

A: Really?

B: Well, I'd like to meet and talk with you.

A: That's great.

M;E A: RRAT)HRMFEK.
‘ B:#§, RIF, X4, BAMIR. RITRIERRDE, B
BB s RINIBARURECZEAT?
AREE, BEXRSER,
B:XK&7T.
A REHABNTIEZE?
B:REAAAIMIEE,
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Useful Sentences ' BR9H

(1) __Hello, | very much appreciate your acknowledgment of
my application for the position of accountant.
PRaf, T ey alifghd ik AT s -, RIER K. I |
SR

(2) Hello, | want to apply for the position advertised in Sun-
day’s paper.
fRafs TeA RS AL LR BARAS Y.

3) I'm asking about your advertisement for a cashier in
today’s newspaper.
TR Prfl A KIHRAT L RBS A B )3

(4) Hello, 'm calling in answer to your advertisement in
yesterday’s Yangzhi Evening News for an English tele-
phone operator.

PrRaf . BT A R R I ORIV K6 K CORRD AR R
MRG0 L
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@D Greetings
LIS
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