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Chapter 1 At the Office
MARER

Unit 1 A New Day
NO-K

X ' Key Sentences £ 5 ﬁ]gg %

. Hi, I'm L1 Hua Where are you from?
e, R4, VR R R R 17

. I'm Jane Smith, from America. Just call me Jane.
REM - LFW,RAXE, RUREEF T,

- This is the first day for you to work here. I hope you like
your job.

SRBHIEX RTINS K, REBRERXTAT I,

. I'd like to introduce my friend Linda to you.
RIEBROPEHIENBAK

. Xiao Li, I'd like you to meet my friend Mary.

INE RGN GHNR—~ T RO & B3,

- My name is Tom Smith. May I know your name, please?
RUGY - SLEHT. HERE R R4

. May I introduce myself to you?

AT AR — T B R AG?

- Glad to meet you, Mr Zhang.

REDERBE, ks,
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Dialogue A

A.

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

B, 2N, RRXEE-RAEXE T, REBRER
X TAE,

: Good morning, Mr. Zhang. 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.

B, e, RES KB ITE, REFESAAE
mRES, RERSERSHE—-BIEMN,

: I hope so. Miss Li, now let me tell you your definite

duties here. This is your desk. ‘
AR 2N, BEGERREX B EEREET, X
IR

: Thank you.

: Miss Li, your main duty is to answer phone calls and

transfer them to the person wanted.
Z/ME R EFERFRERE, REHAERIA,

: I see. What if the person wanted is out?

BHAT .. BMERHARER?

. In that case, you are responsible to ask the caller to leave

a message.
RIS, RDLEEXN T H o

: Is there anything else I should do?

B FAFER G

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

RH, R AT EENR,

. All right,

I,
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A If you have any question, I will help you.
BafRA A RS, REFERK .

B: Thank you, Mr. Zhang.

Dialogue B

A: Mr. Wu, I will make a brief introduction of the office
work to you.
R4 RETABBENB—THAZH T,

B: OK, Miss. Wang.
8, E/NH

A: 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.
RIMNMDAZERZHWERSS T, FETERATLE
HEHES T, e ey AR AN AR HIT
B s WEGRS, XETABRIEE, BRE
PRRE R X TR

B: I hope so.
I,

A: Mr. Wu, do you have anything to say about your work?
Rk, TR T REEH A EHKG?

B: No. By the way, Secretary Wang, would you please tell
me what the specific work is for me?
B, Ao, ERAREE AR RO &K TED?

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




KeHnxXBaEE

MAR, KIEL R, RESFFARETILAE, B
PRITRIXA

. That's OK.

LiSio

: Mr. Wu, if you have something to say about your work

while working, please come out. The people here are
very helpful.

R RRE TS B ABERY HREU R, R A
X B ATRRIAGE

. All right. Thank you.

B, B,

Dialogue C

A

B:

A

Hi! I'm a newcomer and my name is Zhang Ming.

I BEFORI, TR,

Glad to meet you, Mr Zhang. I'm Li Ying.
REXBMR, kied , B2,

Miss Li, would you please tell me something about your
job?

Z/ME, BB HRRRE TR IS H RN EHE?

: Yes, I'd be glad to.

RIRER

: What does your job description say?

PR TG R A ok a7

: As an assistant to the director, my job requires that I

prepare all incoming and outgoing overseas
correspondence and keep all the files in order.

e R EIEBNE, R TAEBRRA BTSN R A5, BB
S BT B 3ORS

: Do you take care of office supplies?

(iN:=¢: D1 ELLLE
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. No. One of the monthly duties of the office secretary is to
take an inventory of articles for office use and place
orders for those items in low supply.

K. MAERBNEAELFZ—REBREFILH
i, FF BT IR A A S 1 i i o

. How do you keep all the files in order?

R EREE BT B SRR Y

. Let me show you how our filing system works. Outgoing
and incoming correspondence is kept in this file, invoices
and receipts in this one, and product information,
reports and business documents in this one.

B EFRRIOERRERERBITH. FiHAKEK
(SRR SR B, 2R BRI B A 1 SCRY L, 7™
VOkL R4 AR SO AR BOX A SO L,

. Do you have index for all the files?

BT B SO R R 517

. Yes. All the files are arranged alphabetically. If you can’t
find what you are looking for, you can check the index.
B, B SO S SU RS HES . IR R B BT R
RN, TE—E RS |

. Computers are commonplaces for companies involved in
international trade and communication and computer is
very efficient in handling files and data.

MNEEFEHS EEEECERNA &, — B R .
R 2E AL 2 SRS AR O T BRI

. Yes, you see. We have installed computers in every office
for word processing and for database.

B, RE , ROIVEE VA SEERE T RN, A TCPLE.
HOT R

. Thank you very much, Miss Li.

IR, 2/ H
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Words and Expressions ﬁ'ﬁ)*"ﬁ“ 25 ';

deﬁmteadj BIwhm, BER
brief adj. EEH, FEH
assign v. 71FE, ¥, HE

. outgoing edj. [MAMY, B

. articles for office use JpNE &

database n. (i) ¥R, R E
commonplace n. % I, {54

e e e

Unit 2 Meeting for the First Time
BRB D

’?

V%‘ Keg Sentences £ 5 '7 ] 'g

1. How do you do?
RIF

2. Nice/ Glad/ Pleased to meet you.
WBRAR B

3. Sorry, what's your full name again?
HREIRM 2L Ui — R

4. You can call me Jim.
PRAT LI R 18

5. What can I do for you?

REF IR A?
6. Do you mind if I introduce myself to you?

BAE—T AR AHRR 8,
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Dialogue A

A:

B:

Good morning.

B R4t

Good morning. I'm Zhang Lily. But you may call me Lily,
that’s my English name.

B, BRMIRHFE . ARAT AN A, BRR MR LA
=2

. I'm Steven Jones, but you can call me Steven.

FMFTFESC - HHT, ARAT A B 3L o

. Nice to meet you, Steven.

RBPRREX,HHE Lo

: Nice to meet you, too, Lily.

HBRBARE D, FFT o

Dialogue B

A

B:

Excuse me! Are you Tom Smith?
B, RS - LB
Yes, I am.

W

: Oh, good! I'm Li Lin.

W, KEFT! RNBTFEEHR.

: How do you do?

HR4F! :

. How do you do? Welcome to the city board of health.

friF! YOARBITH DAERR,

: Thank you.

Dialogue C

A

Hello, I'm Gao Ying, the secretary here.
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PREF! R EE, —OLMR S,

B: Hello, Miss Gao. I'm Mark, from America.
WREF, B/, B3, REEE,

A. What can I do for you?
WEM LG

B I'd like to see Director Wang, Wang Zhonghua.
BER—TFEFE, P4,

A: OK. Wait for a moment, please.
L EMERZ,

B All right.
ﬁ?ﬂl’_’.o

2% Words and Expressions 3&25)*??" %'g

1. board of health n. (GEFERE) B4R
2. secretary n. B4, Hit

3. introduce myself HBANH

4. wait for a moment F§%H%|

5

. do you mind if... RH4ER---

Unit 3 Employer and Employee
R¥R

covse,
.ﬁgey Sentences & 5.9 'g

1. I wonder if I could possibly use two cars tomorrow.

AHARRERGEABIE?
2. It’s very kind of you.




