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Unit 1

1. Receiving Calls

S: Sophia

C: Carl

S: Yufa Investment Company Ltd. May I help you?

C. I’ d like to speak to your personnel manager.

S: May I know who is calling , please?

C: This is Carl Swift.

S: Sorry, sir. The manager is on a business trip now. Could you

tell me what it’ s about, please?

: 1’ d like to apply for the position you advertised in yesterday’ s

Shanghai Daily.

: You’d better send your resume, a recent photo, copies of di-

ploma certificate and ID card to our company. We will contact

you for an interview if you are qualified.

: Well, do you have a fax machine? I’ d like to fax the docu-

ments you want, which can save a lot of time.

: That’s ok. The number is 68584366.

: Thank you very much. I’ll get them ready as soon as possible.
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S: Good luck!
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2. Sending or Receiving a Fax

. Alice

Boss

Lisa

Alice, have you received the fax from the Sunshine Company?
No, sir. I have called Lisa and she told me that their fax ma-
chine was out of order and she would send us the fax this after-
noon.

the afiernoon)

I have received the fax from Sunshine Company. Here it
is, sir.

Oh, that’s terrible. The fax has been muddled. What’s
worse, page four is missing. Would you please ask them to
send us the fax again?

All right, sir.

Hello. This is Alice. May I speak to Lisa, please?

This is Lisa speaking.

Lisa, would you please send me the fax again. The fax you sent
me just now was very unclear and page four is missing.

I’ m sorry. I will send you the fax again right now.

: Thank you so much!

You are welcom. Bye!
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3. Arranging a Meeting

. Boss
. Ellen

. Ellen, we are going to have a meeting this Thursday afternoon.

Please make the necessary preparations for it.

: Can you tell me the purpose of this meeting?

: It is an important meeting. It’ s about the promotion of the per-

sonal computers.

: Where do you want this meeting to be held?
: 1 want to hold this meeting in Garden Hotel. You’d better con-

firm it.

: I will confirm it right now. And who should I inform to attend

the meeting?

: The managers of all departments and don’ t forget to invite Mr.

Zhang, president of Pacific Computer Company and Mr.
Wang, general manager of Future Company. They are very

good at marketing.

: Anything else?

: Oh I almost forgot. Do remind me of sending the relevant docu-

ments to Mr. Zhang and Mr. Wang the day before the meeting.

. OK. I'll do that.
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1. May I know who is calling , please?
2. The manager is on a business trip now.

3. I'd like to apply for the position.




4. You’d better send your resume, a recent photo, copies of diplo-
ma certificate and ID card to our company.

I have received the fax from Sunshine Company.

Can you tell me the purpose of this meeting?

It’ s about the promotion of the personal computers.

0 2 A

They are very good at marketing.
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Comprehension Questions

Why did Mr. Carl Swift call Yufa Investment Company Ltd. ?
Where did Carl find the advertisement of that Company?
What’ s wrong with the first fax that Alice received?

What is the meeting about?

Who will the boss invite?
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