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enclose B R
in confirmation of A ik
information il fe

our (my) letter Aok

the last letter LED

to acknowledge receipt ot
to give a reply =4E
your esteemed letter E ]
your telegram FHRE

= , I t‘ll; (1) i ’A"lh‘r
Q Iam wmduiu if you have finished that

Mmuu:me.mmm
@ Have you finished typing yet?
WITSEF T 157
'@ Are you still working on the report?
i  RETERR R G
@ T've not finished with the report yet.

ARG RE TN
@ I've done. REMSZT -
@ How do I send the report to you?
REAEMELRAHR? 1
@ Can I transfer the report to you PC via
modem?
TR LA 2ot A A 7

L

L S: That’s a good idea.

. onversation 0D} co1-3-01

M=Martin=3%T S=Sylvia=%&K#ie

M: Have you finished with that report yet?

S: No, 'm still working on it.

M: How long do you think it will be?

S: At least another hour. I need you to proof
this paper first. M ———

M: I can’t wait that long. I'm going to our
downtown office.

S: What do you want me to do?

M: When you finish, just transfer the report to
my office PC via modem.— * %% 8
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Unit 1 Recruiting

RIIBE

Cilh

iﬂ Who is going to take over his work after he
leaves?

CMETZE, #EREAE ) TR

:Q It’s urgent. We have to find another person
. to replace him as soon as possible.

L ORRAR, RIOVGRRRAES AKX
R - 10 [

/@ We will have a group meeting to decide
E who is going to get this position.

L R — RS UOR R E W15 3]
E XA

‘@ We haven’t found an eligible candidate.

E BATEBA RBNIEH SE R PREN

‘@ It seems that Bob is qualified to get this
| position.
E F &, MPHIRA FRGAX AL,
‘@ What kind of people do you want to

. employ? YRAERE AR ANE?

@ We'll require a four-year degree candidate,
preferably in marketing. F{/]ZR AR 2
B3, sl Bae b,

@ We'll require two years’ working experiences.
RATERBIER TS . .

€@ The person needs to be outgoing, good ata
organizing himself, and able to work
independently. ik # 15 & 5h 1], 5"5'3’75-
&FE, HABMSL THEM A ,

Q@ Are there any specific qualifications for the |
first-round interview? E
B HIRA AR PR E R

@ All the candidates should have a bachelor |

degree. FITAg N8 HE WA #1200, E

@ Specialty in marketing is preferable.
B REHT M.

® A good command of English is of great
importance. R 4FHIIEK P2 EE,

s eoeo0e0e |

Ask about Recruitment ¢ » = « -

Wi BRI

Eﬂ Conversation 01 @ CD1-1-01

* RIRfS, W& ——Jl =Julia=

J1: We need a good replacement. Since Alice

left, Bob has been working overtime for a

whole week. How is our itment going?

J2: Here are the resumes and cover letters for

you. They were faxed in over the weekend.

And these are the responses we received by
email from our Internet ads on Saturday.

J1: Internet job ads sure are effective. Any
decent candidates?
J2: We have many qualified applicants. That

shouldn’t be a problem.
J1: Remember, it's a company policy to

PEE 2

2 =Jesse =A%

JI: EMFE A RIGFHEEAL, BALT
MAE, WP LE T EE—-ZHMIET,
BIEBAT O EAE?

J2: XEA—RE ARG, REBAALEL
dkey, TAXBEREAMAXHER LR
B2 P MR 69 o F eR A

N: AERHS & RORAK, ALEHA
i#7
J2: SRHARTR Y, BIERRFIM,

J1: 2eff, MANEENHANSHG LIS




* FE, Wik —
interview every qualified applicant. Screen
these fifty applications and choose 10
candidates for me by the end of the day. We
will have the first
tomorrow.

J2: OK. I'll reserve the small conference room
for tomorrow’s interview.

round interview

Conversation 02)

& CD1-1-02

@‘\‘

H =Henry = ¥ #|
H: I need a good replacement. I don’t want to
give Craig more work.

S: Here are more resumes and cover letters for |

you. They were faxed in over the weekend.

H: Good. And we should get more today.

S: Any decent candidates?

H: Not yet. I want someone experienced in our
industry.

S: Remember, it’'s a company policy to
interview every qualified applicant.

H: We only have a few. That shouldn’t be a
problem.

S: Here are the responses we received via email
from our Internet ads on Saturday.

H: There must be thirty!

S: Forty-three, actually.

H: I'd better get on the phone and start setting

up interviews. *OEE, ZH

S: Remember, interview every qualified appli cant.

H: Oh, and there are responses from Sunday —

another sixty. Internet job ads sure are effective !

S: One hundred resumes? I'll be here all day,
and I'll be interviewing for a month.

H: Anything to keep from giving me extra work,
right?

S: Wrong! Here. Screen these hundred applica-
tions for me by the end of the day!

—x ZWEEE |

HATE K, SR T IEATH KX 50 A K
REPHEE 10 A, ARXRKMNAELEIT
% —i @i,

J2: M, RIAEETRITH R @K 6
LT,

S =Sally = 4|

H: A5 &AM BIEAR, AREL LHBH
mR% T,

S: X EEA— LM ARRE, HAE KRS

Ad ke,

BAF, SR EIZELKIE S,

AR A L D7

REH. REREZINABA LHEEH

Ao

S: itfE, AR ENHEANSHEBLHE
& AT @Ko

H: S8 AR A — 2 BT VAR 3R K P M,

ol

S: BEZRXMERSHELERN LB &
P B 6 5 BSR4

H: —& 430 & 7!

S: LA 43 4,

H: RRFAERFIT R ELHTGX,

S: efE——F AN B AEF AT &K,

H: sk, 2 &2 2HAmkie=e i—o60
3, W ERRM E AW RA R

S: —EHMA? AERFERFEZI, &
EK—MAT,

H: X 4R 2 4 Tik KRB A # o t9 T 4,
g2

S: 4! ek kd L SAXTFTHAFRMBL—
TFiX 100 4 i !

reeeee ]I Make a Job Ad HIFEIBRE " F e o

Es/ Conversation 03§ cp1-1-03

T=Tony =4/ R =Rose=F i

T: Donna gave notice last week. We’ll need to

T: B ERRETERYH, ENFRAR

'

D> SHR ]

T

&
s
BB
=
7
%
2
¥
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Chapter

fill her position. — * BEER AR & (R T

R: Oh, no! My workload will double! How

much notice did she give?

T: She gave two weeks. That gives us time to
hire and train a replacement.

R: More work! * AR, BiE

T: No one will get stuck with more work if we
quickly find a replacement! Now, help me
outline the requirements for a job ad.

R: OK. “Able to skip lunch, work overtime,
meet impossible deadlines” .

T: No one will respond to that ad. Anyway,
we’ll require a four-year degree, preferably in
marketing...

R: And experience!

T: We'll require two years’ experiences. What
else would you suggest?

R: The person needs to be outgoing, good at

organizing himself, and able
independently.

T: Right. You don’t want to hold his or her hand
all the time.

R: Exactly, that just means more work for me!

T: It won’t be! Now, go and type up a job ad
for me.

R: Ah-ha! Extra work already !

E‘ Conversation 09( 3 cp1-1-04

to work

AME &G IR,

R 7! RO THETAME REEMEA
89 4% ¥ B 18] 7

T: BmA. A KAEA B & 48 & )| %
A

R: T#£%7!

T: wREMEARERIF4IAL, T3
FAe¥gm! AEFRABBINRBE £ 2
2Bk TR R,

R: e, “TARTLFE, Thtmdt, TVAEM
RIAFR R TR T AP R AL R G Ao

T: ZRAASEIMARE, L6, B2, KM
ZROFHAREL, RFLAETH L L
é{; ......

R: £ &K 1THZ%!

T BMNEBREAFHFIEZ2E, KEAH 4
A7

R: IAALMS G, EFAERE, f LMkl
L X4,

T: &4, BRFA—AFRTHRFL ()
I‘ﬁo

R: 9, AAERAERY LEFTEZI o)

T: Rak! LEH KRB &ird ke,

R: o4 BRTHAMSP LT

S =Sophia=%3#E G =George = 34

S: Alice gave me her letter of resignation
yesterday. It came as a bit of a surprise.
We’ll need to fill her position.

G: Oh, no. My workload will double! When
will she leave our company?

S: She plans to stay until the end of the month
to complete her project.

G: So she gave two weeks. That gives us time
to hire and train a replacement.

S: No one will get stuck with more work if we
quickly find a replacement! Now, help me
outline the requirements for a job ad.

G: OK. Anyway we will require a four-year
degree, preferably Business Administration
with a good command of English.

S: Also with experiences. We’ll require three

S: AmMMMEROGRBERXTHRRE, I#F
AR ERR, BRINVFERAREL,

G: BT, KT HEXLHMT, i 2w

& & T e ?
S: WitXNFHNIAMAAAK, TRMYGAR
B,

GRS RING T BRI, RAER

B A B R D SR AT A,

S: REAMBARRIAREAR, THEHR
AeHm, REFRBBINBH L2
HE BAR L e,

gG:%ﬁQ%i&Mﬁ%w$ﬁ$ﬁ$ﬁ,ﬁ

RS ERE LS HEBKREFHEGA,

S: A IHEK, AMBRENSTAGA



Iy Unit1

year’s experiences working in a foreign trade
company. What else would you suggest?
G: I think the person should be flexible,

team atmosphere. * 55EH

S: Now we have a list of job requirements and
duties... What about the salary range?

G: The salary is fifteen to twenty-five thousand
dollars a month, depending on experience.

S: Wow, the salary is very attractive. Now,

let’s go and type up this job ad.

‘nooooom

ES/ Conversation 05¢ & cp1-1-05

0= Office Clerk = #AERR G= Gina =54
O: Sunway Technology Company. Can I help :

you?

G: My name is Gina. I saw your advertisement
in yesterday’s newspaper for an accountant.
Is it still available?

O: The position is still available. Do you have

any experience as an accountant?
G: Yes, I've had 5 years’ experience of ac-
counting work. Could you give me more in-

formation? * 3R

O: OK. I would like to stress that good com-
mand at English is a must. If this is not a
problem for you, I advise you to mention !

this in your cover letter.— * RKER{S

G: Thank you very much. I will send my resume
to you tomorrow.

O: You are welcome.

*eeeee]V Have an Interview #H4THEIKX ****° -

h Conversation 06( & cp 1-1-06
Nl

G RAARRELALE, HUA, FE
creetive, organized and able to work jn a
* BEENH / é

S: RAMAT & T A5 E & A AR
G ARRIHZBAR, A#AE 1S 000 3

S: v, INMHARBRARS A, REKRMER

Phoning to Answer Applicant’s Inquiries
BiEE&EKEERfE -

2RIz E, REAHAER?

EHFAREERARKE T 4,

Foo LREARS S?
25 000 £ TR %,

BRE376P ke,

O: XERMBAMBA AL TAHME
#5?

G: R™FW, KA ERMK LT BH
&ty &, BAREEZHDG?

O: INREBRATES. KRARA S LM
2587

G: &), FALF IR, RERAE
% ERB— B DT

O: 585, RABZRAH A LIMEER% S Mk
L, WmRFETRAFM, £EBRERR
'fgq’ﬁgui",&\o

G: FFRM, RAXREMH Rk,

O: RA%%A,

W =Miss Wang = £ Jv48 M =Miss Lin = # i

W: Good morning, Miss Lin.
M: Good morning. Please sit down.
W: TI’ve received your letter, Miss Lin.

W: F LE4F, 4,
M: F b5, k4,
W: R K2 TR k45, D4,

bt fl it

$RE |

S

~

>

SRR TR

B R

Siob Rt

it

dF S HE

P Ih iR 3




2]
%5
o)
8
&
3
X
£

@ Chapter

=

Good. What types of work are you looking
for?

Just the work of a junior clerk or secretary.

Why do you want to work in our company?

I think this is a good place for me to use
what I have learned in university and also

practice my English in my work.

How long have you been studying English?
For ten years.

Have you finished college?

Yes, I have.

Well, would you read aloud this paragraph
in this newspaper in English?

Yes, Miss Lin.

(Miss Wang reads. )

Your pronunciation is very good.

W: Thank you.

Can you use a computer?

2

=

Yes, I often operate a word processor. I’'m

not too skillful, but I think I can learn it

quickly.

M: Will you show me?

W: Yes, Miss Lin.

(Miss Wang works on the computer. )

M: OK. Typing is not too bad. There are not
too many mistakes./_ * BF4ES

I'm out of practice, Miss Lin.

A little practice will put you in shape.

I think so. Do you

me, Miss Lin?

Yes. What salary do you expect per month?

As you see fit, Miss Lin.

We’ll start you off at 1,000 yuan RMB a

month, and after three months,

you 1, 500 yuan.

% Conversation 07 Q cD1-1-07

A: My major and working experience make me
qualified for this position. And I don’t mind
getting my hands dirty. — » T 7%

B: What has interested you in ABC Company?

A: I want to work for a company in which this

you could employ

we’ll give

* RRENSI) |

M: K37, BRI 26 T4ER?

KK — BRI,

T h A+ 4 28 R AN A 5] TR
ABETRBRAAIEARERS LS
RS, FEIMPHT RS,

hRFRESKHET?

A10 57,

HhRiELRKETH?

8,

¥, hRXFiE—FTXEKBAEARXREBEEY
E—B X FHFG?

R4, o,

(E4Ei,)

M: PR & &3 F 5,
W: sk,
M
w

222X

2

D ARAE R b RS 7
TR, REFTEAXIFAE A%, RAKR
Bk, BRTARKFELHG,

M: Tlik & A A7

W: 2485, .

(Z BB mE,)

M: 3564, TFRERE, LEAAKXSH
A%,

W: BIFRE%T T, HA4,

M: %3] — T aR#A%,

W: REZZIHN, RIAARMNEEFREKD,

AN 4R

AW, RAZHEARE S Y THD?

1A% VAER, HRIE?

KMA4EH A L4100 TARF, =A

Rk, #A 1500 .,

£2=

A: H -+ b fe TS24 K AL AL X ANIRLL
1 B3R RN R B,

B: # 44#4k 3t ABC 23] B3t 4:7
A: ZAB— R XEE K T4, @A ABC



education would be asset. And ABC Company’s '

outstanding reputation within the industry
attracts many young people like me.

B: What’s your long-range goal?

A: I'd like to bring to ABC Company not only
my technical skills,
but also my loyalty. A sincere desire to
become an administrative assistant is at the
heart of my career plans* 27 Bty

Q’co 1-1-08

A: Why did you leave the previous company?

ambition, enthusiasm

B: I used to work in a trading company as

marketing manager, but I prefer to be a

small fish in a big pond.— % ABEEE—F /&
(mmmE%EMAA

A: A small fish in a big pond?

B: Your operations are global, so I feel I can

gain the most from working in this kind of

environment. * &F

A: What salary are you expecting?

B: In reg:::{ to salary, I'll leave it to you to
decide after you have seen the kind of work I
can do. * XF

A: Hmm. The salary would be ¥4, 500 to start,
with increases given according to your per-

CD1-1-09

formance.

B: That sounds good to me.

A: You should be hearing from us within a few
days.

B: Thank you.
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Unit b Dealing with Emails

BR AL 3

@ Is it complicated to apply for a free @ 1 haven’t got an email box.

WG P 2 %S, FIRIREH#HE @ No, the technicians are coming to check
AVREHRAR B, V)79 FHIE 86 /9 P & what’s wrong about the network.

el | mailbox? M GIIBAES ARG FEE WA T E
% '@ 1It’s very easy. You just need to fill out an @ I don’t know how to use email. i
potli E “application form on the webpage. A58 Aoy (o o R, i
g o dEEA S, RREELAMT FE—4H @ The email I sent this morning was retumedi
]\,g E T o as undeliverable. ;
W] @ Firstly, you need to apply for a mail ARB EREEUEABORER T, B2
B ! account. Without it you can neither send KEAHIE, ]
1o E nor receive an email. @ There is no Internet service in my office
N | Bk, REEEE—AREKS, WA building. TN KREBEA R4 RS .
e MR PRBEARRER MR AR RENEE. @ Do you have a computer hooked-up?

‘@ Please remember your ID and password. A BE I 9 A EE iR R 2

2 Next time when you want to enter into your @ Sorry, I couldn’t hook up my computer on

' mailbox, you should register with your  the Internet.

. correct ID and password. SR, B R A TR

BN R B, HARAGR D b kA 2 150 45 0 L
@ Let me give you a demonstration; try this RS T,
L way.. A FRAVRER— FIE, BOXREME----- @ No, my computer doesn’t support wireless
EQ Why not you send a message to me on the network service.
E net? A AAREN FAREEBR? B, RAHBIRA SRR M4 RS o

P T i

#eeeee | HelptoSend Emails®®e*e-~- -

Wit & X B F b

E\/ Conversation 01 Q CD1-2-01

A=Amy=3% Kk J=Jane=%4f
A: Excuse me, Jane. i AL TIR—TF, IR,
J: What’s the matter? J: HxEIL?
A: There’s something wrong with my email. It | A: H69& Fopskh 7 F8, KRR,
can’t be sent out successfully. ,* %
J: Let me see. Maybe you have input the wrong J: ik RAA, THARGHIEF4T e,




A
J

A: Oh, Isee. If it were not you I couldn’t find it

address. * KEFH

: No. Look, the address is correct. _\

: Err... look, you have typed a capital letter
where you should have typed a small letter.

till tomorrow. Thank you very much.

"__ CD1-2-02

A

B:

@

Eﬂ Conversation 03 Q’co 1-2-03

: Hello, John. I just got a letter for you from

s 0

. @

: I have to write an English e-mail. Do you
have any poinQrs?
It’s a business e-mai
right away and then politely end it.

: I see. Could you show me how to send it?

program and this is your e-mail “menu”.

. What’s the next step? ey
: You need to click on “New” , and then type

your friend’s e-mail address beside the word
“To” and type the title of your e-mail beside
the word “Subject”. Type your e-mail in the

big, empty box on your screen. At last,

click on “Send” and your e-mail will be sent

to your client.
: That’s great! I really appreciate your help.
. You are welcome.

BE
i', SO get to your point

Alright, no problem. Open your e-mail
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~eeeeee ]| Receive and send letters If LS e e oo e«

Beijing. Shall I take it to you?

. Oh, very good, please. Maybe it is the one I
have been waiting for.

: Here you are.

: Thank you. Are there any other things except
this one for me today?

: There hasn’t been so far. — % i£4 41t

. Would you please help me get these letters
posted? This one is important and urgent.

Please send it by express. The others are
N iR
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