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Unit 1 Dressing Etiquette

FRANY

‘@ Your dressing doesn’t match with the job
i you apply for.

C WREERE S R R O TAE A ARAE .

‘@ TIron your clothing to get rid of all wrinkles.
 ORIRERR, FEARS.

‘@ Wear shoes that match the color of your
outfit. Black is usually the best.
FHEETEMARMAOBEMR, —MR&iM
| ERAMBEREY,

‘@ Wear dark colors such as navy blue.

C FREKR, FINREE.

Q Make sure your hair is properly groomed

o HsE Sk RS .

[
[
[}
[
|

:Q Clean your fingernails after neatly trimming

- them. EBYSEHE S EHE T
‘@ Don’t wear a lot of jewelry or large pieces of
jewelry. 7t 22 sl KT BR 52 85 1

EQ Don’t wear shoes that are difficult to walk

E in. ANEGFRUEREE,
‘@ That’s casual and makes me comfortable.

o X EITHMRBERE, T H T H QR MR,

‘@ What do you say about walking shoes?

 URBEREE R AR

‘@ You know someone may be allergic to the
chemicals in perfumes. ZH1iE A At iF

| SMER R

@ 1 mean a T-shirt with a pair of shorts and a

pair of sandals.

TOEER T MFnsEwE, Shnpiie,
@® What kind of bag goes with my attire?

28 B AL BR R 6 A R AR O W 7

@ 1 think a backpack is appropriate and |

useful. FRARXUR #REESE A M.

@ Generally, in formal situation, boys always |
wear black suit or dark blue suit with a white '

shit. —BAEXGET, BEAFRE

SOV, FEWE RGN,

@ A red color tie is not suitable for interview |

because it indicates power.

AHEIAN R, FNERMERRI,

ALKk 7 ST

@ A smile and proper clothes can be the best
attractive feature, because they can light up 1

the whole person.

PRERAN G 24 B9 2 5 2 B W 51 A R AE
PR EATTAT LAGE AR it %2

@ Don’t deck yourself up with fine clothes, |
but enrich your mind with profound ‘

knowledge. % FH 4 Wi B A& IR 2% i A

o, MEAMEHNMRERAC,

@® Don’t wear heavy makeup or lots of

perfume when you attend an interview.

T T AN BEAL et B i 2 7 K

»eo o ee |

Suggest to Choose a Tie to Go = = = -

with the Suit &Y P3RS

A What would you think if I part my hair on the |

side?

B: A little to the left is OK. You should choose

B: 45—

Al Bdesk K o ih & 4r?

EEEAF, R IERFATRBE,



a tie to go with your suit. M ER-----158

I fear T would tense up during the interview.
Come on! Just do |[your best to sell yourself.
What about giving me a practice test? \y =z
All right.

% Conversation 0 F% CD1-1-02

A: T just received a phone call for an interview
AORIXABFEHE
B: In this case, you need to create a good image

o>

Now straighten your posture.

next week.

in the limited time.

A: What should I do?

B: If you want to make a much better impression,
you'd better wear a suit and tie. \x ALIERIE

A: Yes, I'm looking for a tie to go with a grey
suit.

B: 1 think a tie with stripes is more suitable.

A: Thank you for your advice.

B: You’'re welcome. Good luck.

>

L

PR, RER-FERE

“Unit1

HARMMEAGHFELSEK,

A, FARBAETHAT,
B EA R A7

ey, £H,

THERAEI —AEE, 2R TENXEK

DX A IE, ARG AT AR 6 A FREEE A,

Mi?@"jl\ Rﬂ'é‘]'ﬁﬁ g‘o

K Ko AT R
eRABE T RGN R, RIFFEET

AR o
&G K6 AT .

D RAR FLA AT EmiES,
SR A
I ARE R MRIFIE,

~«eee I Make up and Buy a Suite {/{gFNTLEe « « -

— ) -
k‘d Conversation 03(_3 cp1-1-03

/—* [}

A: Brian, a company called me for an interview.

B: That's great! You need to prepare for it.

A: How?

B: Get your hair done at a good hair saloon. Tell
them you are going for a job interview.

A: Okay.

B: Buy an expensive suit.

A: How expensive?

B: The more expensive, the better.

A: Is a white blouse okay?

B: Yeah, fine. And dressing shoes.

A: How about make up?

B: Not much make up.—( %) ki

W??W?

DD >D>O >

AHER, HEAEERF@RAT,
t%T'%ﬁﬁé~T
ELEET
EINFERB— T KL, £kt es
@K,

6,

E—EREER

%3697

AT AT,

& 4t RATH?

T, FRE,

o ?

Sk E,

«+«e«ee Il Wear Right Clothes at the Right = = = - -
Time HEX AR

A: Hi, Kate. I'm going to have a job interview

A: o,

A, RTAHAERMREERT, hik
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: I like red very much.

next week. Could you give me some advice?

: You need to create a good image before that.

: It’s always easier to say something than to do ;
* R, Sk |
: For example, you should take care to appear !

it. What should I do?

well-groomed and modestly dressed. Avoid the
extremes of a too elaborate or too casual style.
This will put you on the same level as other
applicants and make the int?'-viewer consider

more important qualifications, ‘—* M

. But I love wearing T-shirts and jeans.
: 1 advise you not to wear too casual a style

when going to an interview. Informal clothes
as well as torn jeans and dirty shoes convey
the impression that you are not serious about
the job, or that you may be casual about your
work as you are about your clothes.

: I know what you mean. I ought to wear right

clothes at the right time.

7 Chapter 1 Q.

LT HEFREED?
R BEEREBE—/NFHE R
DR HMA R, K EIEE AMOR?

Dtbde, REEMEEFT, FEHEMAK, BR

BFHERIL AKX, LARRFHRKMEMRL,
AR AR AR A S A B R A AR R — KR b,
fEEXEEFR—EREFRY (RMN6) &K
(% i

T RBERGT T adfe 1535
DRV ANARAZFIAMERN, R

IE X 64 IR Ao B 69 AT AR A B JE 3 9T 1A
BAER— AR T RIAEG TR, K
HFREAE IO SRR T E—HEE,

ARG T ROAREIZE N RF

©=ee ]V Choose a Set of Suit and a Tie Bkt T « - -

% Conversation 05 @ cD1-1-05

A: Good morning, Tom. What are you doing here?
B: Good morning, Betty. Since I'll have a job

interview tomorrow, I want to buy a set of
suit and a tie. * —%

: Congratulations. And have you chosen them?
: Not yet. I don’t know what color I should

choose. Could you give me some suggestions?

: Of course. Generally, in formal situation,

boys always wear black suit or dark blue suit,
and also a white shirt.

: I'd prefer the black one. And what kind of tie

is suitable?

: It’s easy to choose. And what color do you

like?

because it indicates powerful. How about a
lighter color one?

* &F, && |

: Oh, no. Red color is not fit for interview

D ¥ bR, A8, REXILTHAR?
DR, UF, BARRER IS m—AE

i&’ ﬁﬁ’"‘*ﬁﬁ%"i&ﬁ&#"ééﬁ%o

DAL AR, ARARBLAT T 757
DRER, KRRt ARES, Kk

4k — 2 E D7

D HERTE, —REEXFHEST, F LA

FEEREBREHBE, FALFR—H44
EATR,

DR ER B E 6, A 2H X6 AR

BREERT

DRI, AMRERH LA RESR?

P RIFFERLEN,
DRAT, LEFREL@KMNE, BAECRE

RS, E— S E e T?

B: Okay, it’s up to you. I have no idea about it. | B: 47, —dadfhik e, &3te—SMAREA,
A: Well, T'll choose this light blue for you. POAD AREF, KA AR SR E G
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B: That's perfect.
A:

Conversatlon 06 @ cD1-1-

B:
A:
B:

o>

@ >

A:

B:

A:
B:

A:

B:

A:

Thank you.
You are welcome.

I'm going to my job interview next week.
Can you help me with my outfit?
What do you get?
How do you like this tie? * @55, =
Oh, no.
interview. This cartoon tie should be left home.
Can I wear my leather jacket?
Most employers approve of suits.
How about that black suit? —* #50, #E

It's not good. You will ruin this

: Black suits look too serious but I think you

can relieve it with a light colored shirt. How
about that light blue shirt?

Marvelous! What shoes should I wear?

That black leather pair will be OK. You
should keep it clean and polished.

Thank you. I think I should go and get a new
haircut.

w >

W??W?

W?

P RRET, Wik,

R

A TRAEE®K, REEERB LR H D7

ﬁ##?ﬁA?

REAFX AT E LA

%,xoﬁéﬁ%Xﬂoﬁﬁéa%%ﬁ&

T ARERY, FRATERGER L,

R F XA AR £

KEMBREIEREADTF R ERA

R FXEZHRE ZH?

ZHBARRERKEHRT, 2RTCHFRTIA

m—#&éﬁﬁ% AR REAFIX 50 0% I 69 AT
& 2#7

45«1%": ) REZFH L2

AR &, B $3E T VA, RiZde T84,

Wik, ABEREXEAT

©«eee VY Suggestions for Dressing of an » = « = -
interview i & RN

hﬂ Conversation 07 i\’} CD1-1-07

Hi, Alan. I feel very nervous because I am going
to have a job interview next Monday. Could you
please give me some suggestions?- 4 7 <7 & (]
Sure. Firstly, ery important for you to
be punctual.
much of a candidate who comes 5 or 10
minutes late only to explain that he could not
find the place or he was stuck in traffic.
Yeah, that is very important. “—* F{:, 5
Secondly, you need to create a good image in
a limited time.

I will try my best to make a good impression,
but it is always easier said than done.

I think you should make some preparations.

Interviewers usually don’t think

For example, you should take care to appear
well-groomed and modestly dressed. What’s
more, try to avoid a too causal style.

Can I wear T-shirt and jeans for the job

D, , FRow
7

2ETAR%, BATHA—
&m%@m 1Al 25 — 2 A ?
LR, Bk, THREFERY, @XE
BERL AL @KL S5 2] 10 240, &
AR ST B A R B 3 0 R F K F 0 AE
#rik o

s, XEREFE

Hok, AR E AR A TR &Y B R AR T 6
%o

BEARBRRBEHNGTHIR, TAILRE
B fnd A

FAH R B EZBIF S e, ik i
HEENEAEF, FHERK, F5, *%
F AR & 69 RIR

FE AL F T oA Fo AT 485 7
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‘Chapter 1 QR

interview?

B: You’d better not. Informal clothes convey the
impression that you are not serious about the
job, or that you may be casual about your
work as you are about your clothes.

A: T've got it. I think I will wear a white shirt
with a tie. Thank you for your suggestions.

¥ =<Conversation 08 3 cp1-1-08
i >

- * B
A: Hello, Jack. How do you like my dressing?
I am goiag to attend an interview and I am

applying for a maths teacher post.—« mit, =i

B: Well, to be honest your dressing doesn’t
exactly match the job. Look, your skirt is
beautiful but it is too short. Your makeup is
too thick and the color of your lipstick
doesn’t match your skin.

A: Really, what shall I do then?

B: You can just be neatly and modestly dressed.
Don’t wear heavy makeup or lots of perfume.
Don’t deck yourself up with fine clothes, but
enrich your mind with profound knowledge.

A: Thank you very much, Jack. I've learned a
lot from you.

fﬁ% CD1-1-09

A: Clare, are you going to the interview?

B: Yes. How do you like my look?

A: Terrible. Take a mirror and look at yourself]
Sexy wearing, fancy jewelry and heavy make-
ups. Do you want to leave your future boss
such an impression?

2 Of course not! But what should I wear?

: Your dress should be very formal.

. I don’t know what 1 could wear. You know,
I'm fat, so it’s hard to buy suitable clothes.

: OK. Let me give you some advice. Do not
wear clothes which are too thin or too thick.

* Yes, I know. That may reveal my obesity.

: So you’d better wear your overcoat, which
may conceal |your shortcomings.

¢ OK, thank you. I think the best way to find

suitable clothes is to lose weight.
* %, BRETE

B
A

o]

* BREE, R |

w

RBIFH Fo FEXRETAL AR K —
ARt T RINAG P R, A& HLA
NI SRR T H—HER

£PEOT. REZFT QA4 R4, #ilt
el L,

¥F, Ri., hRARZFEH T £
F AR, KRR FFIT,

D HRE, REFITHRESHIPXN T,

kA, RGBT RRRIER, ERKET,
b, RGBT RERT, MACLRE
LRESRAKE,

A0 MEEEL D7

AT HEEERFIHRITT ., RELKIK
it e A K, 2R AT 6 RAR FE AP
BT, mEAMNEHLREE R XA,

FH AR, AR RMRZILFE R TR
% 40in R\

AER, hEX@XG?

AW, A RITHAE L7

AT, hEBETREBw, HMBROHTE,
BRGEM, BAE R K, REL R K
EAR G T X ARG P HvD?
HRAA! MR EFHLAR?

Rt F & iz EX,

AR fo il FH 24, i, KRR,
BT vAAR e 3K B B35 69 R,

e, RS RRAAZBE, NF AE
ER S ILE S8

XK 4mill, CMNERERICHG S,
RFF AR, XHEERFL,

R, R, REFRE] S E KR BT
ik BRI
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(Word Service Station {li& bﬂ(ﬂ]ﬁ% ~
bathrobe B R jeans 15k
clothes RAR overcoat FXEAR
clothing JRE pelisse BER
coat * KR ready-made clothes s &
dress Yok, % RAE shirt A+i4
dust coat RAR ‘ skirt #F
formal dress AUAR trousers T
fur coat ) &3 T-shirt MBS, Thi
garments JRE uniform % IR
gown ALt wardrobe AR
k jacket sIhR & % J

RIB/DI -

ShEIRE I LY
F+ & F A
1. BRER, HEARREE (MAIRTTFRE), RALMEE,
2. 5 HMEEAABERGH LB EHHAT,
3. AERXRENME T It BERY,
4. BEHERKHE, Ké&,
5 REHIRK! eRAE-Ford, @XATHRT.,
6. KRG, ALK,
7. BV FA, BWEF,
8. M A KK FRAK,
9. BRMALOEATFO,
o+ # %A
1. REEAA L ARREBHRER,
2. BRKBHEE, BINERESTHE!
3. GEIXREAY, A AR ALL,
4. HHRRE M EBR LR, RFET (RARAML), MEBFEA LK,
5. AR FAHE, HR25BRESBA, (REFATRE, VBB RIIE)
6. MdmMit, REFIAREHAETRYGAREILAESS (RKR, BRE).
7. Aot Bk, RT . AKA,
8. A KA FRA KR FEMAE K,
9. BEMHALERAFE,

XEBEADEEXTHASRRAE, ABRMELSOLAARIILT A, ALLLESFHREAL R
AW, TAGLLMNTRAAFFITRFEHE, BRABEAN, EVESFFLE (H
FARRE) FoR AR, mAREFHEAEH (XFHAH) BHH RO RBRIAETF. T E54KR
FEERNTAEKRRDFIKE LHET0 @K,




Unit 2 Greeting Etiquette

el &AL 1Y

| Q@ How do you do? fifif. aF, REEZ - RHER, :
B @ I'm glad / pleased to meet you. @ Just call me Lucy. Everyone does. E
e C REMRRR N, WRBIL T, KREX 2, !
i @ TI've been looking forward to meeting you. @ I'm Mike Li. Nice to meet you. E
Sl R R AR, RAHH - %, RPN, :
ig @ 1t’s a pleasure to meet you, Mr. Tom. @ I'm sorry I'm late, but it was unavoidable. '
0 l WEPEEBR, HWEAE. ik, FEB T, LERTERES. ;
= @ How do you do, Mr. Wen. Glad to meet & Excuse me. I'm John Grant from E
USH 0 you Justcall me Bill. fRiF, Sk, 1R Cambridge. Xt 2, T2 814 % 0 2
T BERGAYR, ARER AR, R ‘;
g @ It's nice to make your acquaintance, @ Hello! My name’s Lake Kirby. ;
E Mr. Peter. R PGAPMR, #4554, PREF ! B2 FIIETE - MR,

‘@ I'm very glad to have the opportunity of @ How do you do? My name’s Charles Ford. |

- meeting you. URAF, R F AT - 6, !

L AL ARILE, FRARE M. @ Hello! Isaac Livingstone. :

EQ Excuse me. May I see Mr. Smith? PRt EEE o - FISCHRE . .
COXEASAR, FRTT LU sh B A A g 9 @ May I introduce myself? Donald Ervin. ?

@ How do you do? I'm Mike Anderson. WANRARNG: BN - KL,

~

«eee | Self-introduction BFH/NE =« - -

n,?\ ‘ Conversation 01 f{i@ CD1-2-01

A: You are Ms. Julia Wang? I'm Peter Lewis. | A: {52 %k #]4e - F v 4divh 52 k77 - 2] 4

Sit down, please. #r., A,
B: Yes. Thank you. Nice to meet you, Mr. = B: 28, #iff. RIGRFH%, 2 HMeE,
Lewis. :

A: Well, why don’t you begin by telling me a little Al ERENB—Thacre,
about yourself? [ Mool ?
B: I graduated from Fudan University three | B: £ 3 F#3LFHE B X ¥, AT LA E

MOHS XV HSITONE NIX0dS TVOILOVHd

years ago. My major is International Finance. FRAe 8%,
g = . ;
ﬂ\‘ Conversation 0 \\‘ CD1-2-02
.‘Z\;- W~

A: Good afternoon. Sit down please. COAD T, A,

/‘ _— N
(.}
,




B: Thank you.
A: Can you tell me what your full name is,
please? * 2F

B: My full name is Haoyang Liu.

A: Excuse me. May I see Mr. Jones?

B: It's me. What can I do for you?

A: Nice to meet you, Mr. Jones. I'm coming
here for an interview by appointment.

B: Tell me a little bit about yourself, please.

A: My name is Li Ming and I live in Shanghai.
I was born in 1982. 1 will graduate from
Fudan University this July. I have majored in
English.

B: What kind of personalities do you think you
have?

A: 1 think I'm quite hard-working,
capable and outgoing.——+ i)
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A: Excuse me. May I see Mr. Li Ming, the
manager?

B: I am. What can I do for you?

A: I'm here for an interview as requested. Nice

to meet you.

Nice to meet you, too. Please sit down.

Thank you, sir. * B

. We have received your letter in answer to our
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advertisement. I would like to talk with you
regarding your qualifications for this position.
A: I'm very_ happy that I'm qualified for this

interview. * KT
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A: Good morning. May I help you?

B: Good morning. I'm Zhang Ming, coming for
an interview with Mr. Chen. We made an

appointment yesterday on the phone. Is

Mr. Chen available now?
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A: Oh, yes, Mr. Zhang, Mr. Chen is waiting
for you at his office. Just a moment, please.
T'll let him know you're here. Mr. Chen
asked you to go up to his office. It’'s Room
203 on the second floor.

B: Room 203 on the second ﬂW* B4

A: That’s right. There is a lift at the end of the

corridor.— * =i
B: Thank you.
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A: Good morning. I'm Lydia, the manager of
the company. What’s your name please?

B: How do you do, Lydia. My name is Ling.
I'm coming for your advertisement for a
trainee— *x E2 a9 A

A: Well, for this job, we need people to work

hard. Do you think you are suitable for this

kind of job?

Yes, I think so.

Okay, tell me something about yourself.

I majored in Marketing in college. 1 worked
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part time at Direx Company as a sales
assistant last year. I'm good with people and
have excellent communication skills.

A: Good. Do you have a resume with you?

B: Yes, here you are. * BEFEAH

A: Thank you. We have your contact information
here. We’ll get in touch with you as soon as
we make our decision.
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A: May I come in?

B: Yes, please.

A: How are you doing? My name is Li Ming. 1
am coming to your company for an interview
as requested.

B: Fine, thank you for coming. Mr. Li, please

take a seat. I am Mary Miller, the personnel

manager. Please tell me about your work

experience.—* AHEZHE
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A:1 have no work experience as a salesperson,
but I am diligent and I learn very fast.

B: How is your English ability?

A:T'm proficient in both written and spoken
English. *x &xz#3E (%K) %i‘fi—\

B: Have you passed College English Test Band 4
or Band 6 7

A: Band 6.

B: Tell me what you know about our company
please.

A: Well, the company was founded in Shanghai
in 1970. It has 8 million dollars in capital; it
employs 3, 000 people, and it is the largest
company in its field in China.

B: OK. You are good. Hope to see you next
time. I'll call you if you get picked for next
test.

A: Thank you very much. I’'m looking forward to
your call.
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A: Good morning, sir. My name is Li Hong.

B: Good morning.

A: 1 received your letter yesterday. You told me
to come this morning for an interview.

B: Yes, so you are Miss Li, one of the
applicants for a secretary. Now we do have
the vacancy. Sit down, please.

A: Thank you, sir. The office here is very nice.
I think the business of your company is very

* X BEEIHE

B: Well, not bad. May I have a lqok at your

references? OK, I'm quite satisfied with your

good.

qualifications. Our company is in need of a
secretary to be in charge of English documents.
Since you have had\nearly four years’ study
of English at university, I consider you the
right girl for the post.\Are you still studying
T

A: Yes, but I'm graduating in early July. In

at university ?

fact, I’m writing the graduation paper at the
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