HREBE/ RWiF

SBARTRIA N TE RAEENER B A B T«
ND&ER =88 CERIRS 0=,

prztout T ! B
mrmearsnns. IIFEE, AR

SRISE, iLIPEE An
SR RIE, TRIRGEIEAL! L

BAMY Riail N

= B2

HEEET, PRaREBY NS, 2REEHEE,
BE7r Bzl LI RERR .
R e E B, o LIk ) W RIE ")
. Uy e Hb BN,
_ ar=ren N EE @
& L PRAEE B 72 B 47 ] R0 W HOBE B AR HB O o
A % ¥ 10 &b 75 57 i @

d RGeS0 B— AT B LA B

BEMZER—ZA @
EREOER 7 E N N S)R, LIRS WRo

4 Ml B HH R At

ENTERPRISE MANAGEMENT PUBLISHING HOUSE




PREE / 4mig

1Ml BT H Rt



BEBERSE (CIP) ¥iE

RGHRIE, WAFHY / BRBRSEF. —dLE:
fp BB Y AL, 2010. 8

ISBN 978 —7 - 80255 — 635 -5

I. OB . OBk Wl. O3iE - A V-
(DH319.9
P ERRAE 1 CIP BdE&T (2010) % 169787 5

¥ & BGEE, $AFgD

£ & BREX

wERSE: L K

$ S ISBN978 -7 -80255 -635 -5

HRRETT: B3 AR

o Hb: JEETEEREXKETBIRER 17 5 BB4R: 100048
) fik: http: //www. emph. cn

;| iH: HARER 68701719 &47EP 68467871 4iiE 3 68414643
HEF{E#8: 80147@sina. com zbs@ emph. cn

B B FREEEERARAR

& i FEBE

b &: 170 2Bk x240 XK 16 FrA&  14.5 EIgk 210 T
R W: 20104F 10 ASE 1 2010 45 10 A4 1 RENRI

hs fft: 30.00 JT

AERE BELR - EFRE HKRER



piomaio4 [jf =

SOHE BEEERARXRE— TSR E BEEMEAERIE s
BI—IT1 468" . REAUA, ZiT |5 h2HAS 10 EHE BB RRMNY
A RRTAREED ARIEHS AL ZER T HiEX 1iES HeR
R BEBEABS RUGAEA B 08, 2 — 1R EEEE. PATR, Xt T R
L TRREZIIER AR, 10 EERFHMMIRARES X BIEERIE T
15 F P ETkREER. ‘:iﬂ.i’ﬁ‘?.’uﬁfiisz%lﬂﬁﬁié?iﬁEEﬁfrk%.ﬁ?’%i‘%?—lklk
WERER KEBBAIIME.

—#

B2, W01 FAZEIEERRIF h 3557
SN1A FASEIEH B B C AR R T v i SRR B 42
MARREEE SN T EERLN SR FTEEBTE 2"

HBBIRAEE BERAILX X2, ABELAIUGAL
TR ST BEfb ff Ihei S 2 Wil IR 308 s I VoL s
ARDALAEN AEAERG IR DSEE Bads. 2
MEX BPERARREIG. SEHAARRNGE, WEBFHSR
BRIASIBIREG 2 4 B iRE IS ERERA 0 I 4% > b,
EFTHRD HOMRT T A8 R AL XS 40105 gt
HERRUREN—NEE TIR, NETE, SREMARERTIGE l
1




BIE®
® " Office English
B SCEHETT  BIREREB B RN ERIATNE.
¥OAREBENRBEREAN. CAAMRTERRE ARTEERE
B, LHSERRAALERE DR HNEE. FEARBERARENRIMES
R EFEEKRABENIRIZEERA

w B




Contents

H

1- I . .
Work and Career nterview [H iz / 2
)\ﬁﬂ}{% E : 2. The First Day at Work FBE5E—K /16

3. In the Office TETMAZE /26

4. Introduction and Greeting UL S 45 / 40
catioms 5. Small Talk in the Office FRIBRIIK /48
PI5A8 8% 6. Farewell 231 /57

Workplace Communi-

=

Telephone H,3% V55 / 68
Fax fE 2 55 /76
9. Business Letter i MV15 PR / 86

Daily Business
H¥ 5%

-




Business Trip

w95 th AT

Attending a Meeting
BMEL

Business Negotiation

Withdraw Workplace
S8 4155

10.
11.
12.

13.

14.

13.
16.

1.

18.
19.
20.

21.
22,

Preparation 1T #E# /96

Taking a Plane 342 KA/l / 104

In a Hotel AfETEJE /112
Preparations for the Meeting £ Hil

W 1122
At the Meeting 2> /133
Product Introduction = fhA43 /145

Discussion M. 551118 1 156

Building Business Relations &3/
R KA /168

Visiting the Factory ZM 1] /177
Business Meal Zig§ % /189
Etiquette B FRF LAY 7 197

Resigning from a Position#F B /208

A New Lifer 415 1218



i G —

Work and Career

MM




_ ee®®e=w

- Office English

1. Snervioes B K

i position HR{ apply for B i
resume/CV f&j [fi ' interview AR
interviewer HiRE interviewee HIRE
education background # & & 5 major )l
bachelor’s degree #-+2£{iL master’s degree Al +2£1
MBA TRE M+ undergraduate study Z<B}2E ]
graduate study FFFTAEF > internship 5£>3J
working experience TYEZ& personality PEH&
strength fff /% weakness it &
self — introduction B I+ brief description f&] 8441
professional knowledge E VAR training program 5 I3 B
chairman of the Board EEH K president &3
‘ vice president Bl &3 general manager S\Z:3H
deputy general manger Bl G\Z3H director of operations iz & &
chief executive officer(CEQ) B EHITE
marketing and sales director 37588 S
market development manager T 71 & FR&
sales manager 4B & sales representative £
: business director M55 5 W business assistant 555 B3




AN

§’ customer manager % ' 43 customer representative %% {3 2
z project manager i H £2 3§ product manager = £ 3 §
2 supervisor 5\ administration staff T A H 3
é\ legal adviser %57 /i q] management consultant & FHJEa] ’Q

Please give us a brief self — introduction. BiERENHEC.

Can you sell yourself in two minutes? Go for it. BREETEF 40N B R
Fg? KRAEREAE,

Eollme o yontquamuiob: Wk — FARIUER TAE,

—@ Joale)) pue YoM\ s>

I have been working as a computer prograrﬁmer BRT T AENBERERF
for five years. To be specific, I do system anal- 5, E&H Ui, RIWR S
ysis, trouble shooting and provide software sup- 43 . fiff P [7) & LA K 3K 14
o | PR 5

Why did you leave/quit your last job? B AR A A BRI ?

Well, I am hoping to get an offer of a better po- HMRFEEKRB —MHELF

sition. If opportunity knocks, I will take it. B TAE, in BYl& ki, 3
S,

I feel I have reached the “glass ceiling” in my WS HAWIIE, B4

current job. / I feel there is no opportunity for AZ|THIE/ YA F TS,

advancement.

How do you rate yourself as a professional? BRI IEAE B C RALE
WA ?
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Office English

What contribution did you make to your current

(previous) organization?

I have finished three new projects, and I am

sure I can apply my experience to this position.

What can give you a sense of accomplishment?

Do contributions to your company in the future.
What makes you think you are suitable for this

position?

My education background combined with my in-
ternship should qualify me for this particular

job. I am sure I will be successful.

Are you a multi Ztasked individual ?

Do you work well under stress or pressure?

What is your strongest trait(s) ?

How would your friends or colleagues describe

you?
What personality traits do you admire?

I admire the people who are honest, flexible

and easy — going.

(I'like) people who possess the “can do” spirit.
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What leadership qualities do you think are im-

portant for administrative personnel?

I feel that learning how to motivate people and
to work together as a team will be the major

goal of leadership.

I have refined my management style by using an

open — door policy.

How do you normally handle criticism?

Silence is golden. Just don’t say anything; oth-
erwise the situation could become worse. I do,

however, accept constructive criticism.

How do you handle your failure?

Failure offers me a chance to learn.

% Dialogue 1---------rr-----r----znqqns

A = Interviewee B = Receptionist
A: Hello, I'm coming for the interview.
B: Please take a seat and wait a moment.
A. OK.
C. Who is the next applicant?

B AR T A BEXT1T
B RRER?

W BT 2 T ATHE AT
HIBRR PR SRR , LA K 40
AT B3 1) ) B BAOKE e, R
TH TR EZEBR.

T LA TF R BOR,
HRWOTHERN
WA AT TA N e
G
WU S, AR
4, ENSEM, R R
LERBMBIIOMT.
RGBSR
7

WA TR~ I
Bt

C = Interviewer

@ Jo01e) pue YIOM KRt >

-




PR B mEw

@)

O

>0>»0>»wm

~ Office English

. It’s your turn, miss.

: Oh, | see. Thank you.

. Take a seat. Shall we begin now?

. Sure. Thank you.

. Would you tell us about your education background?

Sure. | got my Bachelor’s degree in English Literature in x x universi-
ty. And then | studied in x x university for my Master Degree in

Marketing.

. Tell me about the courses you took in university.

. | took more than 40 courses in university, including microeconomics,

macroeconomics, marketing principles, sales management, statis-

tics, and so on.

. How do you think the education you’ve received will contribute to the

work in our company?

: | have already learned a lot in the classroom and | hope to be able to

make practical use of it in your company. My specialization in my
graduate years is just in line with the position you offer now. | am

sure | can apply what | have learned to the work in your company.

: Why are you interested in working for our company?

: I’'m very impressed by the culture you promote—encouraging innova-

tive spirit in the staff. | think this provides a great platform for the em-
ployees here to bring out their potentials to the fullest degree. Be-
sides, yours is a transnational company with operations all over the

world, I'm sure | can learn a lot in this kind of global environment.

: What are your greatest strengfnh and major weakness?

: | did some research on the local economy together with my tutor in

my graduate years, which gave me a deeper understanding of how
the local market worked. And as | majored in English in my under-

graduate years, my proficiency in English gives me a competitive



edge over the other applicants. As for my major weakness, | think it’s
that | have no working experience in marketing. But | have thirst for
learning and | learn fast. So | can make up for it in the shortest time if
| can get this position. :

(@)

. What qualities would you expect from persons working in a team?

A. To work in a team, as far as I'm concerned, one should be coopera-
tive and willing to listen to others’s opinions.

C. OK, miss. I've heard what you said. We will have some discussions
and let you know if you are given a second interview.

A That would be fine. Goodbye.
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R Dialogue 2- - - - - - - - - --me i i Ll '

A= Inter{/iewer B = Interviewee
: Hello. So you are Li Jing?
: Yes.
: Sit down, please.
. Thank yé)u.
: Tell me about your previous working experience.
: | worked for 3 years in a representative office of an American company

~CU‘J>DU)>_CU]>

~both as a secretary and a translator.
A: Then why did you quit your job?
B: I've always interested in business. Doing a job as a secretary and

o translator is not challenging enough for me. That's why | would like to



apply for this job as a business assistant.

A: Then why do you think you are suitable for this position?

B. First, being an assistant involves secretarial work. And |, having
worked as a secretary before, have accumulated much experience in
this aspect. Second, | was also a translator in my last job, so | had
personally followed several projects in which | learned a lot as how to
do business in this filed. And third, | took part in a three — month
marketing training program and gained some professional knowledge
on marketing. | believe these experiences make me perfect for this
position.

A: What kind of person do you think you are?

B: I'm a detail - oriented person with a strong sense of responsibility. I'm
hard — working and always willing to work under pressure. Besides,
I'm also a team player and a fast learner. '

A: How do you spend your leisure time?

B: | love reading. Reading makes me sharp and happy. | also love
sports. I'm good at swimming and playing tennis.

: What gives you a sense of accomplishment?

: Doing a successful project.

: Do you have any questions?

: WIll | receive some training if I'm given this job?

> W > W >

: Yes. There is a three - month training program for every new employ-
ee. OK, so much for today. We will let you know if you are recrui-
ted.

B. Thank you very much.

J

v X 20

A RGF VR RZEFIE
B:%Bﬁo

@ 198.18)) pue IO &Rt >




@R D 2=
17 Office English

A iEAE,

B it o

A FR— TRURTH TAERS
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