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Saying Hello

Whether you’re starting your first job or you’re an experienced worker, there is no better time to
make a good first impression than your first day at work. You may not accomplish much on your first
day, but you will meet a lot of other employees, and possibly managers or executives who might later

be responsible for your raise or promotion. Be prepared for it.

In this unit, you will hear three recordings related to the following topics:

Listening 1. In the Morning

Listening 2; At the Office
Listening 3. Getting to Know Each Other
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Partl Warming-up

Look at the picture below. What occasion do you think it is? Share your ideas with a partner.

Partll Pronunciation Listening

Listen to the following five sentences and read after the speaker. Please pay special attention to

the pronunciation and intonation.

1. Nice to meet you.

2. How are you doing today?

3. Where can I start my work?

4. T’'m looking forward to working well with all of you.
5

. Please allow me to introduce Nicky to you.



PartIIl Focus on Listening

Listening 1 In the Morning

m Vocabulary Preview

colleague professional accountant on board
Hello, everybody! I’m working in the Finance Department.

I’m the new...

I] You will listen to two short dialogues. Each of these dialogues will be read to you only once
listen and fill what you have heard in the blanks.

Dialogue 1
A: 1 would like to take this D to welcome Miss Mary Bush

to our company and introduce her to her department and colleagues. For all of you, we hired

Mary because she is a very professional accountant and we are very (2

to have her in the Finance Department. She has lots of working experiences

as an accountant and I am sure everybody in the department can benefit from this.
B: Hello, everybody. I am Mary Bush and this is my first day at work. I am very happy to meet

everyone and I am (3 to working well with all of you. I

am very happy to be one of the team and T will @ to get

into the working situation as soon as possible. By the way, call me Mary. Everybody calls me so.

Dialogue 2
A: Good morning, I am Mary. Are you Mr. Black, Manager of Finance Department? I am the

® and also working in the Finance Department.

B: Yes, that is me. Nice to meet you, Mary. Welcome on board !

A: Thank you. I am very happy to have my own © now.

I’ve never had one before. It is very nice.

B: Well, we have nicer things than that in this company. You will find out soon.

A Really? What could that be?
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B: Well, I bet you will love them too. If you need help, just ask me any time. I am in the next door.
You can also reach me through the 0 805.
A . Thank you very much.

Ig Listen to a conversation about introducing and meeting new colleagues. Note down the

useful words and phrases.

I:’ Discussion . Work in groups and discuss the following questions.

Imagine you are a new comer in a company.

® On your first day, what would you possibly do? And who might you meet?

Listening 2 At the Office

m Vocabulary Preview

How are you doing today? on a business trip
introduce... to... concluded a business transaction
involve in feel free to

cement the name in your memory  approachable

linger extrovert

I] Listen to two dialogues and reorder the following statements according to what you have

heard.

Dialogue 1

(D Nice to meet you too, Fanny.

©) Morning, Luke. Here I am.

3 Mary, Fanny will talk with you about your job.

@ Ok.



(® Can’t be better! Thank you.

©® Hi, Mary, how is everything going today?

@ Hello, Mary. Nice to meet you!

Your supervisor, Mr. Black was on his honeymoon. Let me first introduce you to his secretary,
Fanny. She is on the second floor.

@ Good morning, Fanny. This is Mary, she is our new accountant.

Dialogue 2

(D Our company just concluded a business transaction. You can help with documenting financial
sheets involved in this transaction.

@ And 1 represent?

©) So, where can I start my work?

@ You’re welcome. Feel free to ask me any time you need help.

® Ok, thank you.

© Well, your job is to compile and analyze financial information to prepare entries to enter accounts.

Ig Listen to a monologue related with the dos and don’ts on your first day at work, decide

whether the following statements are True or False.

( ) 1. It’s a good time to show other people your inner extrovert on your first day at work.
( ) 2. If you’re awful at remembering names, try to repeat the other person’s name all the time

during the conversation.

( ) 3. One of the best opportunities to get to know your co-workers is lunchtime.
( ) 4. Even if your workday ends at 5, stay a little longer.
( ) 5. Finish up any paperwork from HR, take notes about what you learned and talk to your

colleagues when you’re lingering.

I:’ Role-play . Work in pairs and role-play according to the scenario.

A and B are doing different jobs in a company. A is a new comer, while B has
been working in the company for 5 years. They meet at the company coffee room

and A talks with B about his/her new job. A initiates the talk.
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Listening 3 Getting to Know Each Other

m Vocabulary Preview

typewriter accounting office General Manager
report for work show... around accountant

staff consultant

I] You are going to hear four short dialogues. Please answer the following questions according

to what you have heard.

Dialogue 1
1. What is Miss Lin?

2. What is Mr. Brown?

Dialogue 2

3. Where does this conversation most probably take place?

4. Who is Mr. Carter?

Dialogue 3
5. Who is Alice talking to?

6. What job does Alice do?

Dialogue 4

7. What does Edward really want to know?

8. Who will introduce Edward to other colleagues?




Ig Listen to these conversations again and write down what you have heard on the blanks.

Dialogue 1
W My name is Lin Fang.
M. D . That’s your desk over here.

W Thank you, Mr. Brown.
M: @

W: ®

M: And please call me Peter.
W Thank you, Peter.

Dialogue 2

W Is the accounting office on this floor?

M. @ . Our firm has two floors in this building.
w: ® !
M: Yes, it is.

W: © ?
M: It’s on this floor. It’s down the hall.

Dialogue 3

W Excuse me, is this the B&W Company?

M: Yes, it is.

W. Good, then @

M: You’re early. The office doesn’t open till 9 o’clock.

W . I’m reporting for work today, and I guess that I was a little anxious to get here.

Dialogue 4

A Hello, I am Edward, 1 just joined your group. Nice to meet you.

B: Nice to meet you too. © , let me show you around.
A Thank you.

B: This is the manager’s office. This is the Financial Department.

=

. Actually, T already know 10 ?

I:’ Listen to the following dialogue and fill in the blanks with the missing words according to

what you have heard.

A: What did you do at the office today?



