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"',;J ammsl Conversational Background
—

/" Who Henry, Mr. Wang
Where: Manager’s office

When:  Office hours

KWhot: Do things with directions

ANy R, £ 568
i S BIA
LT o X ]
TR H I

Situational Dialogue

( , ,

>

Henry: Mr. Wang, Jack came to talk to me, and
| understand you have an attitude problem,
and that you do things without following
directions.

Wang: Oh, look, | really want to do a good job
because | really enjoy my work here, but my
supervisor, Jack—-what a pain!  He bosses
me around all the time. He is always
doing things his own way,and never asks
for my opinion. | say he is the one with
the attitude problem.

Henry: Then let’s talk about the problem of
following directions, OK?

Wang: Yes.

Henry: Okay, now | see where the attitude problem
comes from. Sometimes, employees may
not know the inner workings of a company,
so you should do things according to his
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Who- Where- When- What- Why BEI0:51E4%

3

directions. Jack is your supervisor, and, o BN TNZE— O LB
regardless of how you feel about it, our =,
company should have a can-do aftitude.

Wang: Yes. . 269,

Henry: Now, you should think about the philosophy — =3. ]{JLTV]‘J_:uZﬁ‘gﬁM/A\jB'JTEO YR
of this company. You need to follow it, if you EEXTREIRmMEE TRE,
agree with it. Do you understand? ===

Wang: Uh-hah. . 0B,

Henry: If you don’t comply with requests one more =X|. {|RIRBE—RXRNET=S, BT
time, we may have to relieve you of your duties SLREANT BRI ISR 1]
here, but we don’ t want to do that. Now you FUOEFEFT o BARBER XD
can go back to work. | don’ t want to see you =X EENENT.
here again for this kind of matter.

Ty EMEE  Confusion and Problems

P
—~ attitude AE
—- direction HLAE
—. do things his own way @472
r—> opinion ML, ER
—> obligation FrAE, U4
. supervisor AL MR
—- a can-do atfitude SRRy
r—  philosophy F¥, %5
—. agree with Rl &
—~ this kind of matter X EFIL

vrey ZHgH Key Sentence Patterns

¥
‘E
1. to follow/ignore instructions
Everyone must follow instructions. FF AL IR AT DF,
2. to boss sb. around
He bossed me around all the time. o de & I ALAF B £
3. have an obligation to do sth. H A EE

4.t0 comply with sth.
We should comply with reasonable requests. MNP LG FEEAER,



4 SY Em EN RRE

5. regardless of how you feel about it

Our company should have a can—do affitude, AR AT M EAE R 0, AT 8 AR B
regardless of how you feel about it. HAE LA,

BRARIE

t; ausgl Conversational Background

‘_i_
Who:  Manager, Mr. Li AP & 2= A
Where: Manager’s office 5 BB E
When: Wednesday morning By . R = R
What:  Assignment T A AR

g' amms| Situational Dialogue

Manager: Let me just define your responsibilities I8 AR IBYRVERERER— T o
here.

Ll: Okay. = B,

Manager: You’ re required to be here at 8:00 238 ATVIEBR R £ 8 REPEHXE,
every morning.

Li: 8:00 in the morning? . B8RO

Manager: Yes, that’ s right. You’ Il be the first =12 B8, 98, IREE—T1T2s

one here.
Li: No problem. E=I 5]

Manager: ---so you’ re responsible for unlocking I ARSI B BRI ASS -
and sefting up the office---

L Yes, buf keys? Z. B8, NIHR?
Manager: You’ Il have your own keys. I8 RSB
Li: Yes. =. 7,

Manager: You’ Il have to turn off the answering RIB Y RERFEEELT,



Who- Where- When- What- Why BEI0:51E4% 5

machine: -

L OK, 1 will T, G, BEREDE.

Manager: ---and start answering the phones as ZIB. HEICEEEE, DB =S 5EE
soon as you getf in,and organize all %3, BAE3089
messages, OK?

Li: Yes, | can handle that. Z. BAD,XFAEEAME,

Manager: Okay---and our appointments, they are  &I8. 5389, IR EMENN. XHEMOY
also your responsibility. 5B) Lo

Li: Everyone’ s appointments? =. 5PABAN?

Manager: Yes. And we’ Il let you know when 238, 20, WERNED EFEHHENE,
we’ re returning to the office if we’ re BIIESRIRERIIT AR EDHA
going to be out all morning. 22,

Li: Right. =, BoY,

Manager: You need to be here during lunch hour. 8. F&EREMXE,

Li: Me? What should | do at that time? =, RAZERNBOX) L FHA?

Manager: Well---you can step out and get yourself  4Z2¥8. 08 RTIDIFIINDFES) LIZ8Y, 0 EF
something, and if you need to take the BROIZ, RBEELEES/HIT—
lunch hour off, just let us know in BT  BBRIMNE.
advance, and we’ Il cover that for you.

Li: Okay. =, BHY,

Manager: Remember. Be good-looking when we get &18. E12(F, BN , IFE@EEE, &
here. Have a smile on your face we’ |l IEBREM,
be very happy.

Li: Yes, | will. =, 87,528

Manager: OK, see you tomorrow morning. Bye! 218 3508 BBREEN. B!

Li: Bye! =. Bl

"."':‘_u.y E%RE Confusion and Problems

—> responsibility Ere
—> unlock F 174
—> set up $3m

—> own AL
> turn off £

—> answering machine FEWE
> start answering phones IF 38 W, 3
—> message e

> be out ALk
> in advance 12

—> step out IS
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u_L'.-fKey- zig®H Key Sentence Patterns
x

1. go over one’ s responsibilities
Let me go over your responsibilities here.
2. be responsible for
You’ re responsible for checking packages.
3. as soon as
Please write fo me as soon as you get there.
4. cover sth. for sb
We’ Il cover the cost for you.
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ER L35

r 4BF Conversational Background
N Who : Zhao, Director of Training Department, AWy, B AT,
Jack, Trainer, employee A, BRI, i 5L
Where: Office AL IAE
When: Friday, Monday LT P i 5 T
What:  Personnel Training T BRI

Situational Dialogue

.;' STEER

Zhao: Jack, we have some new employees here. .
They must first be trained.
Jack:  Yes. N

Zhao: Please take some time to draft a training
program.

X
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Who- Where- When- What- Why BEI0:51E4%

Jack: OK.

Zhao: Maybe you could divide them into
groups according to their job descriptions.

Jack: Right. They’ Il be tfrained separately on
the sales program, the service program
and working procedure demonstration.

Zhao: Yes. That’ s it. Make a schedule, please.

Jack: | got it.

Trainer: ~ When you get here in the morning, let the
machine warm up for 3 to 5 minutes,
because it needs to be hot to work well.

Employee: | got it.

Trainer:  When you operate the machine, please
wear the gloves provided. That way you

avoid any injury to your fingers.

Employee: Oh, that makes sense.

Trainer: ~ When you remove the wrapped packs
from the machine, use these tongs
because they are too hot.

Employee: Okay, | will do that.

Trainer:  When you use the restroom, notify the
supervisor. That way someone can take
your place and you won’ t hold the
line up.

Employee: Yes, | understand.

Trainer: ~ Be careful of the hot liquid used in
production. Remember fo wear your
protective gloves.

Employee: | will do that.

Trainer:  Now, don’t forget! There are harmful
vapors present. Make sure fo wear
a respirator in the area at all times.

Employee: Don’ t worry! I’ Il keep it in my mind.

Trainer:  Watch out for! Objects may falling from
above. Always wear your helmet!

Employee: | understand.
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“why EEFE Confusion and Problems

<
™ frain W %k
— droft R (XAF, 5 %)
— divide into 51,
—> professional duty A £-IR 5%
> separately oI 3
—> procedure ¥
—> demonstration IR
—> warm up T
—~ respirator =4
— object H
—. wear #,
—  helmet *k &
—. to make sense oA
v::[Key' ziad Key Sentence Patterns
n

. 1o take time to do sth.

We’ |l take time to review our lessons.

. o warm up for

Let the machine warm up for 3 to 5 minutes.

. to remove sth. from

Please remove the wrapped parts from the
machine.

. to take one’ s place

Jack will take your place when you leave.

. to make sure to do

Make sure fo wear a respirator when you are
working.

FATH b ok w1 BT R
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REAFR

BT m— °
ﬂ@@%@ Conversational Background
Pa—
Who : Jane, a worker; Manager ANY:2 &1, %M
Where: Manager’s office Mo 2 BRI
When: Work hours By IA] ;b BEAT[R]
What:  Contradiction between workers WA TN Z 8] 7 G
damss| Situational Dialogue
Jane: | could just kill Alice. | just can’t % .

Manager:

Jane:

Manager:
Jane:

Manager:
Jane:

Manager:

Jane:

stand it any more.

Have a seat. Could you please tell

me what’ s happening between you

and Alice. Perhaps | can give you

some suggestions. I’ Il make some notes.
Well. I’ m new here. I’ ve only been on
the job for two weeks, and she is so
hard on me. She wants me to be perfect!
Oh, what makes you think that?

She’ s always criticizing me! For example,
yesterday, | was working very hard,

but she complained that | was slow, just
like a pig. She insulted me!

So you feel it s impossible to please her?
Yeah, that’ s exactly how | feel. Her
behavior is discriminatory.

Is there anything else you would like to
tellme?

She is not a patient supervisor. She is
pushing me fo be perfect after two weeks,
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