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    随着我国改革开放的不断发展和深化，市场经济的

不断发展，对外经济、商务和文化交往的日益增多，社

会对于文秘人员的英语素质和技能要求也越来越高。怎

样用流利的英语进行日常交际?怎样为上司订机票和客

房?怎样接待客人?怎样为外国客人导游?怎样书写和处理

英文介绍信、邀请信、联系信、通知、电报电传、广告、

合同?.··⋯

    本书针对这些实际问题，从实用出发，编写了业务

接待篇和处理事务篇两大部分，每部分又包含问题的各

个方面，比如:接机、代上司约定时间、招待客人用餐、

预订房间等。并且采用情景对话的方式，能让你迅速掌

握并运用到日常工作中。

    本书具有切合实际、实用性强、举例详尽、语言精

练、容易掌握的特点。

    因时间仓促，编者水平有限，书中错误和不当之处

在所难免，恳请读者朋友批评指正。
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典型例句

do?你好?

oy your trip?

，第一句是两个人初次见面时惯用的问候

  语。

，第二句是询问客人旅途怎么样的常用语

    句。

应用举例

一Hello,I believe you are Miss Brown,

一Yes.Are you Mr. Smith's secretary?

一Welcome to Guangzhou.Mr.

  Smith has asked me to come here in his place

  to pick you up.My name is Ann.

一Thank you very much.

一Do you need to get back your luggage?

-No,I don't.I've only brought a briefcase here.

一Our company car is just over there.

此为试读,需要完整PDF请访问: www.ertongbook.com
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一Oh,I see.Thank you for your hospitality.

一My pleasure.By the way,did you enjoy your

  trip?

一 Yes,I did.

一你好，我想你是布朗小妞吧。

一是的，你是史密斯先生的秘书吗?

一欢迎到广州来。史密斯先生要我代替他来

  接你。我的名字是安。

一非常谢谢你。

一你需要去领行李吗?

一不需要了。我只带了一个公文包来。

一我们公司的车就在那边。

一啊，好的。谢谢你的安排。

一乐意效劳。啊，你的旅途愉快吗?

一是的。

替换句型

,i Nice to meet you

  很高兴见到你。

jo' Nice to see you.

  很高兴见到你。

r' Do you need to get back your luggage?
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  你需要去领行李吗?

i.- Did everything go all right?

  一切都顺利吧!

r' Did you have a good flight?

  旅途1渝快吗?
r' How was your travel?

  旅途怎么样个

生词与词组

enjoy [in'd3oi] adj.愉快的;快乐的
pick sb. up接某人
luggage ['ingid3] n.行李
briefcase ['bri:fkeis] n.公文包
hospitality [,hospi'txliti] n.热情款待
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典型例句

.I'll tell Mr. Smith that you're here.

  我会转告史密斯先生您来了。

.How are you?你好吗?

，对有约定的常客，秘书应立即通知上司安排

  会面。接待时可加上“How are you?”等

  应对之词，以维系圆满的人际关系。还应诚

  恳、亲切地称呼对方的名字。

应用举例

一Hello,Ms.Zhang,how are you today?

一Fine,thank you,Mr. Smith.How have you

    been?

一 Just fine.

一Mr. Chen is expecting youYll tell him that

  you're here.(use interphone) Mr. Chen,Mr.

  Smith is here

一 Send him in.

一Yes,Mr. Chen.(to the visitor)Please go right
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一悔，张小妞，今天你好吗?

一很好，谢谢你，史密斯先生。最近如何?

一还不错。

一陈先生正恭候大驾。我会转告他您来了。

  (用内线电话)陈先生，史密斯先生来了。

一请他进来。

一好的，陈先生。(对客人)请进。

一Good morning.Miss Wang,how are you?

一Fine,thank you.I have an appointment with

  Mr.Smi功，

一Oh,Mr.Simth is expecting you,please go

  right in

一早上好，王小妞，你好吗?

一很好，谢谢你。我与史密斯先生有约。

一噢，史密斯先生正等着你呢，请进。

一Hello!What are you doing here?

一I have an appointment with your boss.

一Yes,would you mind taking a seat here?My

  boss should be able to see you shortly.

一Alright,thank you.ls he in a meeting?

一Not exactly.He is discussing things with a

此为试读,需要完整PDF请访问: www.ertongbook.com



文秘素质英语7

  department head over an urgent matter.

一 Oh,I see.

一晦!你在这里做什么?

一我和你的老板有约。

一好的，请坐一会儿好吗?老板很快就能见

  你。

一好的，谢谢。他正在开会吗?

一不完全是，他正与一位部门主管商讨急

  事。

一噢，原来如此。

替换句型

,i How's business?

  业务怎么样?/生意如何?

i-1 It's been a while since we last saw you.

  好久不见。

r You are looking good!

  你看来很好!

oo My boss should be with you in a minute.

  我上司很快能见你。

}o Good morning,Mr. Chen.How are you?

  早晨好，陈先生，你好吗?

尸Please go right in.
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  请进。

r' Mr. White is expecting you. I'll inform him that

  you're here.

  怀特先生正恭候大驾。我会转告他您来了。

ma Mr. Smith's been expecting you.l'll let him

  know you've arrived.

  史密斯先生正在等你，我会通知他您已经来

  了。

t-, How are you getting on?

  你近来怎样?

,.o How are things?

  近来好吗?

生词与词组

expect [iks'pekt] vt.等候，等待
appointment [a'pointmant] n.约定，约会

discuss [dis'kns] vt.讨论;商议

department head部门主管
urgent ['a.d3ant] adj.紧急的;急迫的

business ['biznis] n.商业，生意;营业
inform [inTn:m] vt.通知，报告
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典型例句 一

    .Do you have an appointment? }

    您预约一了吗?

    .May I have your name,please?

  {__请问您尊姓大名? __________ {
  ，对第一次见面的客人一般要问他是否有预约。

    第一句就是这种情况卜的常用语句。

  飞第二句是对不相识的访客的常用语句，先问

    清对方的姓名及所属团体。

应用举例

一Hello,I'd like to see Mr. Smith,please.

一Do you have an appointment,sir?

一NO don't,but I'd like to see him just for a

    second.

一May I have your name,please?

一My name is Jale Chen.

一Can I ask what you wish to see him about?

一I'd rather explain that to him directly.
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一I'm sorry,but I'm told to ask that informa-

  tion from every caller.

一I see.Well,I币from China Daily and I'm
  wondering if he is interested in placing supple-

  ments in our newspaper.

一I see.Just a minute,please.

一晦，我想和史密斯先生见面。

一先生，你有预约吗?

一没有，但我只需与他会面一会儿。

一请告诉我你的名字，好吗?

一我是陈家乐。

一请问你有什么事要见他?

一我想直接向他说明。

一袍歉，我奉命询问每位访客的来意。

一原来如此。嗯，我来自《中国日报》，我想

  知道他有没有兴趣在我们日报上刊登副刊。

一啊，原来如此，请等一会吧。

替换句型

PO Would you please leave your business

  card?

  请你留下名片好吗?

vo Can I ask what you wish to see him about?



文秘素质英语11

全

  请问你有什么事要见他?

,.- What company are you from?

  你是哪家公司的?

o- Can you tell me what company you are

  representing?

  你能告诉我你代表哪家公司吗?

i-I May I tell him what you wish to see him

    about?

  请问您找他有什么事?

i,o How do you pronounce your name,please?

  请问您的名字怎么念?

k' Can you speff your name?

  能拼一下你的名字吗?

s-, I'm sorry.Mr.Smith is occupied at the

    moment

  很抱歉，史密斯先生现在没空。

生词与词组

explain [iks'plem] vt.解释;说明
information [,mfa'meifan]。.通知，报告;信息
wonder ['wnndo] vt感到奇I I Yl-
interest ['intrist] vt对·⋯感兴趣
supplement ['snplimont]，，.(报纸等少的副刊，增刊
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business card名片

represent仁,repri'zent] vt.代理;代表
just a minute请等一会儿

pronounce [pra'nauns] vt.发音


