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Learning About Your Job

unir(oq) | FIAFRE

Arriving at a New Job

@ @ Receptionist @ Katharine @) Ann

Katharine arrives at her new office and introduces herself to her
colleagues. SEREEFH AT W REFTEHNTE

@ Hithere, may | help you?

@ VYes, hi. I'm Katharine Sylvester, the new research assistant'. | was told to
ask for Jacob Smith when | got in”.

@ Ah, of course. I'm Barbara. It's nice to meet you. Jacob's not available just

yet, but he asked me to hand you over to Ann while you wait for him.
She's in the conference room” around the corner.

@ OK, thank you.

@ &7 HEEREREBNE?

O &5 BRI BNIRSFEH - FU AT - BASH BB TR MR - Sosl -

@ EA-RSERIR REEEH - BRERERNH  EMABW  EEMEHEIRZAR
MAREEANERE -

O Y i

B She walks to the conference room. #ERZHE -

@ Hi, I'm Katharine. Are you Ann?

@ Yes, nice to meet you.

(@ Pleasure to meet you.
@ Did you have any trouble” getting here?

(@ Oh, no. Actually, it's a very easy commute’.

O &55 BRHEM - ERZE?
0O TR ReERER-

0O REFRIE-

O rEEESRIEN ?

A NFE ., A . HEESBERE - ENA .
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Expressions

Useful

B Self-introduction B 7743 @

1

James Brady, nice to meet you.

BRENL HER ReH
EIfR-

)

I'm Sara Cooper. It's a pleasure to meet you.

BRI - [EIH  REGERE
Re

I'm your newest analyst®, Brian Sandhurst.

REFFINANEARED - 2
i

B

My name's Leslie Cooper. | believe I'm
supposed to be meeting with Aaron Cantor
to get started.

BOUZEHTH] - 30 - BARBE
ZEKDm - EEBERE

B Making small talk RS

5

A W N =

Welcome to the office! We're glad to have

BUREI AR | MRS A

you onboard’. TRETINA -
Don't worry, the first day is always a little B E—RBRHFE
nerve-wracking®. R

The weather looked beautiful on my way in.

Is it still nice out?

ABERMFRRRLIFR

o5 AR

i

Is this your first time in our office?

T“r

=R

s

ST

REIFIATE ?

research assistant iffZSENIE
getin 23E
conference room Z:iEZFE

o N o un

have trouble doing sth.

BRE BN LARLHY
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commute [ka'mjut] (n.) BEh
analyst [‘znlist] (n.) DH7ED
onboard [‘an,bord] (adj) H0AEI
nerve-wracking ['n3v,rzkin] (adj)

a

qo[ Mo & e SulAly HEIHEES St 9



AP [
N

Ways to Commute EE) /AT .
by driving a car .

E{7R8% oot %17

by bus s Moy taxi Emates by train fExeE

B9 Talking about yourself SR E @
9 I'm from Seoul originally, but I've been living FEE®BA- (BB EMNFNR
in the US for the last four years. —EEEXRE-

10 | just graduated from business school, and W2 R - SIS
I'm really excited to be able to put my skills ZSERREHIFL-
to work'.

11 I've been working in sales for a number of BEXRBEAEFNRHETY -
years.

B Introducing someone to his or her work T@BILEAS

12 We're hoping you can hit the ground HREEEERE  BMHE
running’, as we've got a lot to do here. reescB_EBIE -

13 Your supervisor’ will brief* you on our IREE S AIREEHBAR
current status. IR °

14 For now, we would like you to focus on BRIRFIA IR ER BT
learning our customer service’ policies. BERBHAREL-
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Listen to the conversations and answer the questions below.

@ 1. Why does the man come to the office?

>

He has a job interview there.
He has a meeting with the boss there.
He is working there.

o O W

He has a friend there.

2. Who does the man speak to most likely?
A The vice president. B) The receptionist.
¢> The accountant. D) The cleaner.

O 3. What are the man and the woman talking about?
They are discussing politics.
B He is asking her questions.
C) They are making small talk.
D

>

They are talking about transportation.

O 4. @ Hithere, I'm Gerald Butler. | was told to come to this conference
room for a on the current project.

‘ Hi, Gerald, we've been expecting you. I'm Jane Wu and this is Brian
Y Kane. I'm this project and Brian is assisting me with

‘ it. We're hoping you can hit the ground running and get
into some of the work we need to get done.

@ Pleased to meet you both. I'm here to work!

| wbiens ‘Buibeuew ‘buysuq o 'g ' T

1 put sb's skills to work £ 2/ 28 3 supervisor [‘supe,vaize] (n) £
2 hit the ground running 4 brief [brif] (v) F&B%nﬂﬂﬂ
7 BNERRS/=5h - . I
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1 / . Learning About Your Job

@

UNIT ELDERNIBETA

Welcoming and Introducing the Newcomer

@ Jacob @ Babara @ Katharine @ Jason @ Samantha

n Katharine is being introduced to her coworkers' by her

e o ¢ o0

2000 000 ©

supervisorz, Jacob Smith, on her first day of work.
EME—R SEMNETERS - ERISH N BAERESFITHE
You might have met Barbara Polley on your way in. She's our receptionist’

and she'll tell you who's in, who's out, where to find us . . . she pretty
much runs the place”.

Hi, Katharine.

Nice to meet you, Barbara.

And this is Jason Smollet, another research assistant here. You'll probably
end up’ working together a lot of the time. He's a good person to go to
with questions or problems, before you ask someone else.

Welcome to ABC Tech, Katharine.

Thank you, it's a pleasure to meet you. Maybe | can set up® a time to
pick your brain’?

Any time. | know it can be confusing around here at first!

And that's Samantha Barnet, our Human Resources® Manager, just
walking in. She'll probably be coming around to help you set up your
paperwork’, right, Samantha?

IRENTIR  ARERLER RBE B - KA Y - R ARNRGE - HFIREEEREL
BREERS I T —FRWARNE -

IRaT  SLREI

R B FEIYR EE

ERFZ—AANFBIERARR - TR - (RPILUK ST S REFEHAS - AR MR EERE
FEAMBIAR BEfhEH Y-

BRI ABC BHS/AR], SR -

G RECSER BN - SURFH R AR B E B TR EMR R 8RR 37

RFERE - BB RN Fa R SR REAL !

BEFEHERAERFIMABEAIE S 35 - DR o thATAE 2R E IR T IR AR S

© COSMOSCULFERE'LTD




B Samantha walks over. EESETHER-

© Good morning, everybody. Welcome, Katharine. Yes, I'll come by later

today to make sure we've dotted the i's and crossed the t's"’. 5
il
@ Thanks, folks. Now, Katharine, let's go to your cubicle". %

(@ OK—nice to have met all of you!

@ And here is where you'll be working. Barbara will show you how to
set up® the telephones, and she'll give you the rundown on ' the
computer, passwords, and anything else you'll need to know to get
going. | think I'll call her now so you can get started. Is that alright?
Do you have any questions?

(@ No, not at the moment ", thanks. I'm happy to get started. ?
O BRBfz- JIEEM- B - )R85 » IR SR ER— IR %
© Bl &4 YT RPN RITFIE - g
0O 7 ReEBHAR! #
O EREIENMS - BB B RBIFNAIRESEE  AMESASEN - 215 Z2FH A
R TAFRE Y AR 70 - R IRAE LT S5 UMty - B AR IR A et TIF 1715 ' 8 §
HAORIENS ? 3
O Bisa - #ih - REmepas TET - 3
z
2
2
1 coworker (= co-worker) [‘kow3ske] (n) B 8 human resources A &R
2 supervisor [supavaize] (n) & 9 paperwork [‘pepe,w3k] (n.)
3 receptionist [rr'sepfonist] (n) EBES (RFESHMEN) FrasFEn)
4 run the place ZH—1 A\ 10 dot thei's and cross the t's Sific s
5 end up 25 11 cubicle [kjubikl] (n) fERE
6 setup 2HF BT 12 give sb. the rundown on sth.
7 pick sb's brain G A 5% ERAELIRSE
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Expressions

Useful

n Introductions 7743 @

1

v~
-»

lii

3

Let's get acquainted with' the rest of the team.
Pl R B SRR A B At ANE

Katharine, meet Barbara, our receptionist.
SEE R B BMNESEEE -

Katharine, Barbara. Barbara, Katharine. Katharine is our new research
assistant.

SRESM - BB BN - B SR SR - SUEM R FIRT RV FTBhEE

| don't believe you've met Lance yet. Lance is an analyst.
BRIRIE R RABRIHIE - BEHT R — (0 HTRM °

I'd like you to meet Jason, a senior analyst. Jason is a wealth of
information’ on finance. You and he should set up a time to meet.
He will be a big help in getting you oriented” here.

HBIRRRIBERDHTEDEERR © GEAR AR AL A » VREZAD FE R A0 815 TRl T - 2

SHIFEREENRIENST RS
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e Chairman #42%;

e President £ &

e General Manager #2438
e Director [z

e Special Assistant 4% 3|Bh i
e Factory Chief 5=

e Assistant Manager 5|3

e Junior Manager £1#

e Chief Engineer &% T12fT

e Advisory Engineer R T 1260

Section Manager £ &
Principle Engineer 55 T 126
System Engineer Z /4t T 1250
Specialist 25

Administrator 1TIZ A B
Supervisor =/f ; &£
Representative {3k
Operator (F%8 ; £ T

Team Leader 4831

B Describing your position fgittEfiz

6

O So you're the new girl?

O FrLlRsE 2 BRERTAR I

© Yes, I'm just getting my feet wet”. A

0O =R REREF-

| just started this week.

BERFIEIR LI

| just started working as a project manager. ~ FAEEZREE -

| work in the sales department as a customer HAEFB A IEEEARERT—

service technician’.

B o

10 I'min real estate®.

A Ul A WN =

BIE=ABESR -

get acquainted [o'kwentid] with 533

N

a wealth of information on sth. ;@ESFE

orient [‘orient] (v) (BB ; LLFVEBR

get sb's feet wet 12X =

technician [tek'nifon] (n) 26 KA S

real estate \g)E

COSMOS CULTURE LTD
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B Offering assistance 124ti7E Q

11
12
13

14
15

16
17

18

19

1
2
3

4

Please come to me if you have any

questions.

BiEAEEABEER B o

If there's anything | can do to help,

just let me know.

BEABEEREICRIHTS
BERKH

George is always willing to give a helping

hand.

NVAN = ==£7 |\
BhRRELEEC

g
|

Barbara will help you get settled’ in here.

BB BT EERIE

Barbara will bring you up to speed”.

BB S EMREAATT

Politely declining3 the offer of more assistance B{EE S

Thanks, but | think I'm all set for now".

H Y - ANBER—IIER ALY

Thank you. | think that's all | need for now.

R RIEERR AR
7o

| feel pretty comfortable with everything

now.

BRIBREF R -

I'm ready to get to work.

BERITE—RETFT-

get settled ZEZE

bring sb. up to speed {$X A IR S SERRFNT

decline [drklamn] (v)) %345
for now Bai; &
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Listen to the conversations and answer the questions below.

\
@ 1. Who is farther away, Robert or John?
A) Robert. B) John.

2. Who is a research assistant?
A) Robert. B) John. C) The speaker.

@ 3. Who is not an accounts administrator?
A) Leslie. B) Bill. C) June.

4. Where are the sales offices?
A) On two floors. B) On the 4th floor.
C) On the 3rd floor. D) Next to the accounts office.

5. What did Leslie mean when she said “You'd never know it from Bill,
though” ?
A Bill isn't often in the sales offices.
B) Bill is often in the sales offices.
C) Bill is often on the floor.
D) Bill is often out of town.

(12) 6. What is the situation?

A> An university orientation.

B) A lunch meeting.

C) An interview.

D) A new employee training session.

7. Who will run the training session?
A Christine. (B) George. C) Gloria. D) John.

1 >'a'vo'a'a's TN

|

© COSMOS CULTURE LTD

e ©

e~
Oy —

J3WOOM3N Y3 Buianpo.iu] pue SulWodjAp >



BHRE+ DS

| Unit 1 P9 oW

M: I'm Jordan Shih; I'm starting in the
tech department today.

W: Lovely to meet you, Jordan. I'll call
the IT manager to have her show you
around. Please take a seat for a moment.
M: Thank you.

% 8EEA - A
Bt -

T ReSEDBHEMR  BFF - WG EFEMEE
AVEHAERRIACER - B IREI R  FRa—
—F °

5B - IR

Nos

W: Good morning, Matthew. It's nice to
meet you.

M: Pleased to meet you as well.

W: It's such a nice sunny day outside—
it seems like a pity we have to spend it
indoors!

M: | completely agree!

SREIREI AT ERFT L

T Bk BE - RSERHEMR -

F TR ERHLR

R SNEARRIT B — AR AERAEEE
=R !

B R2RBINEE |

NS RREY N 10

This is Robert, who manages financial
projects, and that's John, our new
research assistant.

BERRRER - MRRPINMISERCE | B |
B PIRIRSRET BRI S — B RP O

TAE - B EIERIRFTTBNER

© COSMOS CULTURE LTD
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O 11

W1: I'd like you to meet Leslie, Bill,
and June. Leslie and June are accounts
administrators, and Bill works in sales.
M1, W2, W3: Hello.

M2: It's nice to meet all of you. Will we
all be working on the same floor?

M1: | work quite closely with Leslie and
June, but the sales offices are actually
one story up, on the 3rd floor.

W2: You'd never know it from Bill,
though.

71 WEBORAHE— N ~ LLENEa o
FEFHMNBREGATRALR LR -
P~ &2~ 73 fra7 -

B2 REERIAK - KfESER—EEL
YRS ?

FB1: BT E N ZETH B BRI - (B2
BHPWATHERAE E—BR R E=
i o

72 NBALMAEWRER Y -

N2

M1: These are the other call center
trainees that you'll be training with today.
Why don't you all introduce yourselves?
W1: I'm Karen.

W2: Hi, I'm Stephanie.

M2: George, nice to meet you.

W3: And I'm Christine.

M1: And this is your trainer, Gloria. I'll let
her take over from here.

W4: Thanks, John. OK, why don't you sit
down and look over your orientation
packets.

L HIAR - AREAREBBRNE—TIE ?

&1 mRm -
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