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‘Chapter 1 3R T1E Learning About Your Job

Unitl | ¥ AZREI Arriving at a New Job

Unit 2 EUDERTTEFTA » Welcoming and Introducing the Newcomer
Unit 3 SRBEKLS] » Meeting Your New Boss or Supervisor
Unit4 | BEQEIRR « Learning About Your Office

Unit5 | RB#ASHAEIRE « Learning About Locations Near Your Office
Unit6 | RB#EAS)EM  Learning About Your Company's Organization

Unit 7 iP5 e REEd R AR -
Asking/Answering Questions About Your Duties at Work

‘Chapter 2 ASIREREIE Communication in the Office

Unit8 | WOZEAMELRRIREE « Greetings and Small Talk in the Office

Unit 9 EEEIE(E » Telephone Etiquette

Unit 10 | RE8REES » Taking Messages

Unit 11 | 38 * Taking a Day Off

Unit 12 | XBRIEEIRE » Explaining Reasons for Being Late

Unit 13 | ASIAEREFEH « Email Correspondence Within the Company
Unit 14 | SHE%EMHEIE » Setting up a Meeting

Unit 15 | E3553ZR » Applying for Stationery

Unit 16 | RHEAHSBBAERIE «
Making Requests Related to Your Work and Asking for Permission
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‘Chapter 3 @RS fimAIfEF Using Office Appliances

Unit 17
Unit 18
Unit 19
Unit 20
Unit 21
Unit 22
Unit 23
Unit 24
Unit 25

SE#AMER « Using a Fax Machine

SZENMMMER « Using a Copy Machine

EIUPIEASTHEE « Basic Computer Functions

AERMBERERE FLE « FTP and Networks Inside the Company
BEEEAN{ER « Using the Internet

BEEEMMER » Using Instant Messengers for Correspondence
ENFRiHIER » Using a Printer

EFHHHER » Using Email

B SFEEFHPERR » Viruses and Troubleshooting

‘Chapter 4 T{EZE¥5 Discussions, Meetings, and Proposals

Unit 26
Unit 27
Unit 28
Unit 29
Unit 30
Unit 31
Unit 32
Unit 33
Unit 34
Unit 35
Unit 36
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$25% » Making Proposals

#1783 « Conducting a Meeting

alam{T84ERAE « Discussing Marketing Strategies

R EE « Proposing a New Project

T EBFFESR * Presenting a New Product

s1aRPIREMERIR 53 « Discussing Solutions to a Problem

TR L{EER%k « Discussing a Mistake

ST RIEET « Accepting Criticism and Taking Responsibility
BERMET{E2ES » Distribution of Work and Responsibilities
T{EBEBERAME « Feeling Overworked and Making Complaints
hn3E » Working Overtime



and Contacts

I Chapter 5 #¥9ME#4% Outside Correspondences

Unit 37 | BFEHMER » Contacting by Email
Unit 38 | fBEMITER » Contacting by Fax

Unit 39 | UEFEREFENSHE »
Making Appointments With Customers on the Phone

Unit 40 | B2 SMESE « A Lunch Meeting With Customers

Unit 41 | TH4BEREEER » Introducing and Promoting Your Products
Unit 42 | ZHBBEALLERESR » Describing and Comparing Products
Unit 43 | EEZE S « Price Negotiation With Customers

Unit 44 | #EEEEREELLE « Making Purchases and Comparing Prices
Unit 45 | $REEERE » Accepting and Shipping Orders

Unit 46 | EEEFSEMRE « Making a Deal With a Customer

Unit 47 | &% » Discussing Contract Terms

Unit 48 | F|EIEXSH) « Signing an Official Contract

Unit49 | EREZE:R * Dealing With Customer Complaints

‘Chapter 6 AZEHHEISEH Personnel Matters

Unit 50 | ESMESE « Interviewing a Job Applicant

Unit 51 | 3%BAASItE#! » Explaining the Benefits of the Company
Unit 52 | RiF%& « Negotiating the Salary

Unit 53 | BEM*ETI « Hiring a New Employee

Unit 54 | BiFEEBHE « Tax Issues

Unit 55 | fRB&ZBHE « Insurance Issues

Unit 56 | #38 » A Promotion

Unit 57 | ASBEH)+ A Change in Personnel

Unit 58 | ¥ « Resignation
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‘Chapter 7 #132EdfRiE Socializing and Travel

Unit 59 | EISBMEHEE « A Lunch Gathering Between Colleagues

Unit 60 | ZE4&#8% » Year-end Bonuses

Unit 61 | BTHEE « Staff Outings

Unit 62 | &HEHZE  Arranging a Business Trip

Unit 63 | ETE * Booking a Hotel Room

Unit 64 | FEBYHSEIETHEE » Confirming Flights and Booking Air Tickets

Unit 65 | FASESERATIEHIA -
Renting a Car or Taking Public Transportation
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Learning About Your Job
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@
I atharine arrives at her new office and
introduces herself to her colleagues.

Receptionist

Katharine

Receptionist

Katharine

MAFRE

Arriving at a New Job

Hi there, may I help you?

Yes, hi. I'm Katharine Sylvester, the new
research assistant’. I was told to ask for
Jacob Smith when I 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.

_ She walks to the conference room.

Katharine

Ann
Katharine
Ann

Katharine

8

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”.
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Useful Expressions

A Self-introduction BET43 @

=2 Sara Cooper: R4

KR KM DHAENBrian

1 James Brady, nice to meet you.
2R
2 I'm Sara Cooper. It's a pleasure to meet you
RERe
3 I'myour newest analyst’, Brian Sandhurst.
Sandhurste
4 My name's Leslie Cooper. I believe I'm

supposed to be meeting with Aaron Cantor
to get started.

#lLeslie Cooper = F1EH
FEZ Z K Aaron Cantorig
Eo

Making small talk FEE

5 Welcome to the office!l We're glad to have BuaxzAR | RREERE
you onboard . YRESHOA

6 Don't worry, the first day is always a little BIEL E—REBREHRR
nerve-wracking". iR

7  The weather looked beautiful on my way in.  EBERME fx RRLIFR
Is it still nice out? %5 SRS ?

8 Is this your first time in our office? ERWME—REKMARA

%2

1 research assistant Ff758h 5 commute [ka'mjut] (n) iEEh

2 togetin EliE 6 analyst [=nlist] (n) 4D

3 conference room &% 7 onboard ["an,bord] (adj) iIA

4 to have trouble doing sth. 8 nerve-wracking ['n3v,rekip] (adj)

B EPTEEE SAREH

CC BFE s GiHmA

0
e
Y]
©
—
(4]
-

T HEEY

o
N =

qof MaN B Je BuiALy M-



HL.:: ;t{

-.J-l ,|l. b !“'

by bus iﬁﬂﬁ :

C Talking about yourself XX B & @

9 I'm from Seoul originally, but I've been living
|n the US for the Iast four years.

10 IJUSt graduated from busmess schooi and

HKEEMA BEBENFR
—B{FExRE-

REILTERBRBK B

I'm really excited to be able to put my skills HFTEERREZETIFL -
to work .

11 I've been working in sales for a number of REXBEAEEFNER
years I

D Introducmg someone to his or her work THRIEARAS

12 We re hopmg you can hlt the ground
runnmg as we've got a lot to do here.

ERNEEFERS  RIOME

13 Your supervisor will brief " you on our
current status.

fREEIZEN A -

RN EE G RIREEHRAER
{Fﬂﬁ“‘lﬂ’ﬂl i

14 For now, we would like you to focus on

learning our customer service'” policies.
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They are talking about transportation.

@ 4. A: Hi there, I'm Gerald Butler. I was told to come to this conference room
fora on the current project.

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

into some of the work we need to get done.
A: Pleased to meet you both. I'm here to work!

f R
: b
i Listen to the conversations and answer the questions below. : %
@ 1. Why does the man come to the office? !
: A) He has a job interview there. B) He has a meeting with the boss there. i
E [C) He is working there. D) He has a friend there. i
© 2. Who does the man speak to most likely? "
i A The vice president. B The receptionist. E ﬁ
i C) The accountant. D’ The cleaner. i ij
e 2
@ 3. What are the man and the woman talking about? i %
E "A) They are discussing politics. o
E B He is asking her questions. i E
i C) They are making small talk. i g
; D i

E We're hoping you can hit the ground running and get

9 to put sb's skills to work £ 2
10 to hit the ground running
37 RNEFA{TED
11 to brief fifgs708
12 customer service FF RS
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