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FEREREEHAL ATESESNTE . B EFEEIHREREEC HRES R P e
BESSHREAA, BIFHSSREMNTNEERIEENAY, LREEHEET
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AR F ., SR IT . FILEAMA, ERFRELE, AN G R, FLT i
A F HFEFTHRIZABLRIEIFORE AR BREARZAL ZAN X,
I BB AT A B A A3t e F Akt P E BRI E AR BAR K IR, P
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RHE57, “EF 4R o “REFERT Z @A NGRS, AEZSHRAE S
CBl A X FAYBAT. AZEMA £, sdmit (REBRRE 5 3EE0T
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16


http://wenku.baidu.com/view/7d8367ea998fcc22bcd10da4.html?from=rec&pos=1&weight=3&lastweight=2&count=5
http://wenku.baidu.com/view/7d8367ea998fcc22bcd10da4.html?from=rec&pos=1&weight=3&lastweight=2&count=5

b, REEWHFIAMXETAITR, HFRE, AZFITH. £A5ASH
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C %A Y IR P S

A BT (—)
http://202. 201. 161. 130/meo |/ jpk/course/ |l ayout/newpage/index. jsp?course
| d=25943

A B ()
http://202. 201.161.130/meol/ jpk/course/ |l ayout/newpage/index. jsp?course
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26945
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1 Job interviews

1.1 General Introduction

1.2 Part two: listening practice

1.3 Video: Applying for the position of financial consultant

2 Job and responsibilities

2.2 Language Focus : Describing jobs and responsibilities

2.3 Narrative speaking Practice

2.4 Video: Introducing titles and responsibilities

3 On the phone

3.1 General Introduction and speaking practice

3.2 Video: Leaving a message

3.3 Language Focus: How to answer and speak on the phone

4 At a meeting

4.1 Language features and speaking practices

4.2 Task: How to take meeting minutes

4.3 Listening practice: Chairing a meeting

5 Travel and visits

5.1 Warm-up

5.2 Task: Hotels for business travelers

6 Company Presentations

6.1 Task: A presentation by a an HR Manager

6.2 Speaking Practice

6.3 Language focus : introducing yourself and your talk

6.4 Video : Going through customs

7 Product presentation

7.1 General Introduction

7.2 Task: An introduction to Honda ASIMO robot

7.3 Video: Which one is better?

7.4 Business culture: How to introduce a new product
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8 Company Performance
8.1 General Introduction
8.2 Speaking practice

8.3 Listening practice
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4 At a meeting 2 2 4
5 Travel and visits 2 2 4
6 Company Presentations 2 2 4
7 Product presentation 2 2 4
8 Company Performance 2 2 4
M1t 16 16 | 32

Fiv BRI A A
1. FEERFE: (EPRRZ95%), (Wrh) (—) (=) (=) ), (HiEY (—) (D
(=) (P
2. EHENSEH: (5% JEBL
3. FEHM -
S (F) CARBGR S BRI UL, =S tHARAE, 2006 4
fLag, 2L CRISSIEAIT L), T AREE, 2010,
g CGHrREr R S 0B it CGEROY, AMEBCEE S TR 2010 45,
Beig, 2% (RIS IHEMITi (BRI B hR RYIEHD) ), IMEHEE SR
¥, 2009 4E,
4. FERTT SR R
T FAE
XTEEAR I SO T IR AN, A4S P A G R 25 DB T iR G is FHRE /1. UL 4]
PR, RECPRERE R I8 SEBGESIEH 5: 5 B BRI T R 22 A A
B, FEESEEXLIIE D .
ARG =TI B85 X 50%+ ST 51 X 50%
PTG R 5 E) 10% BREESR A 20%. BREZVES) 20%
7N~ SEERIH ESR

31



r%‘

ST H 44 75

Sk 7

220N

SRR

EEC STl

&5 R M AP R RER
RIS, KH role play FJE

2k 4 s LA A

BRARSZI

HLTE S

5o A i R 55
WIRH R, A AR
55 B AR N BRI ARG Z0k 55 1A
il A B SS

BRARSZI

eyl

TS oA i, IR 52

WO (il 2t &«
WO R TPy 38 R — S0 I 534
) A SRV AT R A A

BRARSZI

RS

AL A 8 33 T R 55 N B A
P 2 S BEAT W J0h N 5.

ZeSll

e 55 Ui R A

B S A B PR B B N 7R 55 1R
EIRWEOL, T KIEFAE R E RS
P, PUNHIME R AR EX e &
RRBEAT M, BTSRRI,

LZeSll

32




(BHIGERTH (D)) REHFERH

IR HFR: Audio—Visual-Oral Business English (I1) RFESAG. 7216078
By 2 SRR 32 FG: 16 SEER . 16

PR g SR Bk B TR AT AN EE 2 B
KWHIELE: HM. 258 KNEHEE: BWAF B HAH: 2014, 12. 24
BRFE A A

(R EEE A i () R SEEITI (—) KEZRE, Rl Tk igiR
o RGN =ZFRAREE . ZRIEN EE RS R At DRmin s N,
gl T B PR 45 10 T T & 9B s Be ). % URFE B IERE IR 2 AR 1E S PG 25 A 58 T A4k
IEHZER AR S IR YT, R AERAT IERU™ R T SR Re N 25, A itkih. BPHitE
MUK B ST R AL BE F E RN SR, RS R DL R GRS BRI gk, R
SR IB D IRAT TR 55 SR AC P RE ST AR AT fE

—. IR AL S 1EH]

ARURFEN T 55 1B LA AE TP — T A8 S BAeiR, R BRI —. HHEMEZILL
FHAAERRESLWRE, LGRS, REBUrE—Ba & RaaEssRAmdEE, 4
YR NS S MRS, RS IEZhrae /1. Wl #, oA E bR 55
FOAR, T FE B 25 M8 R BT A A AT M ARFALE (K 583

L BRERN S B SR AR

1. ¥ HAw

ARURFEDA Wy WLE SRRSO T EHE Bhn, BERIRP AR S IR
fEFHIE T H B R ). ARFECLZ PN T B, J8 a2 ) G R 2505 3 B SE
Bl s, BB, HAERE4AS. F£5 . SRFREF RS EE AR, s s
HWEEEBMHA, ARFFEREFERRSES MR, IREN SO ZE F U

AREAFEHIR, SCBIED) . RN FHEEIAT, BRI X e T A A
ISR, BT ESIENNET SN, I 7R ST ZE 7 S BR i 55 i Sk 1 52
Wi, AT N4 S T MV URFR I 2 2 )5 28 HEll i ISR 45 U800 AR T R Se iy kAt AEWT 077
TH] B SR 2 A e T 18 1 18 N 8P 2 120-130 /N Ha] [ S5 vh sh Rk o, SRBLuE e s
Kii, vHe, B, SWKES. ESREARIEWMADAIE L, M E SN, R
HEMIEEIHE, BT ASRRES X, BRSPS EMER. g m, i
BBl BTG A SOt i 2 A 1 S ae AT RR o Ui S SR R IS A K SR, I
BHIEM, SRR TOETS &P A H 5 A TS 1. 2242 B REE B hy s A F &l ia]ic,
RILETT . WAERE. HEFIEHEMW .

FONRREC: T BRI ZHAEOR, e 7 SR ZUM IR 2 AR PR RV B2 S B AR 45

33



& FRFIR 16 S, PRAMSEER 16 Enf ;s #ee iRk A E kA R0 St XEE 2 Fh oy
S S . BUFREMNTTE Y W AILE 5 AR TR H AR SRIOR R 0B SRUTATRAR: B
ARSI AR s I B AN IR I R S5 1, AR T B AR I 55 S Tk Rl
W Z 5RERHE. BR. XHEEE Y I HIEEREH D,

TR AR IR IR B A G B RN 58 O SRR R AL, I SR 2y AR v B 9 [ o 7 957 1
REJ), BRIRHL. BEG RNHREY), e ER RIS ER M, R R A S AN R [ 5K
WIS R RN AR IE B R IR e A I SE e 1, SAERES), S i SO 18 ) et 1) R
VIE B
=L URRERENRER T S R

1 Trade Fairs

1.1 General Introduction

1.2 Part two: listening practice

1.3 Video: A trade fair

2 Making Inquiries

2.2 Language Focus

2.3 Narrative speaking Practice

2.4 Video: How to make inquiries

3 Placing an Order

3.1 General Introduction and speaking practice

3.2 Video: Placing an order

3.3 Language Focus

4 Terms of Payment

4.1 Language features and speaking practices

4.2 Task: How to negotiate the terms of payment

4.3 Listening practice

5 Delivery

5.1 Warm-up

5.2 Task: Conversation between buyer and seller

6 Claims and Settlements

6.1 Task: How to settle disputes

6.2 Speaking Practice

6.3 Language focus

7 Marketing

7.1 General Introduction

7.2 Task: An introduction of marketing

7.3 Video: Which one is better?

7.4 Business culture: How to introduce a new product

8 Advertising

8.1 General Introduction

8.2 Speaking practice
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8.3 Listening practice
VU, I fa) o3 o

P BT CERD
ol 1R A oo s e w
IZs in | AL At
1 Trade Fairs 2 2 4
2 Making Inquiries 2 2 4
3 Placing an Order 2 2 4
4 Terms of Payment 2 2 4
5 Delivery 2 2 4
6 Claims and Settlements 2 2 4
7 Marketing 2 2 4
8 Advertising 2 2 4
IS 16 16 | 32

Fi BRAEH A

1. EERBIRAE: (ERRTESES), () (—) () (=) (W), (EiE) (—) ()
(=) (JD

2« IEHEA R B 5O

3. FEHM

piE, R FES: (RS TOBEMNr), IMBECE SR A, 2009. 6.

4. FERTT SR R

i HE

XA ()2 SR DU A TR RGN, ASI P 2 ELHE B 45 T BT Ui S A Is R RE ) AL 4
PR RECPR IR RIS, SBIGsI%1% 5: 5 B BLGPRIT H A si
&R, FEEIIREEIR Y

RN 45 =TT 55 X 50%+SZIEZ X 50%

P RG T : EE 10%. BRESE R 20%. BRETES) 20%

7N~ SEERITH AER

s SEBCI H A4 K KB A | SEERA

WL TR (G REN L) HFE
ANV IS, 2223 it Ar il ie
1 RIS RN RII | FAL. RN EREAERIIUEED S| 6 | PRAMSEER
7 55 FLRE Rl AR Oy 20 oA

[F2F 3 5
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52 5 S 55 S|

i T 15 S e s AT A i, B AR
bRSA Z s g5 iE (kA RATE,
ST R A B AT EEIA AT
FAIGRCAN T REA) 8L

RO S

EEEsz

&5 s I i R T ARG
&5, KH role play MIEHAT 1% &=
AL

VRO SR
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(e 55 D TR AW T 3 SEZ B )

=, WrsEEREK

ARURAE LB AESAN H B2 I Pl i R G 7 SISy, ZER A
IEF]: O EEREIANE S AR L, PP 14 RIE, 559R RN /)
STBRIE si S E W J1 0 BAE 0o 2) RS ES & BRI 5, MALT A BHME BgE T AEm
A VAL AR, B HE ISR SEPREE ST . 3) R m P A S MRS
BN OetE W iR 7], AT RN SSRGS . 4) i G E B SCT i)l
Zx, PREBERIERLG, A K ROEE B il
ASRAZ: BT B RS, LIS

B gRAL: T AHF). WHOBR

= MREFIJPEKR

R EAENGEE s BaE s, R E OO, S BRI e sl T 45
BT R BLRE DT, EH QRS E B EW. IR S HE . U R ILER R,
HEAT SR St RIMESS A B Bk E VP EE S, JRERENANA 2 TEFL
8, 8B B SR TAE R IR 5 RE T B Az il 58 i il s B AR RE Rl 25,
B4R 58 SR 55 JEVE T UL S BN B A5 AOAZ L BE I SGBRERE . LR EESR AT -

1. 780 J AR T PAME RS I H 2B Bk e S Rkl .

2. Fe0r TEE S IRETT, BRSSO BRI H OB ZER, & P EE
FZRBEL  TIAESRE RN, E3h2 5 A Berid i, Rk B SR A

y_ll-lﬁﬁo

it
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3. RS, NEMTT, AXRENESHT E TR, makEES
HIEB . QUEMERAREOR 5 TAEF R, JHRR A CERAD TIEE RS
H TR BIME =R

4. WHEHEHENGIN. K. St a2 &P Bag 2R 52
RIS S TR, e ilin 7> 5 TR oA s S s
HEg,

M, x4 TIENER
1. BB\ TAEBEMTE
(1) /NAVFER, L 4-6 NONBAIHET, BHPERHEE 1 BAK, 45
DARMNA 21, BERE R TAEERER R 38w, KIEFAGTER IR,

(2) RO NHEENR TAERERE, KL A2 A H B s i AR, 34
HTAFMER 7.

(3) FEE LR 52 5380,

(4) 73 5 A E) 5557
2. BHEER

(1) FAFANAZAREEEALN G, AT R Z AN TR,

(20 WHE RN ST NS5 8, JHRE B EIE O, 25 MiE R AT
DGR B 2 IRSEB R SR R BEZS Sbs . O ER 19k, SEBE RS

(3) AP SLETERAIH 28 M, BARSREES I AZHT I, SRR . PRLEKR
ST (SN ATRIE 5
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. FERSGTEERE

FHAEZINERE LRI H 5 > W RS 5 4 R U % 5 2 S5 125 A% 9 1 0
4 a4 .

TP : B SL B AE 5 2T X — 7 224 R — B B Se B ol AT 1 A
%o BB A BRSO SE B L, AR A B S R, S
M2 5 TAENRE . TESE. SANE@E, M B%, BTARS, Zanth
] AN R I R e T, BIBNEAE R, BN R EE MG 0LR & 24—
BB S S RN Sl A S sk st ik, i iEd —E ikt e
IS B R SEEIE S, IRATUEMM BRI Z 5 (R SR SCFBED, 47— &M
P73 22 o

RV ZGE R BRI 22 A U N A I R T L DL s Al B 2%
SR AN T g o 1] IR RE T o SEBREE SR, SETR T 20Tk An B o B 2 00 H
LRG3 25 A2 10 S B T H 27 S0 S 4 S BB 0, AR 2 AR 4RSS IR ST, 45 i 2%
SEVEE NS

BAK 2 b

X7 ARENE AR, SURMESKBEH RN, KECF RS,
INEAEME Y BB R AR B W St 2: 5: 3 BB ULk T 5 B 2 A
RS, GNP S BB AL K o B b, R R LIRS o E R A X R
Z5 1 B ) R AN s T R A T ) PR AR AR S R R R DA R S A N R P R 45 AR
AT, MRS RE], R BARBAT RBAIRE 1. FARBGT B T
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1) P Gt

G . 20%

ERANRCAT:  HEERARE S 5EEHE LSS TR+ B W 5 R+
ISR S+ SRR

2) /NAEN

U ST EE ). 50%

R AR R A IR R R SRR IR O, T KRS
TR, PLNHME BT QR B0 B o 2 RUBEAT A (i, BT R S5 R,
LR s B 2R

EANESE

By P 4, DUNEA AR S H R S RNESER, TR
FAFER S HRIRN . A TATATER E br. BT HLE: 5%

SEESy: BB 10 FE H BT LUINADN A AR AT BN R 55 A B A5 A
Bl BAEEARSE T . IES R AR AR BT L 20%

B 5 16 T NSRS BHEE - RARRIEACR A R 2 iR
ISR P 5. BT i ELE: 25%

3) SERIUH W AR W i S2 B H TR N AT R, BB P
SR P S5 ALASCEN R RN R 95 A8 B X 28 28 2 A 0] 38 950 1) o ) AN 2 M R A
WA EIRFR L
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SCERI H 445K

Sy 45

4

SR

Tt S B

1 SN K e N
RIS, KA role play

PRATSEER

HL T S B

s A s R
S5 IIE R R, R
T b 55 B AR N GURTHIR I

—Z= I k7 22X Aol T O R L., ol V. N ) 2 4§

PRATSEER

WL

T 5 o ANy (i, B4R 7
SR (gl 2l
W VPRI TER—

e =2 G AT RN by L S Y Y T el

PRAM SR

FRFSEEK

A I A 0 R B AR SS A
GUR 55 2 S REAT I 4 el 5.

PRAM SR

T 55 Ui I T

BT A A A PR B A R 55
FIRERIGIL, 0 KL
EWREITE, CUNAPMERIE

NI 2 2 O 3 A o i LV N = A E £ O Al = N A Y AN ==

PRAM SR
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+. (Rl IR
1. SIS BE R
2. /NHIEBNVE At

T bE: 5%

&R NAFES)THR

AT, AR T B
1

i3
>

YN AREE MPFHEbR W | 1ZIASs | VHE
TR A% THRINEEE, 7Fa/0H | 2
EENEK, 1h S RIATE
R WERAL TV .
AEHEME
ZER I, SRR 1
WU A bR cE | WAt R, FE RS | 1
FREOR
J 72 53 T FR o LA, R, |1
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B NAFES AR

(B BARSEHE 7 SRR H AL AR

FrGHE: 20%

MPFIE | PR bR Wi | iz W] EE
AN

SEhT % | EAH, ARTE, KEEH. Z |8
UOsMT . BEINT SRR, S
2 B Bk R R AR o

BERISERE. M. WY WG, |4

g SR, NEMER |3

55 A5
BABGIMEHER, EARKEG3

)

BN BRSSO ARAT 2R, | 2

ISVl

AN ANV N 2R AN RS B ]
1. BARSEE R GEFERIT) NARTE:
(1) HH

(2) BN

(3) RENE (Gid+55H)
(4) HAbAHRBERE GRIED T B RN TEARD
SEACI A]: A THARHE T 58 /LA A H AT A
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2. BT ER

1. PENR TR, ) A4 4R4TED, THBE N B F&H 2.5em, &

%N 25em, JUE. TN 1.5cm. 1IE3CH 1.5 5178, BT, BUGEZAT
(BP0 47D,

2. B, BHMHTSRETIRY, PAA . REARR. g, MK
H, BN FH=5RETIEHET,

3. “WEBIHRI” FREFPDS Times new Roman JIFL. BAfEATHE. FEk; WA
K% H/NYS Times New Roman. 1.5 %47 80; 1E3C S #—

4. IESCFARIEFH/NIYS Times new Roman.  IFE SC— 2R b iidk Fl = 5 R4 (il
M), —Z. =ZbrEa NS RE (). “1IE3C” 5 “SECET 25—
7

5. “ZHEIER” FAEH/NUS ORI . BAEATER. JE/S, SFECELIAELE
S s SR R IR HESY, S T4 5

6. RHAZMEET . A CHINFaLE: B —E3h TR — E 3 —~Z2% 3k
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B=Ep5: PHEIRE
PriGELE: 25%

RIEAR | O, NE7EE, KEE| 20
Ho JEIRIEM EHIP&

R
AN

B 555 | B Is I Sk anil, A% | 20

izH 6T 55 S ISR 55 AL A o

RIEPOR | REFEAER, fEBdiz | 10
W E. FHMERE.

BERIETERE. M. EivE. | 10

W, PAEETE

R EARGT), RIJJ. B | 10

e 7198
TR Y, HIiEHEW. |10
Hr251E B g—. 10

MBRCR | 28 )e BT 4R A P 5 A TR 3L | 10

Rt o W, EERER.

=557 100
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N\ BERBEHEE
Bk— BHFES
B RE, FHMIT. MITEE. ZHATA

—. I E i Using the telephone

SRETIN B

Hrit)— RIT4G, Edward Green (Z{EAE. &) HEATHIEST Mr. Smith LA
HEES A K P2 i, BEBASZARF], {H Edward Green V&4 T, REHT T IURH
16, G Big Boss PRI T iz \l = Hak#; Don Bradley

CiE. APLAERD HETERCR) 5 A F RUYI EE Phil Watson, & 25577 i il
] Mr Sakai, —AIHARZK T, FTHUES Bibury Systems B3 T8 — i

yﬂlo
K% # &

% Bibury Systems (HSFIAR]) & —FKEM K. Er-S5HE K HEFI
HE A 725 . Bibury Systems is a British company.
*  HAFH A B RGO
¥ Clive Harris (33K « M5B H7) |, male, in the middle of 50s, managing
director. A A} S, Sally ;2D
% Don Bradley CEAHiEF]) , male, in his 40s, the director of sales and

marketing, onthe Board. #§EMEHIBLLH, EHSMA,

47



% Derek Jones (fEHE TS « IHHF) |, male, in the middle of 40s, the
development manager. WF K4, Bob (%)) 1 Pete (JZ4F) W AD)
., BEREIEE 6 NEUA .

% Geraldine Scott (547K T ) , female, 20s,the receptionist. %4 I

% Jenny Ross (EUE « F'H) |, female, 30s, the Head of Administration in
the Marketing Department. 448 AT 4 .

M Kate Mckenna, female, 30s, the head of Sales. & #E -4 .

% Edward Green (ZZfE4E « ¥$HK) , male, 20s, just starts a new job at

Bibury Systems, as Marketing Executive. 2\ 855l H R i, BRA S8 3

i

ewas <

Yo ER

AV45 53 Edward Green A& 1T HLIE 25 DAHERS AR 0™ i, M. Smith IR 452
WS FIMASE . Edward Green [AJFA152E Smith I ELZHLLE, #AEL. PIAS/INET
J&, Edward FH-RELHLHT Mr. Smith, 732 H AL 0T BiAE, 1SR FRE RS,
Wi, REEFORA N ARSI NE, HAH Edward 55K BT R
WKEE, Edward 5 EAEE HELS Mr. Smith BEACR, RonSFIREE,
Edward FfXEHL Mr. Smith, HAR & RIHAETF 2, IR I B4 07 i H
i, Edward RKHE, HEARILT. TF/NR, A ANAC NI, Edward 48
Mr. Smith [RIFSFATEEC R HE, 17 Mr. Smith ATREIEER A S, TREXREHEES
He A, Mr. Smith A T L, Edward fRE2, FXTRIEAHE D, IF
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ICENLZ A4 B C = i big boss.

SR A OFIE T \

1. It's urgent. Could | have her mobile phone number?

2. Could you tell me where | can reach her?

3. This is an emergency. | need to get in contact with him right now.

4. I'll call her again. F2FF1 451 .

5. I'll call back later. FFH /5= K.

6. Please ask Miss Chen to call me back. 17 f/NaH 25 F 5] H 15

7. Could you tell her to call Carol as soon as possible? F&ANGE I/ i LR

W call back later again. Thank you. & /5 BT H1E K. iﬁﬂ‘iﬂi%/

Yo TR

Don Bradley Z{HE RUY) 24 & /) Phil BT = b %11 RUY) A FIHT
& NGNS, & A0 Phil ANFE, Don [AIRT &% [ Phil (A5 0802 54377,
Don TEHH Phil, Phil I ANAERCHR, $RITHIIEA LEIEIR, MR, —
N LT TR B T B e S

1. It's urgent. Could | have her mobile phone number? HHIR S5, A

FHL S 2

2. Could you tell me where | can reach her? 1 5 VR 3 M0 B AT LAHR 2] 4th 2
3. I'm sorry to keep you waiting. R LEIBAZET .

4.1am sorry for the late. 1R#ui, FX KM T .

\\ /
AGR D =t
MR IPAZHIEAS, Derek Jones FWT HL 1. KILEFTHE L, JHERXTT

=3 367 ML, 1M Derek I NLAE 412, Derek 1R 4 Uo¥ H L 15 4 R 25 B b
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1. I'm sorry | have the wrong number.  #03, FT45HIE T .

2. Is this 02-2718-5398? Xf&.......7

3. I'm sorry. | think | must have dialed the wrong number. i3, AT RESTHS
i T .

4. Could | check the number? Is it 2211-3344 FKEEAZX — FHEIE S ? X

=]
e ?

N g

HHC L
1. Can | have extension two-one-one, please? 1 1 #4% 211 4l

2. May | speak to David, extension tow-one-one? 154k David, 434l 211
3. Extension two-one-one, please. % 211 3 #Hl.

Yo fEE:

Bibury Systems /A F] Hi 5 FL UG, Fi {5 Geraldine Scott £ AL 1, 1RKNE
HAZE ' Mr. Sakai Sk HL, FERDF HIEH: 45 53 Clive Harris.  Clive Harris 0T Mr.
Sakai FLTE. “ ANAMHEIME, JFEiS WIEHFH. Clive Harris 5 Mr. Sakai 18 1% 1]
5], A NFTHLIEF Clive Harris, Geraldine Scott 5 #1Xt 5 B34, AMERENT, )
X T R AL B, DMEES.

fEh-L ek \

1. Her line is busy at the moment. Can somebody else help you? b [ 7E i
s BN AT LA AR 2

2. He's on another line right now. fth¥{E IEE#E 54— Hiig .

3. He's talking a long-distance call now, what can | do for you? fth IE7E#: KR
HLiE, AR DA R 2

4. Sorry, his line is busy. #13, fih IE7E4T 1.

5. May/Can | leave a message?

6. Is it possible to leave a message? /
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1. HEWT E s AL OORTE -
(1) RmiAEIE =7, SRR ERAENRSE N =T 2, AEd et
M. o
(2> BIAK],
(3) IF KL, BEGIEER,
(4) AEEH IR Z A5 3.

O FR TR AANLE, WX I EAER C S E Eni i, BRI
RN

@A T7 Sy J5 A 06 B P R At P AR PR N R R AT I

@uFTHEE, FINEMEFCT. R EERNE, WnfE. el BREH
B RS, NES—E, RIEIdR R BT R.
(5) ALERAE R — MR E R G B R el aE, T DAL S0 5 i 1 4
JG, BRERTIEE . WRFSETRE A CRATA RIRTE, ey R U O
B0
(6) HEAIEA: KEEFEN. WIMNENh, MW TFRIE:

OY 5 A A . Is there anything else | can do for you?

@GENT RARMZ P, 15

Thank you for calling.

Nice talking to you.
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Hope to see you again.

2. FTHILAALAGHTE

(1) ILUFIFE]) . 55 R RLAE TAERFAFT RN 5 A7), N ilmiz N P&
EINFIE]

(2) FohEk. ERECHESL. S5,

(3) WA, FWIE R, BE =280 5,

HER5HE

B
——

1. T BRI S5 IR TE 5 . REAERITTh T B CEAREE, TR

g

2. [EREFEEN T RO T L STl S .

3. BREEA IR A

4. FIRF N B UE DL KPAE IR i 15
5. ERAIER P MEERRETT .

6. FEARITHLL AR A ) R IA TR

x TR EGRT A5 6 5iEAC

Making a call
case You can say
Give your name and company My name is ...
I'm from ...
Say who you want to speak to I'd like to speak to....,please?
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Can | speak to ...., please?

Take a message

Offer to take a message

Can | give him/her a message?

Can | take a message?

Ask for the name

Who is calling, please?

Ask for the telephone number

What is your number, please?

Can | have the number, please?

Check information

Can you repeat that, please?

Just let me check that.

Check the number

Can you check the number?

Check the spelling

Can you spell that, please?

Be polite

I'm sorry.
I'm afraid that...

Sorry to....

—. ZEZTiT Booking air tickets

WEESHE R

Kate Mckenna fs B X 2 VW EEEHP TR 2 K SHERFE MHFEE, Mr

Sakai {HE#G FFEVIMEE 22 SOAR 2 ), A A2 o B A S AV 22 5 A (] A 1Y

PR

K& & &

( ticket booking service )
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* JA— (1% ,November )A#] K& J' Mr. Sakai KiTA R, XF 2w = i R
PR, $RH T2 Bibury Systems AW E 1 H 28 HAHEHH ™ & Big Boss. 1M
Bibury Systems A W] & g T 2 H 15 ArHfEH i/~ mey, FHA4E 1 H 26 HifEH Mad
Monkey 7 fte HIF Mr. Sakai & K&/, A FFHE G REEFHEL Mad Monkey
FEm R AT IR Bk, Kate Mckennana 75 245 3R i FL I FEHL 25 38 [ AR 22 K,
HEMMEIZEFEN.

% Mr. Sakai ZWL5¢ Bibury Systems A F] 5, XZA A I ARBOGE, RF
O TARIATEE, BOH TER = BRI, SER =N kLR
SOARFE DL ) —BENI .

olewae <

v fHR—

Jenny Ross 4T LIRS ZE 5 H 0, 45 M. Sakai THIT A = F -1 ©HLEE .
LRSS G, EIANEE, FHMH CHLE RSN a5 i€ il 38 AL
FEHI R 13:55, EHLAE 25, KHLAE 14:55 0 BEITASH RIEIE 704,
B IAVE 22 srARES [ M MU 7] 17:30. [FIRS 9 Mr. Sakai 58 45 7 181 H A (1Bt -
JA7SH) 20 mih, RALH @SR, B AR . 75 Mr. Sakai 78 14T HT
48 /NI FEAIN— T AT AR

pAGH |-t

Kate Mckenna & Jenny Ross %5 il 25 1 55 PR 25 VA4 22 R R BENL I P 11
o, F=REL, BRESM, JEBIEX . Jenny Ross THITHIE —F k7 S5,
et 7 =N R 5

uf|
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Z WAL ZER

\\

WEERSHRE

1"

1. BEARZEFHOE WSS I FEAREL
2. FEEHUERTEER U TEL.

+» Departure time and date

¢ Places to be visited

+» Duration of visit to each place

¢ Purpose of the visit to each place

+¢ Scheduled appointment

+* Scheduled dinner meetings, lunch meetings or breakfast meetings

+» Number and identity of people traveling

3. BERESTUE WS AR ICAG) T,
Case You can say...
Give your name My name is....

I'm from....

Express your destination

| want to fly to....
| have an inquiry about flights to....

Day and time

| want to travel tomorrow morning.
Are there any flights next Friday?

Class of ticket

| want to travel first class.
One passenger travelling business
class.

Check information

What's the check-in time, please?
When do | check-in?
Which terminal is it?
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What time do | arrive in...?
Is it a direct flight?
Is there a stopover?

=. FiEEE Making hotel reservations

0]

BB J

[A24 Kate Mckenna 7EE4F 2= K ZE PR, FTLA Jenny Ross 75 25 il 75 7. 45F ==

K] Tower Hotel 45 Kate Mckenna Tl 5E T £ —M (R[]

R 1E#® &

Kate Mckenna 11 A 2 HR)iA W22 KPR T — S5 55 58 _E 4 N {F Tower
Hotel, {H& RIL)E A P HITid5, BONE A E M, Kate Mckenna ANEFT
HLTE Bl A RN, TSRS H A& A, Kate Mckenna R IF#52 .

S EIET
Jenny Ross A Kate Mckenna 7EMV4F =% K 1] Tower Hotel LA Kate Mckenna )%

¥ (Ms Mckenna) Tl 11 H 2 H# _ERARNE], GG @A E T 27 P .

WEEREHR

‘

—

o BRI A G
- BRI S B B AR

X THITBEEYRF ARAILC

N

RESERVING A FLIGHT

Give you name :

Jerry says °-- you can say °°*
This is Jerry from Bibury system. My nameis ***
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Destination:

| have an enquiry about flights to| lIwanttoflyto ---
Frankfurt.

Day and time :

Are there any flights tomorrow | | want to travel tomorrow morning .
afternoon? next
Friday .

in the

evening .

Class of ticket :

One passenger travelling business | | want to travel first class .
class. economy class .

Check information :

What is the check -in time, please? | When do | check-in?

Which terminal is it ?

What time do | arrive in *+* ?
Is it a direct flight ?

Is there a stopover ?

Bi— BAIHK
—— M, Bk, BERBSFLRRRH

—. H&ER B, 83
[ i 2 a]

Bibury Systems /A AR E AL Mr. Sakai HIR1G, XFULE TASOUES, DURE
#, Bibury Systems 2\ S # Clive Harris 1 %35 B £A413%# Mr. Sakai £ .

S
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* Mr. Sakai /& H 7 Detmore System A ]k, %A FLE BT
(electronic games)/™ i, A FIEIZARGIR KT M E, HATARET =R
BBt H, XTI Bibury Systems 23 5] 1377~ i Big Boss 1R B, Mr. Sakai PULE LK
7, Br 7 HEIEE K Bibury Systems A H], [FI L4275 % Bibury Systems A ]

) — AL )58 400 F——1&E 1 ).K Toys.
% Mr. Sakai HJRRINZATIRFEKIE 9 AN/, KHLT 11 A 1 H B4 9 I 2
EAEFN .

% Mr. Sakai &% —{XFE1j Bibury Systems A H], 5 Bibury Systems A 5] %

A— (11 A 1 H) E4 9:00 Mr. Sakai K RIAGT ALY, HALH sally 4
X Z B 4N Clive Harris 0T ¥ #HLES GEAILE. 1TRER. AEBEE RS
9:10 Clive Harris JIiiA|#Z 2 Mr. Sakai, I N —HIEIE £/ F] .

1. L. Hubnis
(1) XTI BRI DR BB, 2RSS BASSAH =24 1N G Al 25 4%

A AR R, AL B3 1 ENANRERTAE, AT 25302 19 25 NN 1) 2 A AR H AL
R o

(2) ENBIEE, PlpRlgz N, NMNEETRE, Mrz NREDR, SApeiR 2l
i AAZE.
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(3) HIETUE WG I ZHHER . W3, WA EFAE.
2. BANBLEHALBORE
(1) 4.

OEFNENG, NELRE “—BFEE T, “WIDERE] xx” %45, K5
XS T E B RAH . B IS A

@ BAAL: BEGRIIERL FrLAR Sk 7 N BB R TT .

@ FALL: ENSEMT, BFIF R m G d g, 857 S,
I IR 2-3 7, Al SR TAEAMTEAT A,

@WMRE L, WETHIT EEEAL LG

a. UIREKH . WHELHL TE, Wb, BT REEATIL, $E—5) “Here
is my business card”.

b. TEAEL RN, WFHEEL G, NAFME—&, TANEERAE
BN 145

c. FISALACH, IR MIBTESE: SBRE T RE .
(2) 5l

REAEZ NI ZE T =0 IBERS A NG S H04T. Widl], R .
(3) AL

—RCON RO, WIS A E AN, — AL IC:
Jatis JEki JE. B BN ENCEABE, WEIEACAEAL, —RAIK
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3. Flik H s AL GRS
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Welcoming visitors

Welcoming Introducing yourself
It’s a great pleasure to welcome you My name’s...I'm...(title)
to ... Let me introduce myself. I'm...
On behalf of...,I'd like to welcome you How do you do? My name’s
to ... I’'m...from...(company)

We've been looking forward to your We haven’t met. I'm...

visit.

Introducing someone else Responding to introductions
I'd like to introduce you to... How do you do? My name’s...
Have you met...? Nice to meet you . Mine’s...
...,thisis...

Making small talks

Talking about the travel Talking about the weather

How was your trip? How do you find the weather

Did you have a nice journey? here?
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Did you have any trouble finding us? Do you like the weather here?
It was fine/very smooth/horrible. It’s lovely/sunny/warm.

It’s a bit too hot.

Talking about accommodations Talking about the entertainment
How do you like your hotel? How do you do in the
Is everything all right? evenings/at weekends?
It’s very comfortable/lovely. Where do you spend your
The service is excellent. holidays?
The rooms are a bit cramped. What do you do in your spare
time?
Do you like

films/gardening/sports?
What kind of music do you like?
I’'m impressed with your wide
store of information. You must
have read very much, mustn’t
you?

Golf is my favorite sport.

1. | need to pick up somebody at the airport. (FE LM I7HEHEN)
2. Excuse me, Miss xx, will Flight No 33666 arrive on time? (/NH, 1% ] 33666 5 i HE

S 2N ?)
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3. It has been delayed.( K ALEE S T)

4. 1t arrived on time.( KL IE & 21iX)

5. It has been cancelled. (i FE#E BT 1)

6. Where is the luggage Pick-up? (174 #2 B AL ZEWR?)

7. Where is the Taxi Stand?(7EMF Y H FH Z4?)

8. 1 will hold up a sign and wait for you at the Arrival Gate No....(F 25N 7EN
1.5 R TTARSEAR.

9. I will be waiting in the parking lot. As soon as you claim your luggage, please call
my cell phone right away. R EAF EE IR AR — IR IFATZ, S EATIRTFAL.

10. My car is black with license plate No.... F& ) 4= & B0, RS 2 ..

11. take off AT &

12. land [#7

13. departure H H4b

14. arrival A4k

15. parking lot {5417

16. pay phone booth Hi1f 5

17. Information Desk [1] 74k

=, HE)ERF

[ BB

H14F- 12:30, Mr. Sakai 2l 5E Bibury Systems A &), Bibury Systems &3k 18817

Mr. Sakai FEH 4% . Mr. Sakai AfEHJE)E (The Bermondsey Square)  Bibury
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Systems A F] - CL#5 Mr. Sakai TIT4F 1, e bad L EEAE.

K& e &%

K PUPEFSEANAESE . BOAHMSIFFON IR = KRIR. BARAEET “0
BB ZRR, BUE TR EAY, 22 DUKIHEEE, B RO AT L= 4
5, s b SR E SRR, P LR BB R E R tBAS
[, AL MR RIS SRR . VRESGRR IR AR, KRR T U bR v
A, TR MNHEAL L, R NFAETE ERRARE I IT, B, EE
PN, VR AN 5] (1532 38 P A [R] RO R T A% AR E o T P HE2F S A 45 17
B K, §R T ERSEEE, PO AL X, SeE BRLE T
iR AN 2R 5 AR, e 440 Tapas IAETE/NEARH A 4

* {E Bibury Systems 2~ @] FIL, 73 AT — SARANER 7% B T AN i KR A
JT . Bibury Systems 22 =] ££4% 2 > T2 3 5 #E £ 0 X LU s (R J T4

o

* VT, EPUERGIR - RERE RS TL), AN, 7)LRER AR
Ui TER, U NI ], FREER B 7 R X O R A R

(A

lewin S

* ‘F}%%_‘:

Mr. Sakai BLE 11 A 1 H E4-3)3X Bibury Systems A& &, M3EFLF Sally B
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[ 23 ) B B9 A T AR KR T o it AT T A, TR, NRIER
HEERER W, BTV E HA Clive Harris [5fth Mr. Sakai % . FF4FI 4y, i@
RLAZHAFEN Mr. Sakai X PUBBRCA HH A PEFT, ik 1 HBOE SRV E 4 T 54T
H% .

Yo TR

11 A 1 H F/F Bibury Systems 17 3 & M & S s R = WUs, S| Mr.
Sakai JiKi&>~%7, Bibury Systems /& F Rl %HE Don Bradley #38)) Mr. Sakai A fETil
VTIFRTEE, FEAE ALK % HE T Welcome Dinner. [AlFY Don Bradley [5] Mr.
Sakai SM4H T IJE HOREC . R LA K BRI FORE ' AL

oA R

BYGHR R 2R EfE
1. hEALiX
(1) FER: CanED

@
e
| —
LR [E3 &0 EE S %

(2) BHMIEAEH
2. mHERLIX
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(1) BFIA]: RVFRF] 5-10 208k, ANEI F ot
(2) BRI

(3) ALIHWAKE: lady first.

(4) & BB SAEH

s
|
al
vrr’“ HWQ
| W\v |
¥ L
L‘Uu\ /‘u“"

KT TR U &Y, XHTREEA R EY; & i-rmEiE b, 2R
BoZLi: HREEPESE. gidRssE SR, AT BN S Rahest.
M@ &El, JJ0mA, AR, 2 “\7 TR gl L,

Mg, TIRRA, XikEE, BB mimesie BaE.

SR T N M T R 13

o BRI NS GBS R b B S A S AR 1R
- BRI AT AR
- BRI TR IS R AL ALY

x

w N

D

X TREMNRFE MGG 5EIC

® ZE | 5]
| will arrive late, but please keep my reservation.
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| made a reservation in Beijing.

Do you accept credit cards (traveler’s checks)?

® A HUE 5

May | see the room?

| would like a quiet room.

| would like a room with a nice view (a balcony).
Do you have anything bigger (better/cheaper)?
| would like a room on the upper level.

| will take this room.

® if i iR TR A S it AN R 95

Where is the dining room?

What time does the dining room open?

Could you keep my valuables?

Is hot water available any time?

Is there a beauty salon (barber shop)?

Can | have a card with the hotel’s address?

Can | get a ticket for the sightseeing bus here?

Where is the nearest subway station?

Entertaining visitors

Toasting Inviting

67



Here’s to...

Let’s raise our glasses to...

I'd like to propose a toast to...

| am very much impressed by the
hospitality and warmth you have
extended to us,

| hope that XXX and our other friends
will be able to visit our country/city in the

future, so that we will have the chance to

return some of your kindness.

We’d like to invite you to...
Would you like to come to...
We wondered whether you
could come to...?
If you have no plans tomorrow
night, what about...
If you like , | can show you some
of the sights tomorrow.
Why don’t you join us for
dinner?
Would Wednesday evening suit

you?

0]

WEFEHER

2 ZHE KA TF Meeting arrangements and presentation

N2, ] Mr. Sakai VENHE A

WA E . AT e

Mr. Sakai KA A G, KRFEHSEHT—
FH A7 . Jenny Ross T T HERS LT Fry KEBERGLAX M2
2 ¥ Don Bradley, Derek Jones, Kate Mckenna /& 5.4 Clive Harris #¥Z1.

TRV, FFE)— M,

S
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% Bibury Systems AR 4G T 40 ZHERT. GV, AT HIRZ OS5 e R Y
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% Mr. Sakai <=3 HPiE R 5 Big Boss RJEMHR, FSR7ZE 1 H 28 HEY
HEHZ= 0, XAETEREE, FHARHRIE 1 H 26 HHfEH Mad Monkey iX
N7, Bibury Systems A E] R K IR Ko

% Mr. Sakai X Bibury Systems 2 7 ) & SEH N R IBOER, A B2 AESE Bibury
Systems AF Z R —K, EAMERER K B WEE2wHE, IAEAENET
I HEHL o

Dlewue <

Yo R

Don Bradley AiHifER]F i, ESINIFIRETFRRZWI Mr. Sakai
T YF Mr. Sakai 0o SeAE IR IR EZE NS RFFEE RN RS2 BUE B . B0
NSRS

% DonBradley Mt AR R, AFIGK., GT/KF, BERERE,
BV LA B A

% Derek Jones S 4H7 i, ARF IR T 4 SO RAR BT FRT 7 i«

X Kate Mckenna 171 514128 3= B T i MAH 65 SR

X JEEE Mr Sakai R EAAMBE R, $HEESTHSRZIT
SN
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MAKING A FORMAL PRESENTATION

Kate says: You can say:

At the beginning: Start with polite phrases
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Ladies and gentlemen, thank you

very much for coming this

afternoon.

Ladies and gentlemen. welcome.

Outline the Structure of the presentation

In the next hour or so, I'm going to

In the next ten minutes,I'm going to

talk about:---

| shall begin by talking about--*
Then | shall explain---

Finally, I shall outline

My first point is**
My second point is***

My final point is*-*

Give the objectives

By the end of hour, you will be able
to see why Bibury Systems are so

committed to this new venture.

The objective of my presentation

is cee

Move to the fist

point

So, let's begin with the

background ---

| will start with the Background.

At the end:

Summarise

So, to sum up--*

To sum up---

Conclude

To conclude the presentation--*

To conclude-*--
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PO, ALYIWEiE Giving gifts

0]

T H iEBHE R
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=477, Bibury Systems /A &) 3k Clive Harris 3% B Ms Hong K J11ME .

K15 % &

% Bibury Systems A "] LERRPH ) 58 G 0 F=--1 22 Ta 48 1Y ).K Toys A A RUGHEH 5

Big Boss [EIFELNREFIAEAE (K17~ 5 Dealer Dan, Dealer Dan [#]i& % 5 Big Boss #f
fLh, W/ KA, REWSLESR & SHUK FREATXE, JF BRI TIUE i ia i i
Lt Big Boss {%. 1X— 1 /5f# Bibury Systems AT — H TR Z A, A FITE=
HIWE AT, ) S RN S & RIS 13k, — 55 IR
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FE N RIS AL AR, s A R E R O SRR 2R
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Yo fER—

TEAE K Mr. Sakai 7EFEV5 58 Bibury Systems 354457 T JK Toys J& FR-CIR [H]
3| Bibury Systems A&, Zid 5 Bibury Systems 2y 5] 1 65 A S HK 1 R LR
A, B JE1EFE Bibury Systems fENH A 1EIK Y. Bibury Systems A ] 25N T —
1<, 7 Mr. Sakai ZiR [ H AR Z FR, Bibury Systems 2~ FREE Mr. Sakai H
PEMEAE . 7EMREE, AFREIA Mr. Sakai TS T — N RIEALY, BUEXUT &
TEfER .

Yo TR

NEVH T RITH, AT BRIRERA, Bibury Systems 15 {4 5 i 1% 4 LIXEE T
fm, BEREWAE, fERNLZ], %77 AR AT Ms Hong #5087, 2L 1
25, 1§ Big Boss 4 LUIIAIAEF=, E & Clive Harris S T /&t Ms Hong %% 77, %
BACRFIRLIN G ] Ms Hong B 3% — 13 /NALA) o

. AL

TRRSCHLNRS AN, M EE AL S RS AR 20 & 30, an =02
Hezfilih, R LW 4% BLRAE. SAEEZRHE. GE4RIE.
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Fi. HRHEA Farewell

WHENER
Mr. Sakai T2 H 4~ Detmore System A ] 5 Bibury Systems 2 5] 51T

TEEUUR, B IR E A AT S

R
Mr. Sakai HJ K41 BA066 &8 Z S (7] 4~ 10:00 fEAG AL K, B

KEHAKE, il 9 AN/,
Shses

48 &, 1rBh Mr. Sakai fEiJE check out, H1 T2 ¥ =&, FT%4E
A5y, FFEIE Mr. Sakai ML, PHEI Mr. Sakai H13% check in. Seeing off.

|

BERIALA: 2 NS 3Rm 2 B AN 2 N RS s, = AN — R 3
FELB L1 Blorke R RITA]

WEER SR

—

=

1. ERENUI7E R A G .

2. VERIERINEALCAL T

x TEA R T AES
Bidding farewell
Closing remarks Future contacts
I’'m afraid | must go; otherwise I'll miss | hope we’ll see you again soon.
my flight. I’'m sure we’ll be seeing each




Well, I'd better be off. other again soon.

We are all sorry to see you leave. | look forward to seeing you
Safe journey. next...
Have a good/nice trip/flight. Keep in touch.

Give me a ring next time you’re

o OIS

2

|

. | really appreciate all of your hospitality.
2. Thanks for being so hospitable.

3. Thank you for taking care of me here.

e RN NIPES R

|

. I'd like to give you a little something (to take home).
2. Here's something for you.

3. Please accept this with my thanks.

o fREL! —IXPa!
1. Take care, and have a pleasant flight / trip.

N

. Good luck, and enjoy your flight.

w

. I hope you have a safe trip home.
#Hrw HAES

—. £F& 153N Exhibiting

0]

[ BB A
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Bibury Systems AR #EEZ 0 2 H 15 HZ 18 H L E E frbc A &
o, BB R A P KSR T
" 1E ##®
* EEE PRI, A MM A 2 R 7R T AR 2 R L
AT, RVERE AR E, RERZANEFIAHIER 8RN —F
— PR, RERS EBTR L B LRI A AT A 1 5 R R
b B G e B 5 o e 2
* EEALIERGAREITARE, FBEICREIFIOY “HARA =K
AR, fea B KL RVERH R R I AR w2
K TSR E E PRy A E, V5 BN R B R
What is American International Toy Fair? Toy Fair is the largest
international toy trade show in the Western Hemisphere where the newest
and hottest products in the children's entertainment marketplace are
exhibited. It is the premier meeting place for manufacturers, retailers,
importers, licensors and reps from around the world.
When and where is the show? Toy Fair 2011 will take place February 13-
16, 2011 (Sunday - Wednesday) at the Jacob K. Javits Convention Center and
showroom locations.
Where are the Showroom exhibit sites located? Show-room locations

throughout N.Y.C. as listed in the Exhibitor Locator Guide (available on-site).
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ffs
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1. BRES. REREATFCHIE.
2. BRSNS TOCRIE,
3. EERES ENEAREASE AN,

X TaRMRERED

® ij4f

1. Good morning/afternoon/evening./May | help you? /Anything | can do for
you?

2. How do you do? /How are you? /Nice to meet you.

3. It’s a great honor to meet you./I have been looking forward to meeting you.
® /4

1. Let me introduce my self. My name is Benjamin Liu, an Int’l salesman in the
Marketing Department.

2. Hello, | am Benjamin Liu, an Int’l salesman of FUZHOU E-FASHION

ELECTRONIC COMPANY. Nice to meet you. /pleased to meet you. / It is a
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pleasure to meet you.

3. I would like to introduce Mark Sheller, the Marketing department manager
of our company.

® /[

1. Is this your first time to China?

2. Do you travel to China on business often?

3. What kind of Chinese food do you like?

® i ihE

1. Could you say that again, please?

2. Could you repeat that, please?

3. Could you write that down?

® Ity

1. Would you like a glass of water? / can | get you a cup of Chinese black tea?
/ How about a Coke?

2. Alright, let me make some. I'll be right back.

3. A cup of coffee would be great. Thanks.

® i

1. Could | have some information about your scope of business?
2. Would you tell me the main items you export?

3. May | have a look at your catalogue?

® [n[ % i)

4. Thisis a copy of catalog. It will give a good idea of the products we handle.
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5. Won't you have a look at the catalogue and see what interest you?
6. That is just under our line of business.

® i

1. We have a very strict quality controlling system which promises that goods
we produced are always of the best quality.

2. You have got the quality there as well as the style.

3. How do you feel like the quality of our products?

® X NIt

1. Will you please let us have an idea of your price?

2. Are the prices on the list firm offers?

3. How about the price/ How much is this?

® Akt

1. Thisis our price list.

2. We don’t give any commission in general.

3. What do you think of the payment terms?

® X NibHr

4. ls it possible that you lower the price a bit?

5. Do you think you can possibly cut down your prices by 10%?

6. Can you bring your price down a bit? Say $20 per dozen.
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Participating in job interviews

Beginning/Warming up

I've come here for an interview as
requested/by appointment/as invited.

Did you have any difficulty/trouble
finding our company?-Not really, I'm
familiar with this area.

How do you think of the weather
today?
-I don’t like the weather like this. Cole
and rainy. Hope it become sunny as soon

as possible.

Describing one’s personality
Generally speaking, I’'m a person
who is honest, flexible and easy-going.
| am always energetic and
enthusiastic. That’s my strongest
personality.
My classmates say I'm a friendly,
sensitive, caring and determined

person.

Talking about skills

Talking about education
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What special skills do you have? —I
have experience in computer operation,
proficient in Microsoft Word and
Microsoft Excel.

How do you think of your English? —I
have learned English for 10 years, and
have passed College English Test Band 4

and 6.

How have you been getting on with
your studies?

| have been doing quite well at
college. According to the academic
records | have achieved so far, | am
Bachelor of business Administration

this coming July.

Participating in job interviews

| was awarded a scholarship from the

university every year. In 1995 |

participated in the National English

Speech Contest and won the prize.

What subject did you minor in? —I
didn’t minor in any subject when | was
in university, but T attended English
and computer courses. And | am
currently studying finance in a training

school.

Talking about salary

| would expect the standard rate of
pay at your company for a person with
my experiences and educational
background.

| expect to be paid according to my

abilities and | am sure you will make me

Ending

Do you have any questions you want
to ask?

When will | know your decision? —
We will get in touch with you by the
end of next week.

Thank you for your interest in our
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a fair offer. company.

| think salary is closely related to the | look forward to hearing from you./I
responsibilities of the job, Shall we | hope to hear from you as soon as
discuss my responsibilities with your | possible.

company first?
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