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《秘书英语(第2版)》是普通高等教育“十一五”国家级规划教材，是秘书专业学生从
事涉外秘书工作的必修课教材。《秘书英语(第2版)》根据涉外秘书的工作性质和工作
范围，针对秘书专业学生的特点，从理论知识学习和实际操作两个方面进行了设计和编
写。前者包括一定的英语语音知识、国际交往知识、国际贸易知识、办公室日常业务知
识和实用写作技能；后者是秘书在不同涉外工作中的情景对话。

全书选材实用、新颖、全面，配有大量具有实用性和针对性的练习，为做好涉外秘书工
作提供了必要的知识和经验。

与《秘书英语(第2版)》配套，还开发了多媒体助学光盘、电子版教师用书、网络教材
等辅教、辅学资源，构成比较完整的课程教学包。

《秘书英语(第2版)》可作为高等院校尤其是高职高专院校文秘类专业或英语类专业教
学用书，也可作为从事涉外工作人员的参考读物和培训教材。
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14 How Does a Secretary Interpret During Negotiations? Section 1 Acting as an
Interpreter in Negotiations Section 2 Interpreting Effectively Section 3 Writing a Letter
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(1)Unit 15 How Does a Secretary Deal with a Business Contract? Section 1 Talking
about a Contract Draft Section 2 Getting Some Knowledge of a Business Contract
Section 3 Learning How to Draft a Business Contract Section 4 Speaking English with
Correct Pronunciation and Intonation (2)Unit 16 How Does a Secretary Guide the
Guests to Go Shopping in China? Section 1 Making Purchases Section 2 Being Jack
ofAll Trades and Master ofNone Section 3 Writing a Letter of Thanks(1) Section 4 Being
a Calligrapher ofEnglish HandwritingUnit 17 How Does a Secretary Say Goodbye
Impressively? Section 1 Seeing Guests offattheAirport Section 2 Saying Goodbye
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常用缩略词对照表附录四
剑桥国际考试·剑桥秘书技能执业证书·沟通和项目管理(2级)(1999年考试样卷)附录五
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