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H3%: Chapter 1 IMRI{F Unit 1 Arriving at a new job#r A3RZIUnit 2 Welcoming and
introducing the newcomeriUlS 74551 A Unit 3 I\/Ieetmgg your new boss or
supervisor=LEMR,/ EEIUnit 4 Learning about your office I\ IRIVAZEIREUNIL S
Learning about locations near your officet\ IR AB] E EI IR Unit 6 Learning about your
company’ s organizationtAIRAB)ZRMUnit 7 Asking,answering questions about
your duties at workiR3316)/0] 515 BAChapter 2 2 BJPNEREX4S Unit 8 Greetings and small
talk in the office M AZEWPIEARBNEIEUNIt 9 Telephone etiquetteF31EFLN Unit 10
Takin% messagesic R A = Unit 11 Taking a day off 1§RUnit 12 Explaining reasons for
being lately BHIRZ)[RAUnit 13 Email correspondence within the
companyABIRERBI B FEBHUnit 14 Setting up a meeting= I &R BT UNt 15
Applying for stationeryFR1E X EUnit 16 Making requests related to your work and
asking for permission¥E tH A 55 FRIE AR EChapter 3 BRI & BIEA Unit 17 Using
a fax machinef® EABYE A UNIt 18 Using a copy machineZ EN#BYE ABUnit 19 Basic
computer functionsEBiAYEAINEEUNit 20 FTP and networks inside the
company BN LE 5 ZRHE=ZUnit 21 Using the Internet BEXMAYEAE Unit 22 Using
instant messengers for corresdondencel@ (5 PUFBYEE A Unit 23 Using a

printerf TEDNLEYE A UNit 24 Using email B85 BBHFEYEEF Unit 25 Viruses and
troubleshooting BN & 5 Al @NMEChapter 4 T{E%55 Unit 26 Making proposals in a
meetingZE =W IR HEILUnit 27 Running a meeting 1= Unit 28 Discussing
marketing strategyI I E1HZREZUnit 29 Proposing a new projectdE I #rBYIN H Unit 30
Presenting a new producty T43%7/~@mUnit 51 Discussing solutions to a

problemiViE B REAVAR A5 Z2Unit 32 Discussing a mistakeld i LIFEF A Unit 33
Accepting criticism and taking responsibility#Z=#t ¥ 5 38 3£ Unit 34 Distribution of
work and resonsibilitiesZitE 3B S TF/BCUnit 35 Feeling overworked and making
complaints LYET £ 53875Unit 36 Wormng overtimefill¥FChapter 5 X4 IBKZS Unit 37
Contacting by email B8 F-H54pY7E2R Unit 38 Contacting by faxf& E B9k Unit 39
Making appointments with customers on the phonefBIESE A L =EUnit 40 A
Lunch meeting with customers5& P BYE =Unit 41 Introducing and promoting your
producty/ T4A S5 A mUnit 42 Describin% and comparing

productsitBE 5 tEE ™ fmUnit 43 Negotiating the price with customers 5% A A Unit
44 Making purchases and comparing prices> = a5 LA Unit 45 Accepting orders
and shipping ordersZ 8 51X 57Unit 46 Making a deal with a

customer5& F IR I Unit 47 Discussing contract termsivie & 295 Unit 48
Signing an official contract& & IET,529Unit 49 Dealing with complaints from
customersiMEE F Kk Chapter 6 ASEAEK[R)EL Unit 50 Interviewing a job
applicantEzEEZE Unit 51 Explaining the benefits of the companyinBIA B EHUnit
52 Negotiating the salary2 #5722 Unit 53 Hiring a new employeeBEH 5 T Unit 54 Tax
issuest 5= = Unit 55 Insurance issuestRIREEUnit 56 A promotionFHiEUnit 57 A
change in personnel A Z5fjUnit 58 Resignation##ERUnit 59 A lunch gathering
between colleaguesFZ5(8]A9E & Chapter [ 1325 lF Unit 60 Year-end
bonusesF 2242 FUnit 61 Staff outings 52 T ikFUnit 62 Arran Ring a business
tripZe HFtH = Unit 63 Booking a hotel room1T /5 Unit 64 Confirming flights and booking
air ticketstIARLIE S 1T 122 Unit 65 Renting a car ortakmg public

tra nsportation%ﬁ@%ﬁﬂi@ﬁﬁﬁIEANSWER KEY & SCRIPTSTRANSLATION
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