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Unit 1 Today is my first day at work. G
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® At the HR office

e At the Sales Department office

® At the reception

® In the office

BN AT AT, TR 40 R

HFEMR

@J Dialogue A

A DA 2E A BT MEBE R — ST AR 55, A BT s S A, SRS B R
W 3 645 5

(1) It is really a great honor to have the opportunity to work here.

(2) It’s my pleasure to join your team.

(3) Let me show you around the sales department.

(4) I feel very honored to join the team!

(5) They are all very talented people, and I am sure you will enjoy the team!
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And then I’ll give you a tour of the office.
I’m pleased to do business with your company, our company is very well respected.

I’m sure I will learn a lot from our cooperation.
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Getting ready

1. (#2 A2 BN A HIF ) hug, high-five, be quiet, shake hands, well-done, stop
2. [/] Greet each other with a smile.

Make eye contact.

Be friendly to clients.

Say “Thank you” when someone offers help.

Listening

Dialogue A
1. (1) [V] opportunity  (2) [v]manager (3)[V]colleague (4)[V]talented
2. Alex, Nick, Lisa
3. DABC
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Dialogue B
1. John, NW Foreign Trade Company
2. BADC
Reading
Passage A
1.CBA
2. Phone Etiquette
Dos: (1)three (2)smile
Don’ts: (1)loud; low (2) interrupt
Dining Etiquette
Dos: (1)Arrive early (2) Dress appropriately (3) Wait for others
Don’ts: Chew with your mouth open or talk with your mouth full.
Passage B
1. — formal suits

— light-coloured suits

Men < be clean and neat

— neckties

— dark leather shoes
Dress codes

‘ — formal suits

Women <= can wear some accessories

L skirts to match suits

2. Tim: B, H, Anna: C. I
Writing

Key Elements

2. Dear Mark Johnson, business meeting, our company’s conference room, 9:00 a.m.,

October 23.




