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Chapter

Secretary etiquette

Teaching Objective

* what secretary etiquette is;

» how to wear make-up, wear a tie, walk properly and
gracefully;

* how to create an image of a professional secretary;

« how to shake hands, make greetings and
introductions politely;

» why business etiquette and a professional image are
important.

Ideological and political goals: Cloths and manners
cannot make a man,but cloths and manners will
greatly improve his appearance. Therefore ,we should
pay attention to our appearance.

Teaching Focus

Some useful expressions
Understand the importance of business etiquette and
professional image.

Teaching Difficulty

Some useful expressions
how to create an image of a professional secretary

Teaching Duration

6 periods

Teaching Method Teaching and practicing, discussion
Ask students to recite some useful expressions and
. patterns of this unit.
Assignment

Consider how to shape the professional secretary
image

Teaching Procedures:

Part one:Lead-in

Task 1:Words and Expressions about cosmetics
lipstick H 4L pressed powder ¥/t eyebrow pencil HRZ%E  mascara BEEE
loose powder H¥ eye shadow R cake eyeliner HRZE blush JE4T

Task2: Introduction of secretary etiquette

“The word ‘etiquette’ means ‘the forms of conduct prescribed in polite society’. Essentially,

etiquette means ‘good manners’. When you are in the business world, you should know the

fundamentals of business etiquette. The importance of etiquette cannot be overstated because how

you present yourself will have a huge impact on the level of success you will achieve. Working as

a secretary, you are representing the image and ‘face’ of your company. And companies tend to

promote those who can represent a positive image to their various stakeholders, as well the media.
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Therefore, you should know some fundamental rules of secretary etiquette, which mainly includes
rules about how to create a professional image. To do so, you have to know how to choose
adequate dress, apply appropriate make-up and act in a professional and graceful manner.”

Part two: Profession zoom in
Reading : How to Apply Natural Make-up
Make-up can not only enhance a professional lady’s skin tone, but also help her to present a more
pleasant appearance. However, the key lies in how to achieve a natural look. The following are the
basic steps to apply natural look.
Step 1

Understand that a natural look is one which uses colors that are right for your skin tone.
Choose foundation which matches your skin tone exactly. The right foundation will seem to
disappear on your face. Take an adequate amount of and apply it in small dots over the central part
of your face. Then blend it out with a make-up sponge or your fingertips until it covers your entire
face.
Step 2

Use loose or pressed powder to keep the foundation and concealer on longer.
Step 3

Use powdered eyebrow shadow to enhance your eyebrows.
Step 4

Apply natural-looking eye shadow in earth tones such as beige, brown, or plum. Choose three
colors of eye shadow: light, medium and dark. Use the dark only to line your upper eyelid in a
fairly thin line along the upper lashes. Use the medium shade for the crease and the lightest shade
for the area under the eyebrow.
Step 5

Use a cake eyeliner or an eyeliner pencil to apply eyeliner. Line all the way across the upper
lid (just above the lash line and as close to the lashes as possible).
Step 6

Apply black or brown mascara to your upper and lower lashes in two thin coats.
Step 7

Choose a blush color that is close to the color of your cheeks. Smile to find the apples of your
cheeks, and apply blush to the apples or below.
Step 8

Choose a lipstick color that’s suitable for your skin tone and perfect for your day look.
How to Wear a Tie
Step 1

Determine the length of where you want your tie to lie. The general rule is that the lower tip
of the tie should be around your belt buckle. First, hang your tie about four inches lower than that
because wrapping the material into a knot will bring it up to the belt level.
Step 2

Put the tie over your neck and hang it at the estimated starting level (about 4 inches below
your belt). Let your index finger rest on the shorter side.
Step 3

Once it’s around your neck, fold the larger side over the skinny side and then wrap it around.
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Then feed the larger side through the nice loop you have created.
Step 4

Pull it tight. Now you have made your tie knot.
How to Walk Properly and Gracefully
A secretary’s awkward gait may spoil an otherwise excellent image. Here’s how we can learn to
walk properly and gracefully.
Step 1

Squeeze in your abdominal muscles and pull your shoulders gently down and back. When
you walk, look straight ahead and keep your chin parallel to the floor.
Step 2

Before you begin to walk, fix your gaze on your destination and determine your course. Mind
any obstacles in your way.
Step 3

Lift your foot and point your toe straight ahead. Place your heel gently on the floor, aiming
for the mid-line of your body position. Keep your legs close together, pointing toes forward and
placing the foot straight, trying to create a straight line when walking.
Step 4

When you begin to walk, never take steps that are too large or too small. The length of your
stride is actually determined by how tall you are and how long your legs are. Don’t walk very
quickly or very slowly; you should step at a medium pace.
Step 5

Ladies may allow your hips to sway from side to side. This is the natural result of being
tipped up on your toes. This natural rhythm is also part of the allure of wearing high heels.
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[RVCEE U]
1. enhance [in'ha:ns] vt. &5, 3R
f§14): Those clothes do nothing to enhance her appearance. it 27 AB LA ik tH FE 3% .45 B 2L 5
2. liein £ T
#1%):  All their hopes lie in him. A 15T A KA B # ZF FE/EMh & 1.
3. achieve [o'tfi:v] v. 5B, &R, LI
fl4]): 1t takes hard work to achieve success. 375 £ 4% 71 T4
4. determine [di'to:min] v. RE, FHE,
#14): We determined to go to the railway station at once. FAITH & 37 %12 K 40k .
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5. Keep your legs close together, pointing toes forward and placing the foot straight, trying
to create a straight line when walking.
B EATEMRFPUR G, R EHE, FEEZ.
ZA)E—/NE &), keep your legs close together 24 4], pointing toes forward and placing
the foot straight I trying to create a straight line when walking 4L {E 7318 5 1B HCIRTE, &5
GIB
6. obstacle ['abstokl; 'abstokol] n. [&F§, ZEHIA
f514): They tried to put obstacles in the way of our marriage. 411572 BE 1 FRATTIGSTH o
7. pace [peis] n. EF, 1R
f514): She works so fast that I can't keep pace with her. i T{EAFHRIRL, FRERA ot i fE .
8. sway [swei] v. 23], #E,
#14): The branches of the trees were swaying in the wind. #77E X % 5% o
9. rhythm ['ridom] n. T2, it
#14]): Stress and rhythm are important in speaking English. i 915 B, 5% 175 282 1R 55 51,

Useful expressions :

I’d like to talk to you about...

Do you know something about...?

It’s a custom for businessmen to shake hands when meeting.

Keep your hand open. Your thumb and palm ought to be tightly interlocked with the others.
Personal habits can reveal much about a person to others.

The way you look — cleanliness, neatness, style of dress, hairstyle and so on, makes an immediate
impression on others.

There are rules for proper behaviors in business just as there are rules of etiquette at home or at

social events.

Task 3: Career zoom in

Reading: Business Attire

In the business world, first impressions count almost as much as experience and ability. What you
wear conveys important information even before you say anything.

Experts say that being appropriately dressed (D is essential for making good impressions, so
attach great importance to your attire while you are in the office. The following are some
guidelines.

Women’s Attire

Keep what you wear conservative and professional rather than fashionable. You want people
to notice your work instead of your figure. The best choice is a well-tailored pants suit or skirt suit
in a high-quality navy, dark gray, or black fabric. Be sure your business clothes are pressed and as
wrinkle-free as possible. The hem of the pants should cover your ankles but not drape to the floor.
Avoid wearing pants that are too tight. The skirt should end 3cm above the knees. When choosing
a blouse, cotton or silk in a neutral color with a simple collar is the best. Avoid a sleeveless blouse
in case you have to take off your jacket. Your blouse should fit well and not gap. The last point is
that your underwear shouldn’t show through your clothing.

Women’s Shoes and Accessories
Close-toed leather shoes with low heels or flats rather than high heels are preferred. The shoe
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color should complement your suit and handbag — black, brown, or navy. Remember to wear
shoes that fit well, so you can walk comfortably. Moreover, be sure to have your shoes polished.
The most appropriate color for stockings is flesh-colored rather than dark or light. Wear minimal
jewelry such as one subtle ring on each hand at most, and one stud or small earring per ear, in gold,
silver, or pearl. Do not wear more than one watch or bracelet.

Women’s Hair and Make-up

Keep your hair well-styled and, if needed, controlled with simple hair accessories. Avoid
heavy perfume. Your make-up should be simple and natural. Remember to regularly trim your
fingernails short so you can type with your fingers rather than your nails. If you prefer, you can
color your fingernails with clear polish.

Bags

You might use a stylish, feminine-looking briefcase or handbag that is big enough to hold all
your business tools but light enough to carry conveniently. Do not overfill it.
Men’s Attire

A professional look starts with a suit using good-quality materials with a conservative and
classic cut. The pinstripe pattern is generally considered to be conservative and distinguished. The
recognized business colors are black and gray (dark or light), or blue. The jacket sleeve must end
at your wrist bone. The sleeves and collar of the shirt should be 1 cm to 1.5 cm longer than your
suit sleeve and wider than the suit collar. White, off-white, and pale blue shirts are preferred. You
can’t go wrong with a quality cotton shirt.

Ties

To play it safe, choose a traditional silk tie with no loud colors and patterns. What is

important is that your tie should coordinate with your attire. Avoid ties with loud images and
designer logos.

Men’s Shoes and Accessories

Wear lace-up leather shoes in black or dark brown with dark, calf-length socks. Be sure your
shoes are well-polished. Your belt should match your shoes and have a small, conservative buckle.
Keep jewelry with only a minimum and a wedding or engagement ring.

Men’s Grooming

Your hair must be short and styled conservatively. If you must wear facial hair, keep it well-
trimmed and groomed. Otherwise, always shave. Avoid wearing a lot of cologne. Less is better.

N2
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1. convey [kon'vei] vt. RiX, 1£i5
#514): He tried to convey how he felt. i B F ik Aih (1837
2. essential: HEN), EEF]
f%]: Food is essential to life. BN A aw & AT DI
1. Experts say that being appropriately dressed is essential in making good impressions, so

attach great importance to your attire while you are in the office.
B TN, BEHEMAR T - NMFHER, &M FELIEFEEZN I, EHAEE
— AR BRI TS .

ZhAe—NE A H), experts say that being appropriately dressed is essential in making
good impressions N EH], so 51 F i FARIE A

FA) 0 that 51 3 EIE A, say HIFETE.

1M being appropriately dressed 451 M A EiE .

essential in making good impressions N3 i,
attach importance to : 31
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{515 : We must attach importance to the safety of the school children. FRAITAZ0 &AW 2% AT 1K) 22
ol
2. incase f—
fl4]: Take your coat in case it rains. #5745 WAKM, LCAFG (J3—) FW.
3. gap[gep] n. RO, &, =, FH
v. (ff) 8
514): How can we bridge the gap between rich and poor? EAEA BESH/INTT & 2 B (1) 2 2
4. trim [trim] v. 155
f514): I'll have my hair trimmed tomorrow. BRI ENEEILK .
7. rather than T°7] ... AR, MWAZ
f§115) : It is better to express your anger, rather than bottle it up. A=/ 7RI A& it H SR iy AN 2L ol 78 it
Mo
8. To play it safe, choose a traditional silk tie with no loud colors or patterns.
PR RZEN, ZEFESI 2PN, AR ERAERER.
to play it safe Jy“fa-2 i W i
HREIX B loud 5 color B pattern AL 7 20, BHECAERMBIEFAEZE.
9. What is important is that your tie should coordinate with your attire.
PEAN: IEERIE, IR 5 R ROAH il
ZA)H What 53— FE M), is AR THIIEE, that 513 — RG],
coordinate [kou'o:doneit] v. (ff) #pifH, (ffF) —2k
f§141] : She’s an excellent dancer: all her movements are perfectly coordinated. & {7 H €2 1) 5% 5
K, WA SV EERAR B

Discussion:

Through article learning, let students discuss the importance of the clothing workplace
and draw conclusions.

Cloths and manners cannot make a man,but cloths and manners will greatly improve
his appearance. Therefore ,we should pay attention to our appearance.

Homework:

Ask students to apply some useful expressions and patterns of this unit.
Consider how to shape the professional secretary image
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Chapter Business Emails

To enable students to know:

the main parts of a business email;

the skills for writing business emails;

how to evaluate a business email;

how to write different business emails for different
situations;

Ideological and political goals:Putting yourself in the
other person’s place may be useful during relation or
communication  difficulties, in  situations of
negotiation or conflict.

Teaching Objective

Some useful expressions

Teaching Focus . ) .
g Understand the main parts of a business email;

Teaching Difficulty The expressions of Business Emails
Teaching Duration 6 periods
Teaching Method Teaching and practicing, discussion

Ask students to apply some useful expressions and

atterns of this unit.
Assignment P

Teaching Procedures:

Explain the format of email :
E-mail is abbreviation of electronic mail .It includes three parts: e-mail header, message content,
signature.

Email header:

From:

To:

Cc: (carbon copy $#Hi%)

Bec: (blind carbon copy M%)
Subject (FfFH )

Attachment (Ffiff)

Date:

message content---body of the letter

Signature---sign your name and position

Task 1:Asking students to recite some useful expressions of writing an email.
copy & #l paste RGG undo FEHEEN resume typing $k & 48 A\ priority {f:5%
form Ft% attachment fff:  spelling $F5 H5i533: accept UL
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Task 2

Reading : How to Write External Business Emails

More and more companies are using emails now. With the touch of a few keys, the message can be
sent to the receivers’ email boxes. Emails are less formal than normal correspondence. When you
are writing an email, you should always remember the importance of “The Three Cs”: Clarity,
Courtesy, and Conciseness. In addition, you should also remember the letter is written for the
receiver. You should put yourself in his position to consider his possible reactions() and show that
his opinions and requirements are being taken into consideration.

External business emails refer to the emails which are sent to customers or clients. They may
include letters of inquiry, reply to letters of inquiry, collection letters, complaint letters, etc.

In an inquiry letter, the company wants to obtain goods from overseas and must find out which
company can best supply what it wants, how competitive their prices are, what terms they offer,
and how soon they can deliver the order. It is always written to include: the source of information
about the company he is writing to, a short introduction of the writer’s company, reasons for
inquiry, requested prices, catalogues, and other services they can provide, and a salutation looking
forward to further business.

When you receive an inquiry email and you find you can agree to the request, you write a
reply: to acknowledge the receipt of the inquiry, negotiate the price, state other benefits able to be
provided, establish goodwill and suggest further contact.

Sending a shipment notification email is a very important step in fulfilling an order. In a letter
of shipment notification, information must be included about the forwarder, packing, labeling,
documentation, and insurance. Remember that the quality of service matters much more than the
language of the email. After all, every customer wants to be up-to-date on the process of the order
rather than reading a sweet email.

When clients do not settle their accounts in good time (D), the company has to write letters
requesting payment. Such letters are called collection letters. In such a letter, you should take a
firm stand. Moreover, you may consider offering a discount to encourage your customer to pay the
money owed, or offering other assistance if he/she is in genuine need, for example, making
monthly payments. If he/she still doesn’t respond, let him/her know exactly how he/she will be
punished.

A complaint letter may be about poor product quality, poor service, or unjustified treatment. If
someone feels unsatisfied about something and wishes to let the company know about it, he/she
makes a complaint. In a complaint letter, you should first introduce the problem, and then state the
inconvenience caused and what they should do to settle the matter. When explaining the problem,
it is better to devote one paragraph to each major complaint. It is essential that no matter how

angry you are when making a complaint, the tone of your email should remain friendly and polite.

PULECOS PN 2
B, WORM L i 2 Rl IEAEAE T AL ik o RE R — o g AL, 5 RRAR R 2 A e
FHBAT o L WA TG TR — A R IR IE SR B HRAR, ARBOZICE =T T AL
BRFI o 73 5h, ARLACAE B BX B BRI N o R B2 5 B Ak 5 R At v A H B
BBL, FFARBAVRIEATH FE At R ARSI ZER B o
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XEAI T 55 L HIAR i B R R 4 A B P AR o EATT AR AT S R IR ik
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R, BaRRE A, XO7RRAM A0TSR, TREEWES AL . HWFE
— A RAXE AR BRI BT AFRIFE BEEE XA, R
FEan E S, HRBITRESR BERIAR ST, RIS — P AIEMRE.

WEIRRE G, ROCRFERN TR, R AmMZA TR : FiAGEES, s,
H 2 A AR BB AL , IR EHIR R BOE—P IR

G AR A R T B R 2

RSB DAFEE A ARG FREE IEBIEE ARG B o TETCAER B AR 55 5T B L
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It/ SR o o A5 3t/

BORAE T A B> i EARS S IR BEZBE ZBIA N IEMARE . WA A FREAR
W, JFHAEARE, M/EETER. FERREE, REZEN BB REL—R
5, WV H IR, @B TR A T FEAT H R, R — A~
JA— BB R o BAEARFER, TR T BORE A £ 4 4, IRERRLZ IRFF A IF
FLELHITE o

ANCE LR ]
1.courtesy Fil conciseness #RFE447i], 433 H courteous FI concise FATERTAAE
pui iR
2.in addition : HAb, 4T additionally,
3.take sth into consideration: FEZF...... o
41 - Your teacher will take your recent illness into consideration when judging your
examination results. ZJHiPEH 43 5 & 2% FEAR B 35 A% WIS DAY
4.obtain [ob'tein]  vt. 3K1E, BF; £F)|

fiil41] : Where can I obtain the book? F1E WK HLAE L 21X A 452

5. “a salutation looking forward to further business” means “a hope for further
business”

6.acknowledge [ok'nolid3z] vt #&IA, fiEIA; HAICHE
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fi]41] : He acknowledged having made a mistake. B IABAES T -

7.goodwill .['god'wil] n. KIf, ¥k, HBE

4] : There is goodwill between the former enemies. i 2 BB 2 MBAER T
HRE|Zo

8.fulfill [ful'fil] vt e, IR Mk, SEBL

fi]41 :  You must fulfill your promise. #RMRIBITIES o
9. Sending a shipment notification email is a very important step in fulfilling an order.

“sending”7EiX B2 PLAE 4390, Jo N _E “a shipment notification”, — &ML T AJ
THIEE
10. moreover [mo:'rouva] adv. 3, A, 1 H

4] : Moreover, riding fast is exciting. FAb, FHrZEd 24 AN NER
11. Moreover, you may consider offering a discount,...

feixX B, “Consider” JEHNZhiA A ing B3, MY “consider doing sth”fi¥) 45
m o
12. owe[ou] vt. R.. ff; N M44ET

£y : 1owe him nothing. F&A RAtA 4 -

13. In a complaints letter, people may first introduce the problem, and then state the
inconvenience caused and what they should do to settle the matter.

X B, “caused” J544 W T “by the problem”, & ILAE 4} i 1 € 1, &1

“inconvenience”

Discussion:

Through article learning, let students discuss the importance of the clothing workplace
and draw conclusions.

Putting yourself in the other person’s place may be useful during relation or
communication difficulties, in situations of negotiation or conflict.

Speaking - Useful expressions :

Have you received my email about ...?
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How often do you check your email?

I just wanted to make sure you are fine with ...

I’ll send you ... by email.

My email address has been changed.

Sorry, I got it wrong.

Can you forward this email to ...?

I’ll forward it to ...

What’s wrong with my e-mail?

Always cc me when you send an email to ...

You should find a way to avoid receiving spam emails.
Please make sure that you send the email to ... by tomorrow.

Check your inbox right away.

Part three: career zoom in

Reading: How to Write Internal Emails

Internal emails are those sent between staff or departments in an organization. It is a way to
communicate with colleagues or supervisors in your own department, in another department, or
even in another company office. Usually, an internal email is less formal than those sent to
external clients or customers. Users may throw their emails around without much thought®
because it is quite convenient and fast to send an email to someone within your organization.
However, there are still some rules to learn for writing an internal email.

Firstly, keep your emails as short as possible and to the point, because some people get a
large number of emails each day. Put an appropriate subject title to each email so that your
colleagues will know whether they need to look at it right away or can leave it until later. The
language should be clear and courteous. Proofread before sending to prevent any
misunderstanding or offence.

Since emails can be delivered instantly, people often expect an instant response. However,
colleagues may be out of the office or busy when you send them an email, so don’t get annoyed
when they don’t reply right away. Whenever possible, reply promptly. If you don’t have time, send
them a brief message telling them you’re a bit busy but will get back to them with more details
later.

Set up topic folders in your inbox to file your emails, e.g. mails to reply to later, mails for the
boss, etc., so that you can refer to them quickly. Delete outdated emails regularly to make sure
your inbox has enough space for new arrivals.2)

Don’t gossip about or criticize your colleagues in an email. If the person you talked about sees
the mail and discovers it was you who wrote it, it may result in disciplinary action against you,
which may damage both your reputation and career. Furthermore, avoid sending joke emails. Take
all workplace emails seriously and stick to business.

When you need to send a genuinely important email, you should label it “urgent” since your
colleagues can’t see the gestures, facial expressions or hear your voice through the Internet.
However, only when you are sure your message is really important should you use this function.

Otherwise, people may start ignoring your urgent mails in the future.
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W B ER A

DA AR IR 2 45 53 T 2 18] BRIA) — > B (AN (R BT T 2 18] AR O MR o B AR ARMRFTAE R ], B
HEr], BE5—mnarra= M FEESRS SN . —RinE, WMIEaak
B MR AR 4IR30 AN AT ARE R MBS A LEE, B A BB
IRTTAEAPRE o (EE, X 15 AERHRAFR R, 2 —Le R 222 3T
B, AR S B AITE S, PUH S N RS R A 7 lE . 255 — i
PR —AF8, XK, ARE A A RE AT AR AT T2 75 AL 2 ) e MR AR I R AR L ] . T 1%
TRREAALI . KO IRAF G FAE, AT e G iR i B E AT

W HEPFBE BN 2R, NATH 3 Ay BB 2Bl . JRT0, R MR IREs R, AR
FREANE I BT . PTEL, AT S22 18] AR A B4 <. ANE AT A
e, HREPEREE . WERIRER, ST —NMEERER, SURRAITRIEAT R,
IR B BARAT, IS URMATE A1 S
FEVRISAE AR A ST RO E S, ORI ERAEREAT 202K, Blhn, RLERIERIERIE, KR
IR 5E, XFEIRm REPRIEIR BV EANT T o MR R BEF, DRAE AR YA A A2 08 1
23 [ EOHT B AF o
ANEEAE B A B R 14 [ 2 AT R B PR [ A SRR B BN N B 1 R, IF K
DL IRE WIERIE, IRATRES S BT, IX AT REMEIRI 4 A M2 BB . oh, AER
TFBCRIRA: o INEXS T LA & B fE, 2R TAE.
IR ER — B AR E B, ARNAZIEEARIC N R 27, RO IRE F AL M B AR
PRIGEESS . RN, BT ARBRAGFE & o SR, AT S AREAAE IR 1045 12 58 3 22 A IR R A4 1
ZAERIEAN TR, B, AL T BERL & X IR R 2l B AR T

ok

[HECEE TR ]
1. Usually, an internal email is less formal than those sent to external clients or customers.
X B, “sentto external clients or customers” & id 2=/ F/E €18, 1&ifi“those 7.
2. tothe point HH JEE
#141): Please keep to the point. 1545 & AR,
3. instant ['instont] adj.3ZEIf; BEPRK, SLEPRHRHY)
instant coffee 3 7 MnHE
instant noodles 77 % [f]
4. promptly ['promptlx] adv. 3 ;HE i, 57BN
#14]): Sunflowers grow promptly. [1] H %4 K ,
5. a brief message telling them you’re a bit busy but will get back to them with more details
later.
TEIXH, “telling "2 BLIE D HVEE W, BIi“message”.
6. referto EF; %
refer to a dictionary £&— A i
7. If the person you comment on sees the mail and finds out it is you who did it, it may
result in
disciplinary action against you, which may damage both your reputation and career.
TEIX B, “itis you who did it” & — i H) .
8. reputation [,repju'teifon] n.Z X, &FE, Z&
attain international reputation Fi 15 [ By 7 25



good reputation 444
bad reputation £ 44
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9. ignore [ig'my:] vtANE, AE, B
#14]: Don't ignore him; help him. AN,  EEH Bhfth .

Homework:

Ask students to apply some useful expressions and patterns of this unit.

Chapter Unit4 Reception
To enable students to know: What are the basic
procedures of receiving customers;
How to receive customers with or without an
appointment;
Teaching Objective How to deliver a well-mannered business reception;

How to organize an effective agenda.

Ideological and political goals:It is very important that
the secretary greets people politely and friendly,
makes them feel comfortable and deals with them
professionally.

Teaching Focus

How to organize an effective agenda.

Teaching Difficulty

Some useful expressions
How to host a polite business reception

Teaching Duration

6 periods

Teaching Method Teaching and practicing, discussion
Ask students to apply some useful expressions and
) patterns of this unit.
Assignment

Thinking about how to host a polite business
reception
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Task 1:Ask students to remember the following expressions about receiving foreign visitors.

a. reception area i [X

b. host customers {5 A

c. avoid misunderstanding ¥ %15 2

d. promote mutual understanding 343t AH B 1 fif
e. keep appointments 5%

f. meet guests at the airport #137i0# =&

g. make an agenda ffill 72 H £

h. arrange accommodations ‘ZZHHF 15

i. build good relations &7 B 1 ¢ &

j. be friendly and welcoming #I& A& 4f

Task2:

Reading : How to Receive Your Customers
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To be a successful secretary, you must always bear in mind that you serve as a liaison between
your boss and other colleagues, as well as between your own company, the business community,
and society. Usually, a secretary also serves as a receptionist. As a receptionist, you can greatly
influence your customers’ first impressions of the company, which is of paramount importance in
creating a professional image. Therefore, it is necessary for every secretary to learn how to
become a successful receptionist. To ensure a successful reception and make a favorable first
impression, you should learn to break the ice and employ the following tips to help promote a
successful relationship.

1. Always wear a smile.(D

A favorable first impression always burgeons with a heartfelt smile. As a secretary, you
should always wear a warm smile when talking to people. It can relax people and draw them to
your professionalism.

2. Extend your hand first (depending upon the person and the culture) and give a firm
handshake.

A good handshake is firm but not overpowering. You can use a little strength, but do not grip
too tightly. A firm handshake shows your self-confidence, but too much strength makes the other
person feel uncomfortable.

3. Greet all customers warmly and clearly.

The receptionist’s voice is particularly important; it should be pleasant and clear. Saying
“Good morning” or “Good afternoon” in a steady, audible tone imparts an air of capability, which
is sure to be appreciated by all visitors.

4. Project professionalism.

Remember that you are one of the company’s most important assets. As a receptionist, you
are charged with giving customers their first taste of the office culture. By projecting a
professional image, you imply that customers’ experience with the business as a whole will follow
suit.

5. Remember to make eye contact during the conversation.

Avoiding eye contact can show your customer a lack of confidence. When standing behind
the customer, do not look over his shoulders because it may be felt as an invasion of privacy.

6. Speak in a tender and polite way.(D

Don’t be too humble or pushy, but you are required to show respect for the visitors’ culture.
You should always use “please” and “thank you” to be appropriate in conversations. When you
show the customer the way to your boss’s office, say something like, “Mr. John is expecting you.
Please come with me.” Avoid abrupt commands such as “Follow me” or “Walk this way”.

7. Develop your conversational strategy.

You can start the conversation with some casual topics which might also interest your
customer. This requires you to have a good grasp of your customer in advance. There are certain
areas of conversation that a secretary should avoid. It is usually considered offensive to call a
young lady “Madam”, or to ask a female about her age, salary, and other private matters. Do not
ask personal or private questions such as “How old are you?” “Are you married?” or “How much
do you earn every month?” You can show your concern to the customer by asking whether he is
having a nice trip or by saying, “Welcome to our company — please make yourself at home.”

8. Pay attention to your appearance.

It is customary to dress in smart, neat, and pressed clothing, which is appropriate to the
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environment. Clean shoes are a must. On a formal occasion, it is best to dress in black or blue. You
should also be lightly made-up so as to project a professional image.

All in all, a successful receptionist should be well aware of the importance of breaking the ice
through social barriers. It can not only help customers become acquainted with the company, but

also contribute more effectively towards a successful business relationship.

1 AR AR RIE SRR DIRERAR I, WERIRRER IS 2 B — A
B KB ALBMEIR, A, R RIS R S R ARG R AR
PG EATGRME T — MRIF RIS ARENL A R Z (B EAF Y A R LI &R

2 B MAMB TN % A AR . AR, IRESMN BRI ERE — R
RIFTA 20 W22 fE, IX T AR N AE L) W H Z 38 W H 3 —JH e 7e . A RAR B 4R 11X Lk
R, ARV, RERE MBI % IR SR A, T HA S IR LB
RO

3WERFNKYT, EHEEALSUL W N B AERA WL . WRA, B 55
Wi BRIl A ) 44 7, IR MR IR L, 21k P A % R S E A . 1A
2 NEAF S IFE B, SR E R B 2 AR Hzz HEd AT DT

4 GERATRIN BN B L, VHREALSIN Fr, DU/ AT T RERON A R IR o B
55, EALAR TR R BB R A AR L) N B AR AT DA AT (N o IRATRE RIS A R
NS SRR AR AR o IR N R4 i, IREZBILF R NS . RUTH S
TEl B NFTRRI A CEARLE) « b BN LA W N . 3T RARE R
FIH R NKUTH H I 7m bR S AR W d R W EAEIR, fRENR N ft— Lt
B3 BORE o W SRR _E R ASRE £ WAL, EEAL S 1A 2 SR BN N E o5 — M I TA]

5 BN R PITIAE A% R B S A0 IR, ARRIZ T 7 i i A A5 A 22 HEIX
YT B, /i S X 2 A/ A AT B ? /il R LS A R L )
AT PRI R BLAN, IR0 EEE AR LU T AR IR T %

®  EHUmE AR

o HEMIEHR, 2 EREFET) HER;

®  LHFIFIEA . MR WOl R IR R B0

® SRHTTUEINNG, ZHRACHE AT 7 UL S HAd 40 5 F 100

6 VREARIE 207 IR S ROR ZHE A IO, DO SRS S AT & % 7 I ki, %2
ESUIRSLSD) I =

T IAZ s ER IR BE W i 0 15 R B R AR AE R ML IR &R b AR Al
[HEVCEE TR ]

1. represent [repri'zent] v. fUE, I

#141): Flowers represent love, happiness, joy and all the positive affections .
WHRALHE %, A8, YOR LA BRI .

2. image ['imid3] n. B%H, EH

#lf]): As a scourge of the modern world , obesity has an image problem .
TENIARAE 2 B — M, ERER — BRI

3. notify ['noutifai] vt. FEH


http://dict.youdao.com/search?q=represent&keyfrom=dict.suggest&le=eng
http://dict.youdao.com/search?q=represent&keyfrom=dict.suggest&le=eng
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#14]: 1 shall notify you of the arrival of the goods .
TR T B HRIA T S B AR
4. As a secretary, you should be notified by the boss of all the appointments that have been

made each day.
TN AR R, ARESE N BRI BARE — R BT L 02
5. hesitancy ['hezitonsi] n. B%E, RE

#4]): He talked willingly now , with a kind of satisfaction and no trace of hesitancy or shame .
O HAS S, A SRS . BH2LZ2RMBEMR.

6. inefficiency [ in1'fifonsi] n. R

#141): The manager was discharged for inefficiency. 2t [K G B8 1M il JiE .

7~ If you have this information, you can receive and talk to customers without any hesitancy

when they arrive, and there will be no appearance of inefficiency.

TN WARIRER T IXEEE, SRV, REREAR BN Z ISR P,

1M H AN IR EL SRR 1E Ot o

8. figureout TE, V&

#14): 1didn't figure out how to do it. FAFIIEZE A Tk

9. allergic [o'ladz1k] adj. JTHH)

%lf):  Alice is allergic to the fur of cats. SN 76 4 i 7 B i #o

10 confirm [kon'fo:m] vt. e, Wik

#514]: Other data , he says , confirm that linkages between Asia and the US strengthened .
fhers, JEBIRUESE, SEPHAISE E T B SR P i o .

11. miscellaneous [,misa'leini:as] adj. JEZ:I), LHEEH
#4]): The report was buried under miscellaneous papers. — HS 4 75 B 25 Fh 254 1 SCAHF T 78 55

Discussion:

Through article learning, let students discuss the importance of the clothing workplace
and draw conclusions.

It is very important that the secretary greets people politely and friendly, makes them
feel comfortable and deals with them professionally.

Speaking - Useful expressions :

May I help you?

May I have your name, please?

Do you have an appointment?

Can I ask what you wish to see him about?
I’ll tell ... that you’re here.

Would you give me your business card?
Let me see if he is available.


http://dict.youdao.com/search?q=represent&keyfrom=dict.suggest&le=eng
http://dict.youdao.com/search?q=represent&keyfrom=dict.suggest&le=eng
http://dict.youdao.com/search?q=represent&keyfrom=dict.suggest&le=eng
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I’m sorry, but ... is occupied at the moment.

Would you please have a seat and wait for a moment?
... 1s expecting you now.

Would you come this way, please?

Would you please leave your card?

Task three: Reading: How to Become a Successful Receptionist

To be a successful secretary, you must always bear in mind that you serve as a liaison between
your boss and other colleagues, as well as between your own company, the business community,
and society. Usually, a secretary also serves as a receptionist. As a receptionist, you can greatly
influence your customers’ first impressions of the company, which is of paramount importance in
creating a professional image. Therefore, it is necessary for every secretary to learn how to
become a successful receptionist. To ensure a successful reception and make a favorable first
impression, you should learn to break the ice and employ the following tips to help promote a
successful relationship.

1. Always wear a smile.(D

A favorable first impression always burgeons with a heartfelt smile. As a secretary, you
should always wear a warm smile when talking to people. It can relax people and draw them to
your professionalism.

2. Extend your hand first (depending upon the person and the culture) and give a firm
handshake.

A good handshake is firm but not overpowering. You can use a little strength, but do not grip
too tightly. A firm handshake shows your self-confidence, but too much strength makes the other
person feel uncomfortable.

3. Greet all customers warmly and clearly.

The receptionist’s voice is particularly important; it should be pleasant and clear. Saying
“Good morning” or “Good afternoon” in a steady, audible tone imparts an air of capability, which
is sure to be appreciated by all visitors.

4. Project professionalism.

Remember that you are one of the company’s most important assets. As a receptionist, you
are charged with giving customers their first taste of the office culture. By projecting a
professional image, you imply that customers’ experience with the business as a whole will follow
suit.

5. Remember to make eye contact during the conversation.

Avoiding eye contact can show your customer a lack of confidence. When standing behind
the customer, do not look over his shoulders because it may be felt as an invasion of privacy.

6. Speak in a tender and polite way.(D

Don’t be too humble or pushy, but you are required to show respect for the visitors’ culture.
You should always use “please” and “thank you” to be appropriate in conversations. When you
show the customer the way to your boss’s office, say something like, “Mr. John is expecting you.
Please come with me.” Avoid abrupt commands such as “Follow me” or “Walk this way”.

7. Develop your conversational strategy.
You can start the conversation with some casual topics which might also interest your

customer. This requires you to have a good grasp of your customer in advance. There are certain
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areas of conversation that a secretary should avoid. It is usually considered offensive to call a
young lady “Madam”, or to ask a female about her age, salary, and other private matters. Do not
ask personal or private questions such as “How old are you?” “Are you married?” or “How much
do you earn every month?” You can show your concern to the customer by asking whether he is
having a nice trip or by saying, “Welcome to our company — please make yourself at home.”

8. Pay attention to your appearance.

It is customary to dress in smart, neat, and pressed clothing, which is appropriate to the
environment. Clean shoes are a must. On a formal occasion, it is best to dress in black or blue. You
should also be lightly made-up so as to project a professional image.

All in all, a successful receptionist should be well aware of the importance of breaking the ice
through social barriers. It can not only help customers become acquainted with the company, but

also contribute more effectively towards a successful business relationship.

WHAT J8 9 — AN B B4 1

BN — NI HI RS, R A2 HACAE IRAMY TS 24 35 R b =1 R0 HoAth ] 25 22 T Fr BB 2%
T, MHRSERM AT B A2 BRBR N @E, — MR a5 R
fath. fER—RZER R, IRESTER KA FRma G A IR A FI S — R, XM RE
— BN R RN E N R, 2o ] B — AN LD 4 AR5 SO0 AN R 5ok B R A2 1R
B N T IR B IR N T B R — A RIF IS —ED R, IR E 2 F T = o Bl
ia F AT B3 AR 1 12 1R R M 56 3R R TR
1. &0 R

— AN SR AT RE RS IR IR AT 450 T — AN RIFIEE — BN R A — S, EH AR
TR IPTIS A5 [ 12 S A Ty RIS B SR, IR RS S 06T J7 T80ka I HLABAAR A B 5 RS B e 51
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AAMRUFH) TR A — Lo T7 TR AR TR I I NAZEE G o JEEE R e PRI R RN B
R Lo YRS « F KR HAR B R R R 2 Lk o152 —F B U o ANEL i) — 28 N BB ALK
FIRRE, iR S LS T2 ARG5S 7 ? e AR H I FKZ 27 s JRAT LA
B N IRAR N PR B B DG IR RA T A =], 1 EE. KRR R R IR 2R 0
8. TERIRHISNE
MR, B SIWEAHNAERR . B RS RRIR. TR T R . 1R
LR G, BT ROEEEORARMR. R ZRE S N —F LR,
BIMTE 2, — BRI IR 51 ROZ T 70 B AR B o B PR B A 4T i R i B2 . XA
TURE UG AL 2 7 S At 1R R A ], i HLREE AT AT R N R B DR AR H

[RVCEE H# ]

1. bear in mind i2fF

#141): He'll bear the beautiful girl in mind forever. AR 7K izE 104+ AR € T A 4t 4R

2. paramount ['pzera,maovnt] adj AR ANEEK

#14): Loyalty is a duty paramount to all others.  FEU b 1) HY S 55 #8522

3. As a receptionist, you can greatly influence your customers’ first impressions of the

company, which is of paramount importance in creating a professional image.
BN AEA— BRI, IRSAEIR KA E b 52ma 35 2 VR A R 28 — BN, IR i
— PNV R A E LN

4. heartfelt ['ha:tfelt] adj.EZOK;EOERK

#141): Heartfelt smile is the powerful weapon that breaks the ice . E i IS 2T R & i it
JIH) o

5. break the ice FTHIER

#14): His remark not only broke the ice, but aroused everyone's interest.
TR E AT T ¥ s, T H SR TR AR,

6. overpowering [ ouva'pavorin] adj. IR KK, EBK

#141): Mrs Winter was large and somewhat overpowering. J45FHR NBLIR K, AMPEW R .

7. Saying “Good morning” or “Good afternoon” in a steady, audible tone imparts an air of
capability sure to be appreciated by all customers.

WO FEYCR_BAPECE T A T UUE R, SR T RE T W, X T a
ok Fe At ik —FRE 1) B A5 BOFF RBA TR TR

8. professionalism [pro'fefona,izom] n.BRMEAK, BRMEAEX

#14]: Don't allow your personal problems to interfere with your professionalism . AN ZEELEAR 1 FA

N TA] 8 52 ) B HR A 1
9. follow suit Z=FE, FEEM
5] : Father bowed his head; she followed suit. 337% &3k, Mt IR#E A3k,

10. By projecting a professional image, you imply that customers’ experience with the
business as a whole will follow suit.

B R E SN IES, IRRKSik i 5o 45 2 m B B — e B A .

11. look over one’s shoulders M\ J5firE


http://dict.youdao.com/example/professionalism/
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#4]: It's bad manners to look over one 's shoulder while listening .
0T R, B A R B R A AL

12. abrupt [a'brapt] adj. FRAH, BIEN
f514]: 1don't know the cause of his abrupt leave. FRANENIE At F 5K 2 2 1 A .
13. eye contact Hot#fk; RMHTL

f#14]: You should have eye contact with the person who you talk about.

PRI Z A5 BRAZ R N BEAT IR AZ 2
14. have a good grasp of EEED, B’E TR
#4): He has a good grasp of these concepts, so he can use them well.

fin B4R TR, P DU AR 47 832 T EAT

15. make up fbik, ¥ T#H
f515): When she goes out to visit friends, she is very much made up.

VA, SRR AT — 3 .
16. It can not only get customers acquainted but also contribute more effectively towards

a successful business relationship.
XA B8 {5 7 S M 1 ARAR I w1 HLREAEARAT] BE AT Ry 3 ST R DA PR 7 L G &R
7o

Homework:

Ask students to apply some useful expressions and patterns of this unit.
Thinking about how to host a polite business reception

How to write invitation letters and corresponding

Chapter .
p replies
To enable students to know invitation letters;
To enable students to know response letters;
. .. How to write invitation letters and correspondin
Teaching Objective P 8

replies.
Ideological and political goals: Teach students how to
politely invite and respond to letters.

Some useful expressions

Teaching Focus D
£ To know invitation letters and response letters;

How to write invitation letters and corresponding

Teaching Difficulty replies.
Teaching Duration 6 periods
Teaching Method Teaching and practicing, discussion
Assignment Ask students to apply some useful expressions and

patterns of this unit.



http://dict.youdao.com/example/professionalism/
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Teaching Procedures:

Task1: introduce invitation letters
Secretaries must master the skills of writing business letters for their bosses, especially invitation
letters and replies.

An invitation letter is a type of business marketing letter typically used to invite customers to

special events. When drafting a letter of invitation, be sure it includes:

Reason for inviting.
Name of the person sponsoring the event. Mention your name if you are the host or the host’s
name if you are writing on behalf of someone else.
Who is invited.
What type of social event is going to be held.
The address, date, and time of the event.
Directions or a simple map if the location might be difficult to find.
The phone number and the deadline to reply; precede these facts with “RSVP”(French
abbreviation for “please reply”).
Your gratitude for the receiver of the letter, anticipating their acceptance.
Tips & Warnings:
Send the letter of invitation well in advance, at least a week prior to the event so they can plan
accordingly.
Keep it brief, because people are busy; even if they already know you, they would prefer a short
invitation and they could answer the following questions in a few seconds: What? When? Where?
Proofread your invitation letters for factual, spelling, or grammatical mistakes. Even a small error
can cause great harm. Use some professional grammar software that automatically proofreads
your writing.
The letter should use fonts that are professional and easy to read.
If your superior decides to accept an invitation, you must:
Acknowledge the invitation promptly by writing an acceptance letter to show your interest.
At the end of the letter, tell the sender how your superior is looking forward to the event and
meeting him/her.
If your superior has decided to decline an invitation, you should:
Thank the inviter for the invitation on behalf of your superior.
State clearly that your superior is unable to accept.
Briefly state the reason why your superior is unable to accept.
In closing, restate your superior’s appreciation for the inviter’s consideration.
[HECEE TR ]
draft vt. F5; F
sponsor vt. %8
gratitude n. Y& BN
anticipate v. TIL; Tk}
prior adj. fiL5G )
proofread v. BXF; BIE; £
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superior n. 2 BUFHIN[EFY]
acknowledge vt. MSiff; XJ.... FTHIIE; & A iR

Task2 The format of the invitation letter

(The writer's
name

position
address
Tel

Date
upper right
corner

Block
Style
73k

P
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T
Modified Block Stylef IF %,

BEEAE S AL GBS P N2 . — B Am A — ROy IERUE R (invitation card) , —
T BER AW IBIEE .

T SR A — E kg 2

HoAREFEARMS CERHER 8k,

55 3 /& request(s) the pleasure/honor of, AH 24T IUIE H A “F%1157;

=R NS CERARRD  On s 8H Your GZ47)

25 VU543 & company/presence at..., 24T PUEH Il

Mr. EARRES

Requests the pleasure of the company of 51

EYN:vliEd
company at G (21 | TR

at on - Hﬂ' IE']

at
(R.S.V.Por rsvp )
Tel.
Dress:

Task 3 useful expressions

I’m writing on behalf of ... ...

On behalf of... ..., I have the honor to invite you to ..... FRIERFE ... LL...HHZ L, BiELE.....
We request the honor of your presence at... ...which will be held at 31 55 on H 3} from...to... (i} [f]



Foreign Language Department

B

PATRZHIIE ... ... UK. LB R LLLLBT

We would appreciate it if you could confirm your participation at your earliest convenience!
Please contact me at (Tel...)

R R RN SN, AT AR a5 RIER.

We are looking forward to seeing you at the meeting and listening to your valuable opinion.

We should be very pleased if you could honor us with your company. 512> 7 W1HE B, AT A
PESRSE

A Letter Accepting an Invitation

Thank you for your kind invitation to ...., which will be held at (...place) on (...day)from... to ...
I’m writing on behalf of Mr. Black who is delighted to accept your invitation for the presentation

of your new audio —visual system at the Business Exhibition Center on Tuesday, May 15.

As you suggested, I will be there at ..., and look forward to seeing everyone with pleasure.

A Letter Declining an Invitation

Thank you for your letter inviting me to attend .... which will be held at ... on ... at.../Thank you for
your kind invitation to..., which will be held at ... on ..., from.... to ....

Unfortunately, I will be in Shanghai on that day attending a company conference, and will be
unable to attend./Unfortunately, I’1l travel to Beijing for business that day. I’ll submit my report
via email before the conference and hope the conference will be a great success !

/I sincerely hope the event will be a great success.

Task4 A Letter Accepting an Invitation &A Letter Declining an Invitation Let’s students how to
politely invite and respond to letters.

Cindy Walker
Purchasing Department
Femme Fashions
40 Tianhe Road
Guangzhou, Guangdong
020-38650908
April 10th, 2017

Lily White

Popularizing Department

Emily Clothing Co. Ltd

20 Baiyun Road

Guangzhou, Guangdong

020-36671452

Cindy Walker
Purchasing Department

Femme Fashions
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40 Tianhe Road
Guangzhou, Guangdong
020-38650908
April 10th, 2017

Lily White

Popularizing Department

Emily Clothing Co. Ltd

20 Baiyun Road

Guangzhou, Guangdong

020-36671452

Dear Ms. White,

Thank you for your kind invitation to a preview showcasing your Summer Fashion
Collection 2017, which will be held at Baiyun Stadium on Tuesday evening, April 26th, 2017 from
3.00 p.m. to 5.30 p.m.

As you suggested, I will be there at 3.00 p.m., and look forward to seeing everyone with
pleasure.

Yours sincerely,
Cindy Walker

Cindy Walker
Purchasing Department
Femme Fashions
40 Tianhe Road
Guangzhou, Guangdong
020-38650908
April 10th, 2017

Lily White

Popularizing Department

Emily Clothing Co. Ltd

20 Baiyun Road

Guangzhou, Guangdong

020-36671452

Dear Ms. White,

Thank you for your kind invitation to a preview showcasing your Summer Fashion
Collection 2017, which will be held at Baiyun Stadium on Tuesday evening, April 26th, 2017 from
3.00 p.m. to 5.30 p.m. Unfortunately, I will be in Shanghai on that day attending a company
conference, and will be unable to attend.

I sincerely hope the event will be a great success.
Yours kindly,
Cindy Walker
HW :Ask students to apply some useful expressions and patterns of this unit.
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Chapter Telephone Communication

To enable students to know: how to answer a
telephone call politely;

how to make an effective telephone call;

what is the telephone etiquette;

how to handle unpleasant or unexpected telephone
calls;

how to take a telephone memo.

Ideological and political goals: A friendly and helpful
tone enhances your personal relationship with other
people, which contributes to a harmony society.

Teaching Objective

Some useful expressions
Teaching Focus how to handle unpleasant or unexpected telephone
calls

Some useful expressions

Teaching Difficul
eaching Difficulty how to take a telephone memo

Teaching Duration 6 periods

Teaching Method Teaching and practicing, discussion

Ask students to apply some useful expressions and

Assignment
g patterns of this unit.

Teaching Procedures:

Taskl: new words

touch-tone pads #%%#  cordless telephone JG%E Hi i earphone 7 f& mobile phone
telephone cord 12k foot stand JEHL handset H 1T & LED screen
Task 2

Reading : Telephone Communication
Effective telephone communication is an essential skill to master for a secretary. From
the time a call is initiated until it ends, you and your company are being evaluated by
the other party. Taking the time to learn techniques for successful telephone
communication makes every call a powerful public relations campaign for your
company. The following are techniques to help you communicate successfully.
Initiating the Call
Begin each call with a proper greeting. The quality of this greeting establishes
the tone for the rest of the conversation. Identify yourself, your company and, if
initiating the call, state your reason for calling. If receiving a call, ask the caller how
you can help him or her. Always keep your tone friendly and helpful® no matter how
the other party responds.
Getting to the Heart of the Call
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Establish the reason for the call. Telephone communication is critical to
successful business relationships because it allows both customers and employees to
gather information or solve problems quickly. Therefore, as soon as you have
identified yourself and the other party, state the reason for the call. As always, be
friendly and helpful. Take notes of important information and repeat it back to the
other party for clarification.

Arriving at a Resolution

Ensure that the call has successfully achieved its purpose and that problems have
been resolved before hanging up. You or the other party make the call for a reason: to
gather information, solve a problem or make contact with someone. If you called for
information, recap what you learned with the other party to make sure the information
is correct and sufficient.) If the other party initiated the call to solve a problem,
restate the problem and the solution you have offered to ascertain whether the call has
reached a satisfactory resolution.
Ending the Call

Thank the person on the other end of the phone for his or her time. It may seem
anti-climactic, but the ending of a business call is just as important as the greeting. If
you initiated the call, you want to make sure you have accomplished your goals
before ending the call. If the other party initiated the call, it is important to determine
whether or not the caller has had a satisfactory experience with you and your
company before hanging up. Ask whether there is anything else the other party needs
from you, or if there is any additional information he or she would like to give you. If
follow-up action is needed, exchange contact information before hanging up. It is
important to leave the other party on a pleasant note.

Other Strategies for Effective Phone Communication

Return calls in a timely fashion; failure to do so reflects poor customer service.
Voicemail can be both a friend and a foe. As a caller, be sure to leave voicemails that
are succinct and informative. Leave your name, business, the reason for calling, and
contact information.
Put the customer on hold only when necessary. No one likes to be left on hold
indefinitely. If you must put a customer on hold, estimate the time of the wait and ask
whether he or she would mind holding. If you do have callers on hold, check in with
them every 45 to 60 seconds to reassure them that they have not been forgotten. A
minute feels like a lifetime when you are on hold.

Never let a phone ring more than four times. Doing so tells callers that their call
is not important to you, or that you are disorganized and inefficient.

A7 R8I PR V) 368 A A B AR 1) — T RE o A LT IS — 2 B LR 45 5, X R
RERFURAR ) 23 FIAE H DAY o 76— S8 8] 25 22 ) EEREBEAT I DD IR L VA 8 2 AR — IR T 1S
HORON R A R 58 AT ST ARG S o BN A& 3 B R h A Tl ) 45275 -

THRIE L

BRG] H E AR LS CLCS AR 0% o 0% (B B o T R IR B B 1 o A 1S
THARRT, R BIVRA) 4y R 5] 48 BRI 5 VR 5 X G R R o A2 B i, 0 1365 K
AR s SR GAT A HE By o TEVeOXT T R AR IR ST, 35 I 0GR UR IR P 3 A AR T (i
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H BT

B 5 ST (10 B P o LU YA JE ST BRI 7R 55 O AR A AR R LB, LR AN B XU
RGBSR B ) 8. Rk, SR ORI A QRIS R E X5 1S e, T
TR B Ao 0 B B AME B A —ak DA X T A

IR

FEEEWT LR AT, S UCEE I H K Q2 IiE BIF O sk 1) 8. JRER 5 3T G A
R 9 TWERER, MR e 5 NI R . WERARAT iy TIREE R, E
RRIRAG 45 S OB DR L BT SE B8 o SRS U5 3T M s 2 1 AR IR AL, v ke 7 S ) LAY
SR AR RTS8 AR A O3 45 B K B

GERIE TG

SRS 5 T AR LA o X AT e AT TR B AT, (ERX T AR S AR, A5R
IR L TE T AR R ()i —RE Lo R RAT Y A A, AR AZAE HEL UG 45 R AT R L 2TA 3
FR o An SRR 7 A S A3 1, AE R I FL A8 2 AT A U7 2 15 5 VRt ER (1 38 15 A AR 22 7]
FE TR AR B WX R AT HoAth 7 EARTE B AT, B S I B A
PERLLE R W R ERAE T AR A 20U, £ 4 Wy 8 i B B 0T AR 2R 7 3o Al U7 RS2 3 i
AU R .

FCARBEAT A 200 F 3k Y0 3 ) SRS

S [0 SR A B g ] 52 T e Pk S R 5 1) i 55 iR 1B R AR 2 EXT)
Sllo FTHIER, BEIRE T RIE SRR RE 7. BN RIS . ST BUR R A
Ak 2 7 e

FRARBAG O AW DAL 85 K. SO A2 EREE BTSSR S BN o dn SRR A0
SRR, AT S R IR 1 A/ R R . WORARLE S AR, OREFEERG 45 21 60
PR E 5 AT TI0E 2R — R DRABAT 1 5 A5 A BB O VR A S (5O 7 I 4 — 23 Bt 448 —
ETRAK.

FKITANEEAL LR R W I 4 VKo 753 WA (i 7 VR T b AT TER) R B R AR R R AN B
B B VRS AR L TC B A R

CRENCIEE ]
1.requirement [ri'kwaiomont] n. 3R, WAEPE[Z1F]
#14]): Your requirement that she wait till next week is reasonable.

PRESR 3t 5 3 F A IE B o

2.initiate [i'nifieit] vt. FF4A, B4 K3h
#1f1): We are going to initiate a new course of studies

AR e — [ DBridRE

3.terminate [ 'to:mineit] vt. {45 ff115 15 {2410
#54]: The conference terminated yesterday.
FWHEREER T

4 evaluate D.J.[i'vaeljueit] K.K.[1'velju et] vt TFAY, ffiil, fhifh
f#14): The school has only been open for six months, so it's hard to evaluate its success. 1%#RX

TEINTRAH, DHEBIRMERG THE BT .


http://www.iciba.com/initiate/
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S.establish [is taeblif] vt.

FRALJENE, WAL, AT JFR

f1141): We have established diplomatic relations with many countries. A1 C A2 [ Z &7 1 4k
LRFR

6.identify [ai'dentifai] vt. AH; U5 %5005 3884
514]: Would you be able to identify the man who robbed you?
PREENS N AR AR P I A 152

7.clarity ['kleeriti] n. J&¥# (&) 5 & (F) 5 BT (M
f§14]: His writing has great clarity of style.
b P 55 A1 DX 175 T 2 T

8.resolution [ rezo'lju:fon] n. #5E, RIL(E)
#54]: The committee have passed a resolution that conditions (should) be improved.

TN 7R R

9.hang up JhHuEENT, ik (5FEARD HBIEZHR
514]: While I was talking with a friend on the phone, he suddenly hung it up.
AL R — L T ACIE F AR I, X7 RARE IR T .

10.recap [ri: 'kaep] vt. & vi. HEE HIR MEFE
#141): Recapped the headlines at the end of the news broadcast.
FE H B B e E N B R — T

11.restate [ 'ri:'steit] vt. EH; FEA B, BETRIA, #H— 07 U50R
#§14]: The government took the opportunity to restate its basic policies.
BUMEHLH R A BUR

12.ascertain [ &sa'tein] vt 2, &HH, WiE
f5]5]: 1 ascertained that she was dead.
EWrEh & T .

13.climactic [klai'meectik] adj. FAEBIERZI, JEHEEBNCRI: =
f#4]: We whomped our arch rival in the season’s climactic football game.

PAHE 2T AR L BRFE P T T A B P

14.satisfactory [ satis' faektori] adj. & AJEH(to), [, RUFMI; FFEERE
#14]: 1hope this arrangement will be satisfactory to you.
Ay Iz HE = R R

15.reflect [ri'flekt] vi. S, SCiff, W
#54]: Does this letter reflect how you really think?
X EHE S BR ) FLSE ARG ?
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16.voicemail & R%t; WwHEEH
#14]): Do you know how to use voicemail?
PRFNEBREAE FHIE S5 A 2

17.foe [fou] n. WA, T
#14]): They steadily pushed their foes before them.
fATIAMT B S TN

18.succinct [sok 'sinkt] adj. fjyE[AH]1
#%]: 1need your succinct reply. 77 Z AR 1] BP0 22 1 [0 %

19.estimate [ ‘estimeit] vt. &1, W&, M, vEAT, AW
#4]: We estimated his character highly.
A TR N SR oo

Task3:

Reading: Tips for Becoming a Proficient Secretary

For a secretary, strong, harmonious relationships are essential for success. Phone communication
plays a vital role in building effective relationships. Most people create a mental picture of the
person with whom they are talking over the phone. Usually, people judge a person by the mental
picture they have created. To enhance your effectiveness and communication as a secretary, it is
necessary for you to create a professional impression) over the phone. The following are some
tips to improve communication skills and relationship building.

Answering Calls

1. Speak clearly. The caller on the other end of the phone can only hear you; they cannot see
your face or body language. Your words and tone of voice are the most important factors in
telephone communication.

2. Speak in a normal voice when answering a call. If you have a tendency to speak loudly or
shout, avoid doing so on the telephone.

3. Do not eat or drink while you are on telephone duty. Only eat or drink during your coffee or
lunch break. Eating and drinking during phone conversations is very impolite (of course you can
drink if necessary to clear your throat).

4. Speak formally, and do not use slang or sloppy language. Pay close attention to the speaker,
and respond clearly to questions or remarks. Never use rude or swear words.

5. Listen carefully with close attention to detail. The ability to listen attentively enhances
communication because it shows respect and diligence. It is a good habit for you to repeat the
information back to the caller when you are taking a message. Verify that you have heard and
transcribed the message accurately.

6. Address the caller by his or her title (i.e., “Good morning, Mr. Green”, or “Good afternoon,
Ms. Huang”). Never address an unfamiliar caller by his or her first name.

7. Be patient and helpful. If a caller is irate or upset, listen to what he/she has to say, try to
calm him/her down and then refer him/her to the appropriate resource. Never act rudely to the
caller.

8. Always ask politely if you can put the caller on hold if you have to answer multiple calls at
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the same time. The caller may have already waited several minutes before getting connected to
you and putting him/her back on hold could make him/her feel neglected and upset. Never leave
the person on hold for more than a few seconds. If callers have to wait on hold too long, they may
become angry and hang up.

9. Always focus on each phone call and give the caller the utmost respect. Don’t get distracted
by people around you. If someone tries to interrupt you, politely remind them you are on an
important call and will speak to them as soon as possible.

Making Calls

1. When you make calls to clients, whether in person or when leaving a message, always
identify yourself properly, stating clearly your name, company name and contact telephone
number. For example, “Good afternoon, Mr. Huang. This is Ms. Li from Emily Clothing Company.
My telephone number is 020- 8779- 1212.” Always be aware of confidential information() when
leaving messages, and the people around you while talking on the phone. Be discreet! Someone
next to you might overhear confidential information that could negatively affect your business.

2. Avoid leaving long-winded messages. Remember that someone has to listen to it, write it
down and act upon it, and your message is likely just one of many he or she receives. It may help

to write down and prepare your message in advance to keep it brief and to the point.

RS SRR BT

XEF RS 2R A AR Z 0 B AR A . LTRSS L SRR R P AR
FEREEREM . KRBTGS 7 AT EITR o« AT LUKHE ) BN G WX
TiARE BRI 9 T SRR TAERCR IR A E Rl LA 438, £ i is i G Ll e
FAWRALE) . DU 2 — S @i @ B M LS E R R ET

£ R
1. RIBIERE o KRB AE G 55— 3 A w] DA BRI & 5 A5G A BIIR AR AN S K15 =
R R T AN R L VA B o A P
2. FRMT LGS, AEFP R IE S . WK KR UL R WU R ST 15Y,  MLIZAE A g
RIS
3. HEITERER AR RAEMRTERERE A BIE . 37 R ina R vt el YR}
BTN CHIRUIR T ZEH R T2 ] LA TORHE)D
4. MEABGETE S, MEREIESGERNE S BVOQERE, JHER RN EN F 18,
P08 PR B 1
5. AFAHEC T, JEEANT. WA DAe A, T IR AR S E A E SR .
BIRBEEEN, BREESX NS MRS
6+ A FH /b ) SR AT AR Oy (B e B B0 R JedE”, BE AR, BNETD o
DIRAGEAR BB B A . BRI 2RO 5 5 SR R
7. EAMOAR TN IR E R T scE OOUEEL, b AIEE, 2kl
AT Tk, IR SIMAISRE S ENRIEE R . VIZHEN Rk
8+ WRVRTT BEHEAT 2 50, ALSH R 2 7 AT PR . BHCAEX r A] L SR IR AR
MIHLTE AT D250 T4 ) LB, AT AT REAR AN R A I I h 44 . TIAEEEAFEIR A
SERFIT TR, ANRMAT A E e T L

O\ WRZEH BN IR, JFE T T BRI EE . B E KA. A N SEITER,
FLB PR REARATT AR AT — A R B PRAL B ) B B
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PRAT HIE

1. RGBS HIER, NERBEARNEHIEL RGN THE, KZHERHPE NS
By, VIERIRAIES . AR BHABRBETE. Fli, “FEL, wod, BEkHEZENR
BT RZE/NH, R HEIE SIS 020-8779-12127, fEHH 5 MR B & R BN S B AR
MEE . BRAE, AR ATRESU X EYLEE R, XM R 55 r= 4 5 520
2. BEVIBKB RS RAGELERE. BREHESRESHANN, 5Tk, 4J—7T, bR
18 & At B It P B 2 —RE I SR AT S I 5 S FoRE BRI = wivs e
2,

CRVCEE R ]
1.vital ['vaitl] adj 4% F% 5 B ()
f514]: It is vital that we should be kept informed of all developments.
HE AR AT B P 1R S A L

2.tendency [ 'tendonsi] n. A, ¥
54]: Prices continue to show an upward tendency.

Yot B4k S: BT

3.avoid [o'void] vt.
#14]: He avoided answering my questions.

A 11 AN 1 1) L

3.break [breik] n [E]&K, A [EIAKS
f5]5]: Let's have a break for lunch.
MEAT TR AR B — 2 LRz A R IE

4 slang [slen] n. i
#%]: We settled down to a quiet discussion of English slang.

PAT2 T ORI RSB 1 %
5.swear [swea] n. 5 HIE
#141): Say that again, but this time leave out the swear-words.

PR, (HIXIRAE Z IR i

6.address [o'dres] vt. FRIF
#§14]: How shall we address a prince?
FATUATRRIE—A £ 52

7.verify ['verifai] vt. IESE
5] . All those facts verified his innocence.
X — V) SEHESUE B At 2 T2 1.

8.transcribe [traens kraib] vt. 5 T, i3
il 1) «

we are having a conference and would like to transcribe the proceedings.


http://dj.iciba.com/transcribe/
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TAVEA — D2V T HSUVOL DR TR,
9. irate [ai reit] adj. K&
514]: We have received some irate phone calls from customers.

FA TR BB AT R — LEFTR A L1

10.multiple ['maltipl] adj. &
IR
The driver of the crashed car received multiple injuries.

HFIRG L b 324 o

11.distract.[dis trekt] vt. F(N)7 0, 2BEERE D)
f5]f1]: Noise outside distracted her mind from her studies.

[ TAM W o AN 7, TEIRER R 1 2T

12.confidential [konfi'denfal] adj. 4 [HL] 2
f5]5]: The results of conference are still confidential.

VR PR

13.discreet [dis 'kri:t] adj. 5 1TEEMN
#514]: He is very discreet in giving his opinions.

R IALAHE

14.to the point #HIH, WETIHY
#54]: The article comes straight to the point.
R SCEIF R

Discussion:
Through article learning, let students discuss the importance of the clothing workplace
and draw conclusions.
A friendly and helpful tone enhances your personal relationship with other people,
which contributes to a harmony society.
How to Write Memos

An essential skill that a secretary must develop is the ability to write effective memos. A
well-drafted memo can help you a lot in work.

What are the features that a well-crafted memo must have?

Plan your memo before actually writing it.

Think about what you want to say.

Figure out the purpose of your memo.

Are you conveying some information, asking for a decision or putting up a proposal?

Make a note of the points that you want to cover before you begin writing.

Stick to a framework when you write.

The memo should conclude an introduction, a main body, and a conclusion.
The first part of your memo should clearly state what it is about and why it is important. Be
careful not to ramble or you will lose the reader’s interest at this stage itself.


http://www.iciba.com/the/
http://www.iciba.com/to/
http://www.iciba.com/the/
http://www.iciba.com/point/
http://www.iciba.com/这/
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Now write down the information you want to convey. Try to use bullet points and format
carefully the contents in a consistent manner. If you are presenting any information, clarify where
you have got it from. Provide a link if it is appropriate.

Each point that you write should be complete in itself and lead on to the next in a logical
manner.

In memos in which you are asking for an approval, the conclusion is probably the most
important part. Clearly state what you want. Make your conclusion as unambiguous as possible.

Importance of Editing and Formatting

Don’t underestimate the importance of giving your memo an orderly and business-like look.
The paragraphs should be evenly spaced and aligned.

Poor formatting or an error in using the correct font size could make the reader doubt the
accuracy of your data or the diligence with which you have done your work. A little time spent in
looking over what you have written and making corrections makes you avoid making an
embarrassing mistake.

Addressing the Memo

Select your audience carefully. Forward the memo only to the people who are concerned
with the issue that you are writing about. Sending copies to all and sundry is not a good idea.
Re-check the final list to ascertain that all the intended recipients are included.

Confidential Information

Does your memo contain any details that should not be disseminated widely? If it does,
mention that to the persons to whom you are sending the communication. But remember that a
written document creates a permanent record and it could be copied or forwarded to others.

Make Time for a Final Review

When you are writing a memo, a good principle to follow is to put yourself in the shoes of
the reader. Try and anticipate the questions that may arise and incorporate the answers in your
memo. Once you finish, read it to see if it comprehensively delivers the message that you are

seeking to convey.

Homework:

Ask students to apply some useful expressions and patterns of this unit.
Consider how to take a telephone memo

Chapter Meeting Organization

To enable students to know: what the meeting
etiquette is;

what the basic aspects of meeting organization are;
how to plan an effective meeting using action-oriented
agendas;

how to chair a business meeting;

how to write meeting minutes.

Ideological and political goals:Time is something that
people must cherish. Reasonable arrangement of time
is to save time.

Teaching Objective
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Teaching Focus

How to chair a business meeting

Teaching Difficulty

How to chair a business meeting;

Teaching Duration

6 periods

Teaching Method Teaching and practicing, discussion
Ask students to apply some useful expressions and
Assignment patterns of this unit.

Teaching Procedures:

Task1:learn the following meanings of the symbols.

\ N = + N
Symbol © = &

1. Equal/is
2. Is not/ does not equal

3. About

4. The result of/due to

5. Leads to/ results in

6. Therefore

7. Because of

8. Drops/falls

9. Increases/ rises

10. Appears/ sounds good
11. Important

12. And/together with

13. End/stop
14. Meeting
15. But
Task 2

Reading : How to Hold a Successful Meeting

Much of business people’s time is spent on meetings, including formal meetings such as

committee meetings, and informal meetings that do not take place in an office or meeting room. It
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is important to know how to hold a successful meeting because running meetings well is really an
art. How can we make meetings more efficient and productive? Here are some key considerations
and practical tips to guide you through the meeting organization process.

First, meetings must not be held for their own sake, without a clear purpose. They are held to
share important information or solve specific problems. In a meeting, new and additional
information becomes available. Participants can discuss and reach mutual decisions. People will
be encouraged to generate unique and creative proposals.(l) Meetings can lead to more
imaginative and productive decisions. Without a clear purpose, meetings will waste valuable
time.@

Second, the organizers have the important task to select the right people for participation and take
great care to make sure they are properly informed of the agenda. They should also fix an
appropriate time and place for the meeting, and prepare necessary materials and equipment.

Third, the chairperson has a difficult job and is critical to the success of a meeting. A

chairperson must be well trained and experienced, for chairing is a great skill. A good chairperson
should possess the qualities of authority, flexibility, impartiality, and maturity because he or she is
required to keep the meeting on track, maintaining a constructive and positive atmosphere. For
example, if the discussion becomes heated or if speakers digress from the subject, he or she must
interrupt and ask people to return to the topic under discussion and remain calm. Sometimes, he or
she should ask the attendees to take a vote when opinions differ, but he or she usually doesn’t
vote.
How does the chairperson work during a meeting? The chairperson will always open the meeting
with an introduction. He or she greets the attendees and introduces the purpose of the meeting
clearly. Then he or she will guide others to review past business. Next begins the first item on the
agenda. Items discussion is most important because participants work together to contribute ideas
to help solve problems. Finally, the chair must conclude the meeting. He or she should summarize
the different positions, and where possible propose a way forward.

Fourth, the agenda is one of the most important documents for planning a meeting. It is a list
of important issues for members to discuss. For a formal meeting, it is usually circulated among
participants before a meeting is held. The purpose of an agenda is to structure the discussion and
help to run the meeting efficiently. It is a necessary tool for keeping the meeting focused and
productive. Items must be put in logical order on the agenda. It can not only designate the topics
for discussion, but speakers for each topic and their time allotment. Effective meetings begin with
effective agendas.

Fifth, meetings need to be recorded, so taking minutes is necessary. Minutes usually record the
date, time, location, names of participants, and important points made during a meeting. Taking
minutes is skilled work, and the person reading the minutes decides whether they will be detailed
or brief. The minutes-taker must be objective and should organize the minutes in a clear and
concise manner.

The points mentioned above are the key factors to be considered when having a successful
meeting. As for some small, informal meetings that may occur in the corridor, around the coffee
machine, or during a meal, they are generally more relaxed, but different from casual talks. They
are usually smaller and briefer than formal meetings but still must have some planning and
organization.

In addition, more and more businesses are also relying on the ability to conference or meet
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over extended distances. As a result, online meeting is becoming a trend that you never miss out
on to run your business more efficiently. No matter what kind of meetings, we have to prepare
them well® and follow proper procedures. In this way, we can make meetings worthwhile and

productive. Otherwise, they may be a waste of time.
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1. productive [pra'daktiv] adj. L=/, BB RK; BHHK

#141): 1spent a very productive hour in the library. FA7E B3 7E B AKX — /FUSCHRAR K
1. available adj. "] F KB 75 2] 1

f14): 1Is there water available around here? i 715 37K 15?2

The principal is available now. IERI K AT LAFE LK

3.on track P AHIE, KREE

#14): keeping the meeting on track. PRI 2 AN E @

4.digress from 7715

f141): His essay digresses from the main subject. i f) 3 & & H 32 @i .
I'll tell you a funny story, if I may digress from my subject for a moment.
WER VIR B — 22 )L, GRS B s .

VE: digress [dai'gres] v. B @, 25

5. take a vote F¥ =

#141): Shall we take a vote on this? KR 5K LI

6.allotment [d2'lotmant] n.4-Ac

#14):  The allotment was made on Sunday. 2 H £ T .
7.minutes n./v.2POEREHER)

f514]: 1 want my disagreement to be minuted.

ESRILI A F & AR T K

Finish the excises on page 71-73 and check the answers.

Part three: Career zoom in

Reading: The Role of Secretary in a Meeting
The secretary is crucial to a successful meeting. After the chairperson, the secretary is the most
important person at a meeting. An effective secretary can assist the chair in planning, conducting,
and concluding a meeting.(D So, there are a lot of requirements for a secretary, although they will
inevitably vary between companies.

As an effective secretary, he or she should carry out the following activities:
Before the Meeting
Consult with the chairperson on the business of the meeting and create an agenda with a clear
purpose.
Help the chair to make a list of members to be invited and send invitations. Make sure there will
be adequate attendance to conduct a productive meeting.
There must be suitable prior notice before the meeting. For guests coming from other places, make
room reservations and confirm with them.
Prepare any materials and information needed from the previous meeting and explain why you
cannot get them ready.
Prepare all meeting handouts, copies of agendas, copies of the minutes of previous meetings, etc.
for circulation to all attendees before a meeting.
Get stationery such as paper and pencils ready and put them on the table in front of each attendee’s
seat.

Keep the attendance register, minutes book, etc. available for the meeting.
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At the Meeting

Secretaries should arrive before the meeting starts and prepare everything, including the

minutes, all relevant correspondence, handouts, equipment, etc.

Record the names of all participants and ask them to register. Note any apology for the absence.
Read the minutes of the last meeting and present the actions taken on each item. Everyone present
should agree on the previous meeting’s minutes before moving on to newer items. Approving the
minutes needs the signature of the chairperson.

If the meeting does not have a minutes-taker, recording the minutes is the most important
responsibility of the secretary during the meeting. When taking minutes, it is important to identify
and record details of the main points. Of course, not every word can be recorded, and that is not
necessary. So the secretary should listen carefully and actively, making sure that all important
decisions and proposals are registered, as well as the name of the person or group which is
responsible for implementing them. Make sure that the actions needed to be taken are clear. In
addition, recording the proceedings with a voice recorder can be immensely helpful for long,
detailed, important meetings.

Ensure the provision of refreshments and stationery during the meeting.

Make sure that all items on the agenda are dealt with by the chairperson. If the chairperson
overlooks any item, remind him or her immediately.

After the Meeting

Write a draft of the minutes immediately after the meeting since the information is still fresh in
your mind. Consult the chairperson and the chief officer for approval.

Promptly send all necessary correspondence to persons who’re responsible for carrying out plans
and actions discussed in the meeting. Send them notice as a reminder if necessary.

Collect all stationery and other materials from the conference room, keeping everything clean and
organized.

Help the chair send required thank-you notes to important participants and pay for their expenses
when appropriate.

Thus, the preparatory, administrative, clerical, and follow-up work falls under the jurisdiction of
the secretary. He or she is the facilitator of a successful meeting with a large number of vitally

important responsibilities.

MFFES W HIEH

MASE — DRI I P E EENEM . Bk 7 ERE 250, MBRaM P HREZEMA. —4
AR RS P B R AT H R, SCEALE S . I, AR 2 A IR R % 2
R, RERBERIEA R AT 280 5E A E5F

BN — A TARRCE S R, fl (b NAZERES AR LR I A
SWZHT

Lo b WCETOR I 2, — 0 B AR B A RS

2. RS W R A B R IR BT R . B ORI R ABORHEAT AN E
EEP %S GIESNE

3. HEHERETEEM VOB NNIBS N2 S e AL b .

4. WERLF EREUEY KIS A RN SR, U SRASBEME 2 SRR SN
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5. MERLF WA B ks, BRER I, Sl 2R REMFSESE, Loy
k5.

6 ME& LR ARSKMEYE Z RIS, FHEENTREI RN 5 2 KB AT .

7. WERIFBERIE. SVOCREEELEM.
SRS

1. B ROZAE 2 VOT IR Z /T BIE 2 s — Ve, SRS BOCS. MREMTE. 2K
(I BB AN A5 5 5 5555

2. WRITASa#EMET, JREBNIZER]. 0L BHhIE & .

3. EE BRI RIF B R B — D BRI B AR g . AR NBGETT, TS5 &
B AL il WA BGEIE B — B M. 2 BOER TR B LML
4. HERSWHEALTINSBOLRE, BAESWPHIC RSB — N EE RS, £
BEAT 2 VOCRE, B8 P IC R E AT R RE . R, JEARE i, i
FEANLEL) o R PSS — 52 RN A 4RI U, B DR T AT (1 2 22 ok S AR SR AR T Sl R
B EAC R T RVE SEE T G1 o W ORI BRAE BRI BIC AT . Bk, SRS AL
—EETT S TR . RS0 A0 A S BOR Ui A AR B35 B

5. Bt VUL RE A IR RN SCR BB

6 MRS X W H R BUEBET 138 . AR % 2ns AR UGE, —E Y
EaRmEMl (At .
W25

I AEZ VUG NN A3 2 UCAE R EAR,  BOSIRIROR S WL X e 5ok, &l
JEAN A AN

2 HGHCR AR RSB R IE LA AE 2 W 4R 2 SERETH IR BTSN 6o B TE T BLSS
AT A A& R ARSI o

3. RIS WE R I SCRAEAR Y, DR SRR TR AR .

4. DpBhERRIELE B ES HE S ¥, IFEE AN RS AT 2

PRIt SWHIHES . ITBERS . CRTFEH 25 KRB R S AR IR ST .
P — DRV AT e, b () A& 21% 2 HE R T E.

CHENCEE VR ]
1. Carry out 3Z4T
#41): She had finally carried out her promise to quit smoking. i fz 2 SEHL T A = -
2. consult [kon'salt] v.FH, B&E
#14): 1have to consult the manager about the matter.
KT HRBHAHEER— .
3.conduct [kon'dakt] v.5| %, #&=H, BH
He should learn how to conduct a meeting.
il f e ARSI 2 S]] FERF 2
4. Make certain there will be adequate attendance to conduct a productive meeting.
BN WA RS R NBOREAT — A& A B 21
5. circulation [ sa:kju leifon] n.f53%, 154
#514]: The ideas have been in circulation for some time.JX L6485 & AT 1 — BT[],
This magazine has a large circulation.iX A& % & & AT &= 1R Ko
6. correspondence [ koris'pondans] nfg4F, R4
letter, note, correspondence, message X% 1A H1E" 2 & .


http://tw.dictionary.yahoo.com/dictionary?p=Carry+out+
http://tw.dictionary.yahoo.com/dictionary?p=Carry+out+
http://tw.dictionary.yahoo.com/dictionary?p=Carry+out+
http://tw.dictionary.yahoo.com/dictionary?p=Carry+out+
http://tw.dictionary.yahoo.com/dictionary?p=Carry+out+
http://tw.dictionary.yahoo.com/dictionary?p=Carry+out+
http://tw.dictionary.yahoo.com/dictionary?p=Carry+out+
http://tw.dictionary.yahoo.com/dictionary?p=Carry+out+

Foreign Language Department

letter XA I, ZIR—VIERMBAE, JCHRIBEF G

note 18N A B 1 M AE B 2%, IEEEE RS,

correspondence FE& 4], FRAHRAE M.

message 615, Ff5. MRS

7. approve Rk

#141): Father approved our plan to visit New York.

SEFE T BATVT M ALK

8. in addition Ak

f54]: In addition, fund managers can lack bargaining power.

WAk, Je 8 P R L RE

9. provision [pra'vizon] n.ftR, %

#141): He made no provision against the unforeseen expenses.fth 15 A 1 % = 4 2% H o
10. refreshment n.Z5 &; A0

#141): The spectators dropped off to get refreshment. 55 W 23 23 B & J 17 550

11 draft [dra:ft] n. R, EXE, EHE; vt

#41): He drafted his plans for the park.fih 25 A [l 2l 1 ~F-1i & .

He drafted his speech. i 5 | Y f .

12 promptly #dEH, His

%15 : He promptly forgot all about it. i % X FH LG —F % T .

She promptly seized the opportunity his absence gave her.

i 37 RIAAE T A I 45 i s L2 .

13 Thus, the preparatory, administrative, clerical and follow up work falls under the
jurisdiction of the secretary.

PN B, SWHES . TEES . CRTEEE 25 1R F S 2B IR siu .
14 facilitator n. {23, F &

facilitate [fo'siliteit] vt.

f5i15): Modern inventions facilitate housework I KV 2 K BB K S5 TRHE L T,
Discussion:

Through article learning, let students discuss the importance of the clothing workplace
and draw conclusions.

Time is something that people must cherish. Reasonable arrangement of time is to
save time.

Homework:

Ask students to apply some useful expressions and patterns of this unit.
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