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FICRAR Unit 1 Presenting Professional VIRIERR 0

Clerical jobs

FEBH#R 1:To enable students to know the duties of a secretary 2:To
enable students to the skills that a secretary should possess

I S
& 4k

To enable students to know how to write Resume

To enable students to know the Form of Business Letters and master
how to write Business Letters

To require students to remember expressions of Meeting People

# % | Some useful expressions
B & | Exercises in the book, especially the translation and writing

Resume and Business Letter writing
know the duties of a secretary

# =¥ | Some useful expressions
Mt s | Exercises in the book, especially the translation and writing

Resume and Business Letter writing

# % F Bt | With the help of some reference books, mp3, computer
(BH)

¥ | Teaching and practicing, discussion

FENEREZH (RFIEIORE )

The first 2 periods

Introduction; new words and expressions; ask students to recite some useful
sentences; translation and writing practice; let students listen and speak the

expressions of Meeting People
The second 2 periods

Explain passagel; ask some students to translate some sentences; discuss the duties
of a secretary;check the answers of exercises in the book

The third 2 periods

Explain the Form of resume and Business Letters, analyse the given samples;
explain the story in career salon

BTN
In this unit, we know the duties of a secretary and skills a secretary should possess,

the form of Resume and Business Letters, the expressions of Meeting People. As
secretaries, we will use them frequently so we should recite some important points.
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Homework
P.17 Task 15
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Unit 1 Presenting Professional Clerical jobs Teaching Procedures:

[ Oral communication

Introduction
1) the duties of a secretary
2) the skills of a secretary
Questions
1) What do you think should be the duties of a secretary?
2) What skills should a secretary possess?
Words and Expressions

1) secretarial 2) implement

3) attach to 4) a variety of

5) up-to-date 6) harmonious working relationships
7) efficient work flow 8) jack of all trades

Asking students to recite some useful sentences
1. Congratulation on your success in being selected for the position of sales reprentative in our
company!
2. Your abilities and experiences seem suitable to the needs of our college.
3. We can offer you the position beginning from September.
4. You owe this to your wonderful and successful work experience in market promotion.
5. ’msure you will prove that we’ve chosen the right person.
6. I regret to tell you that we intend to hire someone who can speak Chinese.
Listening the Sample Dialogues
Asking some students to retell what they have listened

Role-play the Sample Dialogues

Asking students to remember the useful expressions and patterns
Asking some students to do the translation Exercises

II Written communication: Workplace reading

Passagel:Text
As a secretary he or she may have a lot of duties to fulfill. Generally speaking, a secretary has
to do the following major jobs. First, a secretary is expected to relieve the executive of a various

administrative details. Second, a secretary is required to coordinate and maintain effective office
procedures and efficient work flow. Third, a secretary must be able to implement policies and

procedures set by the employer. Fourth, a secretary should be able to establish and maintain

harmonious working relationships with superiors, co-workers, subordinates, customers or clients,
and suppliers.

Apart from what has been mentioned above, a secretary should also be able to do a variety of
other jobs. To begin with, a secretary should make appointments for the executive and maintain his

or her calendar. He or she is expected to receive and assist visitors and telephone callers in every

way possible and then refer them to the executive or other appropriate persons as circumstances
warrant. A secretary is expected to arrange business itineraries and coordinate the executive’s travel
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requirements,
Next, a secretary is expected to take action authorized during the executive’s absence and use

initiative and judgment to see that matters requiring attention are referred to a delegated authority or
handled in a manner so as to minimize the effect of the employer’s absence.

A secretary should be able to take shorthand or longhand notes and transcribe from it or
transcribe from machine direction. He or she should also be able to type material from longhand or

rough copy.
In addition, a secretary is expected to sort, read, and annotate incoming mail and documents and
then attach appropriate files to facilitate necessary action. He or she should be able to compose

correspondence and reports for the executive’s signature as well as prepare communication outlines
by the executive in oral or written directions.

Another duty of a secretary is to make arrangements of the executive and coordinate

conferences and meetings. A secretary may serve as the recorder of minutes with responsibility of
transcription and distribution to participants. He or she may supervise or hire other employees, select

or make recommendations for purchase of supplies and equipment as well as maintain budget and
expense account records, financial records, and confidential files.

Finally, a secretary may be required to maintain an up-to-date procedures manual for the

specific duties handled on the job. He or she should perform other duties as assigned or as necessity
dictates.

In addition to the duties mentioned above, a secretary should possess the following skills. He or
she should have a good command of office skills and be proficient in office software such as
Microsoft Outlook, Microsoft Word, Excel and etc. ever-evolving software applications require that

secretaries be efficient, skillful and open to change. Effective business writing skills are essential for
assistants who use e-mail throughout their workday.

In summary, the secretarial position can be described as “the boss’ confidant, office manager,
supply and equipment purchasing manager, ‘jack of all trades’, and master of office mysteries.” He

or she may have to retain a great deal of information without speaking of it to anyone. Because a
secretary is often made aware of highly sensitive company information, he or she must be
trustworthy and able to keep a “secret”.

Sentences translation

P.5 Task. 5

I Workplace writing

Resume; Business Letters

Ask students to recite some useful expressions
efficient work flow; take shorthand; account records; confidential files;
Ask students to read passage 2 and finish the exercises
Check the answers
Explain the Layout of Business Letters and resume
1. Indented Style 2.Blocked Style 3. Modified Style

Ask some students to translate the samples
Ask students to remember the useful expressions and patterns
P.13 Task. 1, 2
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Ask students to preview Listening and Speaking

IV Career salon and ideological thinking.

Case study. Ask student to tell how to be responsible for the duties of secretary, and possess the skills
of secretary.

V' Homework

P.17 Task 15
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R Unit 2 Observing Proper Office VIR 0

Etiquette
# % | (B BH #Fr)To enable students to know the major good manners in the
H B |office
To enable students to know the process of reception
To enable students to master the Form of Invitation Letters
To require students to grasp the expressions of Telephone Calls
# £ | Some useful expressions
H | Exercises in the book, especially the translation and writing
Invitation Letters writing
# 2 | Invitation Letters writing

M & | The expressions of Telephone Calls

#(2F F Bt | With the help of some reference books, mp3, computer
(BH)

B | Teaching and practicing, discussion

BENERZH (RFIEIORE 2 E)

The first 2 periods

Introduction; new words and expressions; let students listen and speak the
expressions of Telephone Calls

The second 2 periods

Ask students to recite some useful words and expressions; explain passagel; ask
some students to translate some sentences; discuss Proper Office Etiquette; explain
the passage2

The third 2 periods

Check the answers of exercises in the book; explain the Form of Invitation Letters
and samples; explain the story in career salon

BTN
In this unit, we know the Proper Office Etiquette, the function of the Reception

Area, the Invitation Letters, and the expressions of Telephone Calls. All of these are
important for professional secretaries, so we should remember the important points

Homework
P. 35 Taskl5
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Unit 2 Observing Proper Office Etiquette

Teaching Procedures:

[ Oral communication

Asking students to recite some useful sentences
1. We would be glad if you could come to the party.
2. We hope you can join us for the opening ceremony of our company.
3. Unfortunately, he will be in Shanghai on that day, attending a company conference.

4. Thank you for your invitation. We hope the presentation will be a great success.
5. We hope the party will be a great success.

6. He’ll be looking forward to seeing you then.
Listening the Sample Dialogues

Asking some students to retell what they have listened

Role-play the Sample Dialogues
Asking students to remember the useful expressions and patterns
Asking some students to do the translation Exercises

I Written communication: Workplace reading

Office Etiquette

Questions:
1. Do manners matter in the office? Why?

2. In your opinion, What are the major good manners in the office?
3. Have you ever encounted anything uncomfortable in the workplace?
4. Why is it important to behave properly in the office?
5. What is the key point in dressing for office staff?
Words and Expressions:

deliberately; embarrass; cooperation; accepted; competitor; reveal;, safeguard; correspondence;
shred;unfavorable; irritate; minimum; posture; free-for-all; in terms of; a code of ethics; reveal
company secret; good posture
Passagel: Text

There are rules for proper behavior in an office just as there are rules of etiquette at home and at

social events. Those who break these rules, unintentionally or deliberately, show their lack of

consideration for others. Either way, it is at best embarrassing and at worst difficult or impossible to

gain confidence, respect, and cooperation of others when widely accepted practices are cast aside. So

observing proper office etiquette is important.
Attitude Experts believe that you must have a cheerful, positive, and confident attitude to

handle your work and working relationships. People are uncomfortable around someone who views
the world darkly. More important, they distrust and want to avoid someone who often appears to be

angry or unhappy, fearing that such a person might treat both work assignments and clients or

coworkers unfairly and irresponsibly. Therefore, it is sometimes necessary to have a serious
self-examination and even seek professional help.
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Ethics Without a code of ethics, life at work would turn into a free-for-all. For instance, it is
impolite to discuss with outsiders a coworker's secret romance. It  (t. 7] ] This, ZF/REITEAMIEH)
is dangerous, for some competitors may blackmail persons who have something to hide, forcing

them to reveal company secrets.  ({EIR FARIEM A))
Companies must keep a degree of privacy and secrecy. Therefore, it is considered taboo to

discuss company affairs — even apparently routine — in public or with outsiders. It is even unwise

to discuss business in the office with coworkers from another office. Gossip ({E44 1A ) is
undesirable in any case. The only safe rule is never to gossip (f#(Z/117 ff]) about coworkers and
never to discuss company business outside the immediate office. (BT IMAEZIE)

Proper office safeguards go hand in hand with (5. B %K 2 ) matters of ethics. Keep
important documents and file folders locked in cabinets or other containers. Do not leave (i )

confidential correspondence and other materials face up on your desk ({EZZ1E#b JE£1E) where
anyone might see it. (€14 M H]) Carefully safeguard drafts, notes, and shorthand notebooks.

Beware how you dispose of (4LFH) materials too. Anything thrown into ({EJ5E E1E) a
wastebasket, for example, can easily be regained by someone else. Take (f£%%) time to shred
carbon copies and photocopies that are not used.

Personal Habits Personal habits reveal much about a person to others. Annoying habits, in

particular, such as pencil tapping or mumbling and tardiness, make an unfavorable impression on
others. But often people are unaware that they have bad habits that irritate others.

Neatness has an immediate impression on visitors. It is easy for someone to associate an office
in disorder with carelessness in work. (#...5.. K ZFE—#) A client might think twice about (5
=2 ) giving business to someone who appears to scatter files and other materials around (2.
HLIE...) the office without regard for (Y& % [E£F)...) efficiency or security. Similarly, coffee
spills and bread crumbs all over a desk will not add to a visitor's confidence in your working habits.

People like to deal with others who appear to be orderly, careful, and particular in managing
themselves, their duties, and their working environment. Disordered housekeeping habits present a

poor (HI247F bad) image.

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

Experts recommend that you dress for the job you want, not the one youhave. ({EE1&MA))
Thus if you are a staff assistant and you want to become an executive, dress like an executive.
Although offices vary in  ([A...MA[A]) the degree of formality, a properly dressed business person
usually wears well-tailored, conservative, businesslike suits or dresses with jackets and a minimum
of jewellery. (fFf%1iH1E)

Clothes are only part of the picture you present.  ({E&1EMH]) Good posture and cleanliness
(clean hair, fingemails, and so on) are essential. Hairstyles should be relatively conservative too. In
terms of (Hf..M 5) hairstyle as well as  (fH24T*and”) clothes, you should look as if (FHitd
1%) you're onthe way to (fFZ..HJ#& ) a business meeting, not a picnic.

Translation

P.26 Task.9

Passage2: Receiving Visitors

Ask students to recite some useful expressions

in terms of; a code of ethics; reveal company secret; good posture
Ask students to read Reading B and finish the exercises
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Check the answers

I Workplace writing: Letters of Invitation

Explain the Layout of Invitation Letters
1. Formal 2. Informal

Ask some students to translate the samples

Ask students to remember the useful expressions and patterns
P. 31 Task. 1

Ask students to preview Listening and Speaking

IV Career salon and ideological thinking.

Case study.Ask student to perform the major good manners in the office.
V Homework

P. 35 Taskl15
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FLER Unit 3 Helping make Your Employees VIRIRE 0

More Creative

#H % | BHBH#PR: To make students understand how to adapt to various work
H R |styles
To make students understand how to evaluate Employee Performance
To make students master how to write Notice
To make students remember the expressions of Exchanging
Information
# =¥ | Some useful expressions
B & | Exercises in the book, especially the translation and writing

Notice writing

# ¥ | Notice writing
Xt s | The expressions of Exchanging Information

# 2 F Bt | With the help of some reference books, mp3, computer, 2¢>JiH, £1%]

¥ | Teaching and practicing, discussion

FENEREZH (RFIEIORE )

The first 2 periods

Introduction; new words and expressions; let students listen and speak the
expressions of Exchanging Information

The second 2 periods

Explain passagel, discuss how to create a better working environment for ourselves
and our colleagues;

The third 2 periods

Explain the Form of Notice and samples, and tell the story in career salon

BTN
In this unit, we know the writing of Notice and The expressions of Exchanging

Information. As professional secretaries, we will often use them in our daily work.
So we should grasp and remember some useful sentences.

Homework

P. 51 Task15
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Unit 3 Helping Make Your Employees More Creative

Teaching Procedures:

[ Oral communication

Asking students to recite some useful sentences

1. All teachers and students are requested to meet in the auditorium to celebrate the
50™ anniversary of the college.

2. Tomorrow you will have a day off.

3. It is hereby proclaimed that the teaching staff has voted to dismiss Mr. Liao

Xiaofeng from the post of president.
4. Because of the fast growth of our business, we find it necessary to move our

company to a more central area.
5. You are warmly welcome to visit our new office.

6. Work will continue on May 8 at the usual hour.

Listening the Sample Dialogues
Asking some students to retell what they have listened

Role-play the Sample Dialogues
Asking students to remember the useful expressions and patterns

Asking some students to do the translation Exercises

I Written communication: Workplace reading

It (YEJEZ 315 ) is well known that, as secretaries, we work close by our employers. We
should have a clear understanding of our manager's work styles and their true temperament.

We should know what our managers expect us
todo (441 MA]) even before we are told. One thing we need to keepin mind ~ (JEiEMA)) is
that our managers and we are different people with different ways of doing things. (Fi&MA]) We
should adapt to our manager's work styles and try every means to establish a good relationship with
them. Having a goodworking environment is desirabe to all employees in a company. Here are some
elements secretaries should always keep in mind.({8|2%/47])

Remember that our managers are human beings not perfect beings. Both our managers and we
have strengths and weaknesses, have areas of confidence and areas of fear. Some-times,our
managers may seem unreasonabe
in what they say or in what they do. We should try to understand them and help them, for we all face
different challenges in our work and have different expectations placed uponus. (J5EEIE) We
should look at our managers as people as well as managers.

Remember that our managers may not be as confident as they appear. Being managers with
multitudes of responsibilities is not an easy task. If our managers are working within their "circle of

confidence"—an area of responsibility in which they have good training and experience—they may
be effective; otherwise,they may be experiencing internal fears and frustrations, and thus they may

lack confidence.This internalconflict may cause our managers to be unrea-sonable in their attitudes

and expectations of us as well as critical of us. By being critical of us,he feels stronger. While this is
not a positive trait,we should accept and seek ways to help relieve some of our managers' possible
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stress and feelings of inadequacy. (A EMUE 1E) Remember that our goal is to become a "team of
two" with our managers (ANE M FHE) .

Remember that communication is the key to a successful working relationship (/€ MHETS).
If we continually experience frustration while attempting to build a better working relationship with

our managers, we should be honest about how we feel. Most managers appreciate honest
communication and will respond positively to it.

Remember that we need to have boundaries in our job. If our managers ask us to do something
that is against our personal values or beliefs (f#{i£i&MA]) , we have the right to say "no". We need
to explain to them why we cannot carry out that particular assignment.  (ff{ZZiEM H))

Remember that no one can build us a better boss, but we can build a better "we".Remember to
never try to change our disorganized managers into completely organized ones. People with different

personalities and temperaments have different styles of relating to people and tasks. As
secretaries,we can seek ways to help our disorganized managers (A EZMHE ) (to)be more
organized in their thoughts and instructions (4% to B AE M EERMNETR) .
Remember that our goal is not to change our managers, but to help them (to)be more successful.
Remember that our question may help us understand our tasks better. When our managers

instruct us on a project or assignment, we need to ask as many questions as possible.Our questions
will help prompt our managers to provide the information we need to accomplish our assignment
well (441 that 5§, which (€M) . Our questions might also cause our managers to think of other
related things that we cando  (FEAM\) to help them.

Remember that frequent contacts may help us do the task better. We should suggest meeting
together weekly, so we know what our managers expect of us (24 18/ M/)) and how we can better

anticipate what is ahead for our work. (K24 JrlPH: M) 4057 Ne4 TRl M) )
I Workplace writing: Notice

Explain the Layout of notice
1. Formal 2. Informal

Ask some students to translate the samples

Ask students to remember the useful expressions and patterns
P. 50 Task. 13

VIV Career salon and ideological thinking.

Case study.Ask student to discuss how to adapt to various work styles.

V Homework

P. 51 Task15

Bt # R i 2
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RILER Unit 4 Reception VIRIRE ©

#H % | BEBLEHFR: how to deliver a well-mannered business reception
] | according to different cultures

understand the procedures of receiving customers;
learn to organize and write an effective agenda.

Some useful expressions
Exercises in the book, especially the translation and writing

S|
k| Tr 4k

Agenda writing
Mt & | The expressions of Reception

= F Bt | With the help of some reference books, mp3, computer
(BH)

¥ | Teaching and practicing, discussion

FENEREZH (RFIEIORE )

The first 2 periods

Introduction; new words and expressions; let students listen and speak the
expressions of Exchanging Information

The second 2 periods

Explain passagel, discuss how to create a better working environment for ourselves
and our colleagues;

The third 2 periods

Explain the Form of Notice and samples, and tell the story in career salon

IO/,

This unit focuses on reception, a common business activity for corporate secretaries.
At the end of the unit, you will practice role-playing a reception for customers of
your company. You can prepare this task following these steps:

First, you will gain skills and knowledge about reception through activities in the
Getting Started and Building Knowledge sections.

Then, you can practice what you have learnt in the Talking Point section.

Finally, you will carry out a team project in the Conducting a Project section.

Homework

P. 78-79 Conducting a project

Unit4 Reception
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Teaching Procedures:

1. Getting Started RH(IESN
[4H 5% EBE]

Activity 1  Career salon and ideological thinking.

Work in pairs. Discuss the following questions with your partner how to deliver a

well-mannered business reception according to different cultures.

Answer Key:

1. There are different tasks and procedures involved in receiving customers with an appointment
and without an appointment. If a customer visits, ask politely if he has an appointment with your

boss. If so, welcome him warmly, take him to the waiting room and offer him something to
drink. Then announce his coming and arrange the meeting. If there is no appointment, offer him

a seat, inquire as to the purpose of his coming then consult your boss if he would like to spare
some time for the meeting.

2. a. Always wear a smile.

b. Extend your hand first and give a firm handshake.
c. Greet all customers clearly.

d. Project a professional image.
e. Make eye contacts during the conversation.

f. Speak in a tender and polite way.

g. Work on your conversational strategy.

3. Yes, because a secretary also serves as a receptionist, who controls a customer’s first impressions
of the company. How a customer is received is of paramount importance for creating a
professional image for your organization. Therefore, it is necessary for every secretary to master

reception skills.

Activity 2 Match A with B.
Answer Key:
l-a 2-f 3h 4a 5b 65 71 8e 9d I0c

Activity 3 Listen to the short passage and fill in the blanks with what you hear.
Answer Key:

Linterpersonal 2. occasion 3. hosting 4.hospitality 5.rewarding

Script:
In order to make a good impression on customers, a good interpersonal relationship is
essential to either personal or corporate success when preparing for a reception. Firstly, it is a great

help to practice basic social etiquette when you meet a guest for the first time. Secondly, it is best to
dress in black or blue on a formal occasion. Moreover, you should show awareness of and respect

for all guests and their customs. Finally you should know some basic diplomacy hosting a

foreign delegation. In short, do everything you can to show your hospitality as a host and you will
find it rewarding .
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Activity 4 Jane, secretary of Emily Clothing Limited Company, is meeting a guest at the
airport. Listen to the conversation and choose the best answer to each of the following
questions.

Answer Key:
1. Mr. Gray

2. ABC Company

3. No. Because she had already spoken to him many times over the telephone.
4. The Garden Hotel

5. They are going to taste Cantonese cuisine

Script:

Jane: Excuse me, but are you Mr. Gray from the ABC Company?

Mr. Gray: Yes, 'm Mr. Gray.

Jane: My name is Jane. I’'m from the Emily Clothing Co. Ltd. I’'m here to meet you. Welcome to
Guangzhou, Mr. Gray.

Mr. Gray: Nice to meet you. It is very thoughtful of you to come and pick me up here, Jane.

Jane: My pleasure. I have reserved a single room for you in the Garden Hotel.
Mr. Gray: Oh, that’s a great help for me. I have the feeling that we have known each other for a long

fime.
Jane: Of course. We have talked to each other so many times over the telephone. Did you have a

nice flight, Mr. Green?

Mr. Gray: Yes, the flight was smooth. The service was good, too.
Jane: I’'m glad to hear that! Do you have all your luggage here?
Mr. Gray: Yes, it’s all here.

Jane: We have a car over there to take you to your hotel .

Mr. Gray: That’s fine.

Jane: Would you like to taste Cantonese cuisine this evening?
Mr. Gray: That sounds great. People say “ Eat in Guangzhou,” which means, Guangzhou is a great

place to experience a variety of great food. I'm really looking forward to it.
Jane: OK, you’ll check in first. Once you’ve settled down, we’ll go at once.

Mr. Gray: OK. Thank you for all your trouble.
Jane: No trouble at all. This way, please.

2. Building Knowledge #1iR#E%

KT AR
[2%53FX]

YER—AREE, AR REBRI BT, 1 H2— Pt A3t R ARG T, IR
SBR[ BN G ZAE B AATTBZESK, B DO T— BBl 5, AR =M R B
LA, — A BIR R S RVTE AT B T REFRIEIR. B LES SRR ARES mHE A
HES, FrOMRA 2R T A& b e R FHR I 2

[FANCER Vi ]
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1. assistant [o'sistont] n. B BT By

{51/7): How is your new assistant doing? {RESHTBNELE 487

2, dealwith  RifY, Ab3E; Xifg

{51/7): An English learner must deal with many difficulties. JEiER]Z2E W VAT 1428 RMYE,

3. professional [pra'fefonal] adj. HMkiE; BRALE

{51]/7): 'We are having a professional training. FR{/JIEAHAT—IR L WA ESI .
5. favorable impression IR RIFHIZ
5] /7):Smile can make a favorable impression to others. f#{%25 ARAGTIEE.

6. occupy [‘Okjupai] vt. 53 HH

{§47): The line is occupied now. HiiF 54k,

7. hospitality [hospi'teliti] n. %, BFE

3| /): Thank you for your kind hospitality. SRR A,

Activity 5 Reading A
[Z%5%X]
TR 17

AR ATITERRIE SR, SRR RR N, WK BB S aa s PR R — I,
R, LR, A2, AREEAERZ T TRE IR SR A Bl IR LR R, AR A
ML T —MREFIILS K- A Bl Z R B R, R RIRDLEK .

EAA AR IR A A RIREFF. 1R, IRESEM L Pk AR — KA OB
AN, XIUTAEN SE L0 H Z BIERAIN HE)—Fast 5enl. ARIR R X 25 B,
BRI, RSB A IR MR AR PO S8 PR, T EA & PR SLEUCR IR DL

WARF NG, HSCEALSHGA) M NS EHEESCATY. ARA, BRI AR
ELERRIH/ M2 T, e — M AR, SUE IS EEANE . #ENEAE
BAFEIHE BN, AR R AR EL AT W

UNRARH BTN B TLY, VIREALBONRr, ROt/ b ReA mTRE SOy AT . B,
TR AtAR R B AR AR ZE I AN B A T AR T N AR T RE S B — TS A A2
KA AT . IRE N RS Fr, IREECF NS . RUTH 5 e, A
PR AT CEARNE) . AR WA AB A Wad BN . 8 T RARE A TRl T Ak
VitIH B Lal @S AN L. AR WE SR, REONEAROE—LE PR yoRt. R
PREY LA BERE DiAth,  EEALS e 2 N AR ELANZE A/ o — 2L ]

{E AR B AR 25 2k E 3 Ah— T, AR T AR M 4 DA BB b LR T
7). B, b ERAIEY? b 280 Al it B EHF RS XL R A BT
PR EVIRR . AN R DEGERE I DA T WA R 5

® RHUAEREERE

® il MR, SUCHISEHIS 255 S0 Y H AR,

® HHTREER. MR, Wl G AR BRI
o RHEIPUEWE, ZHEA0H ATz AR HABAITY S5

VRERRYEE P H ORZHET A RIS, IOV S ST 6% TR R, 220
TN

B2, BRI TR B ARFE Rl AR T G ATE b,
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[ACEE VR ]
1. represent [repri'zent] v. {3 FH
{5/7): Flowers represent love, happiness, joy and all the positive affections .

WRNLEZ, EME, YORASTA B RIS
2. image ['imid3] n E% B
{5]/]): As a scourge of the modern world , obesity has an image problem .
VENBAGE R —F e, JEREER— BRI
3. notify ['moutifai] vt. EHI
{51 /5): 1 shall notify you of the arrival of the goods.
FRRFHE SRY A T B HIR

4. As a secretary, you should be notified by the boss of all the appointments that have been
made each day.

R VERRL, VRESEM AR IR —K HRY A 29, ZHE.
5. hesitancy [‘hezitonsi] n. BEE IE

{5/7): He talked willingly now , with a kind of satisfaction and no trace of hesitancy or shame .
ezt O H BB, A S E. BA 22 RN .

6. inefficiency [in'fifensi] n. KK

{51]/7): The manager was discharged for inefficiency. 2 FE[H JCRE 0L fEkE .

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.

BN WIAYRERR TR, HEFRAN, VRSt AR A Pt S P, M
HAZ HBRELEG KA L.

8. figureout T i

{547): 1didn't figure out how to do it. FEAKIIEIZ EA I,
9. allergic [2'lod3IK] adj. TER

{51/5):  Alice is allergic to the fur of cats. S FET X7 Al B2 B 45,

10. confirm [kan'fo:m] vt. HE, WhHA

{51]/7): Other data , he says , confirm that linkages between Asia and the US strengthened .
ftbrn, FUERHEIESE, MEHAISE E e SRR BriniE.

11. miscellaneous [,misa'leinizas] adj. B4, ZHH

{51/5): The report was buried under miscellaneous papers. AP R A50% 25FP 2 B SCH T s
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[R5 S5 ER]
Task 2 Decide whether the following statements are true (T) or false (F) according to the
passage.
AnswerKey: 1. T 2. F 3 F 4T 5 F

Task 3 Use words from the passage to fill in the blanks in the following sentences.
Answer Key: 1. mutual 2.procedures 3. appointment 4. consult 5.appropriately

Task 4 Look at the sentences below taken from different dialogues. According to the Reception

Procedures(A — G above), in which procedure of a reception would you use the following
sentences?

AnswerKey: 1. C 2.E 3 A 4F 5B 6G 7D

3. Talking Point A FRi%3h

Activity 7 Talk about the effective ways of meeting customers at the airport
Answer Key:

1. A: Usually, who is the person sent to receive the customer?
B: Usually, the person sent to receive the customer is in the same or equal position in the
company..
2. A: If necessary, how could a secretary do so?
B: If necessary, a secretary do so in person.

3. A: What should you have in advance?
B: You should have the flight number and arrival time in advance..

4. A: What could you hold up in the airport receiving area?
B: you could hold up a placard with the customer’s name in the airport receiving area.

5. A: How to greet when the customer spots you?

B: when the customer spots you, greet politely and welcome him with a small gift.
6. A: How should you introduce yourself?
B: You should introduce yourself like this, “Hello, Mr. Smith. I’'m Susan, the secretary of Mr.
Wang. I’'m from J &G Company.”
7. A: What could you politely ask for your customer?

B: You could politely ask for your customer’s business card.
8. A: What sense can you give your customer when you get the vehicle ready?

B: Getting the vehicle ready can give your customer a sense of being respected.
9. A: Why don’t you keep the customer waiting?

B: DO NOT keep the customer waiting in the first meeting because it is very impolite and could

easily arouse displeasure.

Activity 8 (Open)
5. Practical Writing 5{E

Ceremonial Speech Xt
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Activity 10 Read and fill out the agenda with the given words.
Answer Key: (1) roll call  (2) minutes  (3) arising (4) strategies (3) adjournment

Activity 11 Activity 11 Suppose you are Jane of Emily Clothing Limited Company. Write a
business agenda according to the following situation.

(For reference)
A Business Agenda
Sept 15, 2010 Guangzhou, China
TIME ACTIVITY LOCATIO | ATTENDEES PURPOSE
IN
IReceiving Jack] . ecutive of thel. @ © Jac
7:00-7:30am Airport F _ _ omson a
Thomson oreign corporation
elcome
IDining Hall in Jack Thomson & |Getting acquaintec
8: 00 — 8: 30 a.nfBreakfast Emily eaders of Emilyjwith each other
[Company ompany

ack Thomson &
8:30- 9:30 am [Welcome ceremony  |Garden Hotel Jeaders of Emily

ompany

ving Jac
omson a

elcome

R =Nl E=e

ack Thomson & thejGetting Jac
o IShow Hall 3 0SS of  EmilyfThomson to kno
9:30-11:30 a.m |Visiting the show hall _
ompany out the history o
mily
IGarden Hotel Plack Thomson & the]Getting Jac
12:00-2:00 p.m JLunch and rest _
D0SS of EmilyjThomson to kno

ompany about the contract

Jack Thomson &

E)iscussing details of the]Meeting Room Eaders of Emilyfkhanges

:00- 3:00 p.m
ontract

ompany etalls of

ontract

Jack Thomson & |ntroducing
Visiting the work line offManufactory Ezanagers of Emilypdvanced
[Emily 0

mpany echnology
mily

Jack Thomson & Building

5:00 -5:30 p.m |Signing a contract IMeeting Room ﬁe boss of Emilypusiness

ompany elationship

White  Swanflack Thomson & [Celebrating
5:30-7:00 pm [Dinner Party [Hotel caders of Emilypartnership
ompany
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Homework

P. 78-79 Conducting a project

Hooo & )R T &

HICAHR TIRIGRES | 6

Unit 5 Telephone Communication

JBH#7: master telephone etiquette

m s

understand the procedures of making an effective telephone call;
handle unpleasant or unexpected telephone calls.

Some useful expressions

Ir 4k F 4k

Exercises in the book, especially the translation and writing

S bR
4k

Memo writing
ME 5 | The expressions of telephone communication

FZF B | With the help of some reference books, mp3, computer

¥ | Teaching and practicing, discussion

HENBERZHE (RFIERIRE 2 E)

The first 2 periods
Introduction; new words and expressions; let students listen and speak the

expressions of Exchanging Information

The second 2 periods

Explain passagel, discuss how to create a better working environment for ourselves
and our colleagues;

The third 2 periods

Explain the Form of Notice and samples, and tell the story in career salon

BTN

This unit focuses on telephone communication, the most common business activity
of a corporate secretary.

At the end of the unit, you are required to role- play a telephone reservation and
complaint. This unit is divided into 3 sections to help you fulfill these tasks.

First, you will develop presentation skills through activities in the Getting Started
and Building Knowledge sections.

Then, you can practice what you have learnt in the Talking Point section.

Finally, you will carry out a team project in the Conducting a Project section.

Homework

P95-96 Conducting a project
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Unit 5 Telephone Communication

Teaching procedures:

1. Getting Started

Activity 2 Label the following objects with the words from the box.
Picture 1. telephone codes Picture 2. LED screen Picture 3. handset

Picture 4. touch tone pads Picture 5. foot stand Picture 6.mobile phone

Picture 7. cordless telephone  Picture 8. earphone

Activity 3 Listen to the passage and fill in the blanks with what you hear.
Answer Key:

1. mircrophone 2. reproduces 3. alert 4. handset 5. separate
6. connected 7. network 8. portable 9. radio 10. limited

Script:

All telephones have a microphone to speak into, an earphone which reproduces the voice of the other

person, a ringer which makes a sound to alert the owner when a call is coming in, and a keypad (or

in older phones a telephone dial) to enter the telephone number of the telephone being called. The

microphone and earphone are usually built into a handset which is held up to the face to talk. The

keypad may be in the handset or in a separate part. A landline telephone is connected by a wire to

the telephone network, while a mobile phone or cell phone is portable and communicates with the

telephone network by radio. A cordless telephone has a portable handset which communicates by

radio with a base station connected by wire to the telephone network, and can only be used within a

limited range of the base station.

Activity 4 Listen to a conversation and choose the best answer to each of the following

questions.

Answer Key:
1. B 2B 3B 4C 5 A4

Script:
NICK: Hello, Nick Delwin

GREGG: Hi, Gregg Anderson here, Helen Turner’s assistant at Odyssey Promotions in New York.

NICK: Oh yes, hello.

GREGG: Helen asked me to start making arrangements for your visit and I’d like to go over a few

details with you.
NICK: Good, so things are moving forward.

GREGG: Yes they are. There are three things I’d like to go over with you - the hotel, the exhibit, and

of course the reception. Is this a good time to talk?

%023 W3k 26 11



NICK: Well, actually Gregg, I’ve handed over all the arrangements to Dianne Davis, my assistant.
She’s going to be looking after things from this end.

GREGG: Oh, great. Could you put me through to her?

NICK: Sure. Just a moment.

GREGG: Thanks.

DIANE: Diane Davis

NICK: Diane, I’'ve got a Gregg Anderson on the line. He works for Odyssey Promotions over in

New York. He’s done some preliminary planning for our trip. Can I hand him over to you?
DIANE: Yes, of course.

2. Building Knowledge HIiR#E%

[PRERE: iU EEH]
TN R
Joieke TAE Al e s BRI B AWTE S50 Tan s A R RAE a2 L AER e fE
PR SSEFRRI R, a1 ERAE A G B (2 B W R ).
F 5 YA ) B

HLTEAILAOYE BBFE 1 207 RS2 THGE A S AN /AT T T B2 el RIG 725 .

TEM SR, #8580 AR A EBCE BN AL BT 95 A8 A nT Bl Y.

[AC S vHE]
Linform [in'fo:m] vt. 453, #HL Hd
{5/7):  Canyou inform me when to begin our final examination?
PRBBSYFIRAT T A It 2855 105 2

2.appreciate [8'pri:Jieit] vt. T, EA;
{547):  You can't appreciate English poetry unless you understand its rhythm.
PRI SCRFRARE, WG IR ST,

3.essential [i'senfol] adj. EEEHY, FEHY,
f5)41): Tt is essential that you should come home early.

PRADEE SE R,

Activity 5 Reading A
[Z%3F3]

A R T YAIE R P A SR AT fE. M IR AR — 2B g S, X ERRE
SPVRRIRE AT VR W . fE—28 ITE] 557 > B RREA TR DAY FeTE YAl b B— R i T5 AR
R TR T8 530, LA 255 BIR Bl YAk B 5:

AR iR

BT IFT ra TR AREE BA B R ) (e, ) fery TR R B SRA 0 i B B, il T
IRy, RHUREI S LA AT AR H SR X YCE TER A, A2 BerE, 18R AR Rl RA
A At R G T A3 Bl TCI8XT T2 el [R5 9, 35 B2 DRI AR e A AR TR T B,

JEERWN 24U

i 3 TR IR L R TETAN RN BT B IR 95 % R SRR EELAY, BAHBEA L AUT R
B PAHE E AR S, (I, MRC 23R8 8 Sn A e i Sy i, LT
TR, IR E ZEAERE R —RPA LA ifA.

K B

% 24 B0 3t 26



FEFEA HTE AT, BRI YGHE TEY H 9 C2 A8 T O AR AR, ARE00 53T i 2 I
REg: O THEREE, BB S RABGRICR . WARRTRIEE AN T HIER, HiMR
PATHEE A PR IR RIZE R, QNSRRI 53T viiif 2oy 1 AR DAL, 1) X7 EOA AR (AR
R YT RUARA S 5 198 R R .

2 R T

RGP R T ARR R . X TRE S RASIRE T, (HRN T— AR SR, 4iA0E
TR ST 4R PV — R EEZE AN AT Hh B LT, VR DL IRAE R T4 R AT PR C20iA %] H .
YNSRI X7 A FE 1, A RIS PG Z RTRA T e - SRt PRE 835 SO R TR A
e RE R . X R A AR EARTE B Ay, B R i B IE B AR A IR,
UARER BT AR I B, eI RIS B . BOSUTRY IRAR Jra, 1 ez Bl Bt st AR i
HER.

FCAREATAT S A SE Y i

2 S [E SR 38 Q1A eI 52 P TR0 SR 3 55 s A 75 T i S S e It X 8.
TTHETAE R, BAGEVRE T B0E S5 SR g A T 8. B MRrEA . e, SeaE NS
LEw

FRABEAMECA AL PR, BAASEREEEIEF RS i, RROIE
FPEER, AT SR R Y i 2R N, RRER SR, PRI 45 2 60 AL
5 HATTIRER — UK PR AT A 50 B, S VRS R TS50 T i B — 0Pl gt R — 25 7R
4K,

KIZEAN FELE PR 4 YR A5 UG ARRA 0 A2 1 Yokt T A AT DA LIRS PR SR A H R
B ARICERS LD B A RCR.

Task 2 Decide whether the following statements are true (T) or false (F) according to the

passage.
AnswerKey: 1. T 2. F 3. T 4. F 5F

Task 3 Use words from the passage to fill in the blanks in the following sentences.
Answer Key: 1. Identify 2. solve problems 3. resolution 4. Thank 5. Voicemail

Task 4 Here's some advice on making business calls. Match the advice above to the reasons

below

AnswerKey: 1. G 2. F 3.C 4D 5 E 6A4A 7 H 8B

5. Practical Writing
Ceremonial Speech

Activity 10 Read and complete the memo with the given words.
Answer Key: changes discussed stress concerns confident

Activity 11 Suppose you are Jane of Emily Clothing Co. Ltd. Write a memo according to the
following situation.

(For reference)

From: Jane
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To: Mr. Thompson
RE: Hotel Reservation

I have booked 3 suite-rooms from June 20 to June 22 in the White Swan Hotel by telephone. The
price of each suite-room is 800 RMB with free breakfast. I will confirm the reservation the day

before the guests arrive.
Best regards,

Jane

Homework

P95-96 Conducting a project
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