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前言

当四六级都只能算是“求职敲门砖”的时候，练就一口漂亮的职场英语就变得越发迫切了。

如何定义“漂亮的职场口语”？30年前，当人们只有一本《英语900句》可读的时候，你只要把句型背熟，再套用句型说出个把英语句子，别人就会夸你：“好口语！”

今天，这样的水平已然不能让你stand out（脱颖而出）。你还得用无数的小搭配点缀干巴的句型，用多变的情态动词应对人情语态，用各类专业词汇游走于公司各部门……

总之，你需要一本专业的、丰富的、个性化的新900句，练就一口漂亮的职场英语。

面对眼前这900个句子，你首先要弄清楚它们是怎么来的。

第一部分：职场通行200短句。45个类别200个句子，选择标准是短而精，学起来容易，用起来方便。如果你底子较薄又想迅速提高，或者性喜沉默惜字如金，这200个短句能让你简洁有效地表达自己。

第二部分：商务情景700金句。70个话题700个句子，比较全面地涵盖了各种商务场合。句式多变、词汇量大、表达地道，充分体现各种场景中沟通方式的多样化。

那么，本书有哪些学习功能呢？

备用句：在900个主句之外，有的话题下甚至有4至5个备用句，以适应商务情景中丰富多样的表达需要。

情景对话：每个话题下有一组情景对话，体现句型和词汇在商务实景中的运用。除了主要句型和专业词汇外，对话中大量地道的口语表达法对口语水平的整体提高极有帮助。

情景词汇：每个话题下有情景词汇框，标注了释义。其中的词汇不一定是生词，但一定是重点词，不仅需要记住意思，还要发音准确。

常用搭配：每个话题下有常用搭配框，收集了句型和对话中出现的词组、短语和表达法。搭配可以说是语言的润滑剂。当单词量达到一定程度时，口语的实质性提高在于掌握搭配。

除此之外，本书还有哪些特别之处呢？

作者的背景值得一提。她是美国人，有教育学和营销学背景，供职于伦敦一家国际化的教育出版公司，专职从事网络营销。她写的对话中有很多网络新词和营销理念，也传达了国际化公司的运营特色和人际环境。

书中的900句和情景对话全部配有录音，由美籍播音专家朗读，读者可扫描书中二维码做语音、口语和听力练习。

编者
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Part 1　职场通行200短句

社交用语　Social Expressions

问候　Greetings


打招呼


How are you doing?最近怎么样？

I'm OK.我很好。

What's new?近况如何？

What's up?忙什么呢？


询问近况和回应


How are things going?最近怎么样？

Everything is pretty much the same as usual.老样子。

How is everything?最近好吗？

I'm keeping very busy.我一直都很忙。

做介绍　Introduction


自我介绍


I'm Emily Song and I'm Mr Tan's secretary.我是埃米莉·宋，谭先生的秘书。

Pleased to meet you！很高兴认识您！

Nice to meet you！很高兴认识您！


介绍他人


I'd like to introduce Jane Hunter.我想要介绍一下简·亨特。

Let me introduce Ms Wang, who is our new finance director.我来介绍一下王女士，她是我们的新财务主管。

道别　Saying Goodbye


道别


I think it's about time we made a move.我想我们该动身了。


赠言


See you later！回见！

Take care. Bye！多保重。再见！

Keep in touch.保持联络。

Send my regards to your family.代我向您全家问好。

找路　Finding the Way


问路


Excuse me. Can you tell me how to get to the Global Trade Center?打扰一下，您能告诉我到世贸中心怎么走吗？

Can you tell me the way to Linden Street?您能告诉我去林登街怎么走吗？


指路


Go straight along this street and turn left at the first turn.顺着这条街往前直走，到第一个路口左转。

Drive straight on until you come to a crossroads.你一直往前开到十字路口。

询问联系方式　Contact Details


问地址


Do you know Carl's new address?你知道卡尔的新地址吗？


问e-mail


Would you mind giving me Denise's e-mail address?你可以把丹尼丝的电子邮箱地址给我吗？


问电话


Do you have Erica's phone number?你有埃丽卡的电话号码吗？

说明时间和日期　Time and Date


说明时间


What time is it?现在几点了？

Quarter to three now.差15分3点。


说明日期


What day is it?今天星期几？

What's the date?今天几号？

It's April 16th. 4月16号。

告知消息　Information


好消息


I've got some great news to tell you.我有好消息要告诉你。

Guess what！I finally got my driver's license！你猜怎么着，我终于拿到驾照了！


坏消息


I have some unfortunate news.我有个不幸的消息。

I'm afraid I have some bad news.恐怕我有不好的消息。

打电话　Telephone


说明找谁


I'd like to speak to Mr Smith, please.我想找史密斯先生。


接通


I'll put you through.我帮您接通。


人不在


I'm sorry. Mr Clark is not available just now.抱歉，克拉克先生现在不在。


留言


Can l take a message?您可以留言。


回电


I'll get back to you as soon as possible.我会马上给您回电话。

邀请　Invitation


发出邀请


Would you like to come to a party on Saturday?周六你想参加聚会吗？

We are throwing a party on Sunday night. Can you come?我们周日晚上举办晚会，你能来吗？


接受邀请


I'd like to come very much. What time does it start?我很想去，几点开始？


委婉拒绝


Thanks for the invite, but we won't be able to make it.感谢您的邀请，但是我们去不了。

约会　Appointment


提出约会


I'd like to make an appointment with Mr Morris, please.我想约见莫里斯先生。


时间、地点


How about next Friday afternoon, at 4 o'clock?下周五下午4点怎么样？

Shall we say 10 o’clock at my office?可以10点到我办公室吗？

10：30 would suit me better, if that's OK with you.如果10点半你没问题的话，对我来说就更好了。

谈论天气　Weather


询问天气


What's the weather like?天气怎么样？


天气情况


The weather forecast says that it's going to be fine for the next few days.天气预报说未来几天天气会很好。

It was very hot and humid.这里的天气又热又潮。

It has been pouring rain for days and it's freezing！接连几天都在下雨，天气很冷！

就餐　Restaurant


点菜


What's your specialty?你们的招牌菜是什么？

I would like the asparagus to start with and then the salmon.我先来些芦笋，然后是鲑鱼。

We won't have anything else, thank you.别的就不要了，谢谢。


结账


Could we have the bill, please?我们结账。

喝咖啡　Coffee


点咖啡


I'd like a white coffee, thanks.我来一杯加牛奶的咖啡，谢谢。

I'll have a chocolate muffin and a large black coffee.我要一块巧克力松饼和一大杯黑咖啡。


续杯


Would you like another one?您想再来一杯吗？

购物　Shopping


购买


What would you like today?今天您想买什么？

I'd like four of those cakes, please.我想要四块这样的蛋糕。


付款


How much do I owe you?我要付你多少钱？

That’ll be$28.50.一共是28美元50美分。

在银行　Bank


开新账户


I'd like to open a new account.我想开个账户。

Now enter your PIN.现在输入您的密码。


转定期


I'd like to transfer 1000 dollars from my current account to my savings account.我想把1000美元从活期账户上转到定期存款账户上。


提款机


Is there an ATM near here?这附近有自动提款机吗？

在邮局　Post Office


邮寄物品


I'd like to send it as a registered parcel.我想寄一个挂号包裹。

How much will it cost to send this by airmail?空运要多少钱？

It's a little overweight. You have to pay extra.有点儿超重了，您得付超重费。


汇钱


I'd like to wire some money.我想电汇一些钱。

在医院　Hospital


医生的话


What's the matter with you?你哪里不舒服？

Are you allergic to penicillin?你对盘尼西林过敏吗？

I've given you a seven-day course of treatment and these pills will soon cure the infection.我给你开了一副七天一疗程的药，这些药会很快治好你的病的。


病人的话


I've got a temperature.我发烧了。

My chest hurts and I've got a sore throat and I have a bad cough.我胸口痛，嗓子也疼，咳嗽也很厉害。

节日祝福　Holiday Greetings


新年祝福


All the best for 2010！祝2010年一切顺利！

Happy new year！新年快乐！

I wish you health and happiness in the coming year！祝您新的一年身体健康、生活愉快！


圣诞祝福


Merry Christmas！圣诞快乐！

祝愿　Good Wishes


祝快乐


To your health！祝您健康！

Bottoms up！/Cheers！干杯！


祝工作顺利


Good luck！祝您好运！

All the best！祝您一切顺利！

I wish you well with your new job.我祝你在新的工作岗位上一切顺利。

Congratulations on your promotion！祝贺你升职！

If anyone deserves a good job, it's you.如果有谁配得到一份好工作，那就是你。

感谢　Gratitude


致谢和回应


Thank you very much indeed. That's really kind of you.真是太感谢了。你想得真周到啊。

It was my pleasure.不用客气。

Thank you for your hospitality.谢谢你的热情款待。

You’re welcom.不用客气。

It was very generous of you.你真是太慷慨了。

Don’t mention it.这没什么。

称赞　Compliment


称赞工作


Well done！干得漂亮！

Good job！干得好！


称赞着装和回应


I do like your new hairstyle.我非常喜欢你的新发型。

Thank you.谢谢。

It's just your color！这个颜色太适合你了！

It's very kind of you to say so.谢谢你能这么说。

It suits you very well.这个非常适合你。

道歉　Apology


抱歉打扰和回应


Sorry to disturb you.很抱歉打扰你。

That’s all right.没关系。


郑重道歉


Please accept my apologies.请接受我的道歉。

I apologize for having caused you so much trouble.很抱歉给您带来这么多麻烦。


抱歉迟到和回应


I'm very sorry for having kept you waiting so long.不好意思让你等了这么长时间。

No problem.没关系。


抱歉迟复


Sorry for the long delay in replying to your e-mail.很抱歉耽搁这么长时间才给您回邮件。

帮助　Help


提供帮助和回应


Can I help?我能帮您吗？

Would you like a hand?您需要帮忙吗？

That’s very kind of you.您真是太好了。

Is there anything I can do?有什么我能做的吗？


请求帮助和回应


Could you carry this box, please?您能搬走这箱子吗？

I need some help on the competitor analysis.我需要一些帮助来分析竞争对手。

I was wondering if there is any other research I could refer to.我想知道有没有其他我能参考的研究成果。

Can you give me a hand with this new travel brochure, please?您能帮助我做这本新旅游手册吗？

Sure thing. I'd be happy to help.当然，乐意效劳。

建议　Suggestion


寻求建议


How should I solve this problem?我应该怎样解决这个问题呢？

Could you give me some tips?您能给我些建议吗？

What would you do if you were me?如果你是我，你会怎么做？


提供建议


Why not install a security system?为什么不装个安全系统？

I think you should talk to your boss about this matter.我想你应该和你老板谈谈这件事。

I recommend keeping those ideas in a log for later.我提议记录保留这些想法，以备后需。

提醒　Reminding


提醒时间


Please make sure you arrive on time.要保证准时到达。

Please remember to finish the proposal by Friday.请记住周五前要完成提案。

I’d like to remind you that yesterday’s meeting was rescheduled for 4 o’clock today.我想提醒您昨天的会议改到今天4点了。


提醒事情


Don't forget to book the tickets a few days in advance.别忘了提前几天订票。

You'll remember to keep your promise, right?您会记得您的承诺，是吧？

安慰　Reassurance


表示理解


I'm truly/deeply/extremely sorry to hear that.听到这个消息我真的非常难过。


表达希望


I hope you feel better soon.希望你尽快好起来。

I wish you a speedy/quick recovery.希望你能快点康复。

If you need anything at all, please just let me know.如果你需要任何帮助，尽管告诉我。

劝说　Persuasion


劝人放弃


I'm not sure that's the best decision.我不确定这是最好的决定。

There’s still time to change your mind.你要改变主意还来得及。

I would advise you to quit smoking.我劝你戒烟。


劝人三思


I think you should reconsider.我想你应该再考虑考虑。

情感和态度表达　Expression Feelings and Attitudes

高兴　Delight


表达喜悦


That's wonderful news.这真是个好消息。

I’m so happy！我太高兴了！

That's great！那太好了！

It’s marvelous！太好了！


表达祝福


I'm so pleased for you！我真是太为你高兴了！

意愿　Intention


表达想法


I'd like to be an accountant.我想当会计师。

I really want to start up my own catering business.我很想开创我自己的餐饮事业。

I intend to study Marketing.我打算学习市场营销。


计划


I'm planning to do a degree in business studies.我计划去商学院读个学位。

I’m planning to take a year off before going to my next job.在干下一个工作前我计划休一年假。

兴趣　Interest


询问兴趣


Are you interested in detective stories?你对侦探故事感兴趣吗？

Does classical music interest you at all?你对古典音乐感兴趣吗？


表达兴趣


I have a strong interest in design work.我对设计有浓厚的兴趣。

I'm interested in attending the seminar this weekend.我很想参加这周末的研讨会。

偏爱　Preference


询问偏爱


Would you rather travel by plane or bus?您愿意坐飞机还是坐大巴旅行？


表达偏爱


I prefer Japanese food to Korean food.相对韩餐来说，我更喜欢日料。

I like to take a taxi rather than go by subway.我愿意打车去，不愿意坐地铁。

I think shopping online is easier than going to the mall.我觉得网上购物比去商场购物要方便得多。

鼓励　Encouragement


鼓励行动


You should believe in yourself.你应该相信自己。

It doesn’t hurt to try.尝试一下没什么害处。


赞扬成绩


You're doing a fine job.你做得很好。

We're all very proud of you.我们都为你感到骄傲。


鼓舞信心


I know you'll do even better next time.我知道你下次会做得更好。

Everything is going to turn out just fine.一切都会好起来的。

关心　Sympathy


关心工作


How has work been going lately?最近工作怎么样？

I know how much stress you've been under recently.我知道你最近压力一直都很大。

Is there anything I can help you with?有什么我能帮你的吗？


关心健康


Are you feeling any better?你感觉好些了吗？

I hope you're feeling better soon.我希望你尽快好起来。

担心　Worry


询问情况


What's wrong?怎么了？

You seem upset.你好像很不安。

What’s up?出什么事了？

I'm very worried about the bugs.我对那些差错非常担心。


表示安慰


Don't worry！别担心！

I'm sure she's all right.我相信她一定没事。

Don't worry. I can handle it.别担心，我能处理。

惊讶　Surprise


好消息


What a wonderful surprise！真是令人惊喜！

This was a complete surprise to me.对我来说这太突然了。

I'm in amazement about this.这事让我感到极为惊讶。


坏消息


I would never have expected this to happen.我从来都没想到事情会这样。

I’m still in a state of shock.我到现在还很震惊。

预测　Anticipation


预测人


He appears to have trouble solving this problem.他好像无法解决这个问题。

He could take the job.他有可能接受这份工作。


预测形势


It looks like we may be unable to finish by this weekend.看起来我们到周末也不可能完成了。

I guess it had already been filled.我想这个职位一定已经满了。

后悔　Regret


表示懊悔


I should have at least tried.我至少应该试一试。

I shouldn’t have done that.我本不该做这件事。

I wish I had done it differently.我真希望我不是这么做的。

I should have checked the figures in my report.我真应该检查一下报告中的数据。


承认错误


I know it was a mistake.我知道这是个错误。

I feel ashamed of myself.我真为自己感到惭愧。

抱怨　Complaint


抱怨拖沓


How many times do I have to tell you?我得跟你说多少次？

I'm getting tired of always having to remind you.我总得提醒你，我都厌烦了。


抱怨错误


I would like to make a complaint about your customer service.我想投诉你们的客服。

Your behavior at the party last night was unacceptable.你昨天晚会上的表现让我无法接受。

赞同　Approval


完全赞同


I am in complete agreement with you.我完全赞同你。

I couldn’t agree with you more.我完全同意你的看法。

I’m with you there！我同意你的看法。


部分赞同


I agree with you up to a point.我不是完全同意你。


反对


I'm sure it won't work.我敢肯定这行不通。

许可　Permission


请求许可


Can I borrow your computer manual?我能借一下你的电脑手册吗？

Do you mind if I turn down the music?我把音乐声调小点儿行吗？


不允许


I'm sorry, but you'd better not.很抱歉，你最好别这样做。

肯定　Certainty


确定


I'm sure that this is Peter's car.我确定这是彼得的车。

There's no doubt that John would leave the company.无疑约翰要离开公司了。


不确定


We haven't decided yet.我们还没有做决定。

I'm not sure whether I want to accept that job.我还不确定是否要接受那份工作。

能力　Ability


有能力


I can get the job done by myself.我自己能把工作干完。

We can definitely finish the project by tomorrow.我们明天肯定能完成这个项目。

I might be able to fix it for you.我能给你修好。


没有能力


John was unable to afford the house.约翰买不起这房子。

劝说　Persuasion


应该


I think you ought to tell her the truth.我看你应该告诉她真相。

Should I send you the report when I finish writing it?我写完报告后应该给你发过去吗？


不应该


I don't think you should take the first job offer you get.我认为你不该干你得到的第一份工作。

可能性　Possibility


可能


He may start looking for a new job soon.他可能很快就开始找新工作了。

Her flight might have been delayed.她的飞机可能晚点了。

It's possible that he'll be promoted to CEO within the next year.他可能明年会被提升为CEO。


不可能


Taking the entire week off is out of the question.请整整一星期的假是绝对不行的。

I'm afraid it's not possible for me to go with you on Saturday.恐怕周六我不能和你一起去了。

重要性　Importance


重要


Your opinion is important to me.你的观点对我来说很重要。

It's extremely important that you attend tomorrow's meeting.关键是明天的会议你要出席。


不重要


I suppose it doesn't really matter.我觉得这个无关紧要。

It’s no significance to me.这个对我没有任何意义。


Part 2　商务情景700金句

高效团队　Teamwork

商务会议　Meetings


开场白


Welcome, everyone.欢迎大家到会。

Let’s get started.我们开始吧。

备用句

If you have a mobile phone, could you please turn it off?请关掉手机可以吗？

Ken can't come to this morning's meeting. He sends his apologies.肯不能出席今早的会议，他表达了歉意。


介绍议程


On the agenda, you'll see there are three items.按照议程，你们今天要讨论三件事。

There are four main points to discuss today.今天主要讨论四个问题。

The first point on our agenda today is……今天议程的第一项是……

The background to the problem is……问题的背景是……

备用句

We're here today to hear about plans for……我们今天来讨论有关……的计划。

What we want to do today is to reach a decision.我们今天要做出一项决定。


提示发言


I'd like to ask Mary to tell us about……请玛丽给我们讲一讲……Would you like to introduce……?你能介绍一下……吗？

I'd like to hear from Ron.我想听听罗恩的意见。

I believe you were going to cover the second point.我想你会主持一下第二个议题。

Let's move on to the next point.现在进入下一个议题。

What’s your view?你看如何？

Does anyone have any questions?谁有疑问？

Any comments?有意见吗？


提问


I'd like to ask you a question.我想问你一个问题。

May I ask you a question?可以问一个问题吗？

So, what you're saying is……那么，你的意思是……

Could you be more specific?你能说具体点儿吗？

Can you explain that in more detail?你能解释清楚些吗？

Sorry, I'm not quite clear about what you said.对不起，我不太清楚你的意思。


表达观点


In my view……我认为……This means……就是说……

What I mean is……我的意思是……

So, the main point is……刚才所说的要点是……It’s obvious that……很显然……

备用句

It seems to me……我是这么想的……Is that clear now?现在清楚了吗？


插话与回应


Sorry to interrupt, but I think……抱歉打断一下，我认为……Yes, go ahead.哦，请讲。

Sorry, please let me finish.对不起，请让我把话说完。


暂缓讨论


Can we leave this until another date?我们另找时间讨论此事好吗？

Er, we can’t talk about that now.我们这会儿不能谈这个。

I think we need more time to consider this.我想我们需要更多的时间来考虑此事。


休会和结束


Can we have a short break now?现在我们休息一会儿，好吗？

I think we can close the meeting now.我想会议可以到此结束了。

备用句

Just to summarize……总结一下……

We'll meet again next month.我们下个月再碰面。


情景对话


对话场景：总经理召集并主持部门会议。

句型重点：开场白，介绍议程，组织讨论，解释观点，插话等。

Director：Welcome, everyone. I'm glad you could all make it.The first point on our agenda today is introductions.As you might have noticed, we have some new faces around.Nicola, would you like to introduce the new marketing executives in your team?

主持人说明议程，提示市场部发言

Marketing Manager：Certainly, Stephanie. This is Jane Smith and she is the new marketing executive for the Primary team.And this is Martin Corner.He is the new marketing executive for the secondary team.

第一项议程：市场部介绍新人

Director：Thanks, Nicola. I hope you'll all do your best to make them feel welcome.Now, David, I believe you were going to cover the second point.

主持人总结要点，提示下一项议程

Campaign Manager：That's right, Stephanie. The next point on our agenda today is the Sales and Marketing Conference in October.It may seem like months away, but trust me, before you know it, it will be here.

第二项议程：广告部提议讨论一下销售和市场营销会议

Marketing Assistant：Sorry to interrupt, David, but do you have the exact date for the conference?

礼貌地插话

Campaign Manager：Yes, I do. It's scheduled for October 1st to 8th.

Marketing Assistant：Thanks, David.

Campaign Manager：That's quite all right. What I'd like to do in today's meeting is to brainstorm ideas for our main event.We need to think of a theme, identify a presenter and also decide on some giveaways for the attendees.If you don't have any questions, let's get started.

广告部说明发言主题

进入话题

译文

总经理：首先，欢迎大家来参加这次会议。今天会议议程的第一项是介绍新同事。在座的各位或许已经注意到身旁有一些新面孔了。尼古拉，你可以介绍一下新任的市场专员吗？

市场部主管：当然可以，斯蒂芬妮。这位是简·史密斯，第一小组的新任市场专员。这一位是马丁·康纳，他是第二小组的新任市场专员。

总经理：谢谢你，尼古拉。希望大家尽其所能，让新同事感到宾至如归。接下来，戴维，我想应该是由你来主持第二项议程吧。

广告部主管：是的，斯蒂芬妮。今天会议议程的第二项是关于10月份的销售和市场营销会议。10月份距现在看起来还有几个月之久，但请相信我，在大家不知不觉中，它就会近在眼前。

市场部助理：抱歉，戴维，我要打断一下，你是否知道会议的确切日期？

广告部主管：我知道，会议定于10月1日至8日举行。

市场部助理：谢谢，戴维。

广告部主管：不用谢。在今天的会上，我希望大家能为这次销售和市场营销会议的主要内容集思广益。我们需要想出一个会议主题，确定一名主持人，并且准备一些给参会者的赠品。如果大家没有任何问题的话，我们就开始吧。


Review


情景词汇

agenda议程

attendee与会者

background背景

break短暂休息

conference会议

consider考虑

comment意见

cover归纳

identify确定

interrupt打扰

introduce介绍

obvious显然的

schedule计划

specific具体的

summarize总结

theme主题

常用搭配

be clear about it弄明白

brainstorm ideas集思广益

but trust me相信我（插入语）

exact date确切日期

explain it in more detail解释清楚些

go ahead继续

hear from sb听某人的意见

main point要点

make it做到

new face新面孔

primary team第一组

reach a decision做出决定

the first point第一项

turn it off关（机）

指派工作　Task Assignments


指派工作


I would like you to work on an analysis.我希望你来完成一项分析报告。

I’d like you to be in charge of this one.这次的任务我想交给你来负责。


询问任务要求


When do you need it completed by?您何时需要结果？

Do you have a brief for this analysis?您对这项分析有指示吗？


说明任务要求


We need it before the next meeting, so how about by next Monday?下次会议之前就得要，所以下周一怎么样？

I think this will take precedence over your other projects.我认为这项任务理应优先于其他项目。

We'd like you to look at ten other websites.我们希望你能查看一下十家其他的网站。

You should also include a summary at the end of the report.你在报告结尾时要有所总结。


接受任务


Don't worry. I can handle it.别担心，我能完成。

备用句

Would you like screen shots?您想要屏幕截图吗？

Make sure you read through the proposal.你一定要通读这个计划书。

I will have it done by Monday.我会在下周一前完成。


情景对话


对话场景：主管以表扬开场激励约翰，然后布置任务。约翰仔细询问任务的各项要求。

句型重点：指派工作，商议时间和工作方式。“优先”的表示法。

Manager：Thanks for sending me the update. I'm really impressed with everything that you have accomplished recently.

主管表扬下属，提高其积极性

John：Thank you.

Manager：Since you did such a great job on analyzing the results of the marketing survey, I would like you to work on a competitor analysis for our website.

说明任务主题

John：That sounds great. When do you need it completed by?

问时间期限

Manager：We need to send it out to the team before their next meeting, so how about by next Monday?

John：I've got a lot on my plate at the moment, but if this is urgent, I will prioritize this and have it done by Monday.

表示将优先处理此项工作

Manager：That's great. I think this will take precedence over your other projects.

强调重要性

John：OK. Do you have a brief for this analysis?

询问具体要求

Manager：Yes. We'd like you to look at ten other websites for content, design, target audience, navigation, available subscriptions and subscription prices.

John：Would you like screen shots?

提交方式

Manager：Yes, that's a good idea. You should also include a summary at the end of the report, recommending areas that you think we should replicate on our new website.

提示其他事项

译文

主管：谢谢你给我送来最新的工作进展报告。对于你近期取得的成绩我感到非常满意。

约翰：谢谢。

主管：既然你对市场调查结果分析得这么好，那我希望你能对我们的网站竞争对手也进行一次分析。

约翰：这个主意不错。那您何时需要分析结果？

主管：在营销团队召开下次会议之前，我们就得把分析结果交给他们。那么日期定在下周一怎么样？

约翰：现在我手头有成堆的工作，但如果这项任务很紧急，我会优先考虑并在下周一前完成。

主管：那就太好了。我认为这项任务理应优先于其他项目。

约翰：好吧。那您对这项分析任务有指示吗？

主管：有。我们希望你能针对十家其他的网站，在内容、设计、目标读者、网页导航、订阅渠道及订阅价格方面，进行一次分析。

约翰：那您要屏幕截图吗？

主管：可以，这个主意不错。还有，你在报告结尾时要有所总结，并在你认为我们新网站需要取长补短的地方给予建议。


Review


情景词汇

accomplish完成

analysis分析结果，分析报告

brief任务简介，指示

accomplish完成

navigation导航

prioritize优先做

proposal计划书，提案

recommend推荐

replicate复制，照搬

subscription订阅

summary总结

update工作进展报告

常用搭配

be impressed with……对……非常满意

be in charge of负责

competitor analysis竞争对手分析

discuss it in detail详细讨论

have a lot on my plate手头有大堆工作

have it done by……在……前完成

marketing survey市场调查

read through通读

screen shot屏幕截图

take precedence over……优先于……

target audience目标读者

执行紧急任务　Rush Jobs


说明紧迫性


We've had a last-minute order in today.今天我们刚刚接到了一份订单。

The deadline was May 15th.最后期限是5月15号。

We're on a pretty tight schedule.我们的时间很紧。


询问具体要求


When are they due?他们什么时候要？

What is the order?订单内容是什么？

Have they been designed yet?设计方案已经定下来了吗？


工作安排


We'll all need to drop whatever we're doing to work on this.我们必须放下手头的工作来完成这项任务。

You may need to put in some extra hours.你们可能得加班。

Come prepared to discuss it in detail.准备好参与详细讨论。

备用句

We don't have much lead-time.我们没有太多的筹备时间。

It will be finalized in a meeting this afternoon.今天下午开会最后定稿。

We should be able to finish it just on time.我们应该能够按时完工。

Will we be paid over-time?有加班费吗？

You can take time off in lieu.你们可以休假作为补偿。


情景对话


对话场景：主管及其助理向员工布置一项紧急任务，员工询问具体的工作安排，以及加班等事宜。

句型重点：描述任务，说明时间的紧迫性和任务的重要性。加班的表示法。

Manager：Thanks for coming to this meeting. I know it's a bit last minute.Sarah, would you like to explain what we'll be working on for the next few days?

主管首先预热

Assistant Manager：Sure. We've had a last-minute order in today.It's a big order and we don't have much lead-time, so we'll all need to drop whatever we're doing to work on this.

交代任务：既重要又紧急

Manager：Thanks, Sarah. Does anyone have any questions?

Mark：What is the order?

什么任务？

Manager：Wedding invitations for 1000 people.

Mark：And when are they due?

何时完成？

Manager：Friday. That gives us two days to complete them.

Ed：Have they been designed yet?

都设计好了吗？

Manager：No, but the client has agreed to come in after lunch this afternoon to agree on a design.

Jenny：Will we need to work after hours?

要加班吗？

Manager：More than likely, yes. We'll try to avoid that, but some of the teams may need to put in some extra hours.

委婉地表示要加班

Jenny：Will we be paid over-time?

Manager：Unfortunately, you will not receive extra pay for extra hours on this project, but keep track of your hours and you can take time off in lieu.

抱歉没有加班费

译文

主管：谢谢大家赶来参加这个会议，我知道现在已经快到午休时间了。萨拉，你能给大家介绍一下我们未来几天的工作任务吗？

主管助理：当然。今天我们刚刚接到一个订单。这是个大订单，但我们没有太多的筹备时间，因此我们必须放下手头的所有工作来完成这项任务。

主管：谢谢莎拉。大家有什么问题吗？

马克：订单的内容是什么？

主管：1000份婚礼邀请函。

马克：他们什么时候要？

主管：本周五。因此我们只有两天的时间。

埃德：邀请函已经设计好了吗？

主管：还没有，但客户已经同意今天下午午餐后来公司确定方案。

珍妮：我们需要加班吗？

主管：可能会。我们会尽力避免这种情况，但某些组可能需要额外工作一些时间。

珍妮：那我们会有加班费吗？

主管：很不幸，大家不能从这次任务中得到加班费，但请记好自己的加班小时数，可以以此来换取休假时间。


Review


情景词汇

avoid避免

drop放下

due预期的；时间

invitation邀请函

unfortunately不幸地

likely可能的

常用搭配

a big order大订单

a pretty tight schedule非常紧张的日程

be paid over-time被付加班费

in lieu替代

lead-time生产时间

receive extra pay领取加班费

wedding invitation婚礼邀请函

work on……做……工作

a last-minute order紧急订单

agree on a design就设计方案达成一致

extra hours加班时间

keep track of……记录下……

more than likely很有可能

take time off休假

work after hours加班

安排项目计划　Scheduling a Project


完成期限


The new launch date will be February 25th.新的发布日期定于2月25日。

In the contract, it says that all the work has to be done by April 30th.合同里写的是4月30日前要完成所有的工作。


项目进程


This work will commence during the beginning of October.这项工作将在10月初开始。

They can complete the production process within one month.他们可以在一个月内完成生产。

It will now have to be ready by the end of the year.今年年底前就得做好准备。


项目计划


We're working with ABC company on this project.我们在这个项目上正与ABC公司合作。

We need to recruit fifty experienced workers.我们需要招聘50名经验丰富的工人。


问题和建议


What should we do with the proposed changes?我们应该怎样处理提交的更改建议？

I recommend keeping those ideas in a log for later.我提议记录保留这些想法，以备后需。

备用句

The series should be ready to hit stores by mid-September.这个系列9月中旬全面上市。

They will finalize the design at the end of June.他们将在6月底完成该系列的最终设计方案。

We're going to manufacture the parts in Qingdao.我们将在青岛生产一些部件。

Just keep me updated on this project.这个项目有什么新进展就通知我。

Barry will help with that to make sure we get it completed in time.为确保我们能及时完成任务，巴里会提供一些帮助。


情景对话


对话场景：总经理首先说明目标，然后说明各部门的任务。之后大家讨论项目实施计划。

句型重点：说明任务和时间，寻求建议、帮助，提意见。

Director：As you know, we've spent the last week discussing a new launch date for our product. Bob, would you like to tell everyone about the new date?

总经理说明目标

Bob：Certainly. I'm excited to tell you that the new launch date will be February 25th.

产品发布时间

Director：That obviously has implications for each team. Bob, what does that mean for the design team?

部门如何调整工作

Bob：This means that we are not going to be able to make any further changes until after the launch date.

首先，设计组

Ed：So what should we do with the proposed changes?

Bob：Good question. I recommend keeping those ideas in a log for later.

Ed：That sounds sensible.

Director：What does that mean for the content team?

然后，内容组

Bob：Well, all final content will now have to be ready by the end of the year.

任务完成期限

Felix：Will we have any extra resources to help with the final content?

有资源可利用吗？

Bob：Yes, Barry in the US will help with that to make sure we get it completed in time.

Director：If you have any further questions, feel free to come to my office at any time.

有问题随时问

译文

总经理：正如大家所知，上周我们花了一周的时间来讨论新产品发布日期。鲍勃，你来告诉大家所定的日期好吗？

鲍勃：好的。我很高兴地告诉大家，新产品的发布日期定于2月25日。

总经理：显然，这对每个团队的工作进展都会有影响。鲍勃，对设计部而言，这个日期意味着什么？

鲍勃：这意味着，在产品发布日之前，我们不会再做任何修改。

埃德：那我们应该怎样处理提交的更改意见？

鲍勃：这个问题问得好。我建议把那些想法记录下来，以备后需。

埃德：听起来很明智。

总经理：对内容部而言，又意味着什么？

鲍勃：嗯，意味着在今年年底前就得筹备好所有的最终内容。

费利克斯：有没有一些额外资源能帮助我们敲定最终的内容？

鲍勃：有，为确保我们能及时完成任务，在美国的巴里会提供一些帮助。总经理：如果大家还有什么问题，欢迎随时到我办公室商讨。


Review


情景词汇

commence开始发生；开始；着手

implication可能的影响（或作用、结果）

launch（首次）上市，发行

obviously明显地

propose提议，建议

recommend推荐

resource资源

sensible明智的；合理的

常用搭配

content team内容组

as you know如你所知

extra resources其他资源

design team设计组

have implications for……牵涉……

final content最终确定的内容

keep in a log记录下来

help with sth帮助做（某事）

make any further changes做更多修改

launch date发布日期

sound sensible听起来很合理

make sure确信

改进工作方式　Improving the Way We Work


征求建议


I thought we should probably come up with an invoicing procedure.我认为或许我们应该提出一项开具发票的程序。

I believe there's a fairly easy way to improve the process.我相信有比较简单的方法改进流程。


提供建议


I thought it would be a good idea to create a guidelines document.我认为创建一个准则文件是个不错的主意。

I was thinking we'd put Clare on the case.我想应该由克莱尔负责此事。

She could start by creating a sample invoice.她可以先制作一个发票样本。


提出疑问


Have you done an analysis of the costs involved?你算过需要多少成本吗？


认可建议


This will be quite important, especially as our department will be changing soon.这将会很重要，特别是我们部门不久就会有所调整。

It will work, for sure.肯定会有效果的。


情景对话


对话场景：总经理向下属征求建议。下属以礼貌的措辞、丰富的句式提出数条。总经理给下属的意见则带有指令性意味。

句型重点：提建议，表示赞同，补充提议。

Director：Looks like we've gotten through the agenda. Did you have any further points for discussion?

总经理征求下属建议

Manager：Actually, I do. Did you notice the new guidelines on invoicing that came in this morning?

以礼貌委婉的方式提建议

Director：Yes, I looked at it briefly.

Manager：Well, after I read it I thought we should probably come up with an invoicing procedure for the department.

又一种礼貌委婉的建议方式

Director：That's a great idea.

Manager：If it's all right with you, I was thinking we'd put Clare on the case.

继续奉行礼貌原则，进一步建议

Director：That would be a good project for her.

Manager：I would oversee it, of course. But I thought she could start by creating a sample invoice, taking into account the new guidelines that finance sent over.

提出具体的操作办法

Director：That makes sense.

Manager：In addition, I thought it would be a good idea to create a guidelines document for our freelancers.

更多建议

Director：Will you also create a document for our department?

总经理的补充意见

Manager：Definitely. This will be quite important，especially as our department will be changing soon.

Director：Excellent. I'll be looking forward to seeing it.

译文

总经理：看起来我们已经讨论完议程了。你还有其他问题需要讨论吗？

部门主管：其实我还有一些想法。您是否注意到今天上午公布的新发票准则？

总经理：是的，我大致看了一下。

部门主管：嗯，我读完新准则后认为我们也许应该提出一套部门开具发票的程序。

总经理：这个主意不错。

部门主管：如果您同意的话，我想应该由克莱尔负责此事。

总经理：这对她而言是个不错的项目。

部门主管：当然，我会监督工作进展的。我认为克莱尔可以遵循财务处送达的新发票准则，先制作一个发票样本。

总经理：这很有道理。

部门主管：此外，我认为给自由职业者创建一个新准则文件，是个不错的主意。

总经理：你也会为我们部门创建一个文件吗？

部门主管：当然。这会很重要，特别是我们部门不久就会有所调整。

总经理：太好了。我就等着看这份文件了。


Review


情景词汇

actually实际上，事实上

briefly简略地，大致

definitely明确地，肯定地

especially尤其，特别

finance财务；财务部

freelancer特约人员；自由职业者

guideline准则；指南

invoice发票；开发票

probably很可能；几乎肯定地

常用搭配

be all right with sb某人认为合适

come up with想出，提供

create a document for……为……创建一个文件

get through……做完……，讨论完……

have further points for有补充意见

invoicing procedure开发票的程序

look at it briefly大致看了看

look forward to……期待着……

make sense合理

take into account……考虑到……

the new guidelines on……关于……的新准则

put sb on the case让某人做这件事

面对失误　We’ve Got a Small Problem


指出问题


We've got a small problem.我们遇到点儿小麻烦。（一种委婉的说法，问题很可能不小）

There's another problem.还有一个问题。

The title is missing from the spine.书脊上漏了书名。


提醒对方


I'm very worried about the bugs.我对那些差错非常担心。

I would like to feel confident about the quality.我希望我能对质量放心。


表示改正


Now I know what's wrong.我现在知道错在哪儿了。

I will have all of the problems solved.我保证解决所有问题。

I will have that changed right now.我现在就去改过来。

I will do a final proof myself tonight.今晚我会亲自做最后一次校对。

备用句

I will get that fixed immediately.我这就将它更正过来。

I don't think you have anything to worry about.我认为你没有什么好担心的。

I do have some real concerns about the rest of the book.对于书的其余部分，我确实很担心。


情景对话


对话场景：总经理指出出版人的错误，措辞非常委婉。出版人起初低估了错误的严重性，后来终于醒悟，表示积极补救。

句型重点：指出他人错误，对批评的回应。

Director：We've got a small problem.

有点儿小麻烦

Publisher：What's that?

Director：It's the cover page of the new book. The author's name is spelled wrong.

Publisher：Oh, no. I'll get that fixed immediately.

失误者的第一反应：立即改正

Director：There's another problem.

但问题不止一个

Publisher：Oh?What's that?

Director：The title is missing from the spine.

Publisher：That's not good. I will have that changed right now.Are there any other problems?

马上就改

Director：Not that I've seen. But I do have some real concerns about the rest of the book.

总经理担心还有其他错误

Publisher：I don't think you have anything to worry about. The cover was done so quickly, I'm not surprised there are a few mistakes on it.

出版人还认为这只是个别问题

Director：That may be true, but I would like to feel confident about the quality of the book.

总经理再次提醒

Publisher：I understand. I will do a final proof myself tonight.

出版人终于醒悟

Director：That's great. I look forward to seeing the final proof.

译文

总经理：我们遇到点儿小麻烦。

出版人：是什么问题？

总经理：问题出在新书的封面上。作者的名字拼错了。

出版人：噢，不会吧。我这就将它更正过来。

总经理：还有一个问题。

出版人：哦？什么问题？

总经理：书脊上漏了书名。

出版人：太糟糕了。我现在就去改过来。还有什么问题吗？

总经理：目前我还未发现其他问题。但是，对于这本书的其余部分，我确实很担心。

出版人：我认为你没有什么可担心的。封面做得太快，所以出现一些错误我并不感到惊讶。

总经理：这或许是真的，我希望我能对书的质量放心。

出版人：我明白了。今晚我会亲自做最后一次校对。

总经理：很好，我等着看最后的校样。


Review


情景词汇

bug差错，漏洞

concern担心

confident自信的

cover page封面

fix改正

immediately立即

miss丢失

proof校样

quality质量

solve解决

spine书脊

常用搭配

a small problem小问题；小麻烦

be done so quickly仓促完成

be spelled wrong拼写错了

feel confident about……对……有信心

final proof最后的校样，清样

get that fixed改错

have some real concerns about……确实很担心……

have that changed……改正……

be worried about……为……担心

同事沟通　Office Talk

寻求帮助　Asking for Assistance


求助


I need some help on the competitor analysis.我需要一些帮助来分析竞争对手。

Can you give me a hand with this report?你能帮助我做这份报告吗？

I was wondering if there is any other research I could refer to.我想知道有没有一些我能参考的研究成果。


回应请求


Sure thing. I'd be happy to help.当然，乐意效劳。

What kind of help?什么样的帮助？


提出建议


He should be able to give you a copy of his report.他应该能给你一份他报告的副本。

She should be able to point you in the right direction.她应该能给你指明方向。


表示感谢


Thanks for your help.谢谢你的帮助。

I think that's it.我想这就足够了。

备用句

Do you have a few minutes?您有空吗？

I'd like to pick your brain.我想征求一下您的意见。

Do you have any other questions?你还有其他问题吗？

If you think of any other questions, let me know.如果你又想起什么问题，就告诉我。

That'd be very helpful.这个简直帮大忙了。

Any time.不用客气。


情景对话


对话场景：一名员工有两件事需要帮助。部门主管给了不同的建议，并推荐了其他帮助人。

句型重点：请求帮助的开场白、目的说明、感谢。帮助者的应答、询问、提议、友善表示。

Marketing Executive：Do you have a few minutes?

礼貌地开口

Marketing Manager：Of course. What is it?

Marketing Executive：I need some help on the competitor analysis.

表示需要帮助

Marketing Manager：OK, what kind of help?

Marketing Executive：Well, I was wondering if there is any other research I could refer to for this report.

说明需要的具体内容

Marketing Manager：Sure, I think Rob did something similar a few years ago. He should be able to give you a copy of his report.

介绍合适的人帮忙

Marketing Executive：That'd be very helpful. I was also wondering if anyone has any information about website navigation.

及时感谢

又提出一项请求

Marketing Manager：Mina has done a lot of work with websites. She should be able to point you in the right direction.Do you have any other questions?

介绍另一个合适的人

Marketing Executive：No, I think that's it.

Marketing Manager：Well, if you think of any other questions, let me know.

Marketing Executive：I will do. Thanks for your help.It's been very useful.

表达谢意

Marketing Manager：Any time.

译文

市场专员：您有空吗？

市场部主管：当然有。怎么了？

市场专员：我需要一些帮助来分析竞争对手。

市场部主管：行，什么样的帮助？

市场专员：嗯，我想知道有没有一些我写分析报告时能够参考的研究成果。

市场部主管：当然有，好像罗布几年前曾做过类似的工作。他应该能给你一份他报告的副本。

市场专员：那将会非常有帮助的。我还想知道有谁了解网站导航的情况。

市场部主管：米娜做了很多涉及网站的工作。她应该能给你指明方向。还有什么问题吗？

市场专员：没有了，我想就这么多了。

市场部主管：好吧，如果你又想到什么问题，就来找我。

市场专员：我会的。谢谢您的帮助。这些信息非常有用。

市场部主管：不用客气。


Review


情景词汇

competitor竞争者

helpful有帮助的

minute分钟

navigation导航；航行

refer谈到；参考

report报告

research调查

website网站

direction方向

copy副本；复印件

常用搭配

any time随时欢迎（不用客气）

competitor analysis竞争对手分析报告

do something similar做同样的事

has information about……有……方面的信息

has done a lot of work with……在……方面做了大量工作

point you in the right direction为你指明正确方向

have a few minutes有一点儿时间

need some help on……在……方面需要帮助

refer to查阅；参考

website navigation网站导航

缓解压力　Dealing with Stress


表示关心


Are you OK?你没事吧？

You look a bit stressed.你看上去有点焦虑。


说明压力


I'm just simply overworked.我只是太忙了。

I've been having a hard time sleeping lately.我最近一直睡不好。

I’m really worried about my task.我真担心我的任务指标。


建议减压办法


What you need to do is to relax.你需要的是放松心情。

Have you talked to your manager about your concerns?你向经理谈过你的担忧吗？

Sometimes it helps to have all your problems written down.有时把问题写出来有好处。


表示愿意尝试


I'll try that.我会试试的。

备用句

Have you been sleeping enough?你最近睡眠时间够吗？

I’m just a bit tired.我只是有点儿累。

This project has been keeping me up at night.我一直在熬夜做这个项目。

Have you written down all your issues?你把所有的问题都写出来了吗？

You should keep a pad of paper and pen.你应该备一个便笺本和一支笔。

Try not to take on more than you can handle.不要承担太多你应付不了的事情。


情景对话


对话场景：丽贝卡关切地询问西奥。西奥承认工作压力大，有失眠症状。瑞贝卡给他建议了几种减压办法。

句型重点：描述工作压力和身体的不适症状，提建议。

Rebecca：Are you OK?You look a bit stressed.

同事关切地询问

Theo：I'm OK. I'm just a bit tired.

Rebecca：Have you been sleeping enough?

Theo：Not really. This project has been keeping me up at night.

承认工作压力大

Rebecca：That's not good. Work shouldn't keep you from sleeping.

Theo：I agree, but what can I do about it?If I fall asleep at night, I always end up waking up after a few hours with work on my mind.

说明失眠症状

Rebecca：Have you talked to your manager about your concerns about the project?

同事建议和经理谈谈

Theo：No, but I'm not sure what she could do about it. There isn't any more money in the budget to hire anyone else and I'm just simply overworked.

Rebecca：Have you written down all your issues?Sometimes it helps to have all your problems written down to get them out of your head.

减压的办法

Theo：That's a good idea.

Rebecca：You should also keep a pad of paper and pen by your bed so you can write down your ideas immediately.

其他小窍门

Theo：I'll try that. Thanks for the advice, Rebecca.

表示愿意尝试

译文

丽贝卡：你没事吧？你看上去有点焦虑。

西奥：没事。我只是有点累。

丽贝卡：你最近睡眠时间够吗？

西奥：不够，我一直在熬夜做这个项目。

丽贝卡：那可不太好。忙于工作也不能不睡觉啊。

西奥：没错，但我又能怎么样呢？即使晚上我能睡着，也只能睡几个小时，醒来后满脑子都是工作的事情。

丽贝卡：那你向经理谈过你对这个项目的担忧吗？

西奥：没有，我也不知道她能做些什么。财务预算的资金已经不够再雇其他人了，我也就只能加班加点了。

丽贝卡：那你把所有的问题都写出来了吗？有时把问题写出来能帮你理清头绪。

西奥：这个主意不错。

丽贝卡：你也应该在床头放一个便笺本和一支笔，这样你有什么想法就能及时记下来。

西奥：我会试试的，谢谢你的建议，瑞贝卡。


Review


情景词汇

budget预算

hire雇用

issue问题，担忧

overwork工作过度

simply仅仅，只不过

stress压力

tired疲惫的

常用搭配

fall asleep入睡

have all your problems written down把所有问题写下来

get them out of your head把那些统统清出脑子

it helps to……做……有好处

keep a pad of paper and pen准备纸笔

keep me up at night让我夜里睡不着

keep sb from doing……让某人无法做……

look a bit stressed看上去有点劳累

sleep enough睡够

on my mind在我脑子里

wake up醒来

talk to sb about sth和某人谈某事

肯定工作成绩　Acknowledging a Job Well Done


表扬业绩


We think you've done a stellar job on this project.我们认为你在这个项目上做得卓有成效。

I'd like to take this opportunity to congratulate you on your sales last month.上个月你的绩效很好，我想借这个机会恭喜你。

You should be very proud of yourself.你应该为自己感到非常自豪。


总结经验


What was your biggest challenge with the project?在这个项目中，你碰到的最大挑战是什么？

How did you deal with that?你是怎么处理的？


鼓励改进


Is there anything you would do differently?有什么你能改进的地方吗？


表示谦虚和感谢


I took your advice on that.我接受了您的建议。

I will keep it up in the coming month.下个月我还会继续努力。

I appreciate that.我感激不尽。

备用句

You've dealt with the challenges well.你很好地应对了挑战。

You've put a lot of thought, time and effort into it.你为此付出了大量的心思、时间和精力。

Not everyone could handle a project like that.不是每个人都能做好这个项目。

Don’t be so modest.不必谦虚了。

Well done.干得好。


情景对话


对话场景：任务完成。总经理首先让埃玛谈心得，然后再肯定埃玛的工作，并对她的表现大加赞赏。

句型重点：启发式的提问，描述工作过程，赞扬他人。

Director：So, how do you feel about the launch campaign?

总经理让下属谈心得

Emma：Although it was quite challenging, I'm quite pleased with the outcome.

Director：What was your biggest challenge with the project?

最大的挑战是什么？

Emma：Many of the issues were a direct result of this being handed over to me by someone else half way through the project.

Director：How did you deal with that?

怎么解决的？

Emma：I had to spend a lot of time trying to piece together the puzzle by asking various people what they knew about the project and looking through e-mails.

Director：If you had to do that again, is there anything you would do differently?

还能做得更好吗？

Emma：To prevent some of these same issues from happening again, I would make sure that everything is documented clearly.

Director：That's fantastic. Well, we think you've done a stellar job on this project.You've dealt with the challenges well and have put a lot of thought, time and effort into it.

充分肯定下属的工作

Emma：Thank you. I appreciate that.

Director：You should be very proud of yourself. Not everyone could handle a project like that.Well done.

大加赞赏

译文

总经理：你觉得这次发布会办得怎样？

埃玛：虽然这很具有挑战性，但我对结果非常满意。

总经理：这个项目中你碰到的最大挑战是什么？

埃玛：这个项目做到一半时，别人才将它交到我手上，因此很多问题都源于这一点。

总经理：那你是怎么解决的？

埃玛：我不得不花费大量的时间来梳理疑点。我向了解项目信息的多个人请教，还查看了好多电子邮件。

总经理：如果你不得不重做一次，有什么能改进的地方吗？

埃玛：为了防止再次发生同样的麻烦事，我会确保一切事务都记录清楚。

总经理：那太棒了。嗯，我们认为你在这个项目上做得卓有成效。你很好地处理了一些困难，并且花了大量的心思、时间和精力。

埃玛：谢谢您。我感激不尽。

总经理：你应该为自己而骄傲。不是每个人都能做好这个项目的。干得好。


Review


情景词汇

campaign（政治或商业）活动

outcome结果

challenge挑战

puzzle疑问

document记录

fantastic精彩的

appreciate感激

challenging有挑战性的

stellar优秀的；精彩的

常用搭配

launch campaign产品发布会

be handed over to sb转交给某人

spend a lot of time trying to……花了大量时间做……

look through e-mails查看电子邮件

deal with the challenges well战胜了困难

handle a project完成项目

half way through the project项目进行到一半的时候

piece together the puzzle梳理疑点

prevent sth from happening again让某事不再发生

have done a stellar job干了一件漂亮活儿

have put a lot of thought into it花了大量的心思



direct result直接结果

提供帮助　Offering Assistance


含蓄地批评


It's not quite up to the standard it should be.它并未达到应有的水准。

I noticed your performance last month was well off target.我发现你上个月的绩效没达标。

I know you are capable of something more.我知道你有能力做得更好。


查找原因


Are you having any problems?是不是有什么问题呢？

Why do you think that is?你认为是什么原因呢？

I have made plenty of contacts but haven't been able to close many sales.我联系了很多客户，但是交易完成得不多。


寻求解决办法


Let's see if we can give Jane's projects to someone else.让我们看看能否将简的项目交给其他人。

I'll have to do better research and prepare more thoroughly in the future.我以后得加强准备和调研工作。

备用句

I didn't realize that.我不了解这个情况。

Are you getting in contact with the right people?你找对人了吗？

If you are not doing the necessary preparation, many of the calls on your list will just be a waste of time.如果你准备不到位，那么给客户打电话也是白费时间。


情景对话


对话场景：费利克斯最近工作不在状态。对他这样的优秀员工，经理采用了鼓励式的批评，并想办法帮助他走出困境。

句型重点：鼓励式的批评，体谅他人难处的说法，提建议。

Manager：Do you have a few minutes for a quick chat?以礼貌提问开场Felix：Sure, what’s it about?

Manager：Well, I've reviewed some of the work you've done recently and it's not quite up to the standard it should be.

尽管是批评，语气仍然委婉

Felix：I'm terribly sorry about that.

Manager：You've done better work in the past, so I know you are capable of something more.

鼓励式批评：不是差，而是该更好

Felix：I appreciate that. I guess I've just felt a bit overworked lately.After Jane went on maternity leave, I've had to do some of her work in addition to mine.

下属解释原因

Manager：I didn't realize that. Look, we've got a replacement starting in two weeks'time.Why don't we assess your work again once your workload has shifted?

探讨补救办法

Felix：That sounds good. And in the meantime?

Manager：Let's see if we can give Jane's projects to someone else.

提供建议

Felix：That would be really helpful. I appreciate that.

下属十分感激

Manager：Not a problem. Could you send me a list of Jane's projects so that I can reassign them?

Felix：Certainly. I'll have that sent to you by lunch time.Manager：Thanks.

译文

经理：有空聊几句吗？

费利克斯：当然，什么事？

经理：是这样，我看了看你最近的工作，有一些没有达到应有的水准。

费利克斯：对此，我非常抱歉。

经理：你曾经有过更出色的成绩，所以我知道你有能力做得更好。

费利克斯：我明白。我想最近我只是有点过度劳累。在简休产假之后，除了自己的工作，我还承担了一部分她的工作。

经理：我不了解这个情况。你看，两个星期内就会有人来接手你现在的工作。不如在你换了工作后我们再重新对你进行评估怎样？

费利克斯：这听起来不错。那在此期间的工作怎么办？

经理：我们看看能否将简的项目交给其他人。

费利克斯：那太好了。我感激不尽。

经理：没什么。你能给我一份简的项目清单吗？这样我就能重新分派工作了。

费利克斯：当然可以。午饭前就把清单给您。

经理：多谢。


Review


情景词汇

assess评价，估算

chat聊天

guess猜想

maternity怀孕

realize了解，认识到

reassign再分配

replacement替换

review评审，检查；回顾

shift更替，变换

standard标准

workload工作量

常用搭配

a list of……一份……

a quick chat简单聊会儿

assess your work评估你的业绩

be capable of……能够做……

be up to the standard达到标准

give your projects to someone else把你的工作交给别人



go on maternity leave休产假

in the meantime同时

in the past在过去

sounds good听起来很好

terribly sorry非常抱歉

商务交流　Business Communications

商务约会　Making Appointments


客套


Is this a convenient time for you?现在您说话方便吗？

I'm just phoning to see if we could arrange a meeting for next week.我打电话来是想问一下我们是否可以在下周安排一个见面会。


说明约会目的


I'd like to show you what we've got.我想向您展示一下我们的新产品。

I was wondering if we could schedule a meeting to go over our new products.我想知道我们能否安排一个会议来介绍一下我们的新产品。


见面时间


When were you thinking?你认为什么时间合适？

Whenever is convenient for you.只要您方便就行。

How about 2 o'clock on Thursday?星期四下午两点怎么样？

How much time do you think we'll need?你认为我们需要多少时间？

An hour should be sufficient.一个小时应该够了。


期待见面


I look forward to seeing you then.我期待与您的见面。

备用句

I won't take up much of your time today.今天我不会耽误您太多时间。

Could you manage Tuesday?星期二可以吗？

I won't be free until Thursday, I'm afraid.恐怕我到星期四才有空。

Thursday morning suits me too.星期四上午我也行。

Shall we say 10 o'clock?10点可以吗？


情景对话


对话场景：休打电话到简易广告公司，希望和对方见面谈业务。

句型重点：问好、自我介绍等。说明见面的目的和重要性，约定时间和地点。

Rob：Easy Advertising, Rob speaking.

Sue：Good afternoon, Rob. This is Sue from Imaginations Limited.Is this a convenient time for you?

开场白：问好、自我介绍

Rob：I'm about to rush off to a meeting, but I have a few minutes.

Sue：I won't take up much of your time today, then. I was wondering if we could schedule a meeting with you to go over our new products.

说明约见目的：介绍新产品

Rob：Sure. When were you thinking?

Sue：Whenever is convenient for you. We've got someone from the headquarters in your area Monday and Tuesday of next week.

见面时间让客户来定

Rob：I won't be free until Thursday, I'm afraid.

Sue：OK, how about 2 o'clock on Thursday?

Rob：Sounds good. How much time do you think we'll need?I can book a room.

确定时间长短、地点

Sue：An hour should be sufficient. If anyone else from your company is interested, feel free to bring them along.

表示希望更多的人到会

Rob：I will do. I'll see you on Thursday then.

Sue：Thank you, Rob. I look forward to seeing you then.

译文

罗布：简易广告公司，我是罗布。

休：下午好，罗布。我是想象有限公司的休。现在您说话方便吗？

罗布：我这就要去参加一个会议，但我还有几分钟的时间。

休：我不会耽误您太多的时间。我想知道我们能否安排一个会议来介绍一下我们的新产品。

罗布：当然可以。你认为什么时间合适？

休：只要您方便就行。下星期一和星期二，我们总部会派和你们对口的人来。

罗布：恐怕我到星期四才能有空。

休：好吧，那星期四下午两点怎么样？

罗布：听起来不错。你认为我们需要多少时间？我可以订个房间。

休：一个小时应该够了。如果你们公司还有人对这个会议感兴趣，也把他们带过来吧。

罗布：我会的。那就星期四见。

休：谢谢您，罗布。期待与您的见面。


Review


情景词汇

advertising广告

imagination想象力

rush迅速移动；急促

sufficient足够的；充足的

whenever无论何时

常用搭配

a convenient time方便的时间

be about to……正要……

be convenient for sb对某人来说方便

book a room订房间

bring sb along带某人一起来

feel free to……随便做……

in your area在你们的业务范围内

rush off to a meeting赶去开会

go over our new products介绍我们的新产品

schedule a meeting with sb安排和某人的会议

会见客户　Meeting a Client


自我介绍、问好


I would like to see Ms Johnson.我想见约翰逊女士。

I'm here to see Paul Lee, Director of Design.我来见设计部主管保罗·李。

Do you have an appointment?您有预约吗？

I'm pleased to meet you.见到您很高兴。

Pleased to meet you, too. Here's my card.见到您我也很高兴。这是我的名片。


照顾客人及回应


Have a seat, please.请坐。

Would you like anything to drink?你想喝点什么？

A coffee would be nice.给我来杯咖啡就行。


寒暄


Did you find us OK?来我们这儿顺利吗？

I got here quite easily.我很容易就找到这儿了。


提供帮助及回应


Is there anything you need for your presentation?你做演示时需要什么东西吗？

I think I’ve got everything I need.Thanks.我想我已经带好所需的东西了。谢谢。

备用句

Can I get you something to drink?喝点儿什么吗？

Could I have some coffee?来杯咖啡可以吗？

Do you take sugar and milk?要加糖和牛奶吗？

Just a splash of milk, thanks.加点儿牛奶就可以了，多谢。

Sam should be with us in a few minutes.萨姆几分钟后就过来。

Looks like Sam is here.好像是萨姆来了。

You may take the elevator at the front to the 6th floor.您可以在前厅乘电梯去6层。

There is a conference room already prepared.那儿已经安排好了会议室。


情景对话


对话场景：克莱尔见客户来访，主动上前打招呼，安顿好客户，然后去叫部门主管萨姆。萨姆到时，出于礼貌，克莱尔首先向萨姆介绍客人。

句型重点：初次见面的问好，自我介绍，请客户喝饮料，寒暄。

Clare：Are you Ian?

招呼访客

Ian：Yes, I'm here to see Sam Green, Director of Design.

Clare：I'm Clare Dodge. I'm pleased to meet you.

自我介绍，表示欢迎

Ian：Pleased to meet you, too. Here's my card.

交换名片

Clare：Thank you. Here is mine.Have a seat.

请坐

Ian：Thank you.

Clare：Would you like anything to drink?

想喝什么？

Ian：A coffee would be nice.

Clare：Do you take sugar and milk?

Ian：Just a splash of milk, thanks.

咖啡加少量牛奶

Clare：Did you find us OK?

一路顺利吗？

Ian：It was a bit tricky with the road works, but it was all right.

Clare：That's good. Sam should be with us in a few minutes.In the mean time, is there anything you need for your presentation?

向客户说明主管马上就到，问客人还需要什么

Ian：No, I think I've got everything I need. Thanks.

Clare：Looks like Sam is here. Sam, this is Ian.Ian, this is Sam.

首先介绍客户

译文

克莱尔：您是伊恩吗？

伊恩：是的，我来见设计部主管萨姆·格林。

克莱尔：我是克莱尔·道奇。很高兴见到您。

伊恩：见到您我也很高兴。这是我的名片。

克莱尔：谢谢。这是我的名片。请坐。

伊恩：谢谢您。

克莱尔：您想喝点什么？

伊恩：给我来杯咖啡就行。

克莱尔：要加糖和牛奶吗？

伊恩：加点牛奶就可以了，多谢。

克莱尔：来我们这儿顺利吗？

伊恩：这儿的路让我有点发蒙，但总算找到了。

克莱尔：那就好。萨姆几分钟后就过来。现在，您做演示时需要什么东西吗？

伊恩：不用了，我想我已经带好所需的东西了。谢谢。

克莱尔：好像是萨姆来了。萨姆，这位是伊恩。伊恩，这就是萨姆。


Review


情景词汇

card名片

director（部门）主任，经理，（项目）负责人

presentation演示，情况介绍

splash少量液体

tricky难办的；难对付的

常用搭配

a splash of一点点的

be a bit tricky with对……有点发蒙

be pleased to很高兴……

have a seat坐下

in a few minutes几分钟后

in the mean time这会儿

介绍公司　Company Introduction


公司规模


Do you know much about Nostalgic Designs Corporation?您对怀旧设计公司了解多吗？

It started out with just one office in London and now has 100 offices around the world.公司刚起步时只在伦敦有一家办事处，如今在世界各地已经有100家办事处了。

We've just moved our headquarters to New York City.我们刚将总部搬到纽约市。

Ten percent of our offices are in Asia.公司有10%的办事处设在亚洲。


市场和客户


Our biggest clients include……我们最大的客户包括……

Who would you say is your biggest competitor?你认为谁是你们最大的竞争对手？

They have 40 percent of the market share, whereas we have 35 percent.

他们拥有40%的市场份额，而我们只占有35%。


产品


How do your products differ?贵公司的产品有何特色？

We offer the same quality products as they do, but for a much more affordable price.我们提供与其同等质量的产品，但是价格更优惠。

备用句

We have production lines in……我们在……有生产线。

We have set up four advanced design centers.我们建立了4个先进的设计中心。

Our products are more reliable and have more functions.我们的产品性能更稳定，功能更多。


情景对话


对话场景：伊恩向客户克莱尔介绍自己的公司。他以具体的事例和数据说明公司发展之迅速。

句型重点：介绍公司的发展历史、规模、产品特点、市场占有率、客户群等。

Ian：Do you know much about Nostalgic Designs Corporation?

了解对公司的熟悉程度

Clare：I know that it's also referred to as NDC.

Ian：That's right. NDC has been around for twenty years.It started out with just one office in London and now has 100 offices around the world.

说明公司发展之迅速

Clare：Do you have any offices in Asia?

客户主动提问

Ian：We do, indeed. In fact, ten percent of our offices are in Asia.

10%的业务在亚洲

Clare：Where are your headquarters?

Ian：We've just moved our headquarters to New York City. They used to be in London.

总部从伦敦迁到纽约

Clare：Do you have a large client base?

Ian：We certainly do. You have probably heard of some of them.Our biggest clients include National Dental Service, Telephone Directories Unlimited and Tweeter.

列举公司的大客户

Clare：Who would you say is your biggest competitor?

Ian：That would have to be Designs for Life. They have 40 percent of the market share, whereas we have 35 per cent.

市场份额

Clare：How do your products differ?

Ian：We offer the same quality products as they do, but for a much more affordable price.

产品竞争力：价格更低！

译文

伊恩：您对怀旧设计公司了解多吗？

克莱尔：我知道它也被称为NDC。

伊恩：不错。

NDC已经活跃了20年。公司刚起步时只在伦敦有一家办事处，如今在世界各地已经有100家办事处了。

克莱尔：贵公司在亚洲设有办事处吗？

伊恩：我们确实有。事实上，公司有10%的办事处设在亚洲。

克莱尔：那公司总部在何处？

伊恩：我们刚将总部搬到纽约市。以前是在伦敦。

克莱尔：你们有一个大的客户群吗？

伊恩：当然有。您或许听说过它们。我们最大的客户包括全国牙科医疗服务协会、话机查询无限责任公司，还有高声公司。

克莱尔：你认为谁是你们最大的竞争对手？

伊恩：那应该是生活设计公司。他们拥有40%的市场份额，而我们只有35%。

克莱尔：贵公司的产品有何特色？

伊恩：我们提供与其同等质量的产品，但是价格更优惠。


Review


情景词汇

office办事处

indeed确实

differ不同

around活跃

corporation公司

whereas而

client客户

headquarters总部

competitor竞争对手

reliable可靠的

function功能

affordable实惠的

常用搭配

big client大客户

client base客户群

in fact事实上

move headquarters to把总部搬到……

market share市场份额

be referred to……被提及；被涉及

start out with……开始于……

affordable price可以承受的价格

production line生产线

design center设计中心

介绍产品　Overview of a Product


开场白


Thank you for coming today.谢谢大家今天能来。

I'd like to talk to you about a new product on the market.我想跟大家谈谈刚上市的一款新产品。

First, I'd like to ask you a question.首先，我想问大家一个问题。


内容和性能


It's an interactive language learning website that offers online language courses.它是一个互动的语言学习网站，提供在线语言课程。

It features a huge collection of e-books.它的特点是收集了大量的电子书。

The best thing about this product is that it can be used anywhere.这个产品的最大特点是随时随地都可使用。

There are over twenty language courses, including English, Spanish, Chinese and French.上面有20多种语言课程，包括英语、西班牙语、汉语和法语。


结论


Then this product is just for you.这款产品就适合您。

It’s just what I need！这正是我所需要的！

备用句

Have you seen this product before?您之前见过这种产品吗？

Would you like a quick demonstration to see how it works?您希望我给您快速演示一下它是如何工作的吗？

That's easy.这很简单。

It's reliable.它的性能很稳定。

So far nobody has sent one back to us with any fault.到目前为止，还没有人因故障原因要求退货。


情景对话


对话场景：戴维向客户介绍自己的外语学习网站。他以诱导式提问让客户自己得出结论：这正是我想要的！

句型重点：诱导需求的提问，介绍产品的内容和使用方法。

David：Thank you for coming today.

感谢客户的到来

Beth：That's not a problem.

David：I'd like to talk to you about a new product on the market. First, I'd like to ask you a question.How many of you would like to learn a second language?

提问：您想学外语吗？

Beth：I certainly would.

David：And would you say that you are too busy to do this?

忙得没时间学吗？

Beth：Yes, that's definitely true.

David：And do you take public transportation?

每天坐公交吗？

Beth：I spend about two hours a day on the trains.

David：Then this product is just for you. It's an interactive language learning website that offers online language courses for you to study at your own pace.

那么这一款恰好适合您！

Beth：What languages can we study on it?

David：There are over 20 language courses, including English, Spanish, Chinese and French.

内容丰富

Beth：That sounds great. But how can I use it on public transport if I don't have an Internet connection?

David：That's easy. You can download worksheets and exercises to print out or to use on your computer.

使用方便

Beth：That sounds great！It's just what I need！

满足客户需要！

译文

戴维：非常感谢大家今天能来。

贝丝：没什么。

戴维：我想跟大家谈谈刚上市的一款新产品。首先，我想问大家一个问题。你们中有多少人想学一门外语？

贝丝：我当然想学。

戴维：您会说自己太忙了，没时间学吗？

贝丝：是的，一定会的。

戴维：那您乘坐公共交通工具吗？

贝丝：我每天要坐大约两小时的火车。

戴维：那么，这款产品就适合您。它是一个互动的语言学习网站，能根据您的学习进度，提供在线语言课程。

贝丝：我们能在这个网站上学习什么语言？

戴维：上面有20多种语言课程，包括英语、西班牙语、汉语和法语。

贝丝：这听起来很不错。但我坐公共交通工具时又不能上网，该怎么使用这个网站呢？

戴维：这很简单。你可以下载页面和练习题，将它们打印出来，或者直接在您的电脑上用。

贝丝：这听起来太棒了！这正是我需要的！


Review


情景词汇

interactive交互式的，人机对话的

download下载

online在线的，联网的

worksheet活页练习，学习单

connection联系，关联

常用搭配

That's not a problem.这不算什么。

a second language（除母语外的）第二语言

a new product on the market市面上的新产品

use on your computer在电脑上用

public transportation公共交通

be just for you正适合你

be too busy to do……太忙以至于不能……

definitely true百分之百正确

language learning语言学习

language course语言课程

study at your own pace根据你的进度来学习

offer sth for sb to do……提供某物给某人做某事

sounds great太好了

Internet connection网络连接

print out打印出来

介绍服务　Overview of a Service


时间要求


Can you guarantee a date it will be ready?你能确定一个完成日期吗？

It should take approximately three to four weeks.大约需要3到4个星期。


质量控制


How do you make sure that the videos are completed to our standards?你怎样保证视频短片能达到我们要求的水准？

We'll create a project timeline for you.我们会给您做一个项目进度表。

We have a strict review process in place.在制作过程中，我们有一套严格的审查程序。


价格


This depends heavily on the complexity of the project.这主要根据项目的复杂性而定。

I'm confident that we'll be able to offer you a price that you are comfortable with.我相信我们能给出一个让您满意的价格。


送货服务


How about the delivery?你们的送货怎样？

We could ship your order within a week.您订的货可以在一周内送到。

备用句

How quickly will you be able to create these promotional videos?制作这些宣传短片，你们需要多长时间？

Can you give us a ball park figure for similar types of projects?根据以往类似的短片费用，你能给我们一个大概的数目吗？

We'll have to assess the project first.我们得先对这个项目进行评估。

You just send the faulty product back to us and we'll replace it free of charge.您可以退回问题产品，我们将免费为您更换。


情景对话


对话场景：莫琳接到一份订单。客户希望能敲定完成日期和费用，但莫琳坚持评估后再确定。

句型重点：询问一个项目的制作时间、质量、费用。回答暂时不能确定的提问。

Geoff：How quickly will you be able to create these promotional videos?

多快能完成？

Maureen：It should take approximately three to four weeks, depending on the complexity of the video, that is. Geoff：Can you guarantee a date it will be ready?

能定下日期吗？

Maureen：Yes. We'll have to assess the project first.Geoff：How do you go about doing that?

你们打算怎么做？

Maureen：Once we have an understanding of the brief, then we'll create a project timeline for you.

Geoff：How about quality control?How do you make sure that the videos are completed to our standards?

质量如何保证？

Maureen：We have a strict review process in place, which involves the clients at the first, second and final proof stages.

Geoff：I see. And how about the fee?

费用呢？

Maureen：Again, this depends heavily on the complexity of the project.

Geoff：Can you give us a ball park figure for similar types of projects?

大约多少？

Maureen：I think that's best discussed after we have a brief, but I'm confident that we'll be able to offer you a price that you are comfortable with.

译文

杰夫：制作这些宣传短片，你们需要多长时间？

莫琳：大约需要3到4个星期，这主要根据短片的复杂性而定。

杰夫：你能确定一个完成日期吗？

莫琳：能，但我们得先对这个项目进行评估。

杰夫：你们准备怎么着手来做这个项目？

莫琳：我们对这个项目有了大致了解之后，就会给您做一个项目进度时间表。

杰夫：那么质量管理呢？你们怎么保证短片能达到我们要求的水准？

莫琳：在制作过程中我们有一套严格的审查程序，会邀请客户参与第一次、第二次和最后的校对工序。

杰夫：我明白了。那费用怎么定？

莫琳：同样，费用在很大程度上也取决于项目的复杂性。

杰夫：那根据以往类似的短片，你能给我们一个大概的数目吗？

莫琳：我想最好在我们大致了解了这个项目之后，再进行商讨。但我相信我们能给出一个让您满意的价格。


Review


情景词汇

approximately大概；近乎

complexity复杂性

fee费用，酬金

guarantee保证，担保

involve包含，涉及

process过程，工序，流程

promotional广告宣传的；推销的

stage阶段，步骤

timeline时间表

video录像，录影

常用搭配

a ball park figure大概的数目

a strict review process严格的检验程序

assess a project评估项目

be comfortable with……对……满意

be completed to our standards按要求完成

create a project timeline制作项目时间表

depend（heavily）on……（很大程度上）依赖于……

final proof stage最后的校对工序

guarantee a date确定日期

in place在工作；在正确位置上

promotional video宣传片

quality control质量控制

接待贵宾　Guest Reception

在机场　At the Airport


上前询问、自我介绍


You must be from the head office.您一定是从总部来的吧？

I'm here to take you to our office.我来接您去我们公司。

Pleased to meet you.很高兴见到您。


照顾客人


Let me help you with your bags.我来帮您提包吧。

The driver is just outside. He'll take us back to the office.司机就在外面。他会把我们带到公司。

This way, please.这边请。


寒暄


How was your flight?旅途如何？

How long will it take to get there?到那里要花多长时间？

At this time in the afternoon, it should only take about 40 minutes.下午这个时间段，大约只要40分钟。

备用句

I'm Robert Zhang of ABC.我是ABC公司的罗伯特·张。

Can I help you with your bags?我帮您拿行李吧？

Did you have a nice flight?您一路上还顺利吧？

I have a car outside with a driver.外面有司机接。

I was told you would have my itinerary.有人告诉我，您有我的行程表。


情景对话


对话场景：埃米到机场迎接纽约办事处来的马丁。她事先订了车，准备了客人的日程表，并对当天的行程做了安排。

句型重点：机场见面的问候和寒暄。

Amy：Are you Martin Snow?

认出客人后上前询问

Martin：Yes, I am. You must be from the head office.

Amy：Yes. I'm Amy.Pleased to meet you.

问好

Martin：It's a pleasure.

Amy：How was your flight?

一路顺利吗？

Martin：It was fine. Not much turbulence, and the food wasn't bad, either.

Amy：That's great. Let me help you with your bags.

要帮拿行李吗？

Martin：If you insist.

Amy：It's not a problem. The driver is just outside.He'll take us back to the office.

公司有车来接

Martin：That's great. How long will it take to get there?

Amy：At this time in the afternoon, it should only take about 40 minutes.

约40分钟到公司

Martin：I was told you would have my itinerary.

Amy：Yes, here it is.

日程表已经准备好

Martin：Looks like the first meeting is at 4 o'clock PM and then it's dinner at the Round House. That doesn't look too stressful.

当晚的安排不太紧

Amy：It should be fairly relaxing tonight. Oh, here's the car.

上车

译文

埃米：您是马丁·斯诺吗？

马丁：是的，我是。您一定是从总部来的吧？

埃米：是的，我是埃米。很高兴见到您。

马丁：见到您我也很高兴。

埃米：旅途如何？

马丁：还好。没有太多的气流干扰，食物也不错。

埃米：那就好。我来帮您提包吧。

马丁：如果您坚持的话，我就不客气了。

埃米：没什么。司机就在外面。他会把我们带到公司。

马丁：太好了。到公司要花多长时间？

埃米：在下午这个时间段，大约只要40分钟。

马丁：有人告诉我，您有我的行程计划。

埃米：是的，给您看看。

马丁：看样子第一场会议在下午4点召开，之后在圆厅举行晚宴。行程看起来不怎么紧张。

埃米：今晚应该比较轻松。哦，我们的车在这里。


Review


情景词汇

fairly相当

flight（飞机）航程，航班

insist坚持

itinerary行程

relaxing放松的

stressful紧张的，压力大的

turbulence气流

常用搭配

head office总公司，总部

take us back to……送我们回……

车内闲谈　Small Talk in the Car


关于城市


Is this your first time to this city?您是第一次来这个城市吗？

What’s the weather like in……?……天气怎样？


关于行程安排


What would you like to see while you're here?您在这儿的这段时间想去哪儿看看呢？

How does that schedule sound to you?您觉得这样安排可以吗？

If you need anything, please let me know.有什么要求就告诉我。

I can be your translator and tour guide.我可以当您的翻译兼向导。


关于食宿


I've already made a hotel reservation for you.我已经为您订了酒店。

I've booked a table at an exclusive restaurant downtown.我在市区一家高档饭店订了一桌。


关于工作


How long have you been working for the company?您在公司工作多长时间了？

What do you think of it so far?目前为止，您对公司的感觉怎么样？

备用句

That can definitely be arranged.这个当然可以安排。

I've made arrangements to take you to see the city lights.我已安排了带您去看城市夜景。

I've only worked here for about 6 months now.我在这里刚刚工作了6个月左右。

Where were you before you took this role?您接受这个职位之前在哪里工作？

How does our company compare?相比之下，我们公司怎么样？

It offers flexible working hours and great benefits.它给我们提供了灵活的工作时间和丰厚的福利待遇。

I used to work for our main competitor.我曾经为我们的主要竞争对手工作。


情景对话


对话场景：回公司的车上，埃米和马丁聊天。初次见面的话题最好与工作有关。可以用具体的事例让谈话更生动，比如旅行。

句型重点：初次见面的寒暄用语。谈论自己的工作。

Martin：So, how long have you been working for the company?

初次见面话题最好与工作相关

Amy：I've been with the company for just over two years now.

Martin：Do you like it?

Amy：I love it. I feel very well taken care of with this company.It offers flexible working hours and great benefits.How about you?

举具体的事例，让谈话更生动

Martin：I've only worked here for about 6 months now.

Amy：What do you think of it so far?

Martin：I like it. I wasn't expecting there to be so much travel with this role, so I've been pleasantly surprised.

Amy：Where were you before you took this role?

私人话题也不要超出职业范围

Martin：I used to work for our main competitor.

Amy：You're kidding！How does our company compare?

Martin：Well, obviously I think it's got a lot more potential than my old company—otherwise I would have stayed there！

“potential”用得很恰当

Amy：Of course. Is this your first time to this city?

永恒的话题：您第一次来吗？

Martin：Yes, unless you count the time my parents took me here when I was a baby！

译文

马丁：那么，您在公司工作多长时间了？

埃米：我在公司刚待了两年多。

马丁：您喜欢这个公司吗？

埃米：非常喜欢。我觉得公司很照顾员工。它给我们提供了灵活的工作时间和丰厚的福利待遇。您觉得呢？

马丁：我在这里刚刚工作了6个月左右。

埃米：那目前为止，您对公司的感觉怎么样？

马丁：我喜欢这家公司。原先我没想到这个职位会有这么多的旅行机会，所以我感到很惊喜。

埃米：您在接受这个职位之前在哪里工作？

马丁：我曾经为我们的主要竞争对手工作。

埃米：您是在开玩笑吧！那相比之下，我们公司怎么样？

马丁：嗯，很明显，我认为比我的前任公司更有潜力，不然，我就待在原公司了！

埃米：当然。您是第一次来这个城市吗？

马丁：算是吧，除非您把我小时候父母带我来的那次也算上。


Review


情景词汇

compare比较

count把……算上

expect预想到

kidding开玩笑

otherwise否则

pleasantly高兴地

potential潜力

role职位

常用搭配

flexible working hours灵活的工作时间

main competitor主要竞争对手

great benefits丰厚的福利待遇

so far目前为止

take care of照顾

take this role接受这个职位

think of……对……的看法

首次会谈　First Meetings


见面问好


It's nice to meet you.很高兴见到您。

I'm glad you made it okay.很高兴您能及时抵达。


寒暄


Did you find our offices all right?您觉得我们的办公室好找吗？

Your directions were very straight forward.您指的方向非常明确。


照顾客人


Now, would you like something to drink?现在，您想喝点什么吗？

Can I take your coat?要我帮您放大衣吗？


赠送礼物


Listen, before I forget, I brought you something from our company.对了，趁我还没忘，我从我们办事处给你们带了些东西。

We've prepared something for you to take back to your office as well.我们也准备了一些东西让您带回办公室。

I hope your team will enjoy it.希望您的团队会喜欢。


之后


Shall we go over the agenda?我们来把议程过一遍好吗？

I'll give you a tour of the office.我会带您参观我们的办公室。

备用句

Is this your new logo?It's very memorable.这是贵公司的新标识吗？它让人过目不忘。

Do you need to freshen up?您需要去洗手间吗？

This way, please. Take a left.It's at the first corner.走这边，向左第一个拐角。

That would be very nice. You're too kind.那太好了，非常感谢。

Thank you for your hospitality.谢谢您的热情款待。

I hope you like it.希望您喜欢。

It’ll just be a minute.请稍等。


情景对话


对话场景：雷会见到访的埃琳。雷找了一个关于标识的有趣话题开场，拉近彼此距离。他们互赠的礼物也恰到好处。

句型重点：和客户初次见面的寒暄，互赠礼物的用语。

Ray：Hi Erin. It's nice to meet you.I'm Ray, Director of Marketing.

见面时的问候

Erin：It's a pleasure to meet you, Ray. Here's my card.


交换名片


Ray：Thank you. And here's mine.

Erin：Thanks. Is this your new logo?

以有趣的话题开场

Ray：Yes, we just changed it recently.

Erin：It's very memorable. I like it.

用称赞拉近距离

Ray：Thank you. Now, would you like something to drink?

喝什么？

Erin：Yes, please. A green tea would be great.

Ray：It'll just be a minute.

Erin：Thank you.

Ray：So, did you find our offices all right?

来这儿顺利吗？

Erin：Yes, your directions were very straight forward. Listen, before I forget, I brought you something from our company in Kansas City.It's saltwater taffy.I hope your team will enjoy it.

送上礼物

Ray：Thank you. We've prepared something for you to take back to your office as well.It's a selection of local teas.

回礼

Erin：Thank you. So, shall we go over the agenda?

转入正题

Ray：Yes, and then I'll give you a tour of the office.

译文

雷：您好埃琳，很高兴见到您。我是营销总监，雷。

埃琳：很高兴见到您，雷。这是我的名片。

雷：谢谢您，这是我的名片。

埃琳：谢谢。这是贵公司的新标识吗？

雷：不错，我们刚刚做了修改。

埃琳：这个标识让人过目不忘，我很喜欢。

雷：谢谢您。现在，您想喝点什么吗？

埃琳：是的。一杯绿茶就很好了。

雷：请稍等。

埃琳：谢谢您。

雷：您觉得我们的办公室好找吗？

埃琳：是的，您指的方向非常明确。对了，趁我还没忘，我从我们的堪萨斯城办公室里给你们带了一些东西。这是盐水太妃糖。希望你们的团队能喜欢。

雷：谢谢您。我们也准备了一些东西让您带回办公室。这是我们挑选的一些本地茶叶。

埃琳：谢谢您。现在，我们来把议程过一遍好吗？

雷：好的，之后我会带您参观我们的办公室。


Review


情景词汇

logo标识

memorable令人过目不忘的

selection选择；选择物

taffy太妃糖

常用搭配

before I forget趁我还没忘（插入语）

give you an tour of the office带您参观我们办公室

find our offices all right容易找到我们办公室

go over the agenda把议程过一遍

just be a minute一会儿就好

local teas本地茶叶

prepare something for you为您准备了一些东西

take back to your office带回您办公室

saltwater taffy盐水太妃糖

straight forward方向明确的

参观工厂　Tour of a Factory


欢迎词


I'd like to welcome everyone to our factory.欢迎大家来到我厂。

Before we start the tour, please find a hard hat.在我们开始参观之前，请找个安全帽戴上。

OK, I think we're ready to start the tour then.好的，我想大家已经准备好开始参观了。


介绍车间


There are three parts of the plant：the supply area, the assembly area and the dispatch area.工厂主要分为三部分：供应车间、装配车间和运输车间。

You’ll see here that there are four assembly lines.你们将在这儿看到四条流水装配线。

This is where the products are fitted with their covers.这是包装产品的地方。

If you look to your right, you’ll see the quality control area.如果大家向右看，就会看到质检区。


串场词


Follow me please.请跟我来。

Let's move on to the laboratory.我们现在去实验区。


结束语


And that's the end of the tour.我们的参观到此结束。

I'd like to thank you for coming, and I hope you enjoyed your time with us today.谢谢大家的光临，但愿今天大家此行开心。

备用句

Please feel free to ask questions at any point during our tour.欢迎大家在参观过程中随时提问题。

The process starts with the supply of raw materials. The boards are conveyed to our cutting room floor at the start of the production process.Then they move on into the primary production process where they are coated.The coated boards then move forward to the assembly line.Finally, the finished boards are packed.They are loaded onto trucks for distribution to our customers.整个流程始于原料供应。生产流程一开始，木板被运送到切割室，接着被传送到我们的第一工序——涂漆。涂过漆的木板被送到装配线上。最后，成品板被包装起来，装进卡车，配送给我们的客户。


情景对话


对话场景：达伦领着客人参观工厂，说明各个车间的用途，解释生产流程，并回答客人的问题。

句型重点：引导参观的用语，介绍一个地方的用途。

Darren：I'd like to welcome everyone to our factory. Before we start the tour, please find a hard hat.Ready?

表示欢迎，提示戴安全帽

Michelle：Yes, I think we've all got one.

Darren：OK, I think we're ready to start the tour then. You'll see here that there are four assembly lines.This is where the product is being put together.

从装配线开始参观

Michelle：Does the production manager work on the floor?

Darren：She's got an office above the assembly lines so she can keep an eye on it, but she is often on the floor as well.

生产经理的位置

Michelle：It doesn't look like the product is complete here.

Darren：No, the next step is through the doors. This is where the products are fitted with their covers.

包装车间

Michelle：I see. That looks more like the final product.Does someone do a final check on these?

Darren：Yes, that's the next step. If you look to your right, you'll see the quality control area.

质检区

Michelle：Does the quality control department make sure that there are no defects whatsoever?

Darren：In theory, but there are always a few defects.

Michelle：And this must be where they are boxed up and shipped off.

打包和运输车间

Darren：Correct. And that's the end of the tour.I'd like to thank you for coming, and I hope you enjoyed your time with us today.

结束语

译文

达伦：欢迎大家来到我厂。在我们开始参观前，请找个安全帽戴上。准备好了吗？

米歇尔：是的，看来每个人都有安全帽了。

达伦：好的，我想大家已经准备好开始参观了。你们将在这儿看到四条流水装配线。这是组装产品的地方。

米歇尔：生产经理是在这个车间工作吗？

达伦：她在装配线上方有一间办公室，这样能监督生产状况。但她也会经常来车间。

米歇尔：这里的产品不像是成品。

达伦：不错，生产的下一环节是在隔壁。这就是包装产品的地方。

米歇尔：我明白了。这看起来更像是成品。有没有人给这些成品做最终检查？

达伦：有，这是下一环节了。如果大家向右看，就会看到质检区。

米歇尔：质量管理部门能确保成品不存在任何缺陷吗？

达伦：理论上可以，但是总会有一些瑕疵的。

米歇尔：那这里一定是产品装箱发运的地方了。

达伦：正是。我们的参观到此结束了。谢谢大家的光临，但愿今天大家此行开心。


Review


情景词汇

assembly装配，组装

whatsoever无论什么（语气比

defect瑕疵

whatever强）

常用搭配

assembly line流水装配线

be boxed up被装箱

be fitted with the covers被包装

be shipped off被运走

do a final check做最终检查

hard hat安全帽

I see.我明白了。

in theory理论上

keep an eye on监督

look more like……看起来更像……

look to your right向右看

on the floor在车间

production manager生产经理

put together组装产品

quality control area质检区

start the tour开始参观

the final product成品

the next step下一环节

welcome to……欢迎来到……

商务晚宴　Business Dinners


邀请


We'd like to invite you to dinner.我们想请您吃饭。

Would you prefer to have Western style food or Chinese food?您喜欢吃西餐还是中餐？

Have you ever tried Shanghai Cuisine?您吃过上海菜吗？

Would you like to try it tonight?今天晚上您想去吃吗？


点酒水


What do you think, red or white?您想喝点什么，红葡萄酒还是白葡萄酒？

I think I’d like to start with white wine.我想先来杯白葡萄酒吧。


点菜


Let's order.我们点菜吧。

What would you like?您想点什么？

I think I'm going to try……for a starter and then……as a main.我想点……做开胃菜，主菜就点……

Shall we try that one?我们试试那个怎么样？


菜式特色


I can recommend their speciality.我可以推荐他们的特色菜。

All the food is sourced locally.所有的食物原料都取自本地。

They also have an extensive number of……他们还有数目繁多的……

备用句

Do you know what you are going to have?你想好要点些什么了吗？

Can you use chopsticks?您会用筷子吗？

They told me it had an impressive wine list.他们告诉我这里的酒水单让人赞不绝口。

I can recommend some authentic Beijing dishes.我可以给您推荐几道地道的北京菜。

It is made with traditional recipes.这是按传统配方做的。

I’m glad you like it.很高兴您喜欢。


情景对话


对话场景：卡伦请客户杰米吃饭。杰米首先夸奖餐厅环境。卡伦给杰米介绍酒单和餐厅的菜式特色，然后点菜。

句型重点：推荐酒和菜品，介绍餐厅特色，点菜，营造欢快气氛。

Jamie：This is a very nice place. Have you ever been here before?

夸奖餐厅环境

Karen：I haven't, but my colleagues come here often. They told me it had an impressive wine list.What do you think, red or white?

介绍酒单

Jamie：I think I'd like to start with white wine.

点酒

Karen：Let's see……this pinot grigio looks good. Shall we try this one?

Jamie：Sounds good to me.

Karen：OK, we'll start with that then. The other good thing about this place is that all the food is sourced locally.They also have an extensive number of vegetarian dishes.

介绍菜式特色

Jamie：That's fantastic！It's always difficult to find decent vegetarian food at restaurants.

Karen：I agree. I'm quite looking forward to trying their food.

营造欢快气氛

Jamie：Do you know what you are going to have?

Karen：I think I'm going to try the lentil and squash soup for a starter and then the goat's cheese and beetroot as a main. How about you?

点菜

Jamie：I'm also going to try the goat's cheese dish, but I think I'm going to have the mushroom dish for starters.

Karen：Great, let's order.

译文

杰米：这个地方很不错。你以前来过这儿吗？

卡伦：没有，但我的同事经常来这儿。他们告诉我这里的酒水单让人赞不绝口。您想喝点什么，红葡萄酒还是白葡萄酒？

杰米：我想先来杯白葡萄酒吧。

卡伦：让我们看看……灰皮诺看起来不错，我们试试这个怎么样？

杰米：我看行。

卡伦：那好，我们就先喝灰皮诺了。这个地方的另一个优点是，所有的食物原料都取自本地。他们还有菜式丰富的素食菜谱。

杰米：太棒了！在餐馆总是很难找到像样的素食。

卡伦：没错。我非常期待尝尝他们做的美食。

杰米：你想好要点些什么了吗？

卡伦：我想点扁豆南瓜汤做开胃菜，主菜就点羊奶干酪和甜菜沙拉。您呢？

杰米：我也要尝尝羊奶干酪，但开胃菜我想喝蘑菇汤。

卡伦：好的，我们点菜吧。


Review


情景词汇

beetroot甜菜

decent像样的，相当不错的

impressive让人赞不绝口的

main主菜

mushroom蘑菇

order点菜

starter开胃菜

vegetarian素食的

常用搭配

goat's cheese羊奶干酪

have an extensive number of……有数目繁多的……

lentil and squash soup扁豆南瓜汤

red or white红葡萄酒还是白葡萄酒

sourced locally原料取自本地

vegetarian dishes素食菜谱

vegetarian food素食

white wine白葡萄酒

wine list酒水单

观光旅游　Sightseeing


旅程安排


Have you ever been to the Great Wall before?你以前去过长城吗？

I've organized a car to take us today after breakfast.我已经安排了一辆车今天早饭后带我们去。

How long will it take to get there?去那里需要多长时间？

It will take about an hour and a half from here.从这儿走大约需要一个半小时。


景区特色


It'd be a pity to come all the way to China and then not see the Great Wall.大老远地来到中国，却没见到长城，会非常遗憾的。

It's very popular with the tourists.那里是旅游热点。

I suppose I go about two or three times a year.我想我每年会去两三次。

It's a great place for hiking, fresh air, and amazing pictures.那是远足的好地方，空气清新，景色优美。

备用句

I've always wanted to go.我一直想去。

It's great to actually see some of the sights while on a business trip.出差时能去一些景点玩，实在是太好了。

There isn't always time for that.并不是每次都有时间出去旅游。

And you know what they say?知道别人是怎么说的吗？

We'd better get a move on then！那我们赶紧去吧！


情景对话


对话场景：玛丽建议吉姆游览长城，她安排了车辆，确定了日期和时间。

句型重点：推荐景点，介绍景点的特色。说明交通安排。

Mary：Have you ever been to the Great Wall of China before?

游长城是首选

Jim：No, but I've always wanted to go.

Mary：Great. I've organized a car to take us today after breakfast.

安排车，确定出发时间

Jim：That's fantastic. It's great to actually see some of the sights while on a business trip.There isn't always time for that.

Mary：It'd be a pity to come all the way to China and then not see the Great Wall.

不去那儿将抱憾终生！

Jim：Definitely.

Mary：And you know what they say, you're not a man until you've walked along the Great Wall of China！

Jim：Is that so?Well, we'd better get a move on then！How long will it take to get there?

路上要多长时间？

Mary：It will take about an hour and a half from here.

Jim：What part of the Great Wall are we going to?

参观哪一段？

Mary：We're going to Badaling. It's very popular with the tourists.

Jim：Do you go to the Great Wall often?

Mary：I suppose I go about two or three times a year. It's a great place for hiking, fresh air, and amazing pictures.

译文

玛丽：你以前去过中国的长城吗？

吉姆：没有，但我一直想去。

玛丽：太好了，我已经安排了一辆车今天早饭后带我们去。

吉姆：太棒了。出差时能去一些景点玩，实在是太好了，因为并不是每次都有时间出去旅游。

玛丽：大老远地来到中国，却没见到长城，会非常遗憾的。

吉姆：那是当然。

玛丽：你知道中国人怎么说的吗——不到长城非好汉！

吉姆：真的吗？那我们赶紧去吧！到长城要多长时间？

玛丽：从这儿走大约需要一个半小时。

吉姆：我们要去长城的哪一段？

玛丽：我们要去八达岭。那里是旅游热点。

吉姆：你经常爬长城吗？

玛丽：我大约每年会去两三次。那是远足的好地方，空气清新，景色优美。


Review


情景词汇

actually真实地

hiking远足

pity遗憾，可惜

sight风景

suppose认为；推断；假定

常用搭配

a business trip商务旅行

amazing pictures迷人的风景

an hour and a half一个半小时

be a great place for……做……的好地方

be very popular with the tourists游客众多的

come all the way to……大老远地来到……

fresh air新鲜空气

get a move on去一趟

organize a car安排一辆车

walk along……走过……

出境　Departures


感谢送行和回应


Thank you so much for seeing me off at the airport.非常感谢您到机场为我送行。

That's quite all right.没什么。


提出帮忙和回应


Let me help you with your bags.我来帮您提包吧。

You don't have to.没关系，不用的。


临别赠言


It was a pleasure meeting you.和您相处，我觉得很高兴。

We'll see you at the conferences in London then.我们伦敦开会时再见。

Let’s keep in touch.我们保持联系吧。

Have a safe flight！祝您一路顺风！

备用句

Thank you for your hospitality.谢谢您如此热情周到。

I am glad you had a chance to visit our office.我很高兴您能有机会到我们公司参观。

I hope you can come back soon.希望您能尽快回来。

Do you have your ticket?您带着机票了吗？

It's just an e-ticket.是一张电子机票。

Do you have your passport?您带好护照了吗？

See you in November！11月再见！


情景对话


对话场景：埃米送马丁到机场。她的过度细致让马丁不胜其烦。

句型重点：提醒别人，提供帮助和婉拒帮助。

Martin：Thank you so much for seeing me off at the airport. That was really unnecessary, though.

送机真没太大必要

Amy：That's quite all right. We just want to make sure you get back all right.

送了才放心嘛

Martin：Oh, I'm sure I'll be fine.

Amy：Here, let me help you with your bags.

帮您拿行李好吗？

Martin：You don't have to.

Amy：Do you have your ticket?

机票呢？

Martin：Yes, it's just an e-ticket.

Amy：And do you have your passport?

护照呢？

Martin：Yes, it's just here in my pocket.

Amy：OK, I'll just help you fill out the departure form.

要填表吗？

Martin：Really, that's quite all right. It's in English, after all！

这表您没法填！

Amy：OK, then. Well, it was a pleasure meeting you.

帮您我高兴

Martin：Likewise. Thank you for your hospitality……I just hope you won't expect this when you come to the New York offices！

别指望纽约那帮人会这么热情！

Amy：OK, well, we'll see you at the conferences in London then. Have a safe flight！

Martin：Thanks！See you in November！

译文

马丁：非常感谢您到机场为我送行。其实您不必来的。

埃米：没什么，我们只想确保您归途顺利。

马丁：哦，我肯定没事的。

埃米：来，我帮您提包吧。

马丁：不用了。

埃米：您带着机票了吗？

马丁：是的，就是一张电子机票。

埃米：护照带好了吗？

马丁：带好了，就在我口袋里。

埃米：好吧。那我来帮您填出境表格。

马丁：我自己填就行。这表毕竟是英文的嘛！

埃米：那好吧。嗯，和您相处，我觉得很高兴。

马丁：我也是。谢谢您如此热情周到……我只希望您来纽约办事处时可别想得到这样的款待。

埃米：好吧，那么，我们就伦敦开会时见。祝您一路顺风！

马丁：多谢！11月见！


Review


情景词汇

conference会议

departure离境

expect期望

hospitality热情好客

likewise同样，我也是（表达同感）

passport护照

unnecessary没必要的

常用搭配

after all毕竟，归根结底

departure form出境表格

e-ticket电子机票

fill out填写（表格）

get back all right归途顺利

have a safe flight一路顺风

in English用英文写的

quite all right没关系

see sb off为某人送行

市场和销售　Markting and Sales

营销策略　Marketing Strategy


目标


I'd like to discuss how we might gain more of the market share.我想谈论一下我们该如何获取更大的市场份额。


背景和挑战


We know where our competitors sit and challenges we face.我们已经了解了竞争对手的处境以及我们所面临的挑战。

It seems clear to me that the biggest challenge is getting our audience used to the idea of paying for content online.我认为，很明显，最大的挑战是让我们的读者接受付费网站内容的理念。


策略和方式


What are we going to do about it?我们该怎么做？

We have to first understand that it may take some time to change our audience's mind.我们首先得明白，要改变读者的心理需要一定的时间。

We still need to offer free content to users while we build our user base.

在我们建立用户群的过程中，仍需要提供免费的内容。

The Internet could be a good way to provide customer service and support.互联网会是提供客户服务和支持的有力途径。


他人经验


How are other companies dealing with that?其他公司是怎么处理这个问题的？

Many companies are starting to offer paid subscriptions.很多家公司开始提供付费订阅。

Is that something we should consider?这个措施值得我们考虑吗？

备用句

How should we go about promoting it?我们该怎样开始推销呢？

It depends on how much money you are prepared to allocate.这取决于你准备拨出的预算金额。

We'd better start with a saturation program.我们最好从全面营销开始。

It will take time to get the word through to potential customers.让潜在顾客接受它需要花些时间。


情景对话


对话场景：总经理召集大家开会讨论如何提高市场份额。他们一致认为最大难题在于新的消费形式还缺乏市场认同。总经理建议吸取竞争对手的经验。

句型重点：描述严峻的竞争形势，提出举措。

Director：Hopefully you've all read through the competitor analysis that was sent to you last week.

讨论是基于对手的分析报告

Tony：Yes, we've done that.

Director：Good. What I'd like to do now is discussing how we might gain more of the market share.We know where our competitors sit and the challenges we face.Tony, what would you say our biggest challenge is?

最大挑战在哪儿？

Tony：Well, it seems clear to me that the biggest challenge is getting our audience used to the idea of paying for content online.

Director：That certainly is a problem. What are we going to do about it?

我们该怎么做？

Tony：Well, we have to first understand that it may take some time to change our audience's mind about what they pay for online.

Director：That's a good point. How are other companies dealing with that?

对手有何高招？

Tony：Well, many online newspapers are starting to offer paid subscriptions for some of the archived content. Director：Is that something we should consider?

我们要仿效吗？

Tony：Definitely. Of course, we still need to offer free content to users while we build our user base.

最好是新旧方式并用

Director：That sounds very sensible. OK, I'd like you all to take the next ten minutes to discuss some more ideas.

译文

总经理：希望大家都已经看过了上周送过来的关于竞争对手的分析报告。

托尼：是的，我们都看完了。

总经理：很好。我现在想要做的是讨论一下我们该如何获取更大的市场份额。我们已经了解了竞争对手的位置以及我们所面临的挑战。托尼，你认为我们最大的挑战是什么？

托尼：嗯，我认为，很明显，最大的挑战是让我们的读者接受付费网站内容的理念。

总经理：这确实是个问题。我们该怎么做？

托尼：嗯，我们首先得明白，要改变读者关于网站付费内容的观念，需要一定的时间。

总经理：你说得很对。那其他公司是怎么处理这个问题的？

托尼：嗯，很多家网上报纸开始对一些存档的内容实施付费订阅的措施。

总经理：这个措施值得我们考虑吗？

托尼：非常值得。当然，在我们建立用户群的过程中，仍需要提供免费的内容。

总经理：这听起来非常合理。好吧，我希望大家能在接下来的10分钟内，讨论更多的想法。


Review


情景词汇

audience读者，观众，听众

consider考虑

sit位于

subscription订阅

user用户

常用搭配

a good point要点

archived content存档的内容

be starting to……开始……

build our user base建立我们的用户群

challenges we face我们面临的挑战

change sb's mind about sth改变某人关于某事的观念

content online网上内容

gain more of the market share获取更大的市场份额

get sb used to the idea of……让某人接受……的理念

offer free content提供免费内容

online newspaper网上报纸

paid subscriptions付费订阅

pay for……为……支付

完成销售指标　Meeting Sales Targets


描述指标


The company has decided on our sales targets for this year.公司已经确定了我们本年度的销售指标。

It's a slight increase of 10%from last year's targets.比去年的指标略微增长10%。

We are expecting to sell a total of……worth this year.我们今年预计的销售额为……


实现的方式


Do you think the targets are realistic?您认为这些指标能实现吗？

We think that these targets are achievable.我们认为这些指标是可以实现的。

The bonuses will be based on these sales targets.奖金数额将根据这些销售指标来定。

How will that affect the way we work?这种规定对我们的工作方式有什么影响吗？

It will be a big factor in hitting these targets.这将会对完成指标起到很大的作用。

We will have to include e-commerce and e-marketing into our marketing plans for this year.我们得将电子商务和电子营销纳入本年度的营销计划。

备用句

This target represents a sharp increase from last year.这个目标比去年有很大的增长。

That is for the tax year.这是以财年为准。

They have set a target sales figure of 30，000 units per month.他们设定的预期销量是每月3万台。

We hope to break even within eighteen months.希望在18个月内就能扭亏为盈。


情景对话


对话场景：总经理宣布公司制订的年度指标。员工立即询问最关心的奖金问题。面对高额指标，大家寄希望于新兴的电子商务。

句型重点：描述业绩指标，说明增长数据。

Director：The company has decided on our sales targets for this year.

总经理宣布年度指标

Ali：Is it similar to the sales targets for last year?

Director：Well, it's a slight increase of 10%from last year's targets. That means that we are expecting to sell a total of$1.5 million's worth this year.

不多，也就10%

Ali：Is that for the calendar year or the tax year?

Director：Good question, Ali. That is for the tax year.

Ali：Will our bonuses be based on these sales targets?

奖金跟着涨吗？

Director：Yes, but the bonuses will be based on the company hitting the global target—not the local targets.

要看公司全球指标是否完成

Ali：How will that affect the way we work?

Director：It should encourage more collaboration among the local teams.

所以要团结协作

Ali：Do you think the targets are realistic?

Director：We think that these targets are achievable. I think the launch of our new website, which offers e-commerce, will be a big factor in hitting these targets.

咱们还有电子商务！

Ali：That is a good point. We will have to include e-commerce and e-marketing into our marketing plans for this year.

Director：Great. I'm looking forward to seeing them.

我志在必得！

译文

总经理：公司已经确定了我们本年度的销售指标。

阿里：与上年度的销售指标差不多吗？

总经理：嗯，比去年的指标略微增长了10%。这意味着我们今年预计的总销售额为150万美元。

阿里：这是以日历年为准还是以财年为准？

总经理：问得好，阿里。是以财年为准的。

阿里：那我们的奖金数额是根据这些销售指标而定的吗？

总经理：是的，但是，奖金数额是根据公司完成的全球指标而定，而不是由地区指标而定的。

阿里：这种规定对我们的工作方式有什么影响吗？

总经理：这将会鼓励本地团队间更多的相互协作。

阿里：您认为这些指标能实现吗？

总经理：我们认为这些指标是可以实现的。我想我们新推出的电子商务网站，将会对完成指标起到很大的作用。

阿里：这是个不错的想法。我们得将电子商务和电子营销也纳入本年度的营销计划中。

总经理：很好。我期待能看到它们。


Review


情景词汇

achievable可以实现的

bonus奖金

factor作用

global全球的

realistic现实的

slight略微的

常用搭配

a big factor很大的作用

be based on……根据……

be similar to……与……差不多

calendar year日历年

e-commerce电子商务

e-marketing电子营销

encourage more collaboration鼓励更多相互协作

global target全球指标

good question问得好

sales targets for this year本年度的销售指标

local targets地区指标

tax year财年

hit the targets达成指标

sell a total of$1. 5 million's worth售出150万美元的总值

slight increase略微增长

广告　Advertising


活动项目


We have planned a major TV advertising campaign for May of this year.我们策划了一期大型的电视广告活动，将于今年5月运行。

We are going to hold press conferences.我们打算召开媒体招待会。


宣传材料


We're working on some new promotional literature.我们正在制作促销传单。

The promotional video is ready.宣传短片已经制作好了。

It has strong branding and gives a good overview of the product.它的品牌意识很强，并且很好地展现了产品。

The advertising agency has also mocked up some sample brochures for us.广告公司给我们制作了一些样品宣传册。

Have you prepared any give-aways?你准备派发的礼品了吗？


预算


Do you have the budget for that?你有专项预算吗？

I know it can be quite expensive, but it would help to sell our vision.我知道会比较贵，但它能帮助我们推广理念。

备用句

The promotional video matches the story board to a T.宣传短片紧扣故事脚本。

How has this tied in with the off-line advertising?这部短片怎么与非网络广告相配合？

They are due to take place on May 15th.会议在5月15日召开。

We're going to launch the series on the first weekend of September.我们预计在9月的第一个周末将该系列产品投放市场。


情景对话


对话场景：营销攻势即将展开，广告宣传片拍得很满意。萨莉和汤姆讨论其他宣传品和赠品的投放，以及相应的预算。

句型重点：说明各种宣传品和准备工作，以及预算。

Sally：The promotional video is ready. Would you like to see it?

广告宣传片已录制完成

Tom：Definitely. Have you seen it already?

Sally：Yes, I had a look at it this morning.

Tom：What do you think about it?

Sally：I'm quite impressed with it—it matches the story board to a T, has strong branding and gives a good overview of the product.

效果令人满意

Tom：How has this tied in with the off-line advertising?

Sally：The advertising agency has also mocked up some sample brochures for us, using the same theme, colors and strap line.

其他宣传品呢？

Tom：And have you prepared any give-aways?

有赠品吗？

Sally：We've been working on the idea of creating a memory stick that would hold a few samples of the product.

Tom：Do you have the budget for that?

想过这有多贵吗？

Sally：We're getting it costed at the moment. I know memory sticks can be quite expensive, but it would help to sell our vision of driving technology forward.

贵但效果好啊！

Tom：I see where you're going with that. Let's have a look at the video.

译文

萨莉：宣传短片已经制作好了。你想看看吗？

汤姆：当然。你看过了吗？

萨莉：是的，我今天上午刚看了一下。

汤姆：那你觉得怎么样？

萨莉：我非常欣赏这部短片——它紧扣故事脚本，片中的品牌意识很强，并且很好地展现了产品。

汤姆：那这部短片怎么与非网络广告相互配合呢？

萨莉：广告公司根据这部短片给我们制作了一些样品宣传册，主题、色彩和标语都一样。

汤姆：你准备派发的礼品了吗？

萨莉：我们一直在努力想制作一个MS卡，卡的内存中有一些产品样品。

汤姆：那你有专项预算吗？

萨莉：我们现在正在估算成本。我知道MS卡会比较贵，但是它能帮我们推广促进科技进步的理念。

汤姆：我明白你的意思了。让我们先看看宣传短片吧。


Review


情景词汇

brand品牌

mock模仿

theme主题

give-away礼品

brochure宣传册

strap条

vision远见卓识

常用搭配

be quite impressed with……非常欣赏……

story board故事脚本

match……to a T紧扣……

have strong branding品牌意识很强

give a good overview of the product很好地展现了产品

tie in with……与……相互配合

off-line advertising非网络广告

mock up……模仿制作……

strap line标语

work on the idea of……实现……创意

memory stick MS卡

have the budget for……有……的预算

sell our vision of……推广……的理念

drive technology forward促进科技进步

it would help to……它能帮着……

汇率　Exchange Rates


描述汇率变化


What is the current exchange rate?当前的汇率是多少？

How about Chinese yuan to British pounds?人民币对英镑的汇率是多少？

It is now 7.9598 yuan to one dollar.现在1美元可兑换人民币7.9598元。

It was 1.5 dollars to 1 British pound.1.5美元兑换1英镑。

The dollar has gained strength over the pound.现在美元的走势已经强过英镑了。

That’s changed dramatically in the last few months.汇率在过去几个月内发生了很大的改变。


汇率变化对业绩的影响


How do you think this will affect our bonus?你觉得这种改变会对我们的奖金有什么影响吗？

We'll be making more money on exports this year.今年我们的出口会赚更多的钱。

It will actually help us achieve our targets.这实际上会帮助我们实现目标。

The exchange rates are eating away at our profits.汇率变化正在吃掉我们的利润。

备用句

The dollar is falling steeply.美元大幅贬值。

The exchange rate of the Chinese yuan to the US dollar hit a new high recently.近来，人民币对美元的汇率达到了历史新高。

Exports are down by 30%because interest rates have gone up again.由于利率再次上升，出口下降了30%。

I hope it won't drop any more.我希望不要再贬值了。

I suppose until the market stabilizes, it's hard to say.我觉得在市场稳定之前还是很难说的。


情景对话


对话场景：杰夫和埃玛谈论汇率变化，以及公司业务因此受到的影响。

句型重点：描述汇率变化和公司业务。

Geoff：How are you doing with your budget, Emma?

Emma：I'm not sure, Geoff. Now that the dollar has gained strength over the pound, has this affected my budget?

汇率变动

Geoff：That's a good question. Although you're working in the UK, the budget is in US dollars.

预算不好做

Emma：That's right. I just can't get my head around it.

Geoff：I will take that up with Finance in our next meeting.

Emma：That's great. Just for the record, what is the current exchange rate?

当天汇率

Geoff：The last time I checked, it was 1. 5 dollars to 1 British pound.

美元对英镑

Emma：And how about the Chinese yuan to British pounds?

人民币对英镑

Geoff：That's changed dramatically in the last few months. It's now 12：1.

大幅起落

Emma：How do you think this will affect our bonus?

Geoff：It's quite possible that it will actually help us achieve our targets.

未必不是好事

Emma：Why is that?

Geoff：We'll be making more money on exports this year.

出口赚得更多

Emma：That may be true, but I suppose until the market stabilizes, it's hard to say.

译文

杰夫：预算做得怎么样了，埃玛？

埃玛：我不知道，杰夫。现在美元的走势已经强过英镑了，这会影响我的预算吗？

杰夫：问得好。虽然你在英国工作，但是，预算是以美元结算的。

埃玛：不错。我就是不明白该怎么办了。

杰夫：我们下次开会时，我会和财务处商讨此事。

埃玛：太好了。当前的汇率是多少？我得记录一下。

杰夫：最后一次我查看时，是1.5美元兑换1英镑。

埃玛：那人民币对英镑的汇率是多少？

杰夫：这个汇率在过去几个月内发生了很大的改变。现在是12︰1。

埃玛：你觉得这种改变会对我们的奖金有什么影响吗？

杰夫：这反而很有可能帮助我们实现目标。

埃玛：为什么？

杰夫：因为今年我们的出口会赚更多的钱。

埃玛：或许如此，但我觉得在市场稳定之前还是很难说的。
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情景词汇

affect影响

current当前的

export出口

stabilize稳定

常用搭配

achieve our targets实现我们的目标

eat away at our profits吃掉我们的利润

interest rates利率

make more money on……赚更多的钱

current exchange rate当前的汇率

gain strength over……走势强过……

in US dollars以美元结算

take sth up with sb和某人商讨某事

市场调查　Market Research


评价调查结果


There wasn't enough research done.市场调查的力度不够。

Some of the research might have been a bit outdated.可能有一些调查数据有点儿过时了。

Consumer reaction was good overall.消费者整体反馈不错。

The results of that recent market study came as a bit of a surprise.最新的市场调查结果让我有点儿吃惊。

It looks like we are far from meeting our targets.看样子我们远未达成指标。


咨询


I can start by talking to the design teams.我可以先和设计团队商讨一下。

I will consult an e-commerce specialist.我会咨询一下电子商务专家。


问卷调查


Excuse me, I work for ABC Unlimited. I am conducting a survey about traffic jams in the city.Would you mind helping me by filling out this survey?打扰了，我是ABC公司的职员。我正在做一项关于城市交通堵塞的调查。您介意帮我填一下这份调查表吗？

I was wondering if you had time to answer a few questions for me.请问您有时间回答几个问题吗？

I suppose I could spare a few minutes.我想我可以抽出几分钟的时间。

备用句

How much market research have you done?你们做了多少市场调查？

We need to base it on current research.我们必须将计划基于当下的调查结果。

We have to do market research before we make a decision.在做决定之前我们得先进行市场调查。

There are also some other factors we should consider, like the aging population.我们还要考虑其他因素，比如人口的老龄化。


情景对话


对话场景：第一季度业绩没达标，梅甘和西蒙把原因归结为市场调查不足。两人商量扭转局面的对策。

句型重点：评价调查结果，说明行动方式。

Megan：It looks like we are far from meeting our targets for the first quarter.

业绩很难看

Simon：How did that happen?I thought our marketing plans were brilliant！

Megan：I'm a bit concerned that there wasn't enough research done.

大概是调查不够

Simon：We did base the plans on research. I suppose, some of the research might have been a bit outdated.

Megan：When our marketing plans include the use of the Internet, e-commerce and e-marketing, we need to base it on current research.

需要新的调查结果

Simon：Point taken.

Megan：And how about our designs?They seem a bit outdated, don't you think?

设计也显得陈旧

Simon：I suppose when you compare it to our competitors, it doesn't look very competitive.

Megan：We need to turn this around before the 3rd quarter results are in.

应迅速扭转局面

Simon：I can start by talking to the design teams about a new design.

找人商量

Megan：Great. I will consult an e-commerce specialist to see how we can optimize our use of the Internet.

找人咨询

Simon：That's great. Let's get started.

说干就干

译文

梅甘：看样子第一季度我们远未达成指标啊。

西蒙：这是怎么回事？我觉得我们的营销计划很棒啊！

梅甘：我有点担心市场调查的力度不够。

西蒙：营销计划确实是根据调查结果而制订的。我想，可能有一些调查数据有点儿过时了。

梅甘：当我们将网络、电子商务和电子营销也纳入营销计划时，我们必须将计划基于当下的调查结果。

西蒙：说得对。

梅甘：我们的设计怎么样？你不觉得它们有点儿过时了？

西蒙：与竞争对手相比，我觉得我们的设计看起来缺乏竞争力。

梅甘：我们要在第三季度的结果出来之前，扭转这种局面。

西蒙：我可以先和设计团队商讨一下新的设计。

梅甘：很好。我会咨询一下电子商务专家，看看怎样优化我们的网络使用。

西蒙：不错。我们开始行动吧。


Review


情景词汇

brilliant很棒的

competitive有竞争力的

consult咨询

optimize优化

outdated过时的

quarter季度

research调查

specialist专家

常用搭配

base the plans on……根据……制订计划

be far from meeting the targets远未达成指标

marketing plans营销计划

quarter results季度结果

3rd quarter results第三季度报告

be a bit concerned about/that……有点担心……

current research当下的调查结果

point taken说得对

start by……从……开始

turn this around扭转这种局面

售后服务　After a Sale


顾客询问


What kind of service do you provide after the products are purchased?购买产品后你们能提供什么服务？

What happens if a product is delivered damaged?如果产品在交付时受损怎么办？

How about if a product breaks shortly after the product is delivered?如果交付之后不久产品就受损了，怎么办？

Can you guarantee that any damaged products will be replaced?你能保证更换任何受损产品吗？


商家的承诺和解释


I can assure you that we offer the highest quality of care for all of our customers.我可以向您保证，我们向所有客户提供最高品质的服务。

We've got a 24-hour hotline you can call to make a complaint.我们有24小时的服务热线，您可以打电话投诉。

If there are any problems at that time, they can be sent back with the driver.这时如果产品有任何问题，即可由司机带回厂家。

If products break within an unreasonable time frame, they will be replaced.如果产品在一定期限内受损，将由公司负责更换产品。

备用句

It depends on the case.这要视情况而定。

We have a clause in the purchase agreement that allows for this.我们的购买协议中有一项条文涉及这种情况。

I don't think you will have anything to worry about.我觉得您没有什么好担心的。


情景对话


对话场景：迈克向客户解释公司的售后服务，回答客户的问题。

句型重点：解释售后服务政策，回答客户疑问。

Jody：What kind of service do you provide after the products are purchased?

你们的售后服务怎样？

Mike：I can assure you that we offer the highest quality of care for all of our customers.

当然是最好的了

Jody：What happens if a product is delivered damaged?

Mike：When our products are delivered, we ask that they are checked immediately by the purchaser. If there are any problems at that time, they can be sent back with the driver.

东西坏了怎么办？

Jody：What if we miss something?If we have a large purchase, it won't always be possible to have someone on staff to check the products immediately.

找不到人呢？

Mike：We've got a 24-hour hotline you can call to make a complaint.

Jody：If I call the hotline with a complaint, can you guarantee that any damaged products will be replaced?

热线电话能解决问题吗？

Mike：It depends on the case, but I don't think you will have anything to worry about.

Jody：How about if a product breaks shortly after the product is delivered?

东西刚买不久就坏了呢？

Mike：We have a clause in the purchase agreement that allows for this. If products break within an unreasonable time frame, they will be replaced.

译文

乔迪：购买产品后你们能提供什么服务？

迈克：我可以向您保证，我们向所有客户提供最高品质的售后服务。

乔迪：如果产品在交付时受损怎么办？

迈克：我们在交付产品时，会要求买方现场验货。这时如果产品有任何问题，即可由司机带回厂家。

乔迪：如果我们错过一些程序怎么办？我们进行大型采购时，不可能每次都有工作人员现场验货。

迈克：我们有24小时服务热线，您可以打电话投诉。

乔迪：如果我打热线电话进行投诉，你能保证更换任何受损产品吗？

迈克：这要视情况而定，但我觉得您没有什么好担心的。

乔迪：那如果交付之后不久产品就受损了，怎么办？

迈克：我们的购买协议中有一项条文涉及这种情况。如果产品在一定期限内受损，将由公司负责更换产品。
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情景词汇

assure保证

break破损

customer客户

clause（协议）条文

deliver运送，送货

damage受损

purchaser买方

hotline服务热线

replace更换

purchase购买

常用搭配

a large purchase大型采购

an unreasonable time frame在一定期限内

be possible to……可能……

damaged products受损产品

have someone on staff有工作人员在现场

highest quality of care最高品质的服务

provide service提供服务

sent back带回

What if……?如果……怎么办？

make a complaint投诉

purchase agreement购买协议

shortly after之后不久

买和卖　Doing Business

查询信息　Making an Inquiry


客户


I'd like a copy of the new catalogue, please.我想要一份新的产品目录，谢谢。

Could you send me this year’s brochure for the new line of furniture?你能寄给我一份今年新的家具产品手册吗？

Can you send me this year's price list by e-mail?你能把今年的价目表用电子邮件发给我吗？

Can I have all three, please?我能3种都要吗？


商家


How may I help you?请问您需要什么帮助？

Would you like the car, truck or jeep catalogue?有汽车、卡车和吉普车目录，您想要哪一种？

Could I have your name, please?能告诉我您的姓名吗？

Your house number and street name?您的门牌和街道名称是什么？

Your city and zip code?您所在的城市和邮编呢？

And a phone number please?您的电话号码是多少？

Can I have your e-mail address?您的电子邮件地址是？

They should arrive in a week.目录应在一周后寄到。

备用句

Can I help you?愿为您效劳。

Can I have your name and address, please?请留下您的姓名和地址。

Let me just check.我查一下。

Do you have a website?你们有网站吗？

OK, that’s everything.都齐了。


情景对话


对话场景：杰克打电话到一家公司的服务中心索取产品手册。

句型重点：说明信息需求和联系方式。

Customer Services：Customer Services, how may I help you?

Jack：I'd like a copy of the new catalogue, please.

想要一份新的产品目录

Customer Services：Would you like the car, truck or jeep catalogue?

哪一种？

Jack：Can I have all three, please?

Customer Services：Of course. Could I have your name, please?

留下姓名

Jack：Yes, it's Jack Jackson.

Customer Services：Could you spell your last name please?

Jack：Yes, that's J-A-C-K-S-O-N.

Customer Services：Thank you. Your house number and street name?

地址

Jack：Apartment 5，Randolph Avenue.

Customer Services：Your city and zip code?

城市代码和邮政编码

Jack：Charleston，92834.

电话号码

Customer Services：And a phone number please?

Jack：555-1033.

Customer Services：Thanks. They should arrive in a week.

寄达时间

译文

客服：客户服务部，请问您需要什么帮助？

杰克：我想要一份新的产品目录，谢谢。

客服：有汽车、卡车和吉普车目录，您想要哪一种？

杰克：我能3种都要吗？

客服：当然可以。能告诉我您的姓名吗？

杰克：好的，我叫杰克·约翰逊。

客服：您能拼一下您的姓吗？

杰克：可以，是J-A-C-K-S-O-N。

客服：谢谢。您的门牌和街道名称是什么？

杰克：伦道夫大街，5号公寓。

客服：那您所在的城市和邮编呢？

杰克：查尔斯顿，邮编是92834.

客服：您的电话号码是多少？

杰克：555-1033.

客服：多谢。目录应在一周内送到。


Review


情景词汇

catalogue产品目录

spell拼写

常用搭配

a copy of一份

house number家庭电话号码

in a week一周内

last name姓

street name街道名称

zip code邮编

下订单　Placing an Order


询问


I'd like to order some desks.我想订购书桌。

Can you make the shelves to our specifications?你能根据我们的要求生产这种书柜吗？

We like the oak desks from the Modern series. It's on page nine of your catalogue.我们喜欢“现代”系列中的那款橡木办公桌，在你们产品目录的第9页。


尺寸要求


Can you tell me the shelf dimensions?能告诉我柜子的尺寸吗？

The standard unit is 48"wide，42"high and 20"deep.标准件是48英寸长，42英寸高，20英寸宽。

Can you shorten them slightly to fit our offices?能否稍微缩短一下尺寸以便适合我们办公室？

Would you like our team to come to your offices to measure the space?您希望我们的工作人员去测量一下你们的办公室面积吗？


数量要求


We'll need about 500 units per order.每单大概500个。

Do you have any in stock?你们有现货吗？

We'll take ten black ones and ten blue ones.我要买黑色和蓝色的各10把。


加工时间


How long will it take for our order to be delivered?交货需要多长时间？

We will be able to complete production within two weeks.我们能在两周内完成加工制作。

备用句

I'd like to inquire about customized desks.我想询问有关定制办公桌的事宜。

We have a very similar model in the Sleek series.我们在“流畅”系列中有一款相似的办公桌。

It looks like we can not make any changes to the dimensions of those desks.看样子我们对这款办公桌的尺寸不能做任何改动。

We have some of those in stock.我们备有现货。


情景对话


对话场景：家具公司接到一笔订单，制作一种特殊尺寸的桌子。

句型重点：说明商品的尺寸和规格。

Receptionist：Office Furniture Unlimited, this is Kim. How may I help you?

Office Assistant：I'd like to inquire about customized desks.

客户想定制桌子

Receptionist：OK, did you have something in mind?

Office Assistant：We like the oak desks from the Modern series that you have on page nine of your catalogue. However, we were wondering if you would be able to shorten them slightly to fit our offices.

能改尺寸吗？

Receptionist：Let me check if those desks are customizable……Let's see. It looks like we can not make any changes to the dimensions of those desks.However, we have a very similar model in the Sleek series on page twelve that we can amend for you.

这个系列的不能改，但另一种可以

Office Assistant：You're right. They are very similar.Yes, I think we'll go with those then.

Receptionist：How many desks would you like?

订多少？

Office Assistant：Twenty-four desks, please.

Receptionist：Would you like our team to come to your offices to measure the space?

需要实地丈量吗？

Office Assistant：That would be great.

Receptionist：What time would be convenient for you?

什么时间去？

Office Assistant：How about tomorrow morning at 8 o'clock?Receptionist：OK, I'll have Larry and Darryl show up then.

译文

接待员：办公家具无限责任公司，我是金，需要什么帮助吗？

办公室助理：我想询问有关定制办公桌的事宜。

接待员：好的，您对办公桌有何设想吗？

办公室助理：我们喜欢“现代”系列中的那款橡木办公桌，在你们产品目录的第9页。但我们想知道桌面长度能否稍微缩短一下，以便能适合我们办公室的面积。

接待员：我查一下这款办公桌能否定制……我们来看看。看样子我们对这款办公桌的尺寸不能做任何改动。但是，在产品目录第12页的“流畅”系列中有一款办公桌与之相似，我们能对这款做一些改动。

办公室助理：不错，它们非常相似。好，那我们就定制这款吧。

接待员：那你们想要多少张办公桌?

办公室助理：24张。

接待员：您希望我们的工作人员去测量一下你们的办公室面积吗？

办公室助理：那就太好了。

接待员：那您什么时间方便？

办公室助理：明天早上8点怎么样？

接待员：好的，我会派拉里和达里尔去的。


Review


情景词汇

amend修改

customizable可定制的

customized定制

dimension尺寸

furniture家具

inquire询问

measure测量

oak橡木

shorten缩短

sleek线条流畅的

常用搭配

go with……同意要……

have something in mind有设想

inquire about……询问关于……

measure the space测量面积

oak desk橡木办公桌

office furniture办公家具

shorten them to fit our offices缩短以便能适合我们办公室

show up前往

the Modern series“现代”系列

讨价还价　Getting a Bargain


询价


What's the unit price for 1000?订1000件单价是多少？

What size order are you thinking about?您考虑订多少？


报价


That's the best I can do.这是最优惠的价格。

If you order more, we can lower the price even more. 500 units is not exactly a big order for us.订得越多价格越低。500件对我们来说算不上可观的订量。

We are willing to go down to$3.50 per unit for a minimum order of 5000.若最小订量超过5000块，我们愿意降至每块3.5美元。


还价


I was hoping for a lower price.我希望价格再低点儿。

$200 per unit seems a bit high to me.单价200美元有点儿贵了。

I happen to know that you went down to$2. 50 per unit for another company.我偶尔得知你们给另一家公司降到了每块2.5美元。


成交


Make it 7500 and we've got a deal.你们要是订7500块，我们就成交。

备用句

Have you considered going down in price?你考虑过降低价格了吗？

That's still more than we are willing to pay.这仍然高于我们的期望价格。

If the market is there, we will definitely order more in the next quarter.如果有市场，下季度我们肯定会多订。

They had a minimum order of 10，000 units.他们的最小订量是10，000块。

I'm afraid you have to take care of the insurance fees.恐怕你们得自己付保险费了。


情景对话


对话场景：买方以另一家公司拿到了更低价为由要求卖方降价。双方在单价和起订量之间展开争论，最后终于达成交易。

句型重点：讨价还价的表示法。

Holly：Bathroom Dreams, this is Holly speaking.

Greg：Hi, Holly. This is Greg calling from Styles for Tiles.I spoke to you last week about purchasing the Moroccan tiles.

卖家主动跟进

Holly：That's right. Have you considered going down in price?

同意降价吗？

Greg：Yes, I've had a discussion about it with my manager, and we are willing to go down to$3. 50 per unit for a minimum order of 5000.

可以降到……

Holly：I see. That's still more than we are willing to pay.I happen to know that you went down to$2.50 per unit for another company.

可另一家拿的价位更低

Greg：That's true, but we have been with the company for many years.

他们是老客户

Holly：From what I understand, the length of time you know someone shouldn't affect your profitability.

Greg：I guess that's true, but they also had a minimum order of 10，000 units.

人家订量高

Holly：So, what do you say you drop the price to$3. 00 per unit for a minimum order of 7000?

我也多订一些

Greg：Make it 7500 and we've got a deal.

成交

Holly：I'm happy with that. Can you deliver them today?Greg：Certainly.

译文

霍利：梦幻浴室公司，我是霍利。

格雷格：你好，霍利。我是风尚瓷砖公司的格雷格。上周我和您谈过采购摩洛哥瓷砖的事情。

霍利：不错。你考虑过降低价格了吗？

格雷格：是的，我已经和经理商讨过此事了，若最小订量超过5000块，我们愿意降至每块3.5美元。

霍利：我明白了。但这仍然高于我们的期望价格。我偶尔得知你们给另一家公司降到了每块2.5美元。

格雷格：不错，因为我们已经与对方合作多年了。

霍利：但在我看来，相识时间的长短应该不会影响贵公司的获利能力。

格雷格：或许如此，但是他们的最小订量是10，000块瓷砖。

霍利：那么，如果我们订7000块，你们降到每块3美元如何？

格雷格：你们要是订7500块，我们就成交。

霍利：这个结果我很满意。你们今天能发货吗？

格雷格：当然可以。
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情景词汇

consider考虑

deliver发货

minimum最小的

per每个

profitability获利能力

tile瓷砖，地砖

常用搭配

be happy with……对……满意

be willing to……愿意……

call from……从……（公司）打过来

drop the price to$3. 00 per unit将单价降到3美元

get a deal达成交易

have a discussion about sth with sb与某人商量某事

go down in price降价

have a minimum order of 10，000 units最小订单量10，000块

make it……要是做到……

the length of time时间长短

per unit每单位（件）

打折优惠　Offering Discounts


客户问询


Do you offer any discounts to regular clients?你们给长期客户打折吗？

Do we qualify for any of your discounts?我们有资格享受哪个打折方案呢？

What discounts will you be able to offer for prompt payment?立即付款有多大折扣？


商家解释政策


We offer a number of discounts.我们会提供很多种打折方案。

It depends on the size of the orders and the regularity of the orders.打折程度要依订单量和订单频率而定。

You would qualify for the prompt payment scheme.你们有资格享受及时付款方案。

A payment should be made within seven days of receipt of invoice.收到发票后7日内付款。


讨论折扣


A 4%discount is our best offer for the quantities you are requesting.就您的量来说，4%是我们能给的最低折扣。

The set price is￡2500 each and we can give you a 10%discount.标价是每把2500英镑，我们可以给10%的折扣。

If you give us a discount of 6%，we can pay within sixty days.如果给我们6%的折扣，我们就在60天内付款。

备用句

I'd have to have this approved by my manager.这得经理批准。

We pay upon receipt of the invoice.我们收到发票立即付款。

I'll have my manager contact you about it later this week.本周晚些时候我会请经理就此事联系你们。


情景对话


对话场景：凯特向客户索耶解释公司的折扣政策，告诉他如果在一定期限内付款，就可以享受优惠折扣。

句型重点：说明折扣的实施方法。

Kate：I think we've discussed everything from our side. Did you have any other questions?

Sawyer：Yes, there's just the final issue of payment. Kate：Yes, of course.

Sawyer：Do you offer any discounts to regular clients?

老客户有折扣吗？

Kate：Yes, we offer a number of discounts. It depends on the size of the orders and the regularity of the orders.

视订单大小和频率而定

Sawyer：Do we qualify for any of your discounts?

Kate：I'd have to have this approved by my manager, but it looks like you would qualify for the prompt payment scheme.

你们能享受及时付款政策

Sawyer：Some of our other vendors offer the same kind of discount. How do you define prompt?

Kate：Prompt for our company means that a payment has been made within seven days of receipt of invoice. Is that something you are interested in?

收到发票后7日内付款

Sawyer：Yes, of course. How shall we proceed?

怎么办理？

Kate：I'll have my manager contact you about it later this week.

Sawyer：Actually, you can have your manager contact the Finance Director. I will send you his details in an e-mail.

和财务联系

Kate：Great. I'll be in touch soon.

译文

凯特：我想我们这边一切都已商定好了。您还有其他问题吗？

索耶：有，就剩最后一项付款问题了。

凯特：是的，当然。

索耶：你们给长期客户打折吗？

凯特：是的，我们会提供很多打折方案。打折程度要依订单量和订单频率而定。

索耶：我们有资格享受哪个打折方案呢？

凯特：这得由经理批准，不过看样子你们应该有资格享受及时付款方案。

索耶：我们其他一些货主都给我们打了同样的折扣。“及时”是怎么定义的呢？

凯特：对我们公司而言，“及时”意味着收到发票后7日内付款。您对这个方案感兴趣吗？

索耶：是的，当然。我们该怎么做？

凯特：本周晚些时候，我会请经理就此事联系你们。

索耶：其实，你可以请经理联系财务总监。我会发给你一封电子邮件，告知他的联系方式。

凯特：太好了。我将尽快与你们联系。
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情景词汇

define定义

detail具体情况

proceed接着做

prompt及时的

receipt收到

regularity频率

scheme方案

vendor货主，供应商

常用搭配

contact sb about sth为某事与某人联系

from our side就我们这方面

have this approved by……由……批准

later this week本周晚些时候

offer discounts to……向……提供折扣

prompt payment scheme及时付款方案

qualify for……有资格……

regular client长期客户

the final issue最后一项

the regularity of the orders订单频率

the size of the orders订单量

发货　Making a Delivery


发货时间


Can you deliver them tomorrow?你们明天可以送货吗？

We'll ship your order within 48 hours.我们会在48小时内发货。

They usually arrive within about 10 days.通常大约10天之内就可以到货。


运输方式


How would you like it shipped?怎样发货给您？

Sea shipping is probably the cheapest option, but it'll take over a month.海运可能是成本最低的了，但至少需要一个月的时间。

You'd better send it by plane if it's urgent. But it will cost hundreds of yuan.如果是急需的话，我建议您走空运。但需要花费几百元。


催货及回应


I ordered them one month ago and they still haven't arrived.一个月前我就订了，但至今尚未收到。

You promised to send it to me immediately.你保证过立即发货。

We're very sorry about the delay.我们非常抱歉耽误了时间。


查询


I'd like to inquire about a delivery.我想查我订的货。

Do you have your reference number at hand?您手上有发货号吗？

Let me look into this for you.让我帮您查查。

备用句

It will take two days for shipping to the port of Shanghai.货运到上海港要两天。

Express Mail Service is very expensive.快递是很贵的。

We usually ship items through Standard Air Mail.我们通常采用普通航空件的方式。

Will we have to pay tariffs on our imports?我们需要交进口关税吗？

I placed my order a week ago.一周前我就下了订单。

They tried to deliver them three times but no one was home.他们已经送了3次货，但一直没人在家。

Would you like to schedule another delivery?您想再定一次送货时间吗？


情景对话


对话场景：杰德订的货还没送到。他打电话到商场服务中心查询。服务中心表示重新安排送货。

句型重点：查询送货情况。

Customer Services：Home Space, this is Cheryl. How may I help you?

Jed：I'd like to inquire about a delivery.

查询送货

Customer Services：Do you have your reference number at hand?

发货号？

Jed：Yes, it's GVXS 319776.

Customer Services：And your last name, please?

姓名？

Jed：It's Wilson.

Customer Services：Thank you. What is your inquiry about?

Jed：I ordered three plastic storage containers one month ago and they still haven't arrived.

订购时间？

Customer Services：I'm so sorry. Let me look into this for you.

Jed：Thank you.

Customer Services：I see. It looks like they tried to deliver them three times but no one was home.Would you like to schedule another delivery?

要重新安排送货吗？

Jed：Yes, how about this Thursday at 3：00 PM?Customer Services：That's fine.

Jed：Thank you！

译文

客服：家园空间公司，我是谢里尔。您需要什么帮助吗？

杰德：我想查询发货。

客服：您手上有发货号吗？

杰德：有，是GVXS 319776.

客服：请问您贵姓？

杰德：威尔逊。

客服：谢谢。您有什么问题？

杰德：一个月前我订购了3个塑料储存柜，但至今尚未收到。

客服：非常抱歉。让我帮您查查。

杰德：谢谢你。

客服：弄清楚了。看样子他们已经送了3次货，但一直没人在家。您想再定一次送货时间吗？

杰德：是的，本周四下午3点怎么样?

客服：没问题。

杰德：谢谢你！
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情景词汇

container储存柜

reference参考号

tariff关税

常用搭配

have……at hand手上有……

look into sth调查某事

plastic storage container塑料储存柜

reference number发货号

schedule another delivery再定一次送货时间

ship to……把货运到……

the port of Shanghai上海港

Express Mail Service（EMS）快递

Standard Air Mail普通航空件

place an order下订单

催款　Requesting a Payment


催款


We sent you the invoice on March 15th.我们是3月15号给你寄的那张发票。

It was raised more than three months ago.已经开给你3个月了。

This is the third time I've inquired about it.这已经是我第3次询问此事了。

We still haven’t received any payment.我们至今没有收到付款。

When can you contact me?你什么时候回复我？

The account number is……银行账户是……


回应


Let me look into it for you.让我帮你查查。

What was the date of the invoice?发票日期是多少？

It looks like it is being processed right now.看起来现在正在处理你的发票。

You should receive a payment within the next two to three working days.你应该能在未来2到3个工作日内收到付款。

备用句

I'm terribly sorry about that.实在是太抱歉了。

I remember we got it last month.我记得是上个月收到的吧。

I’ll check and get back to you.我去查一下再回复你。

We asked our bank to transfer the money, but they couldn't.我们曾委托银行转账，但他们无法转。

They said that the information about your bank account was incorrect.他们说你们银行账号的信息不准确。

I'll ask our bank to transfer the amount to you as soon as they open tomorrow morning.我会通知银行，明早一营业便将货款转过去。

I look forward to hearing from you.希望尽快得到你的回复。


情景对话


对话场景：发票寄出3个月仍没有收到回款。休打电话到对方公司质问。对方开始支吾其词，后来表示会很快付款。

句型重点：催款的说法，说明发票和付款情况。

Finance Department：Hello, XYZ Finance Department, this is Tony speaking.

Sue：Hi Tony, this is Sue Golden calling. Did you receive my e-mail?

事先已多次催问

Tony：No, I don't believe that I have. What was it about?

Sue：It was about the invoice I sent to you three months ago.

发票已寄出3个月

Tony：Oh?Have you not received your payment yet?

Sue：No, I haven't. This is the third time I've inquired about it, too.

一再拖延

Tony：I'm terribly sorry about that. Let me look into it for you.What was the date of the invoice?

这就查

Sue：September 11th.

Tony：And how do you spell your last name?Sue：It's G-O-L-D-E-N.

Tony：OK, Sue, I have good news for you. It looks like it is being processed right now, so you should receive a payment within the next two to three working days.

已经安排付款

Sue：That's great. Thanks for looking into that.

Tony：If you have any further inquiries about your invoice, be sure to let me know.

译文

财务部：你好，XYZ财务部，我是托尼。

休：你好托尼，我是休·金。你收到我的电子邮件了吗？

托尼：没有，我确定没有收到。邮件内容是什么？

休：是关于3个月前我给你的发票。

托尼：是吗？你还没有收到付款吗？

休：没有。这已经是我第3次询问此事了。

托尼：实在是太抱歉了。我帮你查查。发票日期是多少？

休：9月11号。

托尼：你的姓怎么拼？

休：G-O-L-D-E-N.

托尼：好的，休。告诉你一个好消息。看起来现在正在处理你的发票，所以你应该能在未来2到3个工作日内收到付款。

休：太好了。谢谢你帮我查看此事。

托尼：如果你对发票还有任何疑问，一定要告诉我。
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情景词汇

invoice发票

payment付款

process处理

常用搭配

bank account银行账号

have good news for sb有好消息给某人

the date of the invoice发票日期

within two to three working days在2到3个工作日内

transfer the money（银行）转账

质量管理　Quality Control


评价供货质量


I do not believe they can guarantee to meet our quality standards.我认为他们无法保证达到我们的质量标准。

We have checked with the manufacturer and he confirms he can meet our requirements.我们已经和制造商谈过，他们确认可以达到这些要求。

It is clear that our requirements are not being met.很明显，他们并未达到我们的要求。


质量监控办法


We need to put our own quality control inspector on the project.我们需要在这个项目中安排一位我们的质量管理监察员。

Let's set up a meeting to discuss our requirements.我们来安排一次会议商讨工作要求。

We can give them a three-month trial period to clean up their act.我们可以给供货商3个月的试用期来让他们改正错误。

I think we should start looking at other suppliers.我认为我们现在应该开始留意其他供应商了。

I'll contact HR about finding an inspector.我会联系人力资源部找个监察员。

备用句

We have our own quality control inspectors onsite at the manufacturer's plant.我们在制造商的工厂里安插了自己的质量监控人员。

Our requirements are a bit more stringent than those of other companies.我们的要求比别的公司要严格一些。

We have an enviable reputation to uphold.我们公司有令人羡慕的名声。

We have to do everything we can to uphold our company's reputation.我们要竭尽所能维护公司的声誉。


情景对话


对话场景：供货质量有问题，总经理和部门主管商量解决之道。

句型重点：评价供货质量，说明改进方式。

Director：Do you have any concerns about the project?

Manager：I do. I am concerned about the suppliers.I do not believe they can guarantee to meet our quality standards.

对供货质量表示担心

Director：Really?Why is that?

Manager：After reviewing their work, it is clear that our requirements are not being met.

样品没有达标

Director：Do we need to go over our requirements and specifications with them again?

应向供货商重申标准

Manager：That might help. I think that we also need to put our own quality control inspector on the project to ensure that their work reaches our high standards.

还要安插质检员

Director：That sounds sensible. Let's set up a meeting to discuss our requirements and then talk to HR about getting an inspector on the case.We can then give them a three-month trial period to clean up their act.

两手准备

Manager：I agree. We have to do everything we can to uphold our company's reputation.

Director：I think we should also start looking at other suppliers in case we do need to find a new supplier at the end of the trial period.

物色新的供货商以防万一

Manager：I'll contact HR about finding an inspector and have one of the assistants schedule a meeting with the suppliers.

Director：Great. Thanks for bringing that to my attention.

译文

总经理：你对这个项目有何担忧吗？

部门主管：有，我对供货商不太放心。我认为他们无法保证达到我们的质量标准。

总经理：真的吗？为什么？

部门主管：在检查了他们的工作后，显然，他们达不到我们的要求。

总经理：需要再次去向他们重申我们的要求及规格吗？

部门主管：这或许能有所帮助。我认为为了确保供货商以最高标准完成工作，我们需要在这个项目中安排一位我们的质量管理监察员。

总经理：你说得有道理。我们来安排一次会议商讨工作要求，然后与人力资源部谈谈在这个项目中安排一名监察员。之后，我们可以给供货商们3个月的试用期来让他们改正错误。

部门主管：我同意。我们要竭尽所能维护公司的声誉。

总经理：我想，万一我们在试用期结束后需要新的供应商，那现在就应该开始留意其他供应商了。

部门主管：我会联系人力资源部找个监察员，并让助理安排一个与供货商的会议。

总经理：很好。谢谢你让我注意到了此事。


Review


情景词汇

ensure保证

requirement要求

specification规格

supplier供货商

uphold维护

常用搭配

clean up one's act改正错误，重新开始

a three-month trial period 3个月的试用期

go over sth with sb向某人重申某事

meet our quality standards达到我们的质量标准

reach high standards达到高标准

uphold our company's reputation维护公司的声誉

get sb on the case安排某人做这个项目

bring that to my attention让我注意到此事

in case万一

meet our requirements达到我们的要求

quality control inspector质量管理监察员

schedule a meeting with……安排一个与……的会议

set up a meeting开会

投诉　Making a Complaint


顾客投诉


I've got a complaint to make.我有问题要投诉。

These aren't the things we ordered.这些货不是我们要的。

Nearly all of them were broken.几乎所有的货都坏了。

To be honest, I find this quite unsatisfactory.老实说，我对这次供货很不满意。


要求退货


I would like to return this dress.我想退掉这件衣服。

Can I get a refund?可以退款吗？


商家回应


What is the problem?有什么问题？

Can I take your reference number, please?请问您的发货号是多少？

Do you have the receipt?您有收据吗？

We can replace them for you immediately.我们会立即为您更换。

I can help you find the right size.我可以帮您调换尺码。

Send them back to us, and we'll refund the full cost.给我们送回来吧，我们将退还所有费用。

To show you our appreciation, we'll take 25%off your bill.为表示我们的诚意，我们将免除您25%的账单金额。

备用句

It was not the type we ordered. We wanted A, not B.型号不对。我们要的是A，不是B。

If this happens again, I'm going to have to find another supplier.如果此类事情再次发生，我就得另找供货商了。

Please tell me what's wrong and we'll send the correct order to you rightaway.请告诉我问题出在哪儿，我们将马上把您需要的货发过去。

I assure you that the correct items will be on their way to you tonight, special delivery.我保证今晚就以特快专递的方式发出你们需要的货。

Again, my apologies.我再次表示歉意。


情景对话


对话场景：总台接到投诉电话后安抚顾客，表示立即退换商品，同时让出折扣平息顾客的怒气。

句型重点：投诉的说法，道歉，安慰。

Receptionist：This is Office Supplies, Mary speaking. How may I help you?

Assistant：I'd like to make a complaint about a recent delivery.

顾客投诉

Receptionist：Can I take your reference number, please?

问发货号

Assistant：It's W3Z 9A5.

Receptionist：And your name, please?

姓名

Assistant：This is Jane calling, from ABC Publishing.

Receptionist：And what is the problem, Jane?

称呼顾客名字有安抚作用

Assistant：The light bulbs that I ordered for the department were delivered today, and nearly all of them were broken.

Receptionist：I'm so sorry about that. If you let me know how many are broken, we can replace them for you immediately.

表示可以马上退换

Assistant：Let's see……That's 75 light bulbs. To be honest, I find this quite unsatisfactory.If this happens again, I'm going to have to find another supplier.

顾客不依不饶

Receptionist：Again, my apologies. To show you our appreciation for your business, we'll take 25%off your bill.

承诺打折

Assistant：Thank you.

顾客怒气顿消

Receptionist：You're welcome.

译文

接待员：办公用品公司，我是玛丽。您需要什么帮助吗？

助理：我想就近期的一次发货提出投诉。

接待员：能告诉我您的发货号吗？

助理：是W3Z 9A5。

接待员：请问您的姓名是？

助理：我是ABC出版社的简。

接待员：有什么问题，简？

助理：今天我收到了为部门订购的灯泡，但几乎所有的灯泡都坏了。

接待员：非常抱歉。如果您能告诉我受损灯泡的数量，我们会立即为您更换。

助理：让我看看……有75个。老实说，我对这次供货很不满意。如果再次发生此类事情，我就得另找供货商了。

接待员：我再次表示歉意。为表示我们对贵公司的感谢，我们将免除您25%的账单金额。

助理：谢谢。

接待员：不用谢。


Review


情景词汇

apology道歉

appreciation感谢

bill账单

get a refund得到退款

receipt收据

return退（货）

type型号

unsatisfactory不满意

常用搭配

be on their way to正运往……

correct order/items所要的货

make a complaint about就……提出投诉

office supplies办公用品

reference number货单号

refund the full cost退还所有费用

right size正确的尺寸

show you our appreciation表示我们的诚意

to be honest老实说

special delivery特快专递

take 25%off your bill免除25%的账单金额

库存管理　Stock Control


库存现状


It looks like we have a surplus of goods.似乎我们的货有积压了。

We have been accumulating too much inventory this quarter.本季度我们已经积压了大量的库存。

We're not moving the stock fast enough.我们出货不够快。

If we don't get rid of it soon, it will expire.如果我们无法尽快售出这些库存，产品就会过期。


减少库存积压


We have to get rid of some of the stock by having a sale.我们得通过降价促销，减少部分库存。

We have to sell it at cost.我们只得以成本价卖出。

We can shorten the time between orders.我们可以缩短订货间隔时间。

We can place orders every month instead of every quarter.我们可以按月采购，而不是按季度采购。

Smaller orders and faster delivery schedules will do the trick.小额订单和更快的交货速度会有效减少库存。

The time it takes to deliver the stock can be shortened.发货时间能缩短。

备用句

We will look at how we can streamline the process further.我们将研究一下如何进一步简化流程。

We may need to look at finding a more reliable supplier.我们可能就得考虑寻找更可靠的供应商了。

We receive our packaging materials on a weekly order basis.我们每周购进一次包装材料。

A large proportion of it has become surplus.有很大一部分存货已经被积压了。

We’ve got to buy two to three months in advance.我们必须提前两三个月进货。

By the time the stuff gets here, it is almost out of date.货物到位时却几乎已经过期了。


情景对话


对话场景：总经理向采购员指出库存积压问题。采购员建议降价处理存货，同时改变进货方式。

句型重点：说明库存和进货方式。

Director：After reviewing your monthly reports, it looks like we have a surplus of goods. Is this correct?

总经理指出库存积压过多

Buyer：Yes, we have been accumulating too much inventory this quarter.

Director：What can you do to move the stock?

Buyer：Well, the first thing we'll have to do is to get rid of some of the stock by having a sale. If we don't get rid of it soon, it will expire and we won't even be able to sell it at cost.

采购员建议打折处理存货

Director：That's a good idea. What else can we do?

Buyer：I'm going to contact the suppliers to see if we can shorten the time between orders. Perhaps we can place orders every month instead of every quarter while we review the need for the products.

同时采用少而勤的进货方式

Director：That sounds sensible. How about the time it takes to deliver the stock?Can that be shortened?

Buyer：I will inquire about that, too.

Director：That's great. Report back in a month and, if needed, we will look at how we can streamline the process further.I'm fairly confident that smaller orders and faster delivery schedules will do the trick, but if not, we may need to look at finding a more reliable supplier.

总经理要求每月一报，并进一步改进流程

Buyer：OK. I will get started on it straight away.

Director：Thank you.

译文

总经理：看了你的月度报告，似乎我们的货有积压了，对吗？

采购员：是的。本季度我们已经积压了大量的库存。

总经理：为了减少库存，你能做些什么？

采购员：嗯，我们首先要做的是通过降价促销，减少部分库存。如果我们无法尽快售出这些库存，产品就会过期，那时想要以成本价出售也不可能了。

总经理：好主意。还能怎么做呢？

采购员：我会与供货商联系看看能否缩短订货间隔时间。或许我们可以改为按月采购，而不是按季度采购，这样我们就能每月核对产品需求。

总经理：你说得很有道理。那送货时间呢？这也能缩短吗？

采购员：我也会问问这件事。

总经理：很好。一个月之后给我反馈报告。需要的话，到时候我们会研究一下如何进一步简化流程。我确信小额的订单与更快的送货速度会有效地减少库存。如果不行，我们可能就要考虑寻找更可靠的供应商了。

采购员：好的。我马上着手办。

总经理：谢谢。


Review


情景词汇

accumulate积累

expire过期

inventory存货，库存

stock库存

surplus积压

常用搭配

deliver the stock交货

do the trick见效

faster delivery schedules更快的交货速度

get rid of some of the stock减少部分库存

have surplus of goods有大量积压的库存

have a sale降价促销

if needed需要的话（插入语）

if not如果不行（插入语）

move the stock减少库存

monthly reports月度报告

shorten the time between orders缩短订货间隔时间

sell it at cost以成本价出售

smaller order小额的订单

get started on it着手干

streamline the process further进一步简化流程

straight away立即

参加国际展会　Attending International exhibitions

筹备展会　Preparations for an Exhibition


展会时间


We have a trade show in Frankfurt next month.我们下个月在法兰克福有个贸易展览会。

The exhibition opens on the 15th and lasts five days.展会15号开幕，持续5天。

We will leave on October 5th to set up the booth.我们10月5号出发去布置展位。


筹备情况


Who's going to man the booth?我们的展位谁负责？

It's the same size as the booth we had last year.展位和去年一样大。

How much time will we have to set up the booth before the event starts?活动开始前我们要用多长时间才能布置好展位？

We have 2000 copies of the handouts.我们有2000份传单。

We need one thousand more corporate brochures.我们还需要增加1000本分司的宣传手册。


展会安排


Will we have any free time to look at the other exhibitions?我们会有空余时间去看其他的展览吗？

I've scheduled in some free time for everyone.我已经为每个人都安排了自由参观时间。

备用句

Everything has been prepared for our booth.我们展位上的一切都准备好了。

This expo is the largest in our industry.这个展览会是我们行业中最大的一个。

It must be pretty exciting to see so many participants from all over the world.能够看到来自世界各地的参展商，一定非常激动人心。

It will be a good opportunity for us all to learn more about our competitors.这将是我们进一步了解竞争对手的大好时机。

We don't have enough of our flyers and handouts to pass out to all the attendees.我们没有足够的传单来发给每一位参会者。

Everyone from the marketing team will go for a day or two.销售团队的每个人都会去一两天。

We're allowed into the exhibition centre the night before it begins.在活动开始的前一天晚上，我们就能获许进入展览中心。


情景对话


对话场景：公司即将参加国际展会。活动经理和萨拉核对准备情况。

句型重点：说明展会的布置和准备情况。

Event Manager：Do you have any questions about the exhibition next month?

Sarah：Who is going?

谁去？

Event Manager：Everyone from the marketing team will go for a day or two, but I'd like you to be there for the entire four days.

Sarah：Are the handouts prepared yet?

宣传品准备好了吗？

Event Manager：Yes, we have 2000 copies of the handouts in boxes in the storage room.

Sarah：How big is the booth?

展位多大？

Event Manager：It's the same size as the booth we had at the Exhibition we had in Cardiff last year.

Sarah：That's a good size. How much time will we have to set up the booth before the event starts?

布展时间多长？

Event Manager：We're allowed into the exhibition centre the night before it begins, so I think we'll have about four hours.

Sarah：Will we have any free time to look at the other exhibitions and to go to the presentations?

有参观时间吗？

Event Manager：Yes, I've scheduled in some free time for everyone to do that. It will be a good opportunity for us all to learn more about our competitors.

Sarah：I'm looking forward to it.

译文

活动经理：你对下个月的展览有什么疑问吗？

萨拉：都有谁去？

活动经理：销售团队的每个人都会去一两天，但我希望你能在那儿待完这全部的4天。

萨拉：传单准备好了吗？

活动经理：是的，我们将2000份传单放在储藏室的箱子里了。

萨拉：展位有多大面积？

活动经理：与我们去年在卡迪夫展会的面积一样大。

萨拉：面积正合适。活动开始前我们要用多长时间才能布置好展位？

活动经理：在活动开始的前一天晚上，我们就能获许进入展览中心，所以我认为我们大约会有4小时的时间。

萨拉：我们会有空余时间去看看其他的展览，听听他们的发布会吗？

活动经理：有，我已经为每个人都安排了自由时间去做这些事情。这是我们进一步了解竞争对手的大好时机。

萨拉：我很期待这场展览。


Review


情景词汇

booth展位

brochure宣传手册

entire整个的

exhibition展览

flyer传单

handout传单

presentation发布会

常用搭配

a good opportunity for sb to do sth某人做某事的大好时机

be allowed into……获许进入……

exhibition centre展览中心

free time自由时间

go for a day or two去一两天

learn more about our competitors进一步了解竞争对手

schedule in……把……安排进日程

set up the booth布置展位

介绍新产品　Overview of a New Product


招呼客人


Are you interested in any particular products?您对哪项产品感兴趣呢？

Have you ever used an interactive whiteboard before?您以前用过互动电子白板吗？

Would you like me to demonstrate how to use it for you?您想让我为您演示一下怎么使用它吗？

Let me give you a copy of our latest catalog.我给您一份我们最新一期的产品目录吧。


介绍产品


As you can see, they are quite easy to use.正如您所看到的那样，它们使用起来很容易。

You are able to play video, audio and interactive games with it.您能用它播放视频、音莎，玩互动游戏。

We have a broad range of sizes.我们有各种尺寸的。

You can choose what you want to read by several categories.您可以根据不同的条目选择想看的东西。

Our products feature the latest designs and have a strong reputation for high-end quality.我们的产品以最新的设计为特色，拥有在高端品质方面的良好信誉。

The best thing about this product is that it works in both Chinese and English.这个产品最大的特点是它可以使用中英双语。

We supply our products to over twenty countries.我们的产品销往20多个国家。

备用句

Have you seen this product before?您之前见过这种产品吗？

The product is new, different, and definitely unique.产品新颖，与众不同，的确是独一无二。

If you are interested in learning more about us, please visit our website.如果您想了解更多信息，请上我们的网站。

May I have your business card?能要一张您的名片吗？

Why don't you give me a call and we can set up a time for me to come?您给我打个电话，我们约定我来的时间，怎么样？


情景对话


对话场景：在一次教育用品展示会上，马克演示了一款多功能白板。露西对此很感兴趣。马克约她会后见面详谈。

句型重点：介绍和演示商品。

Mark：Hello there. Have you ever used an interactive whiteboard before?

招呼参观者

Lucy：No, I haven't. But I have to say that I am quite interested in them.

Mark：Would you like me to demonstrate how to use the whiteboard for you?

想看演示吗？

Lucy：That would be great.

Mark：Well, as you can see, they are quite easy to use.

操作简单

Lucy：How is an interactive whiteboard different from traditional blackboards?

Mark：Well, you can prepare what you want to write on the board before class on a computer；there's no messy chalk to use；and you are able to play video, audio and interactive games with it.

用处多多

Lucy：I heard that it allows you to engage with your students more. Is that true?

Mark：It certainly is. You can get students up to the front of the classroom to work with it.Here's an example.

满足交流

Lucy：Oh, I see. That is very good.I only wish I could afford one for my classroom.

Mark：Here's my card. When you get back to your school, why don't you give me a call and we can set up a time for me to come and give a demo to the other teachers?

安排会后约见

Lucy：That's a great idea. I'll call you.

译文

马克：嗨，您好。您以前用过互动电子白板吗？

露西：不，我没用过。但我得说，我对它很感兴趣。

马克：您想让我为您演示一下如何使用这种白板吗？

露西：那太好了。

马克：嗯，正如您所看到的那样，它们使用起来很容易。

露西：互动电子白板与传统黑板有何不同？

马克：嗯，上课前您可以在电脑上准备要写在白板上的东西；不必用有灰尘的粉笔了；您还能用它播放视频、音频，玩互动游戏。

露西：我听说电子白板能帮助你更多地与学生交流。这是真的吗？

马克：当然。您可以让学生到教室前配合使用白板。我来给您示范一下。

露西：哦，我明白了。很不错。我只希望我可以为我们班买一个。

马克：这是我的名片。您回学校后请给我打个电话，我们约定个我来学校的时间，我给其他老师展示一下，怎么样？

露西：好主意。我会给你打电话的。


Review


情景词汇

audio音频

blackboard黑板

category条目，分类

different与众不同的

feature以……为特色

traditional传统的

unique独一无二的

video视频

whiteboard白色书写板

常用搭配

a broad range of sizes各种尺寸

as you can see正如你看到的那样（插入语）



be quite easy to use使用起来很容易

demonstrate how to use……演示如何使用……

be quite interested in……对……很感兴趣

engage with……与……交流

play video, audio and interactive games播放视频、音频，玩互动游戏

have a strong reputation for……在……方面信誉良好

give a demo to……给……做展示

high-end quality优质

latest design最新设计

messy chalk有灰尘的粉笔

产品演示　Giving a Product Demonstration


招呼客人


Thank you very much for coming to our display.非常感谢您光临我们的展台。

I’d like to demonstrate the use of the new photocopying machine.我想演示如何使用这种新型影印机。


演示产品


To start, this machine always needs to be plugged in and turned on.要启动这台机器，需要先连接上电源并打开开关。

Once it's on, you'll be able to photocopy, scan and fax documents.一旦它开始工作，您就能复印、扫描和传真文件了。

The most important thing to remember is that you'll need your IT department to set up your number.需要记住的最重要的事情是，您要让IT部门设置您的个人号码。

All you need to do is put the paper on the glass like this.您所需要做的只是像这样将纸放在玻璃板上。

Select your name and number on the machine and then press the green button here.在机器上选出您的名字和号码，然后按一下这儿的绿色按钮。

备用句

Here, let me demonstrate.这儿我来给您演示。

I'd like to give you a demonstration of our latest product.我想给您演示一下我们的最新产品。

Now, take a look at the control panel.现在，请看控制板。

This machine has twelve settings.这台机器有12种设置。

What's the retail price of the machine?这台机器零售价是多少？

They do actually cost a little more. But they're more efficient.它们确实是贵一点儿。但它们性能更好。

It is much more than a normal machine.这可不是一台普通的机器。

You won't find anything else like this on the market.您在市场上不会找到任何类似的产品。


情景对话


对话场景：杰夫邀请的客人来到展台。他向客人展示了一种新机型的用途和操作要领。

句型重点：说明一种商品的用途和操作程序。

Geoff：Thank you very much for coming to our display.

感谢客人光临展台

Charlotte：That's OK. What kind of demonstration are you going to be giving us?

Geoff：I'd like to demonstrate the use of the new photocopying machine.

展示一种新机型

Charlotte：That's right. Are you ready?

Geoff：Yes. OK, to start this machine always needs to be plugged in and turned on.Once it's on, you'll be able to photocopy, scan and fax documents.

主要用途

Charlotte：I think we're all familiar with photocopying, so perhaps you can show us how to scan documents?

Geoff：Certainly. The most important thing to remember when scanning is that you'll need your IT department to set up your number on the machine before you begin.You may want to actually have them all set up straight away.

操作要领

Charlotte：Can you set up your own number on the machine?

Geoff：Unfortunately not. However, once your number is there, all you need to do is put the paper on the glass like this, select your name and number on the machine and then press the green button here.

操作顺序

Charlotte：Oh, that is simple. Thank you for showing us that.

译文

杰夫：非常感谢您光临我们的展台。

夏洛特：没什么。你今天会给我们做什么演示？

杰夫：我想演示如何使用这种新型影印机。

夏洛特：不错。可以开始了吗？

杰夫：是的。嗯，要启动这台机器，需要先连接上电源并打开开关。一旦它开始工作，您就能复印、扫描和传真文件了。

夏洛特：我想我们都熟悉如何复印，所以你或许可以给我们展示一下如何扫描文件？

杰夫：当然可以。扫描文件时需要记住的最重要的事情是，在开始扫描前您要让IT部门在影印机上设置好个人号码。实际上，现在你们或许就应该把个人号码设置好。

夏洛特：能自己在影印机上设置个人号码吗？

杰夫：很遗憾，不能。但是，一旦设好个人号码，您所需要做的只是像这样将纸放在玻璃板上，在影印机上选出您的名字和号码，然后按一下这儿的绿色按钮。

夏洛特：哦，那挺简单的。谢谢你为我们做展示。
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情景词汇

display展台；展示

photocopy复印

press按

scan扫描

unfortunately可惜；不幸

常用搭配

be familiar with……对……熟悉

demonstrate the use of……展示……的用途

fax documents传真文件

photocopying machine影印机

plug in接上电源

scan documents扫描文件

select your name and number选出你的名字和号码

start this machine启动机器

unfortunately not可惜不能

set up your number on the machine在机器上设置个人号码

turn on打开开关

成为代理商　Trying to Be an Agent


接触


Are you looking for an agent to represent you in China?你们在寻找中国代理吗？

We are looking for a new trading agent in China.我们正在寻找新的中国代理商。


相互了解


We are the sole agent for the China market for the finest wine from Chile.我们是智利顶级葡萄酒在中国的唯一代理商。

Do you know much about our company?您对我们公司的了解多吗？

Your list mainly includes educational books for English Language Teaching.您的书目中主要包括英语语言教学类书籍。

Most of my experience is with publishers with a more general market.我的大多数工作经验都是与大众读物市场的出版商合作。

I can reassure you that I share the same ideals as your company.我能向您保证，我与贵公司拥有同样的价值理念。


说明要求


The agent will be paid on a commission or salary basis.我们会以提成或薪金的方式给代理商付酬。

The agent must have good knowledge of the Chinese market.我们的代理商必须熟悉中国市场。

It's very important that our agent be able to contribute ideas on what will sell well.我们的代理商对产品的销售有独到的想法是很重要的。

备用句

So you are familiar with our products, then?那么，您一定熟悉我们的产品喽？

Have you had much experience with educational publishing before?您之前有丰富的出版教育类书籍的经验吗？

Are you interested in working for us?您有兴趣和我们合作吗？

We send sample products out very quickly.我们的样品送达非常快。

It's very important to us that our agent understands the importance of education.对我们而言，代理商能认清教育的价值是非常重要的。


情景对话


对话场景：展会上，一家图书公司征求地区代理。营销总监和一个应征者洽谈。

句型重点：表达对一家机构的认识和看法。

Marketing Director：Do you know much about our company?

您对我们公司了解多少？

Agent：Yes, you're quite well-known in the publishing world.

Marketing Director：So you are familiar with our books, then?

熟悉产品吗？

Agent：Your list mainly includes educational books for English Language Teaching, but you have books on higher education.

Marketing Director：Have you had much experience with educational publishing before?

有相关经历吗？

Agent：To be honest, most of my experience is with publishers with a more general market. However, I think education is very important.I believe my son uses many of your books.

Marketing Director：It's very important to us that our agent understands the importance of education.

有共同理念吗？

Agent：Oh, I do. I can reassure you that I share the same ideals as your company.

Marketing Director：How do you feel about traveling?

还要经常出差

Agent：In most of my previous jobs, I've had to travel quite a lot. To be honest, I quite enjoy traveling.

Marketing Director：Well, it was great to meet you. Here's my card.

译文

营销总监：您对我们公司的了解多吗?

代理商：是的，贵公司在出版行业非常有名。

营销总监：那么，您一定熟悉我们出版的书籍喽？

代理商：贵公司的书目中主要包括英语语言教学类书籍，但也有涉及高等教育的书。

营销总监：您之前有丰富的出版教育类书籍的经验吗？

代理商：说实话，我的大多数工作经验都是与更大众的读物市场的出版商合作。但是，我很看重教育领域。我相信我的儿子读的很多书是由贵公司出版的。

营销总监：对我们而言，代理商能认清教育的价值是非常重要的。

代理商：噢，我确实很看重教育。我能向您保证，我与贵公司拥有同样的价值理念。

营销总监：您对出差有何看法？

代理商：我以前的大多数工作都得经常出差。说实话，我很喜欢出差。营销总监：嗯，非常高兴见到您。这是我的名片。
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情景词汇
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commission提成，佣金
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常用搭配

be paid on a commission or salary basis以提成或薪金的方式付酬
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educational publishing教育出版

general market大众市场
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sample product样品

做报告　Marking Presentations

市场分析报告　Market Analysis


主持人做介绍


The first presentation is by John, Marketing Manager for Asia.第一场报告由约翰讲，他是亚洲区的营销经理。


报告开场白


What I'd like to talk about briefly is the use of interactive whiteboards in the last five years.我想简单谈谈过去5年中互动电子白板的使用。

Feel free to interrupt me with questions at any time.如果大家有任何问题，请随时打断我。

Can everyone see the overhead screen?大家能看到头上方的屏幕吗？


说明图表数据


If you have a look at the green line on this chart, you can see that there has been a steady increase in the use of this product over the last five years.如果你看着这张图表上的绿线，就会发现在过去5年中这种产品的使用量在稳步增加。

The orange line here shows that there was a sharp increase in sales after year one.橙色线显示出销量在第一年后猛增。

There was a dip in year 3 and sales did not recover after that.在第三年后却突然下跌，自此销量始终没有恢复。


结论和建议


The good news is that……The bad news is that……好消息是……坏消息是……I recommend that we optimize sales by reaching out to more customers online.我建议通过发展在线用户来优化销售。

备用句

Let's have a brief look over the past six years.让我们简单回顾一下过去6年的情况。

The green set of data shows the total number sold each year from 2006 to 2009.绿色的那组数据显示了从2006年到2009年每年的销售量。

In the first two years the sales almost doubled.最初两年的销售量几乎翻番。

The rate of growth has declined.增长率已经下跌了。

That trend will continue until a saturation point is reached in the market.这种趋势会持续到市场达到饱和。


情景对话


对话场景：约翰在做一个市场分析报告。他描述了几年来的销售情况，最后总结优势和劣势，并提出了改进办法。

句型重点：解释图表，说明数据变化和市场形势。

Amy：Good morning, everyone. It's great to see so many people here today.The first presentation is by John, Marketing Manager for Asia.

主持人介绍发言者

John：Thanks, Amy. What I'd like to talk about briefly is the use of interactive whiteboards in the last five years.Feel free to interrupt me with questions at any time.

概述报告主题

Amy：Sorry, John, but if you could speak up a bit, the people in the back will be able to hear.

能大声点吗？

John：Sorry about that. Can everyone see the overhead screen?

Amy：Yes, it's very clear.

John：OK, let's begin. If you have a look at the green line on this chart, you can see that there has been a steady increase in the use of interactive whiteboards over the last five years.But what does this orange line show?

总体销售情况

Amy：The sales of interactive whiteboards?

John：That's correct, Amy. The orange line here shows that there was a sharp increase in sales after year one, but then there was a dip in year three and sales did not recover after that.

3年销量走势

Amy：What does that mean for our company?

John：Well, the good news is that people are using our whiteboards. The bad news is that we aren't making money from our customers.I recommend that we optimize sales by reaching out to more customers online.

分析优劣势，并提出建议

译文

埃米：各位，早上好。今天看到这么多人在场，我非常高兴。第一场报告由约翰讲，他是亚洲区的营销经理。

约翰：多谢，埃米。我想简单谈谈过去5年中互动电子白板的使用。如果大家有任何问题，请随时打断我。

埃米：对不起，约翰，你能说大声点吗，让后面的人也能听清楚？

约翰：对不起。大家能看清头上方的屏幕吗？

埃米：能，非常清楚。

约翰：好的，我们开始吧。如果你看着这张图表上的绿线，就会发现在过去5年中，互动电子白板的使用量在稳步增加。但是，这条橙色线显示了什么呢？

埃米：是互动电子白板的销售量吗？

约翰：不错，埃米。在这里，橙色线显示出销量在第一年后猛增，但是在第三年却突然下跌，自此销量始终没有恢复。

埃米：这对于我们公司意味着什么？

约翰：嗯，好消息是人们正在使用我们公司的白板。坏消息是我们并未从客户那里赚到钱。因此我建议，通过发展在线用户来优化销售。
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情景词汇
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continuation持续

decline下降
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常用搭配

a continuation of sales销售的持续增长

a sharp increase in sale销量猛增

a set of data一组数据

a steady increase稳步增加

lower growth rate更低的增长率

Marketing Manager for Asia亚洲区营销经理



optimize sales优化销售

reach out to more customers发展用户

speak up a bit说得大声点

saturation point饱和点

市场调查报告　Market Research


调查主题


The research that I'm going to talk about today is about our customers'experience of the Internet.

今天我将和大家谈的调查是关于客户上网经历的。


调查对象


Our customers range in age from 18 to over 65.我们的客户群的年龄在18到65岁以上。


调查结果和分析


The majority of our customers do go online on a daily basis.大多数的客户的确每天都会上网。

80%of our customers say that they browse, but do not contribute to discussions.我们80%的客户说他们只浏览，并不参与讨论。

We asked our customers why they don't contribute.我们询问了客户为什么不参与贡献。

We categorized their answers into four main areas.我们已将他们的答案归为4类。


结论和建议


If we want our customers to contribute to our website, we need to……如果我们希望客户参与我们的网络活动，我们需要……

What we can take from this is that……从中我们能够知道的是……This is very important feedback for us.这份反馈对我们很重要。

备用句

Today I'm going to talk to you about the market research we've done recently. It's on the changes in people's daily expenditures during the past five years.The money spent on clothing has more than doubled during this five-year period.The money spent on entertainment shows a three-fold increase.The decrease in money spent on food implies that the cost of food has gone down.今天我们一起来讨论最近完成的一项市场调查报告。这是关于过去5年来人们在日常开支方面的变化的。在过去的5年中，穿戴开支增长了1倍多。娱乐开支增长了3倍。花费在食品上金钱的减少显示了食品开支的下降。

The conclusion I would draw from the table is……通过图表可以得出结论……


情景对话


对话场景：调查显示大多数网民都只浏览网站而不贡献内容。报告人提出4项举措，希望提升网民的写文积极性。

句型重点：说明一种现象及产生原因，提出建议。

Susan：

一份关于网民的调查报告

As you know, we have invested a lot of money in putting together a new cutting-edge website for our customers. So, the research that I'm going to talk about today is about our customers'experience and understanding of the Internet.

If you look at this chart, you will see that the majority of our customers do go online on a daily basis. Remember, our customers range in age from 18 to 65+.

Many of you are probably familiar with the term‘lurker'. A lurker is someone who merely looks online but doesn't participate in any way.Perhaps unsurprisingly，80%of our customers say that they browse, but do not contribute to discussions, ask questions, or participate in any way.

80%网民的共同特征：只看不写

In a web 2. 0 world where social media websites run rampant, many websites rely on their users to contribute in some way.So we asked our customers why they don't contribute.We categorized their answers into four main areas, which you can see here on slide 4.2.They include：1）I don't trust the Internet；2）I don't feel confident in what I'm saying；3）I don't have time to contribute；and 4）I don’t understand how to contribute.

总结原因

This is very important feedback for us. What we can take from this is that if we want our customers to contribute to our website, we need to 1）become trustworthy；2）make our users feel confident；3）design a quick and easy way for them to contribute and 4）give clear guidance on how to contribute.

鼓励网民写文的4条措施

Thank you. Do you have any questions?

译文

苏珊：

正如大家所知，我们为给客户组建一个最新颖的前沿网站，已经投入了大量资金。因此，今天我将和大家谈的调查是针对客户的上网经历和他们对互联网的认识的。

如果你看看这张图表，就会发现我们大多数的客户每天都会上网。请记住，我们客户群的年龄段在18岁到65岁以上。

你们当中有很多人或许熟悉“潜伏者”这个名称。潜伏者是指只浏览网页而不参与任何形式的网络活动的那些人。80%的客户说他们只浏览，并不参与讨论、问问题或其他任何活动，这也许并不奇怪。

在社交媒体网站极为盛行的Web2.0世界中，很多网站的运行在某种程度上依赖于用户某种方式的参与。因此，我们询问了客户为什么不参与。你们可以在幻灯片4.2上看到，我们已将他们的答案归为4类。包括：1）不信任网络；2）对自己的观点不自信；3）没有时间参与；4）不知道如何参与。

这些反馈对我们很重要。从中我们能够知道，如果希望客户参与网络活动，我们需要1）获得客户的信赖；2）提高客户的信心；3）设计一套简单快捷的参与方式；4）给出明确的参与指导。

谢谢。大家有什么问题吗？
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营销计划　The Marketing Plan


策略


We will be starting a new e-marketing campaign at the end of the month.本月底我们将开展一个电子营销活动。

We will be starting a large-scale promotional campaign in February.在2月份，我们将开展一场大规模的促销活动。

We are also setting up new social media pages.我们还将创建新的社交网页。

We will be using all of these sites to increase our audience.我们会利用所有的这些网站来增加读者量。


目标


If this is successful, perhaps we can boost sales in the next three quarters.如果成功的话，我们或许可以在接下来的3个季度大幅提高销量。

We've set the annual target at 19，000.我们已将年度目标定为19，000台。

I estimate that sales for this model should reach 1000.我预计这款机型的销量将达到1000台。

We expect this series this year to have similar sales as last year.我们希望这个系列本年的销量与去年持平。

I have set the target slightly lower, at 500.我已将预计目标稍微调低了一点儿，降到了500台。

备用句

I thought our marketing plans were brilliant.我觉得我们的营销计划很棒。

We expect double-digit growth in the youth market this year.我们希望今年在年轻人市场能达到两位数的增长。

We think this campaign will stabilize sales by the end of the second quarter.我们认为这场活动将能在第2季度末前稳定销量。

We expect a considerable drop in sales for this model as we are not going to push this product this year.由于这款手机已不是主打机型，我们预计今年它的销量会显著下降。

We've kept the target the same for these.我们为这些保留了同样的指标。


情景对话


对话场景：在去年业绩惨淡的情况下，戴维提出要在今年第2季度挽回颓势，并拿出了相应的促销举措。

句型重点：说明计划和目标。

David：

年度市场计划及销售目标

Welcome back. Today we're going to go over the marketing plan and targets for the year.

To start, let's look at the sales figures from last year. If you look at this chart, you'll see that the sales dipped dramatically from the second quarter to the third quarter and dropped again in the fourth quarter.

去年业绩一路下滑

We will be starting a new e-marketing campaign at the end of the month. Not only will we save costs by doing this online, but we'll also be able to capture a whole new audience.

促销措施1

In addition to optimizing our current website, we are also setting up new social media pages—youtube, facebook, twitter and the like. We will be using all of these sites to increase our audience.

促销措施2

Although we do not expect a dramatic increase in sales for the first two quarters of this year, we think this campaign will stabilize sales by the end of the second quarter.

总体目标：第2季度前稳定销量

If you remember from last year, the A-Z of Business Book was our best seller. As we expect sales to drop slightly this year, we've set the annual target at 19，000.

甲产品的销售目标

We expect the next top four sellers, listed here in the chart, to have similar sales this year as last year. Therefore, we've kept the target the same for these.

乙产品的销售目标

You can see all the other targets for our products on page 5 of the document in front of you. We'll be discussing all of these in greater detail in the next few weeks.

其他产品的销售目标

Now, do any of you have any questions?

译文

戴维：

欢迎回来。今天我们要商讨今年的市场营销计划和销售指标。

首先，我们来查看一下去年的销售数据。大家看着这张图表，就会发现从第2季度到第3季度销售量大幅下跌，并在第4季度再次下滑。

本月底我们将开展一个电子营销活动。网上营销不仅能节约成本，还能抓住新的客户。

除了优化提升现有网站，我们还将在youtube、facebook、twitter等网站创建新的社交网页。我们会利用所有的这些网站来增加读者量。

虽然我们并不期望在本年度前两个季度内销量会显著增加，但是我们认为这场活动将能在第2季度末前稳定销量。

如果大家还记得去年的情况的话，《经商大全》曾经是我们的最佳畅销书。因为我们预计今年的销量会稍微下滑，所以我们将这本书的年度销售目标定为19，000本。

我们预计，图表中所列出的其余4本畅销书的销量会与去年持平。因此，我们对这些书保留了原有的指标。

每人面前都有一份文件，在第5页大家可以看到我们其他产品的销售目标。在未来几周内我们会对此详细讨论。

好了，大家有什么问题吗？
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竞争对手分析报告　Competitor Analysis


分析方法


We'd like you to look at the look and feel of their websites.我们希望你能查看一下他们网站的外观以及给人的直观感觉。

We'd also like you to look at their target audience, subscription models, and pricing systems.我们还想让你研究一下他们的目标受众、订阅模式和定价制度。

Do you want me to look for any up-and-coming competitors?你想让我找一些未来潜在的竞争对手吗？

What other criteria do you have for this analysis?你对这个分析还有什么其他要求？

Would you like me to add my recommendations at the end of the report?你想要我在报告结尾处提出我的建议吗？


分析结果


Our biggest rival in the high-end market—ABC—is ranked number one, we are a close second.我们在高端市场的最大竞争对手——ABC，目前排名第1位。我们紧随其后。

Our major competitor, DEF, is quickly catching up. Their market share for the last quarter was only 1%lower than ours.我们的主要竞争对手DEF公司正在迎头赶上。上季度他们的市场份额只比我们低1%。


建议


We will become more competitive if we can hold on to our strategy of lower prices.如果我们保持低价策略就会具有更强的竞争力。

备用句

We'd like you to analyze our main competitors online.我们想要你分析一下我们的主要网上竞争对手。

How much time do you anticipate this will take?你预计这将需要多少时间？

Where would you like me to begin?你想让我从哪方面开始分析？

Do you want me to include screen shots in the report?你想要我在报告中用一些截屏吗？

We still maintain our leading position.我们仍处于领先位置。

Their products are more reliable and have more functions.他们的产品更加稳定，功能也更多。

Their products are sold at slightly higher prices and they enjoy higher profits.他们的产品售价稍高，利润相应地也较高。

We're having a problem with reliability, but our products are lower priced and presented more attractively.我们的产品稳定性较差，但价位较低而且更具吸引力。


情景对话


对话场景：经理凯文让卡罗尔做一份对手网站的分析。卡罗尔仔细询问了报告的写作要求。

句型重点：说明对手分析报告的写作要求。

Kevin：What we'd like you to do is analyze our main competitors online.

任务：对手网站分析报告

Carol：OK. Where would you like me to begin?

从何着手？

Kevin：Well, we've identified our competitors already.

You'll find the list in the email Rob sent this morning.

Carol：Do you want me to look for any up-and-coming competitors and add them to the list?

涉及范围

Kevin：Yes, that would be great. But don't spend too much time on that.

Carol：OK. What other criteria do you have for this analysis?

报告的要求

Kevin：First of all, we'd like you to look at the look and feel of their websites.

Carol：OK, do you want me to include screen shots in the report?

呈现形式

Kevin：That would be helpful. Thanks.We'd also like you to look at their target audience, subscription models, and pricing systems.

Carol：How much time do you anticipate this will take?

完成期限

Kevin：I would guess this will take about three days.

Carol：Would you like me to add my recommendations at the end of the report?

需要建议吗？

Kevin：That'd be great. Email me if you have any questions.

译文

凯文：我们想要你分析一下我们的主要网上竞争对手。

卡罗尔：好的。您想让我从哪方面开始分析？

凯文：嗯，我们已经确定了竞争对手。你能在罗布今天上午发给你的电子邮件中找到那份名单。

卡罗尔：您想让我找一些潜在的竞争对手，并将他们加入名单中吗？

凯文：是的，那就太好了。但在这上面不要花太多时间。

卡罗尔：好的。您对这个分析还有什么其他要求？

凯文：首先，我们希望你能查看一下他们网站的外观和给人的感觉。

卡罗尔：好的，您想要我在报告中用一些截屏吗？

凯文：那会很有帮助的，多谢。我们还希望你能研究一下他们的目标受众、订阅模式和定价制度。

卡罗尔：您预计这将需要多少时间？

凯文：我想着大约需要3天的时间。

卡罗尔：您希望我在报告结尾处提出我的建议吗？

凯文：那太好了。如果你有任何问题，请给我发电子邮件。
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区域市场分析报告　Overview of the Regional Markets


研究范围


We're going to look at the sales figures for the Spain, China and US markets.我们将要看一下西班牙、中国和美国市场的销售数据。


市场表现


From the first quarter to the second quarter the US market actually had an increase in sales by 5%.从第1季度到第2季度，美国市场销量实际上增长了5%。

The sales in China rose by 2%.中国市场销量增长了2%。

Our exports have been selling well, as has our domestic market.与国内市场一样，我们的外贸销量也一直很好。


原因


Production costs have sky-rocketed.生产成本迅猛增长。

Last year at this time, we were paying 30%what we are now paying per item.去年这个时候，我们的单位产品的成本支出只有现在的30%。

The change in exchange rates has worked in our favor.汇率的改变有利于我们。

This has helped to offset the production costs marginally.这稍微抵消了生产成本的增长。

备用句

The sales in these markets have been better than expected.这些市场的销售情况比预计要好。

You can see that the sales had a slight dip in the first quarter.你可以发现第1季度的销量略微有所下滑。

This has cut into our profits significantly.这已经大大削减了我们的利润。

This is probably due to the fact that our clients tend to purchase local products.这或许是因为客户更乐意购买当地产品。

This style targets the South American and Southeast Asian markets.这种类型的目标市场锁定为南美和东南亚地区。


情景对话


对话场景：马克的报告描述了公司在3个国家的销售情况，以及由成本和利率变化所带来的影响。

句型重点：描述不同地区的销售业绩。

Mark：

主题：公司在3个国家的销售业绩

Today we're going to look at the sales figures for the Spain, China and US markets.

First of all, the sales in these markets have been better than expected. Despite the fact that we've been in a recession for the last few quarters, from the first quarter to the secend quarter the US market actually had an increase in sales by 5%.Likewise, over the same period of time, Spain saw an increase of 3.5%.The sales in China rose by 2%.

销售都有增长

Unfortunately, it is not just the sales figures that have increased. Production costs have sky-rocketed.Last year at this time, we were paying 30%what we are now paying per item.This has cut into our profits significantly.

成本攀升损害了利润

Fortunately, we have also seen a change in exchange rates that has worked in our favor. This has helped to offset the production costs marginally.

汇率变化对我方有利

Our exports have been selling well, as has our domestic market. Looking at profit only, our domestic market has done better.This is probably due to the fact that our clients tend to purchase local products more than international products during tough times like these.

出口和内销的比较

Looking at our domestic market in more detail, you can see that the sales had a slight dip in the first quarter, but have risen dramatically from last year. You can look at page 32 of your document for more information.

That is the end of my presentation on sales figures in our regional markets. I expect you all have questions, so feel free to ask.

译文

马克：

今天我们将看一下西班牙、中国和美国市场的销售数据。

首先，这些市场的销售情况比预计的要好。尽管在过去几个季度中经济处于衰退期，但从第1季度到第2季度的美国市场销量实际上增长了5%。同样，在同一时期，西班牙市场增长了3.5%，中国市场增长了2%。

遗憾的是，不光销售数据增长了，生产成本也在迅猛增长。去年这个时候，我们的单位产品的成本支出只有现在的30%。这就大大削减了我们的利润。

幸好汇率的改变有利于我们。这稍微抵消了生产成本的增长。

与国内市场一样，我们的外贸销量也一直很好。仅看利润方面，我们的国内市场做得更好。这或许是因为，在像现在的经济萧条期内，客户更乐意购买当地产品而不是国际产品。

如果对国内市场进行更细致的研究，就会发现第1季度的销量略微有所下滑，

但自去年起销量开始猛增。大家如果想要了解更多情况，可以查看文件第32页。我对区域市场的销售数据的说明到此为止。如果大家有什么问题，请随时向我询问。
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本地市场营销计划　Local Marketing Plans


竞争态势和目标


We aim to capture 20%of the market share and become one of the top three suppliers within three years.我们的目标是占据20%的市场份额，并在3年内成为三大主要供货商之一。

Our main aim is to keep costs low, to offer quality promotions and to collect data from our customers.我们的主要目标是：保持低成本，提供高品质的产品促销，以及收集客户的数据。


实施策略


To reach our goals, we plan to invest around 15 million yuan.为了实现我们的目标，我们计划投入大约1500万元。

We will have more training on our new products soon.不久我们将有更多关于新产品的培训。

We will improve our online campaigns.我们要增加网络活动。

We will offer discounted vouchers for online goods as promotion.我们将提供网上产品折扣券作为促销手段。

We are hoping to collaborate with other sister companies and cross-sell with other companies.我们希望与姊妹公司合作并与其他公司交叉销售。

We will establish more than 200 new retail stores in rural areas.我们要在乡村地区新建200家以上的零售点。

We plan to introduce three new models to this area.我们打算向这个地区推出3款新产品。

备用句

Our three main rivals now have 85%of the market share.我们的三大竞争对手现在占据了85%的市场份额。

We aim to increase our market share by 10%to bring their combined market share down to 75%.我们的目标是增加10%的市场份额，以使他们的市场份额降至75%。

We will need to invest more money on localizing these products.为使产品更加本地化，我们需要投入更多资金。


情景对话


对话场景：卡罗尔阐述一份地区市场计划。她首先提出目标，然后就产品和营销两个方面说明实施方案。

句型重点：说明目标及计划。

Carol：

主题：地区市场计划

You've all heard a bit about the upcoming marketing plans at the global sales and marketing conference in New York last month. Today, we're going to talk about the local marketing plans.

First, we're going to look at the competition. We know that we've got a lot of work to do to control more of the market share.Our three main rivals now have 85%of the market share.We aim to increase our market share by 10%to bring their combined market share down to 75%.

目标：提高市场份额

Secondly, we're going to look at our products. We've learned a lot about the needs of our customers from the research that was conducted in the third quarter and the fourth quarter of last year.Although we will need to invest more money on localizing these products slightly, we feel confident that this will bring in more sales.You will hear more about the product training that we will have on our new products soon.

产品：本地化，适应当地需要

Thirdly, we'll have a look at our online and offline campaigns. Our main aim is to keep costs low, to offer quality promotions and to collect data from our customers and potential customers in order to improve our database.This means that we will improve our online campaigns, offering discounted vouchers for online goods as promotion, and ask that customers register online, giving us contact details and areas of interest, in order to receive their goods.We will still need to invest in offline promotions, but we are hoping to keep costs down by collaborating with other sister companies and cross-selling with other companies.

营销：多种形式

That's just a brief overview of what we'll be discussing today. Do you have any questions or comments?

译文

卡罗尔：

大家都已经听说了一些上个月在纽约举行的全球销售和市场营销会议上提出的下一个营销计划。今天我们将商讨一下本地市场的营销计划。

首先，我们要研究一下竞争形势。大家知道，为掌控更大的市场份额，我们还需要做大量的工作。我们的三大竞争对手现在占据了85%的市场份额。我们的目标是增加10%的市场份额，以使他们的份额降至75%。

第二，我们要对产品做一下研究。从去年第3、4季度开展的市场调查中，我们已经了解了很多客户需求。为使产品更加本地化，尽管我们需要投入更多资金，但是我们相信这将会提升销量。不久我们将对员工开展新产品培训，大家将会获取更多这方面的信息。

第三，我们将看看公司的网络及非网络的宣传活动。我们的主要目标是，保持低成本，提供高品质的产品促销，以及收集客户和潜在客户的数据以扩大我们的数据库。这意味着我们要增加网络广告，提供网上产品折扣券作为促销手段，并要求客户在线注册，注明详细的联系方式和感兴趣的产品领域，以便于接收产品。我们还需要在非网络促销方面进行投资，但我们希望通过与姊妹公司合作并与其他公司交叉销售，以便降低成本。

这些只是我们今天要讨论内容的简单概述。大家有什么问题或意见吗？
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资金　Capital

年度预算　The Annual Budget


要求增加


I think that we need to increase the budget for research this year.我认为今年我们需要增加市场调查的预算。

We should increase the budget by at least 20%.我们应该将预算至少提高20%。

We need everything I put in the budget.我做入预算的一切都是我们需要的。

The research budget is very thin already.我们的研发预算已经很少了。

I'm not sure that we'd be able to cut it any further.我不确定能否再进一步削减下去。


要求压缩


It's going to be another tight year.明年又将是资金紧张的一年。

I think we could lower the budget for conferences.我认为我们可以削减会议预算。

We could cut costs by 75%by changing caterers alone.只需更换承办商，我们就能减少75%的成本。

You could reduce overhead costs.你们可以削减日常费用开支。

Don't forget you have quite a buffer.别忘记你们有足够的备用金。

I think your figures should stay the same.我认为你们的数字应该维持不变。

备用句

I think this looks like a very reasonable budget.我认为这份预算看起来非常合理。

Is there still time to amend the budget?还有修改预算的时间吗？

This is not a time to cut R and D, not when we're facing tough challenges.面临强劲的竞争，不能削减研发资金。

I don't think we could manage with any less.如果资金减少的话，我认为我们可能做不到。

I think we're already working with quite a small budget for events.我认为我们的活动预算已经相当少了。

We can't cut it, that's for sure.不能再减了，这是肯定的。


情景对话


对话场景：总经理和营销主管讨论预算。为了增加调研费，他们要设法让活动费降低75%。

句型重点：说明预算的增减及相应理由。

Director：I just want to start by thanking those of you who took the time to review your budget plan and send me comments before the meeting today. Now, let's go through the budget plan for the year.

主题：讨论预算方案

Marketing Manager：I didn't receive anything before the meeting. Is there still time to amend the budget?

还能改吗？

Director：Yes, the point of the meeting today is to review the plan together with an aim to finalize it by next Friday.

Marketing Manager：Well, I think that we need to increase the budget for research this year.

调研费应该增加

Director：What do you propose gets cut?

Marketing Manager：I think we could lower the budget for the conference in March and the networking event in November.

可以削减会议预算和活动预算

Director：I think we're already working with quite a small budget for events. I'm not sure that we'd be able to cut it any further.

Marketing Manager：Actually, my executive assistant was investigating the costs of alternate caterers and found that we could cut costs by 75%by changing caterers alone.

办法是找更便宜的承办商

Director：Great work. You'll have to send me the details on that.Did you have any other comments?

Marketing Manager：That's all for now. Overall, I think this looks like a very reasonable budget.

译文

总经理：首先，我想感谢在开会前花时间审核预算计划并提交意见的同事们。现在，我们开始研究一下本年度的预算计划。

营销主管：开会前我没有收到任何东西。还有修改预算的时间吗？

总经理：有，今天会议的主旨就是审核预算计划，以便能在下周五前最终确定。

营销主管：那么，我认为今年我们需要增加市场调查的预算。

总经理：那你建议削减哪方面的预算？

营销主管：我认为我们可以削减3月份的会议预算和11月的交流活动预算。

总经理：我认为我们的活动预算已经相当少了。我不确定能否再进一步削减下去。

营销主管：其实，我的行政助理一直在调查可替换的活动承办商的花费，结果发现，只需更换活动承办商，我们就能减少75%的活动费。

总经理：干得好。你要给我一份关于它的详细报告。你还有其他建议吗？

营销主管：目前为止就这么多了。总的来说，我认为这份预算看起来非常合理。


Review


情景词汇

alternate替换的

buffer备用金

finalize定稿

overall总的来说

propose建议

thin（资金）很少

常用搭配

a small budget很少的预算

a tight year资金紧张的一年

a very reasonable budget非常合理的预算

amend the budget修改预算

cut costs by 75%减少75%的费用

cut it further进一步削减

increase the budget for research增加市场调查的预算

lower the budget for the conference减少会议预算

review the budget plan审核预算计划

send me comments提交意见

send me the details on that给我一份关于它的详细报告

tough challenges强劲的竞争

with an aim to主旨是

融资　Finances


资金需求


That sounds like quite an investment.这听起来像是一笔大投资。

We need an injection of capital to do that.要做到这些我们就需要注入资金。

How do you plan on financing that?你计划如何融资？


融资计划


One option would be to open up some shares.一个选择是售出部分股份。

We can sell some stock in order to receive cash for your project.为了你的项目我们可以出售部分股票换取现金。

The owner of the stock will own a share of the company.股票持有人将拥有公司部分股份。

This is what we call“equity financing”.这就是我们所说的“股权融资”。

The amount of stock you'd need to sell is relatively small.你所需要出售的股票量是相对较少的。

备用句

We are considering issuing new shares.我们正在考虑发行新的股票。

Would you be able to type up a few options for me?你能将一些融资选择打印出来给我吗？

How risky is that?这样做有什么风险？

There's always a risk involved.风险总会存在。

The board will be reviewing our proposal.董事会将审核我们的提案。


情景对话


对话场景：尼尔要向董事会提交一份建立新网站的计划书。史蒂夫建议他通过出售股权融资。

句型重点：关于股权和融资的说法。

Steve：Next week, the board will be reviewing our proposal for developing a new global website consisting of e-commerce, digital asset management, subscription management, and customer management.

董事会将讨论我们的商业提案

Neil：That sounds like quite an investment. How do you plan on financing that?

Steve：That's what I wanted to talk to you about. I would like to come up with a few proposals for the board to review along with our proposal.

还需要融资计划

Neil：One option would be to open up some shares. Steve：How would that work?

Neil：We can sell some stocks in order to receive cash for your project. In return, the owner of the stock will own a share of the company.This is what we call“equity financing”.

可以通过售出股份筹集资金

Steve：I see. How risky is that?

Neil：There's always a risk involved, but the amount of stock you'd need to sell in order to get the money you need for your project is relatively small.

有风险，但不大

Steve：You know what, this is all a bit over my head. Would you be able to type up a few options for me?

Neil：That's not a problem. If you want, I could come in to present them to the board at your meeting.

Steve：Great. I'll send you a meeting invitation this afternoon.

译文

史蒂夫：下周，董事会将审核我们创建一个新的全球网站的提案，这个提案包括电子商务、数字资产管理、征订管理和客户管理。

尼尔：这听起来像是一笔大投资。你计划如何融资？

史蒂夫：这正是我想和你商讨的内容。我想提出几项融资提案交予董事会，请他们同创立网站的提案一起审核。

尼尔：一个选择是售出部分股份。

史蒂夫：具体该怎么做？

尼尔：为了你的项目，我们可以出售部分股票换取现金。作为回报，股票持有人将拥有公司部分股份。这就是我们所说的“股权融资”。

史蒂夫：我明白了。这样做有什么风险？

尼尔：风险总会存在，但是为获取你的项目需要的资金，你所需要出售的股票量是相对较少的。

史蒂夫：你要知道，这个有点超出我的理解范围。你能将一些融资选择打印出来交给我吗？

尼尔：没问题。我可以在会上向董事会解释一下融资提案，如果你想要我这么做的话。

史蒂夫：太好了。今天下午我会给你送去一份会议邀请函。


Review


情景词汇

board董事会

equity股权

financing融资

option选择

proposal提案

risky有风险的

常用搭配

be all a bit over my head有点超出我的理解范围

customer management客户管理

digital asset management数字资产管理in return作为回报

own a share of the company拥有公司部分股份

sell some stocks出售部分股票

You know what……你要知道……

be relatively small相对较少

consist of……由……组成

develop a website创建一个网站

equity financing股权融资

open up some shares售出部分股份

quite an investment一笔大投资

receive cash换取现金

subscription management征订管理

借款　Borrowing Money


资金紧张


We don't have any money to pay another development team.我们已经没有钱聘用其他开发商了。

Sounds like you're having some major financial problems.听起来你似乎碰到了严重的财务问题。

We're going to need some more money.我们将需要更多资金。

We are in danger of going into the red.我们有出现赤字的危险。


借款方式


We'll need to borrow some money from a bank.我们得向银行借钱。

They'll probably apply for an increase in the credit they already have.他们可能会申请增加透支额。

Have you discussed a loan with the finance team yet?你与财务组商讨过贷款事宜吗？

Can we provide for this with our working capital?能用流动资金来补充吗？

The capital expenditure is too large for short-term borrowing.如果是短期借贷，那支出就太大了。

备用句

We are running out of money.我们的钱就要用光了。

The company has got cash flow problems at present.公司目前的现金流出现了问题。

What does that mean for the budget?我们的预算会受到什么影响？

We’ve actually just had quite a setback.其实我们已经延误了工期。

It's normal business practice to extend credit to customers.提供信用贷款是商业惯例。

I'm thinking in terms of long-term borrowing.我在考虑长期借贷。

We won't have to borrow any extra funds.我们可能不用借钱了。


情景对话


对话场景：工程建设中出现问题，罗布和丽贝卡商量怎么筹款。

句型重点：资金短缺和借款的说法。

Rob：How is the project going?

Rebecca：Well, we've actually just had quite a setback.

Rob：What happened?

有麻烦了

Rebecca：The development team that we had contracted to do the job walked out on Friday.

开发商半途退出

Rob：You're kidding！That's quite unprofessional. What does that mean for the budget?

Rebecca：Well, they've only half-finished the project and we paid them upfront, so we don't have any money to pay another development team.

没钱工程就没法继续

Rob：Sounds like you're having some major financial problems. What are you going to do?

Rebecca：Well, the legal team is pretty confident that we'll be able to get some of that money back, but it will take time. In the meantime, we'll need to borrow some money from a bank.

一边打官司一边找银行借款

Rob：Have you discussed a loan with the finance team yet?

Rebecca：I've asked them to look into it for me. They should have more details later this week.

让财务想办法

Rob：They'll probably do that by applying for an increase in the credit they already have.

向银行申请增加透支额

Rebecca：I don't think it will be a problem. It will cut into our profits slightly, but it should be OK after the legal team sorts out the mess with the development team.

译文

罗布：项目进展如何？

丽贝卡：嗯，其实我们已经延误了工期。

罗布：怎么回事？

丽贝卡：星期五，同我们签约的开发商中途退出了。

罗布：开玩笑吧！这严重违反了职业道德。那我们的预算会受到什么影响？

丽贝卡：嗯，他们只完成了一半的项目，而我们已经预付了费用，所以我们已经没有钱聘用其他开发商了。

罗布：听起来你似乎碰到了严重的财务问题。你打算怎么办？

丽贝卡：嗯，法律组非常有信心要回部分资金，但这需要时间。与此同时，我们得向银行借钱。

罗布：你与财务组商讨过贷款事宜吗？

丽贝卡：我已经要求他们调查此事了。本周晚些时候，他们就应该能了解更多的细节问题。

罗布：他们或许会通过申请增加透支额的方法来贷款。

丽贝卡：我认为这不成问题。虽然这会略微削减我们的利润，但是，当法律组处理好与开发商的争端后，一切就会好起来。

情景词汇

credit（从银行借的）借款，贷款

financial财务的

fund资金

loan贷款

unprofessional违反职业道德的

常用搭配

apply for an increase in the credit申请增加透支额



contract to do the job签约承担工作

development team开发商

get some of that money back要回部分资金

have quite a setback已经延误了工期

look into it调查此事

pay upfront提前预付

sort out the mess with sb处理好与某人的争端

short-term borrowing短期借贷

half-finish the project只完成一半的项目

legal team法律组

major financial problem严重的财务问题

take time需要时间

walk out退出

long-term borrowing长期借贷

现金流　Cash Flow


现金流问题


Have you included a cash flow projection in the plan?你的计划里包含现金流预测了吗？

At those times income will drop, and things could get a bit tight.那段时期收入会下降，可能会引起资金紧张。

What if we don't reach the sales that we originally projected?如果我们没有达到原本预计的销售量，怎么办？

They've been delaying payments, and we are in danger of going into the red.他们拖延付款，我们因此面临赤字的危险。

The increase in sales is causing us financial problems.销售增长将给我们造成财务问题。


解决办法


We just need to set aside some of our profits during peak sales months for those months.我们只需在销售高峰期时拨出部分利润留给那几个月即可。

We’ll always be able to move some of our funds around as a short-term fix.我们总是能周转一些资金作为临时解决办法。

备用句

I'm slightly worried about the cash flow during those months.我有点儿担心这几个月的现金流。

Sales tend to drop in June and December of each year.一般每年6月和12月的销售额都会下降。

The cash flow from high-sales months will provide reserves for the lean periods.旺季积累的现金可以提供储备金给收入低的时期。

We estimate that we will break even within fifteen months and that profits will increase thereafter.预计项目开始后15个月出现收支平衡，之后利润会逐渐上升。

I feel more confident about our cash flow for the year now.现在我对本年度的现金流更有信心了。

What are our options if our sales are lower than projected?如果我们的销售量低于预期，我们该怎么办？

We were quite conservative with our sales projections last year anyway.毕竟去年我们在预测销售量时是非常保守的。


情景对话


对话场景：杰夫担心淡季现金短缺，马库斯告诉他旺季的回款可以弥补淡季的不足，保守的销售指标也会缓解现金压力。

句型重点：说明现金流可能出现的问题及补救办法。

Geoff：Have you had a chance to review the annual budget for the year?

年度预算发布了

Marcus：Yes, it looks like quite a reasonable budget. What do you think about it?

Geoff：I had a few concerns about it.

Marcus：Oh?What kind of concerns did you have?

Geoff：Well, I know that sales tend to drop in June and December of each year, so I'm slightly worried about the cash flow during those months.

为淡季现金流担心

Marcus：Oh, that shouldn't be a problem. We just need to set aside some of our profits during peak sales months for those months.

旺季回款可以弥补

Geoff：That's true. But what if we don't reach the sales that we originally projected?

Marcus：We don't have any reason to worry about not hitting our sales targets. We were quite conservative with our sales projections last year anyway.

销售指标也不是那么高

Geoff：So what are our options if our sales are lower than projected?

Marcus：We'll always be able to move some of our funds around as a short-term fix. Did you have any other concerns?

还有备用资金垫底

Geoff：No, that was all. I feel more confident about our cash flow for the year now.Thanks for your help.

译文

杰夫：你抽时间审核过今年的年度预算了吗？

马库斯：审核过了，今年的预算看起来非常合理。你怎么看？

杰夫：我对今年的预算有些担心。

马库斯：哦？你有何担忧？

杰夫：嗯，我知道一般每年6月份和12月份的销售额都会下滑，所以我有点担心这两个月的现金流。

马库斯：噢，那应该不成问题。我们只需在销售高峰期时拨出部分利润留给这几个月即可。

杰夫：不错。但要是我们没有达到原来预订的销售量，怎么办？

马库斯：我们没有任何理由担心达不到销售目标。毕竟去年我们在预测销售量时是非常保守的。

杰夫：那么，如果我们的销售量低于预期，我们该怎么办？

马库斯：我们总是能周转一些资金作为临时解决办法。你还有什么顾虑吗？

杰夫：没有，就这么多了。现在我对本年度的现金流量更有信心了。谢谢你的帮助。


Review


情景词汇

anyway不管怎样

conservative保守的

projection预期

reserve储备金

常用搭配

a cash flow projection现金流预测

a short-term fix临时解决办法

annual budget for the year今年的年度预算

be conservative with……对……很保守

be in danger of……面临……危险

break even收支平衡

cash flow现金流

delay payments拖延付款

go into the red出现赤字

have a chance to do……抽时间做……

high-sales months旺季

lean periods淡季

peak sales months销售高峰期

reach the sales达到销售目标

set aside留出；拨出

成本控制　Cost Control


成本变化


Material costs jumped 6. 6%and wages decreased 2%since December.自12月起，原料成本增长了6.6%，而工资却减少了2%。

Oil prices climbed 0. 3%in June from the previous month and 2.4%from a year before.6月份的石油价格比上月涨了0.3%，比一年前涨了2.4%。


控制成本


We need to do what we can to cut costs.我们要竭尽所能削减成本。

We have no choice but to tighten up on spending.我们除了紧缩开支别无选择。

Unit costs can come down if we invest in new machinery.如果我们新的设备上线，就能降低单体成本。

They share their marketing and brand assets.他们共享营销和品牌资产。

We've already cut resourcing by restructuring the company.通过将公司重组，我们已经削减了人力资源成本。

We've managed to reduce the unit costs by increasing the number of units that we produce.通过提高单位产品的出产量，我们减少了单位成本。

We can pay for the component instead of paying for the hourly work involved.我们可以按件付费，而不是按工时付费。

We are planning to cut office costs down to below one million dollars per year.我们计划将办公费降至每年少于100万美元。

备用句

These jobs should be kept within budget.要确保支出不超过预算。

This has cut our costs dramatically.这极大地削减了成本。

With increased production, we'll cut unit costs.产量增加，单位成本就会降低。

We need to get better at controlling the costs.我们应该进一步控制成本。

You need to start with the cost codes.你需要从成本代码入手。


情景对话


对话场景：经济不好，总经理召集各部门商量进一部降低成本的办法，回顾最近几年降低成本的招数。

句型重点：降低成本的说法。

Director：Seeing as the economy is the way it is right now, it's been agreed that we need to do what we can to cut costs.

成本还得降

Manager 1：Perhaps we could look at what we've already done to cut costs in the last few years and then go from there.

这几年我们一直在降

Director：Good idea. Would you like to start?

哪些方面？

Manager 1：Sure. We've already cut resourcing by restructuring the company as a global company.This means that we only need one Marketing Director for the entire company instead of a Marketing Director for each local team.

人力费用

Director：How about unit costs?

Manager 2：We've managed to reduce the unit costs by increasing the number of units that we produce. We've been able to do that by creating fewer localized products and more global products.

产品成本

Director：How about marketing costs?

Manager 3：Again, we've created a website for the marketing teams so that they share their marketing and brand assets.

市场费用

Director：Have you done anything about the number of samples we give away?

还能省点吗？

Manager 3：Yes, we've also put many of our samples online. This has cut our costs dramatically.

这招早用过了

译文

总经理：鉴于当前的经济形势，我们一致赞成要竭尽所能削减成本。

部门主管1：或许我们可以先回顾一下最近几年为削减成本所采取的措施，然后从这儿谈起。

总经理：好主意。可以开始了吗？

部门主管1：当然。通过将公司重组为全球性的企业，我们已经削减了人力资源成本。这意味着并不需要在每个地方团队都配上营销主管，整个公司有一位即可。

总经理：那如何削减产品单位成本？

部门主管2：通过提高单位产品的出产量，我们已经成功地降低了单位成本。而我们是通过减少生产本地化产品，增加全球性产品，才提高了总出产量。

总经理：那如何削减营销成本？

部门主管3：同样，我们为销售团队创建了一个网站，这样他们就能共享营销和品牌资产。

总经理：你们对派发样品的数量采取什么措施了吗？

部门主管3：有，我们将很多样品发布到了网上，这样就极大地削减了成本。


Review


情景词汇

dramatically极大地

entire整个的

increase增加

restructure部门调整和改组

share共享

常用搭配

brand assets品牌资产

cost codes成本代码

cut costs削减成本

cut resourcing削减人力成本

global company全球性的企业

global products全球性产品

have no choice but to do……除了……别无选择

localized products本地化的产品

office costs办公费

pay for the hourly work按工时付费

reduce costs降低成本

seeing as……鉴于……

is the way it is也就这样了（不见好转）

marketing costs营销成本

pay for the component按件付费

put……online将……发布到网上

restructure the company重组公司

tighten up on spending紧缩开支

unit costs产品单位成本

公共关系　Public Relations

记者招待会　Press Conferences


宣布消息


Thank you for coming to our press conference today.感谢大家出席我们今天的新闻发布会。

I've got an important announcement to make today.今天我要公布一个重大消息。

Pizza House acquired Spaghetti Fun World today.比萨饼之家今天收购了意大利面欢乐世界。


回答记者提问


Negotiations started six months ago. 6个月前谈判就已启动。

The name of the restaurants will stay the same.餐厅将保留原名。

He will stay on as Chief Executive Officer.他将继续担任首席执行官。

We would like to modernize the Spaghetti Fun World brand.我们希望意大利面欢乐世界品牌更具有现代气息。

I do not believe at this point that we will have to cut staff.我认为此时我们并不需要裁减员工。

We will offer additional training and benefits for all staff.我们会对所有的员工提供额外的培训和福利。

备用句

How long were you in negotiations?你们谈判了多长时间？

What will happen to Spaghetti Fun World restaurants?意大利面欢乐世界餐厅将有何变化？

What kind of changes can we expect to see in the next year?我们能期待在明年看到什么改变？

Will there be any redundancies?会裁员吗？

So expect to see some well-needed changes with the brand soon.所以你们可以期待很快看到这个品牌所急需的改变。


情景对话


对话场景：一比萨饼公司收购了通心粉公司。首席执行官在新闻发布会上宣布这一重大消息，并回答记者提问。

句型重点：向媒体说明公司的重大举措。

Luigi：Thank you for coming to our press conference today. My name is Luigi Pellegrino, CEO of Pizza House.I've got an important announcement to make today.Pizza House acquired Spaghetti Fun World today.

CEO宣布重大消息：公司并购

Reporter：How long were Pizza House and Spaghetti Fun World in negotiations?

谈判多久了？

Luigi：Negotiations started six months ago.

Reporter：What will happen to Spaghetti Fun World restaurants?

被收购公司会怎样？

Luigi：Although we now own Spaghetti Fun World, the name of the restaurants will stay the same.

Reporter：What will happen to Mark Smith, CEO of Spaghetti Fun World?

原CEO命运如何？

Luigi：He will stay on as Chief Executive Officer.

Reporter：What kind of changes can we expect to see in the next year?

有何重大举措？

Luigi：We would like to modernize the Spaghetti Fun World brand, so expect to see some well-needed changes with the brand soon.

Reporter：How about the Spaghetti Fun World staff?Will there be any redundancies?

会裁员吗？

Luigi：I do not believe at this point that we will have to cut staff. We will, however, offer additional training and benefits for all staff.

译文

路易吉：感谢大家出席我们今天的新闻发布会。我叫路易吉·佩莱格里诺，是比萨饼之家的首席执行官。今天我要公布一个重大消息。比萨饼之家今天收购了意大利面欢乐世界。

记者：比萨饼之家与意大利面欢乐世界谈判了多长时间？

路易吉：6个月前谈判就已启动。

记者：意大利面欢乐世界餐厅将有何变化？

路易吉：虽然我们现在拥有意大利面欢乐世界，但是餐厅将保留原名。

记者：意大利面欢乐世界的总裁马克·史密斯将有何动向？

路易吉：他将继续担任首席执行官。

记者：我们能期待在明年看到什么改变？

路易吉：我们希望意大利面欢乐世界品牌更具有现代气息，所以你们可以期待很快看到这个品牌所急需的改变。

记者：那意大利面欢乐世界的员工呢？会有裁员吗？

路易吉；我认为此时我们并不需要裁减员工。不过，我们会对所有的员工提供额外的培训和福利。


Review


情景词汇

announcement公告；消息

benefit福利

CEO（Chief Executive Officer）首席执行

own拥有

modernize使……现代化

negotiation谈判

redundancy裁员

pizza比萨饼

staff员工

spaghetti意大利面

常用搭配

cut staff裁减员工

at this point此时

have an important announcement to make有重大消息要发布

expect to see……期待看到……

in negotiations在谈判中

press conference新闻发布会

offer additional training提供额外的培训

stay the same保留原样

stay on as……留下来担任……

well-needed changes急需的改变

接受采访　An Interview


开场白


Thanks for meeting with me today.谢谢您今天能与我见面。

I should congratulate you on being named the most successful female CEO in the world.我要恭喜您被评为世界上最成功的女首席执行官。


记者提问


What are your plans with that?您对此有何规划？

So what are your main objectives?请问你们的主要目标是什么？

Do you have any more investment plans in China?你们在中国还有什么投资计划吗？


回答


Our company believes that education is very important.我们公司认为教育极为重要。

We are very excited about the acquisition of All Street English Schools.我们对成功收购渥尔街英语学校感到非常兴奋。

We hope to increase profits by 20%in three years.我们希望3年后能将利润提高20%。

China is one of the emerging markets for us.对我们而言，中国是一个新兴市场。

We plan on investing heavily to allow for even more technologically advanced education.我们计划投入大量资金来引进技术更先进的教学设施。

Who knows what the future might bring.谁知道将来会发生什么呢。


结束语


Excellent interview. Thanks for your time.这次访谈非常出色。谢谢您。

备用句

Could you tell us more about your business in China?请多谈谈贵公司在中国的业务好吗？

We are newcomers, and we have great interest in the Chinese market.我们初来乍到，对中国市场有浓厚的兴趣。

We'd like to make ourselves known to potential partners.我们希望能使潜在客户熟悉我们。

We are one of the world's leading companies for producing tyres.我们是世界最大的轮胎制造商之一。

Recently our company acquired one of the top car producers in America.最近我公司收购了美国最大的汽车生产商之一。

50%of our products have been exported here.我们50%的产品已经出口到了这里。


情景对话


对话场景：一家公司最近收购了一所大型语言学校。公司的女首席执行官接受记者采访。

句型重点：对媒体阐释公司的发展意图。

Reporter：My name is Susan Brown and I'm from the Women's Business Weekly Review. Thanks for meeting with me today.

记者自我介绍

Marjorie：It's a pleasure.

Reporter：So, first of all, I should congratulate you on being named the most successful female CEO in the world. That's quite a feat.

祝贺当选……

Marjorie：Thank you. I'm still amazed that my name is at the top of the list.

Reporter：Now, recently your company acquired one of the top English language schools in China. What are your plans with that?

公司的最新动向

Marjorie：Well, our company believes that education is very important, so we are all very excited about the acquisition of All Street English Schools. We hope to increase profits by 20%in three years.

Reporter：How do you plan on doing that?

进一步的打算

Marjorie：Well, although ASE Schools use technology in the classroom already, we plan on investing heavily to allow for even more technologically advanced education. Reporter：Do you have any more investment plans in China?

有重要投资吗？

Marjorie：Not at the moment, but it is one of the emerging markets for us, so who knows what the future might bring.

Reporter：Excellent interview. Thanks for your time.

译文

记者：我叫苏珊·布朗，来自《女性商务评论周刊》。谢谢您今天能与我见面。

玛乔丽：见到你很高兴。

记者：那么，首先，我要恭喜您被评为世界上最成功的女首席执行官。这实在太了不起了。

玛乔丽：谢谢你。我至今仍对自己排在榜首感到惊讶。

记者：嗯，最近贵公司收购了中国一家顶尖的英语学校。您对此有何规划？

玛乔丽：嗯，我们公司认为教育极为重要，因此我们对成功收购渥尔街英语学校感到非常兴奋。我们希望3年后能将利润提高20%。

记者：为实现这个目标，您有何计划？

玛乔丽：嗯，虽然渥尔街英语学校已经在课堂上使用了一些科技产品，但我们计划投入大量资金引进技术更先进的教学设施。

记者：您在中国还有什么投资计划吗？

玛乔丽：目前没有，但是对我们而言，中国是一个新兴市场，所以谁知道将来会发生什么呢。

记者：这次的访谈非常出色。感谢您。


Review


情景词汇

acquire购得

acquisition收购行为

feat功绩

leading领先的

newcomer新来者

review评论

technology科技，技术

top顶尖的

常用搭配

allow for……将……包括在内

at the top of the list排在榜首

congratulate sb on sth为某事祝贺某人

emerging markets新兴市场

invest heavily to……投入大量资金于……

technologically advanced education技术先进的教学设施



investment plan投资计划

not at the moment目前没有

potential partner潜在客户

事故之后　After an Accident


陈述事故


As you may have heard, there was a fire in one of our factories today.您可能已经听说了，今天我们的一家工厂发生了火灾。

There haven't been any confirmed fatalities yet.目前还未证实有人死亡。

At this point in time, I do not have all the details.目前，我还不知道细节。

I can confirm that it is in the process of being contained.我可以确定局面已在控制中了。

Once the investigation is complete, we will issue a report.等我们完成了调查，就会发布一个报告。


应急措施


Some of the workers have been taken to the hospital.有些工人已被送往医院。

Our company has placed phone calls to all the families.公司已往所有职工家中打过电话。

We offer private health insurance to all of our workers, so there is no need to worry about the hospital bills.我们给所有职工都提供了个人医疗保险，所以没有必要担心医疗费用的问题。


事故原因


We are still waiting for investigation results.我们仍在等待调查结果。

We are working together to identify the cause of the fire.我们正在竭力寻找起火原因。

We'll be in touch tomorrow morning for an update.明天早上我会就最新消息跟你联系。

备用句

Were there any fatalities?有人死亡吗？

Have there been any injuries?有没有人受伤？

Can you confirm which factory the fire took place in?你能否确认是哪一家工厂发生了火灾？

Where did the accident occur?事故发生在哪里？

Do we know what caused the fire?知道引起火灾的原因吗？

This hasn't happened before.这类事情以前没有发生过。

I can confirm that an incident has occurred in the plant.我可以确定工厂确实发生了一件事故。


情景对话


对话场景：厂房发生了一起火灾事故。工厂的公关负责人接待前来采访的记者。

句型重点：向媒体说明事故的发生情况和善后处理办法。

Public Relations：As you may have heard, there was a fire in one of our factories today.

证实事故确已发生

Reporter：Can you confirm which factory the fire took place in?

在哪里？

Public Relations：It was one of our factories in Brownville.

Reporter：Were there any fatalities?

有伤亡吗？

Public Relations：There haven't been any confirmed fatalities yet, but some of the workers have been taken to the hospital.

Reporter：Have the families of the workers been contacted yet?

联系家属了吗？

Public Relations：Our company has placed phone calls to all the families, but unfortunately, we have not been able to reach all of them.

Reporter：Who will pay for the hospital bills?

谁付医药费？

Public Relations：We offer private health insurance to all of our workers, so there is no need to worry about the hospital bills.

Reporter：Do we know what caused the fire?

事故原因？

Public Relations：The fire fighters and police officers are working together to identify the cause of the fire. We are still waiting to hear from them.

Reporter：Thank you for your time. We'll be in touch tomorrow morning for an update.

译文

公关负责人：您可能已经听说了，今天我们的一家工厂发生了火灾。

记者：您能否确认是哪一家工厂发生了火灾？

公关负责人：是我们位于布朗维尔的一家工厂。

记者：有人伤亡吗？

公关负责人：目前还未证实有人死亡，但是有些工人已被送往医院。

记者：与工人的家属取得联系了吗？

公关负责人：公司已往所有职工家中打过电话，但遗憾的是，有些家庭我们没能联系上。

记者：医疗费用由谁来支付？

公关负责人：我们给所有职工都提供了私人医疗保险，所以没有必要担心医疗费用的问题。

记者：知道引起火灾的原因吗？

公关负责人：消防员和警察正在竭力寻找起火原因。我们仍在等待他们的调查结果。

记者：非常感谢您。明天早上我会就最新消息跟您联系。


Review


情景词汇

cause引起；原因

confirm证实

fatality（因意外事故的）死亡；死者

fire火灾

incident事故

injury受伤

investigation调查

occur发生

常用搭配

confirmed fatality已证实的死亡

fire fighter消防员

have been taken to the hospital已被送往医院

hospital bills医疗费

identify the cause of the fire寻找起火原因

be in the process of being contained已在控制中

investigation results调查结果

issue a report发布一个报告

place phone call to……给……打电话

private health insurance私人医疗保险

take place in发生

筹备会议　Preparing Meetings

会议策划　Conference Planning


时间


It's scheduled for the first week of July.它安排在7月的第一个星期召开。

Delegates will arrive on Sunday morning.代表们将在周日上午抵达。

The rest of the conference will take place from Monday to Friday.接下来的会议将从周一持续到周五。

When will invitations go out to the delegates?什么时候将邀请函发给代表们？


食宿和人数


We've reserved rooms in the Hillington Hotels in London.我们已经在伦敦的希灵顿酒店预订了房间。

Lunch will be provided from Monday to Friday.周一到周五会提供午餐。

So far we've got a total of thirty-four participants.迄今为止与会者有34位。


宴会


There will be an optional dinner and reception on Sunday night.周日晚上将举办一场晚宴和欢迎仪式，大家可以随意出席。

There will be a banquet on Thursday night for dinner.周四晚上会举办一场晚宴。


费用


Minus the cost of flights and meals, it will cost approximately$800 per person.除去机票和膳食费，每位与会代表大约要花费800美元。

We're working with a budget of 2000 yuan per participant.我们要做的预算是每位与会者2000元人民币。

备用句

Will it run for the entire week or will it just run through the work week?会议是会持续一整周的时间还是只在工作周内举行？

How much will it cost for each delegate?每位代表的花费会是多少？

What about the location?会址选在哪里？

I think I've found the ideal spot.我认为已经找到了理想的地点。

I think we can get this place for less.我认为选这个地方开支要少一些。


情景对话


对话场景：公司即将召开全球销售和营销年会。卡尔和莫琳正在拟定会议方案。

句型重点：说明大型会议的准备情况。

Carl：So, when is the annual global sales and marketing conference this year?

会议日期

Maureen：It's scheduled for the first week of July.

Carl：Will it run for the entire week or will it just run through the work week?

持续时间

Maureen：Delegates will arrive on Sunday morning. There will be an optional dinner and reception on Sunday night.The rest of the conference will take place from Monday to Friday.

Carl：Where will it take place?

地点

Maureen：We've reserved rooms in the Hillington Hotels in London.

Carl：That should be very nice. How much will it cost for each delegate?

费用

Maureen：Minus the cost of flights and meals, it will cost approximately$800 per person.

Carl：Will any of the meals be provided?

支餐吗？

Maureen：Lunch will be provided Monday to Friday. In addition, there will be a banquet on Thursday night for dinner.

Carl：When will invitations go out to the delegates?

什么时候发邀请函？

Maureen：I've written the e-mail, but would like you to review it before I send it out.

Carl：Great. I think we're all sorted then.

译文

卡尔：嗯，今年什么时候召开全球年度销售和营销会议？

莫琳：安排在7月的第一个星期召开。

卡尔：会议是会持续一整周的时间还是只在工作周内举行？

莫琳：代表们将在周日上午抵达。周日晚上将举办一场晚宴和欢迎仪式，大家可以随意出席。接下来的会议将从周一持续到周五。

卡尔：在哪里举行？

莫琳：我们已经在伦敦的希灵顿酒店预订了房间。

卡尔：这听起来挺不错。每位代表的花费会是多少？

莫琳：除去机票和膳食费，每位与会代表大约会花800美元。

卡尔：提供餐饮吗？

莫琳：周一到周五有午餐。此外，周四晚上会举办一场晚宴。

卡尔：什么时候将邀请函发给代表们？

莫琳：我已经写好了邮件，但是我想让你检查之后再发出去。

卡尔：好的。我想我们已经理清了。


Review


情景词汇

delegate与会代表

flight机票

invitation邀请函

meal膳食费

minus除去

optional可选择的，随意的

reception欢迎仪式

常用搭配

a banquet on Thursday night for dinner周四晚上的一场晚宴

an optional dinner可随意出席的晚宴

annual global conference全球年度会议

provide meals提供餐饮

reserve room预订房间

run for the entire week持续一整周

run through the work week在工作周内进行

send it out发出去

write the e-mail写邮件

安排议程　Scheduling Meetings


参加人员


You'll need to invite the following：……你需要邀请下列人员：……


时间


Let's try to schedule it for next Thursday at 3 o'clock PM.就安排在下周四下午3点吧。

Ninety minutes should be sufficient for this meeting.这个会90分钟应该足够了。


议程


The meeting will start at 9：30 AM. We'll break for coffee at 11o'clock.That'll be in the Garden.Then it will be lunch time.We can start the workshop right after lunch.We'll have tea at 5 o'clock PM.After that we’ll go on till all the papers have been presented.会议将在上午9：30开始。11点是茶歇时间。那将在花园举行。随后会是午餐时间。午饭后便可以开始研讨会了。下午5点是下午茶时间。之后，我们会继续开会，直到所有的论文宣讲完毕。


会务安排


Let's try to get the Board Room Annex.最好用董事室的辅间。

Let's get some coffee, tea and biscuits.给我们来一些咖啡、茶，还有饼干吧。

I'll send the meeting invitations out this afternoon.我会在今天下午发出会议邀请函。

备用句

How long would you like me to schedule it for?您希望这个会议安排多长时间呢？

We should leave the actual time flexible.我们应该灵活地控制时间。

Do you have any preferences for the meeting room?对这次会议用的房间，您有什么特别要求吗？

Do you want me to order any refreshments from catering?我还需要从餐饮公司订购一些茶点吗？


情景对话


对话场景：费利克斯和妮科尔正在筹备一个公司内部的小型会议。

句型重点：说明小型会议的准备情况。

Felix：Do you have a few minutes to go over the details of the Metadata Meeting?

两人讨论会议日程

Nicole：Yes. First of all, you'll need to invite the following：the marketing manager, the publishing manager, the design manager, the web development manager and the web content manager.

参会者

Felix：Who is the marketing manager now that Allie went on maternity leave?

Nicole：Invite the sales manager in her place. I don't think she's actually been replaced yet.

Felix：When did you want this to take place?

日期和时间

Nicole：Let's try to schedule it for next Thursday at 3 o'clock PM.

Felix：How long would you like me to schedule it for?

会议时长

Nicole：Ninety minutes should be sufficient.

Felix：Do you have any preferences for the meeting room?

会议室

Nicole：Let's try to get the Board Room Annex.

Felix：Do you want me to order any refreshments from catering?

茶点

Nicole：Yes, let's get some coffee, tea and biscuits. You can put that on my code.

Felix：OK, I think that's everything. I'll send the meeting invitations out this afternoon.Thanks for your time.

译文

费利克斯：能耽误您几分钟，我们讨论一下元数据会议的细节吗？

妮科尔：好的。首先，你需要邀请下列人员参加：市场部经理、出版部经理、设计部经理、网站开发经理和网站内容经理。

费利克斯：阿莉去休产假后，谁是市场部经理呢？

妮科尔：就邀请销售部经理代替她参加吧。我想大概还没有人取代她的位置。

费利克斯：您希望会议什么时候开始？

妮科尔：就在下周四下午3点吧。

费利克斯：多长时间呢？

妮科尔：90分钟应该足够了。

费利克斯：对这次会议用的房间，您有什么特别要求吗？

妮科尔：最好用董事室的辅间。

费利克斯：我还需要从餐饮公司订购一些茶点吗？

妮科尔：嗯，给我们来一些咖啡、茶还有饼干吧。你可以用我的代码订购。

费利克斯：好的，我想就这些了。我会在今天下午发出会议邀请函。谢谢您。


Review


情景词汇

annex辅间；附属建筑

biscuits饼干

catering餐饮公司

following下列

order订购

paper论文

preference偏爱

refreshment茶点，小吃

replace取代

sufficient足够的

tea茶会

常用搭配

break for coffee茶歇

go over the details讨论细节

lunch time午餐时间

Let's try to do……那我们就……

invite A in B's place邀请A代替B参加

schedule it for……安排在……（时间）

That's everything.就这些了。

workshop研讨会

日程变动　Changing the Agenda


时间变动


Is there any chance we can change the date?我们可以更改日期吗？

It's going to start at 8：00 instead of 8：30.开始时间从8：30改为8：00。

He has changed his flight and won't arrive until 11 am.他的航班有变，上午11点才能到达。

We'll have to shorten the lunch to allow for the extra thirty minutes on the agenda.我们得缩短午饭时间，在日程表上腾出30分钟。

I'll change lunch to 12：30 to 1：15 instead of 12：15 to 1：30.我可以把午饭时间从12：15到1：30改为12：30到1：15。


议程变动


A speech on Saturday morning has been cancelled.周六上午的一个演讲被取消了。

There's no time for such an addition.没有时间增加这一项了。

We have to postpone his presentation till the afternoon.我们不得不将他的演讲推迟到下午。


地点变动


We'll have to look for another meeting room.我们需要换一个会议室。

备用句

Do you have the latest meeting agenda?你有最新的会议日程吗？

We'll need to make the changes to the agenda.我们需要对这个日程做些改动。

What are the changes?有哪些变动呢？

I'll revise the agenda.我来修改日程。

I'm not sure that's going to work, actually.其实我不太确定这是否可行。

Many of the people won’t arrive until 8：30.许多与会人员在8：30才会抵达。

We’ll keep the 8：30 start then.既然这样，还是8：30开始吧。

He isn't going to come in the afternoon.他下午不会来了。


情景对话


对话场景：马丁和克莱尔商量如何增加半小时的会议时间。但将会议提前不太现实，所以后来决定将午餐时间缩短。

句型重点：调整会议时间的说法。

Martin：Do you have the latest meeting agenda?

Clare：I think so. It hasn't changed since you gave me the agenda last week.

Martin：I must not have given you the changes then. We'll need to make the changes to the agenda and send it out tonight.

议程有变

Clare：OK. Let me know what they are and I'll revise the agenda.

Martin：OK, the first one is the starting time. It's going to start at 8：00 instead of 8：30.

时间提前

Clare：I'm not sure that's going to work, actually. Many of the people coming to the meeting won't arrive until 8：30.

Martin：Why is that?

Clare：Well, many of the people coming to the meeting are on the red eye from Shanghai and their plane doesn't arrive until 7：30. It will take about an hour to get to our offices from the airport.

不可能

Martin：OK, we'll keep the 8：30 start then, but we'll have to shorten the lunch to allow for the extra thirty minutes on the agenda.

缩短午餐时间

Clare：That's not a problem. I'll change lunch to 12：30 to 1：15 instead of 12：15 to 1：30.

应该可以

Martin：That's great. Don't forget to tell the caterers.

及时通知相关部门

Clare：Not to worry. I've got it under control.

译文

马丁：你有最新的会议日程吗？

克莱尔：我想应该有。但上周你给我之后就没再改动过了。

马丁：那么，我本不应该再给你这些改动了，但我们需要对这个日程做些改动，并在今晚发送出去。

克莱尔：好的，告诉我哪儿需要改吧，我来修改日程。

马丁：好的，第一项是会议的开始时间，从8：30改为8：00开始。

克莱尔：其实我不太确定这是否可行。许多与会人员在8：30才会抵达。

马丁：为什么？

克莱尔：来参加会议的许多人都是从上海搭乘红眼航班过来的，他们的飞机7：30才能到达机场，从机场到我们的办公室还得花一个小时左右的时间。

马丁：既然这样，还是8：30开始吧，但是我们得缩短午饭时间，在日程表上腾出30分钟的时间。

克莱尔：这没问题。我可以把午饭时间从12：15到1：30改为12：30到1：15。

马丁：很好，不要忘了告诉餐饮公司。

克莱尔：别担心。一切都安排好了。


Review


情景词汇

agenda日程，议程

caterer餐饮公司

latest最新的

revise修改

work可行

常用搭配

allow for the extra thirty minutes腾出30分钟

be on the red eye乘红眼航班

change lunch to……把午饭时间改为……

get it under control一切都在掌控中

keep the 8：30 start保留8：30开始

make the changes to the agenda修改日程

revise the agenda修改日程

send it out发送出去

shorten the lunch缩短午饭时间

start at……在……时候开始

the latest meeting agenda最新的会议日程

starting time开始时间

预订会议室　Booking a Meeting Room


时间


I'd like to book the room for next Wednesday.我要预订下个星期三的房间。

Do you have anything available from 3：00 to 4：15?从下午3：00到4：15有空房间吗？

If you can change the time to 2：30 to 3：45，you can have Conference Room 1.如果您能把时间改到下午2：30到3：45，您就可以使用第一会议室。


目的


We're having a conference reception.我们要举行一个会议招待会。

We plan on holding the seminar in the daytime and having a party in the evening.我们计划白天开研讨会，晚上举办晚会。


会议室大小


How many people do you need the room for?您需要能容纳多少人的房间？

It has the capacity to hold 200 people.这里能容纳200人。


会场


Do you need to reserve anything for the meeting?A projector, interactive whiteboard, video conferencing, etc?您需要为会议准备点东西吗，比如投影仪、互动白板、视频会议等？

We could use some flip charts.我们要用到一些活动挂图。

备用句

What date are you looking at?您想预订哪天的房间？

What time next Wednesday?下星期三的什么时候？

There is no empty meeting room that day.当天已经没有多余的会议室了。

There's enough room for everyone there.那里的空间足够安排所有的与会者。

Maybe we can borrow a room from the XY Firm.也许我们可以从XY公司借一间会议室。

Unfortunately, we don't have any rooms for nine people available at that time.很遗憾，那个时间段没有能容纳9个人的房间。


情景对话


对话场景：基思打电话订一间会议室，详细说明其需要。

句型重点：订会议室的说法。

Facilities Management：Can I help you?

Keith：I'd like to book a room, please.

订一间会议室

Facilities Management：OK. What date are you looking at?

Keith：I'd like to book the room for next Wednesday.

日期

Facilities Management：What time next Wednesday?

时间

Keith：Let's see. I've just got to check my notes here……yes, here it is.Do you have anything available from 3：00 to 4：15?

Facilities Management：How many people do you need the room for?

人数

Keith：Let me just do a quick check here，1，2，3，4，5，6，7，8……eight people. Oh, and me.That's nine people.

Facilities Management：Unfortunately, we don't have any rooms for nine people available at that time. If you can change the time to 2：30 to 3：45，you can have Conference Room 1.

会议室

Keith：That will work. Thanks a lot.

Facilities Management：Not a problem. Do you need to reserve anything for the meeting?A projector, interactive whiteboard, video conferencing, etc?

会议设施

Keith：Actually, we could use some flip charts.

Facilities Management：OK, we'll make sure they are in the room for your meeting.

译文

设备管理：有什么能为您效劳的吗？

基思：我要预订一个房间。

设备管理：没问题。您想要哪天的房间？

基思：我要预订下星期三的。

设备管理：下星期三的什么时候？

基思：让我想想。我得查一下我的笔记，啊……在这儿。下午3：00到4：15有空房间吗？

设备管理：您需要能容纳多少人的房间？

基思：我快速算一下，1，2，3，4，5，6，7，8，……8个人，哦，加上我，一共9个人。

设备管理：很遗憾，那个时间段没有能容纳9个人的房间。如果您能把时间改到下午2：30到3：45，您就可以使用第一会议室。

基思：这也行，谢谢你。

设备管理：没关系。您需要为会议准备点东西吗，比如投影仪、互动白板、视频会议等？

基思：实际上，我们要用到一些活动挂图。

设备管理：好的。我们会确保您的会议室里到时有这些东西。


Review


情景词汇

available可获得的

capacity容量

party晚会

projector投影仪

reserve预订

seminar研讨会

常用搭配

book the room for……预订……（日期）的房间

change the time to……把时间改到……

conference reception会议招待会

check my notes查一下我的笔记

flip charts活动挂图

do a quick check速算一下

video conferencing视频会议

会议服务　Meeting Services


会场设施


Do you have Internet access in the meeting rooms?会议室里可以上网吗？

The air-conditioner in Meeting Room 1 is broken.第一会议室的空调坏了。

We can provide audio and video services if they are required.如果需要的话，我们可以提供音响和录像服务。

You can use the business center if you need to make copies.如果你需要影印东西的话，可以去商务中心。


会场布置


I need to set up four flip charts in the corners of the room.我得在会议室的4个角落摆上4个活动挂图。

I also need to set up the interactive whiteboard, the projector and five laptops.我还需要设置互动白板、投影仪和5台手提电脑。

I've got to move the tables to form a horseshoe shape.我得去搬一下桌子，把它们摆成马蹄形状.

Can you decorate the venue in our company colors?你们可以用我们公司的标志色布置会场吗？

Can you provide background music?你们可以提供背景音乐吗？


餐饮服务


Tea and coffee will be provided over here at the bar.我们提供茶和咖啡，在吧台这里。

We will also provide some mid-morning snacks and cakes.我们还会提供上午茶的茶点和蛋糕。

A buffet will be served at 12：30 in the restaurant.在12：30餐厅将提供自助餐。

备用句

What services do you provide?你们能提供什么服务？

We need to confirm the lunch and afternoon break orders from catering.我们需要向餐饮公司确认一下午餐和下午茶的订单。

Will it be ready by the time the delegates arrive at 11：00?在代表们11：00到达之前，一切都能就绪吗？

We need to have IT confirm that the network points are working.我们需要IT部门确认网络点运行正常。

Do you know how to hook the laptop up to the projector?你知道如何把笔记本电脑和投影仪连接上吗？


情景对话


对话场景：萨莉和理查德落实开会前的各项准备。

句型重点：布置会议室的说法。

Sally：Is the room all set up for the conference today?会议室准备好了吗？

Richard：Nearly.I’ve just got a few things left to organize.

Sally：Will it be ready by the time the delegates arrive at 11：00?

开始时间

Richard：It should be. Perhaps you could help?

Sally：Sure. What would you like me to do?

Richard：We need to have IT confirm that the network points are working.

Sally：Anything else?

Richard：We also need to confirm the lunch and afternoon break orders from catering.

午餐和茶点

Sally：That won't take long. What else do you need?

Richard：I've got to move the tables to form a horseshoe shape and set up four flip charts in the corners of the room.

会议室的布置

Sally：Do you want me to request help from some of the assistants for that?

帮手

Richard：That would be helpful. I also need to set up the interactive whiteboard, the projector and five laptops.

放映设备

Sally：OK, I'll start with the phone calls and the assistants and then we'll go from there.

译文

萨莉：今天会议要用的房间都准备好了吗？

理查德：差不多了。还剩几件事没来得及组织。

萨莉：在代表们11：00到达之前，一切都能就绪吗？

理查德：应该没问题。也许你能帮些忙？

萨莉：没问题。你需要我做什么？

理查德：我们需要IT部门确认网络点运行正常。

萨莉：还有吗？

理查德：我们还需要向餐饮公司确认一下午餐和下午茶的订单。

萨莉：这不会花很长时间。你还需要我做些什么吗？

理查德：我得去搬一下桌子，把它们摆成马蹄状，然后在会议室的角落摆上4个活动挂图。

萨莉：那你需要我叫一些助理来帮忙吗？

理查德：那太好了。我还需要设置互动白板、投影仪和5台手提电脑。

萨莉：好的，那我会先打电话确认以及联系助理，然后我们就开始干活儿。


Review


情景词汇

hook把……接通

laptop笔记本电脑

venue场地

buffet自助餐

常用搭配

a horseshoe shape马蹄铁形

afternoon break下午茶

air-conditioner空调

background music背景音乐

business center商务中心

company colors公司的标志色

hook the laptop up to the projector把笔记本电脑连在投影仪上



in the corners of the room在房间的角落里

request help from sb叫某人来帮忙

network point网络点

start with the phone calls开始打电话

set up挂上

承办宴会　Catering


时间


Do you have a date in mind?您有具体日期吗？

We would like it to take place on December 12th from 5：00 PM to midnight.我们想在12月12号的下午5：00至午夜举行。


人数和预算


How many people should we plan for?我们需要准备多少人的？

What kind of budget are you working with?您的预算是多少？

Approximately$20 per person.大概人均20美元。


菜单


What sort of food would you like?你们需要哪种食物？

I'll send you a list of sample menus for you to choose from.我会先送一些样品菜单供您挑选。

What kind of refreshments do you offer?你们可以提供哪些饮料？

It will cost extra.这要额外收费。

备用句

Would you be available then?那个时段你们有空吗？

We'll be able to confirm the number closer to the date.临近日期时我们才能确定具体人数。

We provide a buffet.我们提供自助餐。

Just a light lunch.简便的午饭即可。

We usually offer tea, coffee and fruit juice.我们常提供的有茶、咖啡和果汁。

Can you provide champagne?你们能提供香槟酒吗？


情景对话


对话场景：斯蒂芬打电话给一家餐饮公司订圣诞年会餐。

句型重点：订会议餐的说法。

Receptionist：Fancy Foods, Incorporated. This is Amy.How can I help you?

Stephen：Hi, Amy. This is Stephen calling from Brilliant Designs.I'm calling to inquire about your catering services.

Receptionist：Yes, what kind of event are you inquiring about?

什么活动的餐？

Stephen：It's about our annual staff Christmas party. Receptionist：Do you have a date in mind?

日期

Stephen：Yes, we would like it to take place on December 12th from 5：00 PM to midnight. Would you be available then?

Receptionist：You're in luck. We are available.How many people?

人数

Stephen：Approximately 200 people. We'll be able to confirm the number closer to the date.

Receptionist：That's not a problem. What kind of budget are you working with?

人均标准

Stephen：Approximately$20 per person.

Receptionist：OK, that's great. I'll send you a list of sample menus for you to choose from and then I can set up a meeting for us to finalize the menu.

菜单

Stephen：That's great. I look forward to reviewing the sample menus.Thanks！

译文

接待员：美味食物公司。我是埃米，请问您需要什么帮助？

斯蒂芬：埃米，你好，我是杰出设计公司的斯蒂芬。我打电话是询问关于餐饮服务方面的事情的。

接待员：好的，您要咨询什么样的活动餐？

斯蒂芬：是我们公司的员工年度圣诞晚会。

接待员：您知道具体日期吗？

斯蒂芬：是的，我们想在12月12号的下午5：00至午夜举行。那个时段你们有空吗？

接待员：您很幸运，我们能为您服务。晚会有多少人参加？

斯蒂芬：大约200人吧。临近日期时我们才能确定具体人数。

接待员：没问题。那您的预算是多少？

斯蒂芬：大概人均20美元。

接待员：好的。我会先送一些样品菜单供您挑选，然后再安排一下我们之间的会谈，确定最终的菜单。

斯蒂芬：好的。我期待见到样品菜单。谢谢！


Review


情景词汇

champagne香槟酒

extra额外费用

menu菜单

midnight午夜

常用搭配

annual staff Christmas party员工年度圣诞晚会

catering service餐饮服务

closer to the date临近日期时

confirm the number确定具体人数

light lunch简便的午饭

take place on……在……举行

参加会议　Attending Conferences

开场致辞　The Opening Remarks


开场白


Thank you all for coming this morning.谢谢大家今天上午能来。

I’m very pleased to welcome Mr A.我非常高兴，欢迎A先生。


介绍主讲人


I'd like to introduce you to Ms B.我想向大家介绍一下B女士。

In addition to being an author, he's also well-known in the education field as a prestigious teacher.他不仅是一位作家，还是一位德高望重的老师，在教育领域享有盛名。

She has won many awards for her charity work.她已经因为慈善事业而荣获了许多褒奖。

As you already know, Mr D is famous around the world for his ability to……正如大家所知，D先生以……的能力而闻名世界。

I'm sure we all appreciate what Ms E has given to the business world.我敢说我们都很赞赏E女士为商界所做的一切。


请出主讲人


Please help me in giving a warm welcome to Ms Scardino.下面请大家和我一起热烈欢迎斯卡尔迪诺女士的到来。

So without further ado, I'll pass the microphone over to Mr Charmer.那么，无须多言，我这就将话筒交给查玛先生。

备用句

Our first speaker is Mr C.我们的第一位发言者是C先生。

I'm sure many of you have been waiting a long time for this.我敢肯定在座各位都对此刻期待已久了。

I'm very pleased to welcome Mr J, the chief designer of Imagination and atrue master in the field of animation.让我们邀请想象公司创意总监、动画界真正的大师J先生。

I'd like to introduce Ms A, recently-appointed Vice President of ABC.我来为你们介绍A女士，ABC公司新任命的副总裁。

Let's put our hands together in welcoming none other than Mr Holmes himself to the stage.下面让我们以热烈的掌声欢迎福尔摩斯先生上台。


情景对话


对话场景：演讲开始前，主持人首先对来宾表示欢迎，然后介绍演讲者，最后请出演讲者。

句型重点：主持会议的开场白，介绍演讲者。

1

I'm very pleased to welcome Mr Jeremy Charmer, author of Making it Big in Educational Publishing. In addition to being an author, he's also well-known in the education field as a prestigious teacher, teacher trainer and publisher.I'm sure many of you have been waiting a long time for this, so without further ado, I'll pass the microphone over to Mr Charmer.

介绍一位作家，兼教师、教师培训师和出版人

2

Welcome to sunny California everyone. I'd like to introduce you to the newly appointed Chief Executive Officer of Scardino Services, Ms Margaret Scardino.Before becoming CEO of Scardino Services, Ms Scardino headed up the Financial Department of the Chicago Tribune, served on the board for Kraft Foods and was Vice President for Hobby Art, Incorporated.In addition, Ms Scardino has won many awards for her charity work.Please help me in giving a warm welcome to Ms Scardino.

介绍一位新上任的首席执行官，以及她的简历和成就

3

Thank you all for coming this morning, despite the train strikes and bad weather. Our first speaker, Mr Louis Holmes, as you already know, is famous around the world for his ability to adapt easily to the many different situations he finds himself in.You may know him from his book, Working in China, from his documentary, I don't understand, or from his weekly business column in the Asian Times.As international businessmen and businesswomen ourselves, I'm sure we all appreciate what Mr Louis Holmes has given to the business world.Let's put our hands together in welcoming none other than Mr Louis Holmes himself to the stage.

介绍一位资深的经济专栏作家

译文

1

我非常高兴，欢迎杰里米·查玛先生的出席，他是《做大教育出版业》一书的作者。他不仅是一位作家，还是一位德高望重的、在教育领域享有盛名的老师、教师培训师和出版商。我敢肯定在座各位都对此刻期待已久了。那么，无须多言，我这就将话筒交给查玛先生。

2

欢迎大家来到阳光灿烂的加利福尼亚。我想向各位介绍一下斯卡尔迪诺服务公司的新任首席执行官，玛格丽特·斯卡尔迪诺女士。在担任斯卡尔迪诺服务公司的首席执行官之前，斯卡尔迪诺女士曾负责过《芝加哥论坛报》的财务部门，在卡夫特食品公司董事会任过职，并担任过兴趣艺术公司的副总裁。除此之外，斯卡尔迪诺女士还因为慈善事业而荣获过许多褒奖。下面请大家和我一起热烈欢迎斯卡尔迪诺女士的到来。

3

尽管有铁路罢工和恶劣天气的影响，大家依然能够出席今天上午的会议，

对此我深表感谢。我们第一位发言者是刘易斯·福尔摩斯先生。正如大家所知，福尔摩斯先生以能轻松适应他所处的多种不同境遇的能力而闻名世界。从他的著作《在中国工作》、纪录片《我不明白》，或《亚洲时代周刊》的每周专栏中，大家或许能了解福尔摩斯先生。作为国际商务人士，我敢说我们都很赞赏刘易斯·福尔摩斯先生为商界所做的一切。下面让我们以热烈的掌声欢迎刘易斯·福尔摩斯先生上台。


Review


情景词汇

adapt适应

documentary纪录片

prestigious享有盛名的

situation境遇

常用搭配

be well-known in the……field在……领域享有盛名

charity work慈善事业

give a warm welcome to sb热烈欢迎某人

head up负责

incorporated（有法人地位的）公司

newly appointed新任命的

none other than sb himself某人本人

pass the microphone over to sb将话筒交给某人

teacher trainer教师培训师

weekly column每周专栏

welcoming sb to the stage欢迎某人上台

win many awards for sth因为某事而荣获许多褒奖

without further ado无须多言

介绍议程　An Introduction to an Agenda


开场白


Thank you very much for braving the frigid weather this morning in order toattend our conference.感谢大家不畏严寒，前来参加我们今天上午的大会。

Today we are excited to present you with a number of round table discussions.今天我们很高兴能为大家展示一系列的圆桌讨论会。


介绍会议主要内容


Not only will you learn about……，but you will also have a chance to……从中你们不仅能了解到……，而且还能有机会……。

Our goal is to provide you with the tools and contacts you need.我们的目标是给大家提供所需工具及交流机会。

In a moment we will go through the agenda with you.稍后，我将向大家介绍一下日程。

I thought I would explain the important things to you.我有几件重要的事情要向大家说明一下。

If you look at your agenda, you will notice that we have……如果大家看一下手中的日程，就会注意到我们有……

From 10：00 to 1：00，you will have a presentation and two round-table discussions.从10：00到1：00你们将有一场展示和两次圆桌讨论会。

备用句

We are happy you have all come out for our training workshop.你们都能参加我们的培训研讨会，我们感到非常高兴。

First on our program is……首先发言的是……

Today we'll hear a short presentation from one of our members.今天我们首先来听我们的一个成员做个简短的陈述。

Now, the first item on the agenda is the discussion on the……现在，议程第一项是关于……的讨论。


情景对话


对话场景：大会开始前，主持人首先致欢迎词，然后介绍会议主要内容以及会场服务。

句型重点：主持会议的开场白和相关介绍。

Thank you very much for braving the frigid Canadian weather this morning in order to attend our Annual Internet World Conference.

欢迎词

Today we are excited to present you with a number of round table discussions and presentations by key Internet gurus. Not only will you learn about what is happening with the Internet in businesses today, but you will also have a chance to discuss what your own businesses are planning on doing with e-marketing in the future.

大会内容

Our goal is to provide you with the tools and contacts you need in order to maximize your business plans for the Internet. Whether you are new to the world of the web or an old hat, you will all have something to share.

会议目的

In a moment we will go through the agenda with you, but before that, I thought I would explain the important things to you. Firstly, if you all look behind you, you will notice that there are coffee and food stands behind you.Feel free to get up and help yourself whenever you need a bit of a top-up.Secondly, the bathrooms are located in front of the registration tables that you passed on the way in.If you need help with anything today, just ask anyone with a blue“Internet World”T-shirt.They will help you.

茶点、卫生间、服务生

Now, if you look at your agenda, you will notice that we have a keynote speaker up in fifteen minutes. From 10：00 to 1：00，you will have a presentation and two round-table discussions.Lunch is at 1：00 in the ballroom.From 2：00 to 5：00，you will have another presentation and two more round-table discussions.Before the keynote speaker starts at 9：30，please help yourself to some coffee and some pastries in the back.Enjoy your day！

会议议程

译文

感谢大家不畏加拿大的寒冷天气，前来参加我们今天上午的年度互联网世界大会。

今天我们很高兴能邀请到互联网领域的关键人物，来给大家主持一系列的圆桌讨论会和演讲。从中你们不仅能了解到当今互联网在商业中已经发挥的作用，而且还能有机会对各自企业未来的电子营销规划进行探讨。

我们的目标是给大家提供所需工具及交流机会，以便大家能将有关因特网的商业计划最大化。不管你是刚进入互联网世界的新人，还是老手，肯定都会有些东西能够和大家共同分享。

稍后，我将向大家介绍一下会议的日程，但在这之前，我有几件重要的事情要向大家说明。首先，如果大家转过身，可以看到你们身后有一些咖啡和食品摊。大家需要补充些食物、饮料时，可以随意站起来自行取用。其次，洗手间就在你们来时经过的登记处的前面。如果你今天需要什么帮助，只需询问身着印有蓝色“互联网世界”的T恤的人。他们会帮助你。

那么现在，如果大家看一下手中的日程，就会注意到我们有一位主要发言人会在15分钟后到场。从10：00到1：00有一场演讲和两次圆桌讨论会。1：00在宴会厅享用午餐。下午2：00到5：00还将有一场演讲和两次圆桌讨论。在9：30主要发言人开始之前，大家请随意到后面用些咖啡和茶点。祝您愉快！


Review


情景词汇

contact交流机会

goal目标

gurus大师，高手

registration登记

tool工具

常用搭配

attend conference参加大会

ballroom宴会厅

be new to the world of……刚进入……世界的新人

braving the frigid weather不畏严寒

have something to share有些东西能分享

help yourself随意自行取用

keynote speaker主要发言人

learn about……了解到……

old hat老手

pastry点心

present sb with sth向某人展示某物

provide sb with sth向某人提供某物

registration table登记处

round-table discussion圆桌讨论

top-up（续杯的）饮料

介绍报告主题　An Introduction to a Presentation


介绍主题


Today I'm going to give you an introduction to our new Swedish Kitchen series.今天我要向大家介绍一下我们新推出的瑞典厨房系列。

Now today I'm going to talk to you about our company.今天我要向大家介绍一下我们的公司。


介绍过程


First I'm going to give you an overview of our target audience.首先，我将向大家概述一下我们的目标客户。

Then, I'll show you a short video showing you the new series.然后，我将通过一个简短的视频向您展示一下我们的新产品系列。

Finally, I will talk to you about the production and costs of the series.最后，我会向大家介绍一下我们这个系列的生产工艺和成本费用。

After that, I will allow time for questions.在此之后，我会留出时间供大家提问。

Do feel free to ask questions as we go along.在我的介绍过程中，大家可以随意提问。

I'm going to start by giving you a brief overview of our history.首先我会简要概述一下我们公司的历史。

I will then go on to talk about our company's philosophy.然后我会继续谈谈我们公司的理念。

备用句

I've prepared a handout for everyone. Please take one and pass it along.我已经为每个人准备了一份材料。请拿一份，接着向后传。

The topic of my presentation today is a brief introduction to our company.我今天陈述的主题是简单介绍一下我们公司。

My talk will only take about ten minutes.我的讲话只需10分钟左右。

After my talk there'll be time for a discussion and any questions you may have.我讲完之后是大家的讨论和提问时间。

If you have questions while I am presenting, please feel free to interrupt.如果在我讲的过程中你们有什么问题，请随时打断来提问。


情景对话


对话场景：展示会开始前，主讲人介绍自己的演讲主题和内容。

句型重点：概述展示会的演讲主题，调动听众积极性。

1

My name is David and I'm the Marketing Manager for the Kitchen Department. Today I'm going to give you an introduction to our new Swedish Kitchen series.First I'm going to give you an overview of our target audience.Then, I'll show you a short video showing you the new series.Finally, I will talk to you about the production and costs of the series.After that, I will allow time for questions, but do feel free to ask questions as we go along.Before I begin, I'd like to see a show of hands for people who are familiar with our new Swedish Kitchen series……not bad.Now how many of you think you would like to purchase the new Swedish Kitchen series?……A few of you.OK, if you don’t have any questions, I think I’ll begin.

介绍新款瑞士厨房设备

2

My name is Bill Thompson and I'm the Vice President of Toys for Boys, Incorporated. Now today I'm going to talk to you about our company.I'm going to start by giving you a brief overview of our history, which goes back fifty years.I will then go on to talk about our company's philosophy.After that, I will show you how the brand has changed in the last fifty years.You'll have to pay attention there, as I will then give you a quick quiz about that！When we’re finished with the quiz, I’m going to show you a fantastic video that was produced last year so you can listen to people who work at Toys for Boys, including factory workers, marketing assistants, creative design managers, advertising executives and our very own Chief Executive Officer and President（my father）of Toys for Boys.We’ll end with a quick tour of the creative design department where you can vote on for your favorite design for one of our new toys, to be launched just in time for Christmas this year.Now, if you don’t have any questions, feel free to help yourself to some beverages and I’ll get started.

介绍公司及品牌

译文

1

我叫戴维，是厨房部门的营销经理。今天我要向大家介绍一下我们新推出的瑞典厨房系列。首先，我将向大家概述一下我们的目标客户。然后，我将通过一个简短的视频向您展示一下我们的新产品系列。最后，我会向大家介绍一下我们这个系列的生产工艺和成本费用。在此之后，我会留出时间供大家提问，但在我的介绍过程中，大家可以随意提问。那么在开始之前，我想看看有多少人了解我们的新瑞典厨房系列……哦，还可以。现在你们中有多少人愿意购买新的瑞典厨房系列呢？……哦，有一些人。好吧，如果你们没有任何问题的话，我想我可以开始了。

2

我是比尔·汤普森，男孩玩具公司的副总裁。今天我要向大家介绍一下我们的公司。首先我会简要概述一下我们公司的历史，它可以追溯到50年前。然后我会继续谈谈我们公司的理念。之后，我将向大家展示在过去的50年中我们的品牌经历的变化。这部分你们得注意了，因为之后我会让大家做一个快速小测验！测验完后，我将向大家展示我们去年制作的一个精彩的视频，其间你们会听到在男孩玩具公司的工作人员是如何看待“男孩玩具公司”的，从工厂工人、营销助理、创意设计经理、广告经理到男孩玩具公司的首席执行官兼主席（我的父亲）。最后，我们将快速参观一下创意设计部门，您可以为您最喜欢的新玩具的设计投票，这批新玩具将在今年圣诞节推出。现在，如果你们没有其他问题，请随意取些饮料，我就开始我的演讲了。


Review


情景词汇

favorite最喜欢的

philosophy理念

purchase购买

quiz测验

常用搭配

a quick quiz快速小测验

a quick tour of……快速参观……

a show of hands举手表态

allow time for questions留出时间供提问

brief overview简要概述

creative design创意设计

end with……以……结束

favorite design最喜欢的设计

give you an introduction to向你介绍……

go back fifty years追溯到50年前

launch just in time for……正当……时推出

vote on……为……投票

give you an overview of……向你概述……

kitchen series厨房系列

talk to you about……向你介绍……

求职和面试　Job Interview

招聘　Recruitment


询问招聘事宜、表达求职意向


I sent in an application last week for a job as a secretary.上周我寄过一份申请，想申请秘书的职位。

I'd like to know if you've had time to look at my application.我想知道你们是否看过我的申请。

I heard that you might have a Marketing Executive position available.我听说贵公司的营销经理职位或许有空缺。

I'm really keen to get into the marketing department.我非常希望能够进入营销部。

Thank you so much for your time.非常感谢您。


职位说明


Unfortunately, we've already filled that position.非常遗憾，那个职位我们已经有人了。

We do have a few other positions available.我们还有一些其他空缺职位。

We are looking for a secretary in the Marketing Department.现在我们需要一名市场部的秘书。

We've got a one-year contract for the position as a……我们在招一名只有一年合约的……职位。

I can send you the job profiles and application forms.我会给你寄去几份职务说明书和申请表。

If you have any questions, feel free to contact me and I can help you out.如果你有任何问题，可以随时联系我，我会帮助你的。

备用句

I saw in the paper that you've got an opening for an assistant in your Administration Department.我从报纸上获悉，您的行政部门空缺一个助理职位。

I would consider all the positions.所有的职位我都会考虑的。

Actually the position's filled now.事实上这个职位已经有人了。

We have had a lot of applications, but we are interested in yours.我们收到了很多申请，不过我们对你的申请比较感兴趣。

We've got a temporary marketing assistant job.我们在招一名临时的营销助理。

Can you come in for an interview next week?下周你能来面试吗？


情景对话


对话场景：埃里克打电话到一家公司询问招聘事宜。接待人告诉他有3个职位空缺，埃里克表示都想试试。

句型重点：打电话询问招聘事宜。

Holly：ABC Publishing House, this is Holly speaking. How can I help you?

Eric：I heard that you might have a Marketing Executive position available.

有空缺职位吗？

Holly：Unfortunately, we've already filled that position. We do have a few other positions available in the Marketing Department if you are interested.

已经有人了

Eric：Which positions are available?

Holly：We've got a temporary marketing assistant job, a full-time marketing assistant job, and a one-year contract for the position as a Personal Assistant for the E-Marketing Director.

还有其他3个空缺

Eric：Well, I'm keen to get a full-time position, but I would consider all the positions as I'm really keen to get into the marketing department.

都可以考虑

Holly：OK, I can send you the job profiles and application forms. Could I have your address?

先填表登记

Eric：Could you send it by e-mail?

Holly：Sure, if you prefer.

Eric：My e-mail address is ericinchina@bmail. com.

发e-mail

Holly：OK, the application forms are fairly straightforward, but if you have any questions, feel free to contact me and I can help you out.

Eric：That's great. Thank you so much for your time.

译文

霍利：这里是ABC出版社，我是霍利。有什么我能为您效劳的？

埃里克：我听说贵公司的营销经理职位或许有空缺。

霍利：非常遗憾，那个职位我们已经有人了。但如果你感兴趣的话，营销部其他职位还有空缺。

埃里克：有哪些职位呢？

霍利：我们在招一名临时的营销助理、一名全职的营销助理，以及一名只有一年合约的电子营销总监的私人助理。

埃里克：嗯，虽然我非常想得到一份全职的工作，但我很希望能够进入营销部，所以所有的职位我都会考虑的。

霍利：好的，我会给你寄去这几份工作的职务说明书和申请表。你的地址是？

埃里克：能通过电邮发给我吗？

霍利：当然，如果你愿意的话。

埃里克：我的邮箱地址是ericinchina@bmail.com。

霍利：好的。申请表很简单明了，但是如果你有任何问题，可以随时联系我，我会帮助你的。

埃里克：太好了。非常感谢。


Review


情景词汇

application申请表

consider考虑

profile简介

temporary临时的

常用搭配

a full-time job（position）全职工作

one-year contract一年合约

a temporary job临时工作

application form申请表

be keen to……对……有兴趣

fill that position职位已满

have a position available in the……

if you prefer如果你愿意的话

department在……部门还有空缺职位

job profile职务说明书

marketing assistant营销助理

straightforward简单明了

面试现场　The Interview


介绍面试程序


First we'll go over the details of the job.首先我们会谈一谈工作的具体细节。

Then we’ll give you a short test.然后我们会让你做个简短的测试。


职位说明


Did you have any questions about the job profile?关于职务说明，你有疑问吗？

I was just wondering who I would report to and where this position sits in the company.我只是想知道我的顶头上司是谁，以及这一职位在公司处于什么位置。

The Marketing Manager would supervise you.营销部经理会直接领导你。

The position of Marketing Assistant would report to the Marketing Manager.营销助理职位由营销经理负责。

It just means that the Director and VP may ask you to assist them if they need.这就意味着，当总监和副总裁需要的时候，他们可以要求你来协助他们的工作。

备用句

We'll discuss the test and any other outstanding questions.我们会就这个测试和其他突出的问题进行讨论。

What does that mean exactly?您能说具体点儿吗？

I see.明白了。

I think I'm ready for the test.我想我准备好测验了。


情景对话


对话场景：梅利莎参加面试。在进入正式提问前，她请面试官讲解她要应聘的职位。

句型重点：关于职位描述的说法。

Ian：Thanks for coming in today. Was it difficult to find?

寒暄

Melissa：No, it was pretty straight-forward.

Ian：There are three parts to the interview today. First we'll go over the details of the job, then we'll give you a short test and then we'll discuss the test and any other outstanding questions.So, have you seen the job profile?

开始。面试官介绍面试的3个步骤

Melissa：Yes, the agency sent me a copy.

Ian：Great. Did you have any questions about the job profile?Melissa：Yes, I did actually.I was just wondering who I would report to and where this position sits in the company.

关于职位还有疑问

Ian：Well, the position of Marketing Assistant would report to the Marketing Manager, but would have a dotted line to the Director and Vice President of the Marketing Department.

面试官进一步解释职位

Melissa：What does that mean exactly?

Ian：It just means that the Director and VP may ask you to assist them if they need, but that the Marketing Manager would supervise you.

上下级关系

Melissa：I see.

Ian：If you don't have any further questions, then I think we'll have you start the test. Do you have any questions?

下面开始提问

Melissa：No, I think I'm ready for the test.

译文

伊恩：谢谢你今天能够来面试。这个地方难找吗？

梅利莎：不，很容易就找到了。

伊恩：今天的面试有3部分。首先我们会谈一谈工作的具体细节，然后我们会让你做个简短的测试，之后我们会就这个测试和其他突出的问题进行讨论。你看过工作简介了吗？

梅利莎：是的，看过了，职业介绍所给了我一份复印件。

伊恩：好的。关于职务说明，你还有什么疑问吗？

梅利莎：是的，我确实有疑问。我只是想知道我的顶头上司是谁，以及这一职位在公司中处于什么位置。

伊恩：嗯，营销助理职位由营销经理负责，但有时也会与营销总监和副总裁有工作往来。

梅利莎：您能说具体点儿吗？

伊恩：具体说就是，当营销总监和副总裁需要的时候，他们可以要求你来协助他们的工作，但营销经理会直接领导你。

梅利莎：明白了。

伊恩：如果你没有其他问题的话，我们就开始测验了。你还有问题吗？

梅利莎：没有了，我想我准备好测验了。


Review


情景词汇

agency职业介绍所，中介公司

supervise领导

常用搭配

a short test简短的测试

have a dotted line to sb与某人有工作往来

go over the details of the job谈一谈工作的具体细节

outstanding question突出的问题

report to sb向某人汇报，接受某人领导

自我介绍　Introducing Yourself


表示感谢


Thank you for giving me this opportunity. I appreciate it very much.谢谢您给我这个机会。我非常珍惜它。


介绍学历


My undergraduate degree was in linguistics.我的本科学位是语言学。

I am a graduate of……，with an MBA Degree in……我毕业于……大学，拥有工商管理学硕士学位，主修……


介绍从业经历和能力


Let me quickly highlight some of my relevant experiences.请让我简要叙述一下我的相关工作经历。

After university, I went on to……大学毕业后，我继续……。

I have experience in the field……of over……years, which includes experience with both domestic and international companies.我在……领域有……年的工作经验，曾就职于国内和国际公司。

I have eight years experience with ABC.我曾在ABC公司工作了8年。

I learn quickly.我善于学习。

I understand how a designer works.我理解设计师的工作方式。

I am comfortable working under deadlines.我能胜任有时间限定的工作。


表达理念和意愿


I would like to apply for the position of……我有意申请……职位。

I believe in the same things that your company believes in.我和贵公司有着相同的理念。

备用句

Why are you interested in our company and this particular position?你为什么对我们公司和这个职位感兴趣呢？

Have you had any experience working under pressure and within tight schedules?你有没有在压力大、进度紧张的情况下工作的经历？

What about experience working with others?你在和其他人合作方面的经验怎么样？

It was then that I knew that I wanted to work in……就在那时候，我知道了我想在……工作。

We did a lot of group work both in university and at my previous company.

我在大学和我以前的公司都有过许多团队合作的经验。

In addition, as a……，I'm familiar with……此外，作为一个……，我还相当熟悉……。

I have always had a keen interest in design work.我对设计工作一直都很感兴趣。


情景对话


对话场景：马歇尔在面试现场做自我介绍。他分别从几个方面向面试官证明：我就是你们要找的人。

句型重点：面试中自我介绍的说法。

My name is Marshall Manson and I have over ten years experience in the marketing field, which includes experience with both domestic and international companies. Not only have I worked in marketing for years, but for nine years, I worked for educational publishing houses like yours.In addition, as a native French speaker who has studied a number of languages, I'm familiar with the language books that your company and your competitors produce.

工作经验：能力全面，具备职位要求

I'm interested in working for your company because I believe in the same things that your company believes in. Education is something everyone should invest in.In this day and age, it is especially important for everyone to learn English or another foreign language.Without my education or foreign language skills, I don't know where I would be.

希望来此工作的原因：和公司有共同的理念

But it's more than just my interest in learning that makes me a suitable candidate for this job. My undergraduate degree was in linguistics, where I learned first-hand the struggles that all language students go through.After university, I went on to teach English to students in Beijing.It was then that I knew that I wanted to work in education.But after a few years as a teacher, I found that I was quite interested in ethical marketing and went back to school to do a further degree in marketing.I eventually worked my way into a job as a marketer for a major educational publishing house.

学习和奋斗经历：事业目标明确

I'm a hardworker. I'm competent.I'm experienced.And if you give me the opportunity to join your team, I think I would be a key employee in your department.Thank you very much for giving me the opportunity to come in and talk to you today.

工作态度：积极肯干

译文

我叫马歇尔·曼森，在营销领域有10多年的工作经验，曾就职于国内、国际公司。除了在营销领域有多年的经验外，我也曾在像贵公司这样的教育出版社工作过9年。此外，作为一个以法语为母语且学习了其他若干种语言的人，我还相当熟悉贵公司和你们的竞争对手们出版的语言类书籍。

我对为贵公司工作很感兴趣，因为我们有着相同的理念。教育是每个人都应该投资的事业。在当今时代，学会英语或其他一门外语对每个人都尤为重要。如果不是接受了教育和懂得外语，我就不知道我能在哪里立足。

对学习的兴趣并不是我能成为这份职位的合适人选的唯一理由。我的本科学位是语言学，我亲身体验了学语言的学生们所要经历的一切困难。大学毕业后，我在北京教英语。就在那时候，我知道了我想在教育领域工作。但是当了几年老师后，我发现自己对伦理营销很感兴趣，因此我又回到学校进修营销方面的学位。最终，我进入了一家大型教育出版社工作，开始了我在营销领域的职业生涯。

我勤奋能干，也有着丰富的经验。如果有机会加入你们的团队，我想我会成为部门中重要的一员。非常感谢今天您给我这次机会来面试并与您交谈。
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情景词汇

competent能干的

experienced经验丰富的

opportunity机会

常用搭配

domestic company国内公司

international company国际公司

believe in信仰

foreign language skills外语技能

suitable candidate合适人选

undergraduate degree本科学位

learn first-hand亲身体验

do a further degree in marketing进修营销方面的学位

hard-worker勤奋的工作者

join your team加入你们的团队

key employee重要的一员

工资谈判　Salary Negotiation


说明工资及福利


Could you give me some information about the salary and benefits package?你能给我透露一些关于工资和福利待遇的信息吗？

We'd like to offer you the job.我们想把这个职位给你。

The salary is set at 30，000 pounds.工资定为30，000英镑。

The benefits package includes health insurance, dental insurance, a pensionplan, a yearly 20%bonus, and a company car.福利待遇包括医疗保险、牙科保险、退休金计划、每年20%的奖金以及公司配备的一辆汽车。


谈判


Are you willing to negotiate on the salary?你愿意再协商一下工资吗？

To be honest, it isn't quite what I was expecting.说实话，这并不是我所期待的。

How about 34，000 pounds to start?起薪定为34，000英镑怎么样？

It is in line with what our general managers earn.这是根据我们一般管理人员的工资水平而定的。

I think we can manage 33，000 pounds for a starting salary.我想起薪我们只能定到33，000英镑。

There is some room for negotiation.还有商讨的余地。

备用句

Have you had a chance to go through the contract yet?你看过我们的合同了吗？

I did have a few questions about the compensation and benefits package.我确实有几个关于薪酬和福利的问题。

Is the salary negotiable at all?薪资有没有商量的余地？

When would it be possible to review the salary?什么时候可能会对薪资进行评估？


情景对话


对话场景：埃里克被一家公司录取。他和公司的人力资源负责人谈工资和福利。

句型重点：关于工资和福利的说法。

Stephanie：Hi, Eric. It's Stephanie calling from EZ Management Corporation.

Eric：Hi, Stephanie. It's great to hear from you.How are you?

Stephanie：Fine, thank you. The reason I'm calling is because we've got good news for you.We'd like to offer you the job.

你被录用了

Eric：That's great news！Now, we haven't discussed the salary yet. Could you give me some information about the salary and benefits package?

工资福利还没谈

Stephanie：The salary is set at 30，000 pounds and the benefits package includes health insurance, dental insurance, a pension plan, a yearly 20%bonus, and a company car.

工资是……，福利有……

Eric：I see. Are you willing to negotiate on the salary?To be honest, it isn't quite what I was expecting.

还能谈吗？

Stephanie：It is in line with what our general managers earn, but there is some room for negotiation.

有一点点空间

Eric：How about 34，000 to start, with a review of my salary after my probation period?

我希望是……

Stephanie：I think we can manage 33，000 for a starting salary and we can definitely review your salary after your probation period. Of course, you will have to be prepared to work some overtime.

可以给你……，不过就得多加班

Eric：That goes without saying. When shall I start?

没问题

译文

斯蒂芬妮：你好，埃里克。我是斯蒂芬妮，EZ管理公司。

埃里克：你好，斯蒂芬妮。接到你的电话我很高兴。你好吗？

斯蒂芬妮：我很好，谢谢你。我打电话是因为要告诉你一个好消息。我们想把这个职位给你。

埃里克：这真是个好消息！但我们现在还未协商工资。你能给我透露一些关于工资和福利待遇的信息吗？

斯蒂芬妮：工资定为30，000英镑，福利待遇包括医疗保险、牙科保险、退休金计划、每年20%的奖金以及公司配车。

埃里克：我明白了。你愿意再协商一下工资吗？说实话，这并不是我所期待的。

斯蒂芬妮：这是根据我们一般管理人员的工资水平而定的，但还是有商量的余地。

埃里克：起薪定为34，000英镑怎么样？在我的试用期结束后，我们再来评审一下我的薪水。

斯蒂芬妮：我想起薪我们只能定到33，000英镑，你的试用期结束后我们肯定会对薪水进行审核的。当然，你也得做好加班的准备。

埃里克：这还用说。我什么时候到岗？
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情景词汇

benefit福利

dental牙科

earn挣得

pension养老金

room空间，余地

probation试用期

manage设法做到

常用搭配

offer you the job把这个职位给你

discuss the salary协商工资

health insurance医疗保险

dental insurance牙科保险

pension plan养老金计划

yearly 20%bonus每年20%的奖金

company car公司配车

be willing to do……愿意……

negotiate on the salary协商工资

be in line with……根据……而定

34，000 to start起薪34，000

probation period试用期

starting salary起薪

be set at 33，000 pounds定到33，000英镑

That goes without saying.这还用说。

薪酬和福利　Compensation and Benefits


讨论薪资


It's quite a competitive salary for a starting position in this field.对于这个领域的初始职位，这个薪资相当有竞争力。

We have reviews every six months which is always a good chance to discuss your salary with your boss.我们每6个月会进行一次考核，这是与你的老板讨论薪水的一个大好时机。

At least once a year, your pay will increase in line with inflation.每年至少一次，你的工资会随着通胀上调。


讨论福利


How about the dental care?Is it free?那牙齿护理呢？是免费的吗？

It only costs$5 a month for the basic package.每月花5美元就能获得基本护理。

It does cost a bit extra for that.你需要额外支付一点儿钱。

Does the private health insurance cover dependents and spouses?个人医疗保险包括家属及配偶的吗？

I'd like to know if you offer employees sick leave.我想知道你们这里的员工是否可以休病假。

Employees can take up to ten days of sick leave per year.员工每年有10天病假。

There's nothing in the contract about housing allowance.合同里没有提到住房津贴。

We've had to add that to the contract.我们必须要把这一条写进合同。


情景对话


对话场景：阿梅莉亚找到人力资源部的保罗，询问薪金和医疗福利。

句型重点：关于加工资和医疗福利的说法。

Paul：Have you had a chance to go through the contract yet?

Amelia：Yes, but I did have a few questions about the compensation and benefits package.

Paul：OK, ask away.

Amelia：First of all, is the salary negotiable at all?

工资还可以谈吗？

Paul：Not really. It's quite a competitive salary for a starting position in this field.

Amelia：OK, well, when would it be possible to review the salary?

什么时候涨工资？

Paul：We have reviews every six months which is always a good chance to discuss your salary with your boss. In addition, at least once a year, your pay will increase in line with inflation.

Amelia：That sounds promising. How about the dental care?Is it free?

牙医费用？

Paul：It's not free, but it only costs$5 a month for the basic package.

Amelia：That's very reasonable. Does the private health insurance cover dependents and spouses?

医疗费？

Paul：Yes, but it does cost a bit extra for that. Again, it's not much.Maybe$20 per person per month?I can get the details out for you if you are interested.

Amelia：Yes, that would be great. Thank you.

译文

保罗：你看过我们的合同了吗？

阿梅莉亚：看过了，但是关于薪酬和福利我有几个问题。

保罗：好的，你问吧。

阿梅莉亚：首先，工资有没有商量的余地？

保罗：不太可能。对于这个领域的初始职位，这个薪资相当有竞争力。

阿梅莉亚：好吧，那么，什么时候可能会对薪资进行评估？

保罗：我们每6个月会进行一次考核，这是与你的老板讨论薪水的一个大好时机。此外，每年至少一次，你的工资会随着通胀上调。

阿梅莉亚：听起来不错。那牙科护理呢？是免费的吗？

保罗：不是免费的，但你每月只要花5美元就能获得基本的护理。

阿梅莉亚：这还挺合理。那么个人医疗保险包括家属及配偶的吗？

保罗：包括，但是你需要额外支付一点儿钱。当然，也不会太多。每人每月大概20美元吧。如果你感兴趣的话，稍后我会给你一些详细资料。

阿梅莉亚：那太好了，谢谢您。
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情景词汇

salary工资

negotiable可商量的

competitive有竞争力的

appraisal评价，估价

promising有希望的

常用搭配

have a few questions about……关于……有几个问题

compensation and benefits package薪酬和福利包

ask away你问吧

Not really.不太可能。

starting position初始职位

every six months每6个月

be a good chance to do……做……的大好时机

increase in line with inflation随着通胀上调

dental care牙科护理

dependents and spouses家属及配偶

health insurance医疗保险

cost a bit extra额外支付一点儿钱

新工作　New Job


工作状况


How's your new job going?你的新工作怎么样？

What company are you working for?你在哪家公司工作？

How are the people you work with?你的同事都怎么样？

Do you work regular hours?工作时间固定吗？

I work forty hours a week over four days.我一周工作40个小时，4天以上。

I’ve just started my own company.我刚刚创办了自己的公司。

That's the only downside really.这就是唯一的缺点了。

It can’t all be perfect.事情不可能十全十美。

If anyone deserves a good job, it's you.如果有谁配得上一份好工作，那就是你。

That's half the battle.这才是成功的关键。

It’s the same old, same old.还是老样子。


人际关系


It's going well. I really enjoy it.进展不错。我真喜欢这份工作。

My coworkers are all really nice.我的同事都很好。

Everyone is pretty laid-back.每个人都很随和。

You probably won't believe me, but I even get on well with my boss.你可能不会相信，我甚至和老板也相处得不错。

They work hard and play hard afterwards.大家努力工作、拼命玩。

There's nothing worse than working with people you don't like.和一群你不喜欢的人共事是最糟糕的了。


情景对话


对话场景：理查德和卡罗尔谈论他的新工作。他的工作时间不稳定，但人际关系相当好。

句型重点：谈论工作中的人际关系。

Carol：So, Richard, how's your new job going?

谈谈你的新工作

Richard：Oh, it's going well. I really enjoy it.

挺好的

Carol：What company are you working for again?

Richard：It's for New Music Radio. I'm the Studio Manager there.

Carol：How are the people you work with?

Richard：My coworkers are all really nice. Everyone is pretty laid-back.They work hard and play hard afterwards.

同事相处融洽

Carol：That's half the battle. There's nothing worse than working with people you don't like.

Richard：That's so true. You probably won't believe me, but I even get on well with my boss.

老板难得地好

Carol：Do you work regular hours?

Richard：No, that's the only downside really. I work forty hours a week over four days.Usually it's Tuesday to Friday, but sometimes it's Wednesday to Saturday or Sunday to Wednesday.

就是太忙

Carol：Well, it can't all be perfect. There's always a compromise somewhere, isn't there?

哪儿有百分百的好事？

Richard：So true. How's your job going?

Carol：It's the same old, same old, but honestly, mate, I'm really pleased for you. If anyone deserves a good job, it's you.Congratulations！

译文

卡罗尔：那么，理查德，你的新工作怎么样？

理查德：进展不错，我真喜欢这份工作。

卡罗尔：再说说你现在在什么公司工作？

理查德：在新音乐电台，我是那儿的播音室主管。

卡罗尔：你的同事都怎么样？

理查德：我的同事都很好，也很随和。大家努力工作、拼命玩。

卡罗尔：这才是成功的关键。和一群你不喜欢的人工作是最糟糕的了。

理查德：确实如此。你可能不会相信，我甚至和老板也相处得不错。

卡罗尔：那你工作时间固定吗？

理查德：不固定，这就是唯一的缺点了。我一周需要工作40个小时，4天以上。

一般是从周二到周五，但有时候会从周三到周六，或从周日到周三。

卡罗尔：嗯，事情不可能十全十美的。总有些需要妥协的地方，不是吗？

理查德：太对了。你的工作怎么样啊？

卡罗尔：还是老样子，老样子啦。不过说实话，兄弟，我真的为你高兴。如果有谁配得上一份好工作的话，那就是你。祝贺你！
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情景词汇

compromise妥协

coworker同事

deserve值得，配得上

downside缺点

常用搭配

be pretty laid-back很随和

deserve a good job配得上一份好工作

get on well with sb和某人相处得不错

It's the same old.还是老样子。

play hard拼命玩

That's so true.确实如此。

work forty hours a week一周工作40个小时

work regular hours工作时间固定
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