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Part 1 Human Resources DepartmentUnit One EmploymentUnit Two Job InterviewsUnit Three Work
TrainingUnit Four Daily Office RoutineUnit Five Work ShiftUnit Six Working OvertimeUnit Seven Signing an
AgreementUnit Eight Working PressurePart 2 Outgoing BusinessUnit One Business VisaUnit Two Booking
TicketUnit Three Booking RoomUnit Four At the AirportUnit Five At the HotelUnit Six At a RestaurantUnit
Seven Taking a TaxiUnit Eight In the BankPart 3 Telephone CallsUnit One Transferring a CallUnit Two Wrong
NumberUnit Three Bad Connections and Busy LinesUnit Four Leaving a MessageUnit Five Call BackUnit Six
Reservation CallsUnit Seven Rescheduling over the PhoneUnit Eight Cancelling an Appointment over the
PhonePart4 Company ConferencesUnit One Preparing for a MeetingUnit Two A meeting agendaUnit Three
Conference ArrangementsUnit Four Beginning the MeetingUnit Five Discussion for personnel reshuffleUnit Six
Discussion for layoffs and appointmentUnit Seven OpinionsUnit Eight Concluding a MeetingPart 5 Commerce
and TradeUnit One Establishing Business RelationsUnit Two InquiryUnit Three OfferUnit Four Price
NegotiationUnit Five Terms of PaymentUnit Six ShipmentUnit Seven Complaints and.ClaimsUnit Eight
AgreementPart 6 Marketing TopicsUnit One Marketing SurveysUnit Two Advertising MediaUnit Three
Promotional EventsUnit Four Trade ShowsUnit Five Preparing for a Trade ShowUnit Six Product
DemonstrationsUnit Seven Attending Trade FairUnit Eight Appointing an AgentPart 7 Expanding BusinessUnit
One Business ConsultationUnit Two Business PromotionUnit Three Function IntroductionUnit Four
BiddingUnit Five TenderUnit Six Joint VentureUnit Seven Technology TransferUnit Eight Consignment Sale
and Barter SalePart 8 Business CommunicationUnit One VisitingUnit Two ReceptionUnit Three GreetingsUnit
Four IntroductionsUnit Five Having dinner with clientsUnit Six Come to the PartyUnit Seven Presents
GivingUnit Eight Seeing off Customers
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[0 O Conversation 1[0 [ A 1 wish our competition would quit poaching our peoplel]

When Susan resigned last week to work for Sunburst] she was our fourth employee to leave US for them[]

(0 O BO Have you ever considered that perhaps we have a morale problem among Our employees[]

If everyone is discontent with their work ] of course they won’  t stick around.] [0 ALl WellCJ those who do
leave will soon find out the grass isn’ t as green on the other side of the fence as they thought it was.l know Sun
burstis suffering from in breeding.[J O B Inbreeding is a big drawback from snitching most of their employees
from only one or two companies.[] [0 A With Susan leaving[]
we should probably look to take someone new on board.[] [ BLJ Our human resources department is working on
it.It" s not easy to recruit new employees every few months]

It'" Shard to find quail fied people.0J O ALl Maybe we should start shopping around the competitor’ S peoplel]
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[0 O Conversation 2[0 [0 AQ HilO Mr.Wang.I’ ve got a report from Production Department and Sales
Department. They hope to recruit some new members.l’ d like to listen to you.You work in Human[

[0 Resources Department and have the last say.[] (0 B[ Oh yeah.They also talked with me about the
problem.Now our production and management are going well and there exists a big demand for our products.We
shall recruit new staff if we want to enlarge Our production.However[] new staff means more expenses.\WWe have to
carefully consider the time[J number[] and especially quality in recruiting new staff.(J O AJ] Sounds
reasonable.any good suggestions about that[]

0 O BO WellO | think all departments should put forward plans and criteria for recruiting new staff according to
their actual needs.Our department will collect all the plans and then make a decision at the managers meeting
according to the whole situation.[J [0 AJ Good.Please assign the task to all departments.And we will discuss it at
the meeting next Wednesday.[l O BO All fight.1 will do immediately. 0 DAO OO O OOOO
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[0 O Conversation 31 [1 AI Alice gave me her letter of resignation yesterday.It came as a bit of a surprise. We’ U
need to fill her position.[] [0 B[J Ohd no.My workload will double[]

When will she leave Our company[]

00 O AO She plans to stay until the end of the month to complete her project.[] [ BOI So she gave two weeks.That
gives US time to hire and train a replacement.[] [0 A No one will get stuck with more work if we quickly find a
replacement(]

Now.help me outline the requirements for a job ad.[J [J B[ Ok.Anyway we will require a fouryear degree

[ preferably Business Administration with a good command of English.0J O A[J Also with experience.We’ 11
require three year’ S experience working in a foreign trade company.What else would you suggest[]

0 O BO I think the person should be flexibled creative[J organized and able to work in a team atmosphere.[] O A
[J Now we have a list ofjob requirements and dutiest] what about the salary range(]

[0 O BO The salary is fifteen to twenty-five thousand dollars a month[J depending on experience.[] [0 ALl Wow
[ the salary is very attractive.Now.let' Sgoandtypeupthisjobad AD D DD O O0OOOOOOODOOO
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0 0 Conversation 400 [J AL | need a good replacement.l don’ twant to give Craig more work.[J [J BLJ Here are
more resumes and cover letters for you.They were faxed in over the weekend.lJ O A Good.And we should get
more today.[] [0 BOJ Any decent candidates]

00 O A0 Not yet.1 want someone experienced in our industry.[] [ B[1 Remember[ it' S company policy to
interview every qualified applicant.C] [0 AL We only have a few.That shouldn’ tbe a problem.J OO BO Here are
the responses we received by e—mail from Our internet ads on Saturday.[] [0 AC There must be thirty[]

0 O BO Forty-three actually.OJ OO A I’ d better get on the phone and start setting up interviews.[] [1 B

[0 Remember in terview every qualified applicant.C0 00 AL Oh[

and there are responses from Sunday-another sixty.In temet job ads sure are effectived

[J O BO One hundred resumes(]

I’ Ubehereallday.and I’ U be interviewing for a month.J [0 ALl Anything to key from giving me extra work
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O 0 BO WrongO

Here.Screen these hundred applications for me by the end of the day[
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