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O O AO 1think so. What have you got then?[d [ B: There are simultaneous translation facilities in the auditorium
and there's(] [J a video projector in the conference room.[ [ A: What about microphones and slide projectors?
00 O B: All the rooms have them.Al Good.[] [ B: What time would you like to start?C] 0 A Nine, | think,
then we can fit two sessions in before lunch. What shallJ [J we do for lunch?0] O B,] There's a bar for drinks and
I think we'd have a buffet lunch.OJ O A: Don't they have a sit-down meal?[] (I B: Yes. Would you prefer a
sit-down meal, then?] [0 A: | suppose so.[1 00 BO OK, I'llarrange it.C0 00 AC And I'll find out how many people
are going to each presentation.[J [0 B: And what other equipment the speakers need.[J 0 A: OK.[O [0 500 Group
-Discussions (O O O O ) O 1) What are the proper manners in making and receiving phone calls?] Hints:

[ identifying yourself immediately[] using polite expressionst] answering with a smile] answering the phone
promptlyl] using the callerts namel] remembering the "verbal" handshake[J [0 2) HOW can you do a great
presentation?] Hintsa good beginning (the purpose of your speech)d O - proper sentences(] [1 - body
language (facial expressions, etc. )[J [0 - visual aidstJ OJ - vocal qualityl] [0 - a proper ending (Ssummarizing
the main points)lJ O 3) Do you make small talk in office? What are the common topics?0 [J 4) Do you belong to
a certain office clique in your company? What are the[] advantages and disadvantages of office cliques?] [ 5)
What's your viewpoint on job-hopping? Do you agree with the practicel] of employees’ frequent job-hopping?[]
[J 6) Do you mix your work and social life? What is special within your( O culture?l] [J 6 Business Speeches(0
000 0O)O O 6. 10 Topics for SpeechAsk students to make a five-minute speech on one of the followingd

[ topics. Before making the speech, they should take one or two minutes tol] [J write an outline of their speech.-
What should you pay attention to in your first day at work?] [ How can you win promotions?- What is your
advice on interpersonal relationships in the place of work?] [0 6. 20 A Sample Speech O Tips for First-day
Workerslmagine that a friend is going to start a new job, and turns to you forJ [J some suggestions for his or her
first-day's work. What suggestions would[] [0 you give? Here are some tips] [ "First, proper personal appearance
is very important. That is to say,[] (I you should dress suitably to give a good impression to your superiors and[]

[ colleagues.[1 However, dressing is rather culturally hound, for different] [0 companies have different styles.
You should find[J O out the style beforehand, and adapt yourself to(] [ it. For example, if you work for an
American] [0 company, you may wear casual clothes, as itis[] [1 very common for an American manager to wear
(I O jeans while chairing a meeting.[] In contrast,[] [1 someone working for a British company may be required to
wear a suit in[J [J the workplace, as British bosses generally prefer a more formal and[J [J conservative style. As
they say, when in Rome, do as the Romans do.[J [J [J Second, remembering new faces and names also matters a lot
in awork[J [ situation. If you greet your new colleagues by name oft the second day, they[] O will be pleased and
feel that you respect them. Therefore, they will bel] O ready to offer a hand if you need help, or even offer help
without beingl] [ asked. On the other hand, if one of your new colleagues greets you by name[] [] and you have
forgotten his or her name, you won't know what to do and[] [J you will feel embarrassed. Probably, you will find it
difficult to cultivate alJ [J relationship with this colleague in the future.[J [ [0 There are also some other first-day
points workers should bear in(] [0 mind.[J For example,[J you should arrive ten minutes early or at least[]

O punctually. It is never good for someone to be late for work. If you smoke,[J OJ you should ask for your
colleagues' permission first before smoking, or yould O could simply go to the smoking area. And one last thing,
which deserves[] [ attention, is that you should listen more than you talk during your first day] [1 at work. If you
talk a lot about your family, or some other things to your[d [J new colleagues, they may become bored and begin to
dislike you.O 0 O O
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