Chapter 1 - Conversation 1: 新员工入职介绍
W: David, welcome to our department. I will introduce you to Jennifer later.
M: OK. What is Jennifer's job?
W: She's Manager Assistant. She's very good.
M: Where does she fit into the company structure?
W: Here's the company structure. You see Mr. Brown is Sales and Marketing Director. Jenny is his secretary. Your chief responsibility is to assist Mr. Brown in setting up marketing plans and achieving annual sales targets.
M: Who should I report to?
W: You report to Mr. Brown. And Jennifer will arrange a time for you to meet Mr. Brown.
M: I see. Thanks.
Chapter 1 - Conversation 2: 销售代表工作采访
W: Hi, David, may I ask you a few questions about your job?
M: You certainly may.
W: OK, what exactly do you do?
M: Well, I work for a publishing company and I'm one of the sales representatives that are based in China. Each of us has a given territory so I cover the Southeast China region.
W: That's a pretty big region.
M: It is indeed.
W: Do you get a lot of travelling for that?
M: We do indeed, yeah. Basically, my main job is to go around to the universities and the private language schools and to see what their needs are and what kind of books they are using.
W: That sounds great.
Chapter 1 - Passage: 新员工介绍演讲
Good afternoon, everyone. Before we start our meeting, I'd like to take a few minutes to introduce Mr. Michael Sanders to you. I suppose you might have heard of him. Michael is a very experienced marketing manager and he has worked in one of the Fortune Global 500 companies for more than 20 years. We are very happy to have him in our company. Michael will be in charge of the sales and marketing department. I'm sure everybody in the department can benefit from this and his experience and ability will help us move forward. His experience and ability will help us move forward to a new stage of development. Now let's give a warm welcome to Mr. Michael Sanders!
Chapter 2 - Conversation 1: 参观工厂
M: It was very kind of you to give me a tour around your company. It gave me a good idea of your product range.
W: It's a pleasure to show our factory to our customers. What's your general impression, may I ask?
M: Very impressive, indeed, especially the speed of your VEX Model.
W: That's our latest development. A product with high performance. We put it on the market just three months ago.
M: The machine gives you an edge over your competitors, I guess.
W: Certainly. No one can match us as far as speed is concerned.
M: Could you give me some brochures for that machine? And the price if possible.
W: Right. Here is our sales catalog and operation instruction.
M: Thank you. I think we may be able to work together in the future.
Chapter 2 - Conversation 2: 保险服务咨询
W: Well, tell me more about the services you offer.
M: Our services cover a wide range of things. As a comprehensive insurance agency, we offer not only housing and car insurance, but also health and life insurance.
W: Well, I was only looking to switch my car insurance, but I also recently bought a small fishing boat. Do you cover that, and have flood insurance?
M: Of course. We can always come out and give you a quote.
W: Great. We live right on the beach, and I know each summer is a hurricane season.
M: Yes, it is. So you must want to be insured in case of a storm.
W: That's right. Thanks for the information.
Chapter 2 - Passage: Smart Furniture介绍
I'm Richard Green, the sales manager of Smart Furniture. Now, I'd like to introduce to you a completely new idea of furniture manufacture. First, I'll talk about the market research which led to the development of this product. Finally, I'll make some suggestions so that you can make this product a success. We are confident this new product will sell well in the Chinese market.
Chapter 3 - Conversation 1: 订购打印机墨水
M: May I help you?
W: Yes, I'd like to place an order for printer ink. We have a standing agreement with your company, so we'll need the same amount as last time.
M: Let me key in your information into my computer. I will pull up our records for you. Do you have an order number please? What name is the order listed under?
W: It should be under Jane Smith, the number is S1235.
M: Yes, Ms. Smith. I see an order for two cases of printer ink. Is that what you would like to refill?
W: Yes.
M: Is the delivery address the same?
W: Yes, 351 Sunset Street, Rainbow District.
M: I'll send you an invoice tomorrow, and your order should be delivered within five days.
W: Thank you.
Chapter 3 - Conversation 2: 茶叶订购谈判
M: I'm interested in all kinds of your tea products, and this time I'd like to order some green tea and black tea. How much is it per kilo?
W: Would you please let us know the quantity required, so that we can work out the price?
M: I'm going to place a trial order for 100 kilos of green tea and 80 kilos of black tea.
W: All right. Here are our price lists.
M: So, green tea is 500 yuan per kilo and black tea is 350 yuan. Your price is reasonable but I wonder if you would give us a discount. You know for the tea products like yours we usually get 2% or 3% discount from other suppliers.
W: But the quantity you order is too small. If you can increase it to 300 kilos altogether, I can give you a 3% discount.
Chapter 3 - Passage: ABC Company打印机推销
I'm glad to hear that you are on the market of printer and printing ink. This is Catherine from ABC Company in China. We specialize in printers and printing ink for more than 10 years, with the customers from Dell, Craft, GM, and so on. We hope to find a way to cooperate with you! An American company purchased this model in big quantity last month. I would like to try now, if it is suitable for Europe. Free samples can be sent on request. Please call me if you are interested in it.
Chapter 4 - Conversation 1: 酒店服务投诉
M: Good afternoon. Is there anything I can do for you?
W: I want to complain about your hotel service. I was badly treated by a rude waitress.
M: I'm terribly sorry about this. Thank you for bringing the matter to our attention. I'll contact the room service department immediately. I'm sure they'll deal with it.
W: Yes, please do.
M: May I have your name and room number, please?
W: Taylor, Room 1502.
M: Please accept my apology on behalf of the hotel. Our room service manager will be contacting you. Please be assured that he will look into the matter.
W: I'll be waiting for his call. I don't like to be treated poorly.
M: Certainly, madam. We totally understand.
Chapter 4 - Conversation 2: 发票与送货问题投诉
W: ABC Company, Customer Service Department. How can I help you?
M: Umm, my name is David Lee. I'm calling from Welbee Supermarket. I have just received the goods I ordered. There is a problem with your invoice.
W: Oh, what is it, Mr. Lee?
M: Well, the problem is that I was promised a 10% discount, not 5%.
W: Oh, I'm sorry about that. I'll confirm with the sales person and send you a new invoice.
M: Thank you.
W: Is there any other problem?
M: Yes. I ordered 10 color printers but I've got 20 here. The delivery truck is still here...
W: It's all our fault. Would you put 10 back on the truck please?
M: That's OK.
W: Thank you very much. Bye.
M: Bye.
Chapter 4 - Passage: Customer Service介绍
Customer service is the support you offer your customers — before and after they buy and use your products or services — that helps them have an easy and enjoyable experience with you. Offering amazing customer service is important if you want to retain customers and grow your business. Today's customer service goes far beyond the traditional telephone support agent. It's available via email, web, text message, and social media. Many companies also provide self-service support, so customers can find their own answers at any time day or night. Customer support is more than just providing answers; it's an important part of the promise your brand makes to its customers.
Chapter 5 - Conversation 1: 销售会议讨论
M: We're holding this meeting today because we've got to do something about our sales. I want concrete solutions. How do you intend to drive sales, Jessica?
W: Well, ours is the most expensive in the market, so perhaps we should lower our prices to match the competitors?
M: Lower our prices? Not very creative. Do you have any better plans?
W: Um, perhaps, a sales promotion. Maybe a two-for-one offer, or something like that.
M: A two-for-one promotion? Yeah, exactly. Just what I was thinking! In fact, that's a brilliant idea! I'm glad you thought of that. Very creative.
Chapter 5 - Conversation 2: 周例会安排
W: We're having our weekly meeting tomorrow. Can you make it?
M: At what time?
W: It should be at 9 o'clock. Is that OK?
M: Yes, that'll be fine.
W: David is also going to make some suggestions on improving sales in China.
M: That'll be interesting. He's got keen insights.
W: Yes, he's going to outline some new sales strategies.
M: Is Jenny attending?
W: No, she's on a business trip to Japan and won't be able to make it.
M: OK, I see.
Chapter 5 - Passage: Meeting注意事项
First, never start a meeting late. There will always be a few people who join in late, but waiting for them to start is not a good idea. Second, a meeting cannot be conducted without a well-prepared agenda. List all the objectives of the meeting that you want to go through and make sure you send a copy of this agenda to everyone who is supposed to be present at the meeting. Last, in order to avoid missing out on any important points discussed in the meeting, make sure you make key notes to document the entire meeting and a summary of the entire meeting is passed on to everyone.
Chapter 6 - Conversation 1: 新产品EBP介绍
W: Good morning, everyone. The purpose of my presentation today is to familiarize you with the new EBP. As you probably know, EBP stands for Electronic Book Player. Our company put the original EBP on the market a year ago, but we have since developed an improved model which we believe will be a big seller in both China and Europe.
M: Ms. Green, can you tell us in what ways the new model is better than the old one?
W: Certainly. First of all, the old model had a rather small screen, so not much information could appear at one time. On the new model, we have made the screen much bigger and...
M: Excuse me, but what are the EBPs mainly used for?
W: Oh, there are many uses and my colleague will explain them in detail a little later.
Chapter 6 - Conversation 2: 培训工作坊准备
W: Are you going to give us a training workshop next week? How are things going with your preparation for the presentation?
M: I'm having trouble narrowing down my topic for the training. I want to speak about how to improve our sales technique, but there is so much to say. It's hard to get organized.
W: Our training group won't be very large, so you will have more time to focus on more areas.
M: I want to focus on some suggestions about making sales scores, and I was hoping to throw in a few role plays so that people get practice implementing the things I'm going to talk about. Do you think people will go for the role playing?
W: I think some people may be a little shy to do role playing in front of class... but you can help everyone to feel more at ease and willing to give it a try.
Chapter 6 - Passage: International Relations演讲
Ladies and gentlemen, the subject of my talk is international relations in a modern world. I plan to say a few words about the current situation in the Middle East and how it affects world economy. I'd like to give you an overview of the way that the economies of seemingly unrelated countries are intertwined. I've divided my talk into three parts, first an introduction to international relations, second a discussion of current political situations, and lastly trends for the future. My presentation will take about two hours, but there will be a twenty-minute break in the middle.




