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Practical Business English
for Surviving Any Situation
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Unitz
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TRACK 008

o EHR

1. unwritten rule [anrw] [rul] FE#REI (I A unspoken rule}

2. etiquette [euket] FR%

office : PNy
workplace :l‘ etiquette 4| Ticwmmam

3. policy [palasi] E5R 3 gt

business [
open-door policy PIFPRELE R
company DEEH

4. professionalism [pro frfona.izom] BEEIKAE - IR

5. conduct [kon.dakt] (ELHIGESHEEMN) Bk - /IR

6. impression [m'prefon] EDS
first F—H%
false impression -I: FRERAIEN &
distorted RERAIEN S

7. norm [nom] R A6

8. employee handbook [1m-pl>'i] [ hend.buk] B ITF
* FRAETHHE manual -




o FHERREEEY

1. brownnoser [braun.noza] EREHK

L NOILD3S |

2. chatterbox [ teta.baks] BEEFRHKBIA | EEF

3. downer [dane] HBEHE ; S AGERMA

S

. spoilsport [spulsport] BAMRHENIA & RS

Ln

.wet blanket [wet] [bleoki] FREEIA 3 BSKEIA

6. party pooper [pani] [pupa] REBREIA

~J

.ice queen [ws] [kwin] KBL2E

8. oddball [ed-bol] £

9. slacker [slkeka] RS
abig Folia
a typical } slacker { i

10. stress pot [stres] [par] EEHIR

11. worker bee [waka] [bi] BIEI{EH
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TRACK 009

o EHR

1. Please don’t microwave super stinky foods that can
permeate the whole office with their smelly odors.
BAEWEERANAY  ESELENRATHRTETINORK -

) use too much perfume that can permeate the whole
office with a strong scent
AAEHK  EEREANAESRRRNTKREK

) bring in popcorn chicken that can permeate the whole
office with a strong smell
BEATEER  EREERHATHERRMME

]

. You can write your name on food you put in the fridge;
just don’t forget and leave it there for months.
RHIEAAN R AR LNET | REMST ME TSRS -

W

.It's fine to receive a personal phone call, but switch
your ringer to vibrate and talk quietly or go outside.
ERALASELRG  ERERRER R/ MRRE - RESMTEM -

F-Y

. Since we have an open-office plan, it's a common
courtesy to lower your voice when talking.
BARRFENRAETERDLR « REMEETRTERNER -
) please be respectful of those around you and

AUTMAENALR

t) please be courteous to others and
mE R AGENEE




o EHEREEREY

1.

o8]

W

F-N

Sometimes you'll see different rules applied to different
people. Unfortunately, there’s not much you can do
about it.

AR EETEAERATERMNRR - SEAE - RALEMETE -

. Occasionally, I've had someone rub me the wrong way,

but mostly it's easy to get along with everyone.
B BREXEANE  EXAERHENAFEETERS -
) seriously irritate me

HRESE
) really drive me crazy

HAEEE

. You'll want to stay on Celia’s good side since she's

pretty tight with the boss and tells him everything.
AR TN - BAMESNEREY  HEBHSEME -

. You'll discover Dan is a total downer, always complaining

about something or other.
HESHA2HAORENA  BLOBERETEN -

) a total know-it-all, always trying to correct other
eople
ERHEE-BIHEIRNAET  BRNEERREIA
) a total drama queen, always making a big fuss over
insignificant things
FEAEENEAENA  SEEATENT M2
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TRACK 010

izpetaall|

Beyond the Rule Book

2P usexizmnm

Any special do’s or don'ts?

A+ EETF B el A E a9 7

do's or don'ts 21§ " EHERETRMANE ;- hIRE BTN

R | 5. warbmt dos and donts -

PR LEMASIIEE (Alicia) BRIFRILHA4S (Esther) M5 (Scott) Z15hE
Wz - pRE AT RmAE L -

: Alicia @ : Esther @ : Scott
@ So, is there anything | should know about ~ #% « R AEXE 4

the company culture? Any special do’s BRI N 85 7
B B S e

‘ts?
or don’ts? il

| can offer one piece of advice for WAL RS R
avoiding dirty looks: don’t monopolize’ B HEFLEAR
the hot water in the morning. &

@ Some people load up” these huge HEAGREARGEAR

thermoses, ' leaving a sad trickle’ of hot Ak A TRIRM %
water for the rest of us. AR Rk



Oh no! | bet people get cranky” without — FIILIETHHARE

L NOILD3S |

their morning dose’ of caffeine.” | can HERARME BT
sympathizel® A DA
It's just thinking about other people and % 22 AZE S0 45
cleaning up after yourself. You know, SE# ‘:”"-ﬁ@ﬁ‘»‘ " BE
normal grown-up” stuff, REEAERES
Also, some people get really testy'” if B FEMITLAT
you use the photocopier at lunch when BLME TS SRR "
they're trying to nap. g@m- RAeRTE 7%
: £
) Oh, this is a napping office? Great! | love % i &% 8 A% FE2 ﬁ
putting my head down for a mid-day WPARY | RERER Hij

snooze.'' FHINTFRNE—G -

w Expand Your English

dirty look B M &G 98
B ERERTRERTR, W
A give sb a dirty look ##&R
TR|E—BIF SRR, -
get a dirty look Rz "# AR
B MER - dirty BEFKRTE
T ~ Wil ) 24k - AL
T84 FIMER TR A
/9, - BTLU& dirty work/deed
METBETE - REDW
dirty money 7 " Rz 1
dirty mind 578 TR FHRET
o ERNEs -




- monopolize [ma napa.laiz] v caffeine [k fin] n. HIFE

A - e . sympathize [ simp2.6aiz] v.
load up [lod] v. 4% W e A

thermos [ 8xmas] n. fEHE grown-up [ gron.ap]

adj. BEAR n. HEA

N

i
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w
=

4. trickle ['mkal] n. @ ; it
Bk 10. testy [test] adj. Bife) - BED
5. g;ljﬂ#yrkrwnki] adj. PRS- 1. snooze [snuz] n. (B%) a8

6. dose [dos] n. (—%) & —9

clean up after oneself #RECRIEBENHEE

clean up after sb BEARRR ITBRXAF WS - TEIMABRNE "HRAX
ARGEEOME , -

You can use the kitchen as long as you clean up after yourself.

RO LA - QAR BNRERRY -

It's amazing that some people grow up having never leamed to clean
up after themselves.

WEAW DB AR ERE CHENMEE YRR REE -



_ﬁﬁgﬁx TRACK 012

LRI REEPRREEIRETE -
He really knows how to push
your buttons.

<+ push one's buttons #ASRELRE " B | ARIZCHENNEE « RIR— AT —EWE T8
RATE  BHRAMRE « BF ) OB - RRED EROEE push the right
buttons BIFET F A | HEART RS -

BAGREFRESRAEDBARGLE  ERFIHERN TREX, -
HEE D TEEREN -

X BERITAGE |
It doesn’'t work!

X FMHTHEBEM !
We don’t do that anymore!

X BEREFAT!
It sounds impossible!

x EEIREEE?
Would it be that hard?

X BIERBEEEAS T/ ?
Why did it take so long for you to finish it?
X FAIGAER -
| didn’t say that.
X {RAZRIRAERM ?
Didn’t you say that you are qualified to do this?
X WTERERAESE -
Please stop wasting my time.




