职场英语参考答案

Unit 1 Job Interview 
Text A 
Exercise 1: True or False
1.R  2.W  3.R  4.W  5.W  6.W  7.R
Text B
Exercise 1: True or False
1.T  2.F  3.T  4.F  5.T  6.T  7.T  8.T  9.T  10.F
Unit 2 Company Structure 
Dialogue

Exercise 1: Matching 
1.c  2.a, f, k   3.j   4.h  5.i  6.b, d, g, l  7.e
Exercise 3: Translation
Supervised by Mr. Joe wan, the College Bursar, the Financial Manager Mr. Percy Li is heading the Finance Office and is in charge of all finance matters. Usually Finance Office is divided into three sections according its relationship and coherence. Cash management section, Accounts Section and Financial Management Section.
Ms Amy Luo is the head of Cash Management Section and responsible for all cash management; Winnie Guo is for cashier business outside the office and Ada Lao is for reimbursement and payment. 
In the Financial Management Section, Ms Karmon is responsible for payroll and tax matters; Ms Lucy deals with tuition and scholarship; and Ms Deng LI works as a financial analyst and monitor. 
In the Accounts Section, Flora looks after bank bookkeeping and fixed assets management; Ryan is in charge of cost and expense.
Text A 
Exercise 2: True or False 
1.T  2.F  3.T  4.F  5.T  6.T  7.F
Unit 3 On the Phone
Dialogue

Exercise 1: Blank Filling

Speaking; It is; afraid; pen handy; moment; Would you mind; as in Bravo; Thanks for
Text A 
Exercise 1: True or False
1.F  2.F  3.T  4.T  5.T  6.F  7.F
Text B
Exercise 1: True or False
1.T  2.T  3.F  4.T  5.F

Unit 4 At the Meeting
Dialogue 
Exercise 1: Blank Filling
1. agenda  2. minutes  3. chairperson  4. brainstorming  5. adjourn  

6. behalf  7. objective  8. proposal  9. unanimous  10. covers

Text A 
Exercise 1: True or False
1.T  2.T  3.F  4.F  5.T  6.T  7.F
Unit 5 Business Travel
Dialogue 
Exercise 1: Blank Filling
How many flights are there from New York to Beijing a week?

I’d like to book a ticket to New York next Monday.

I prefer a morning flight.

What’s the fare of a economy class?

Is it a direct flight?

When does it arrive at New York?

Text A 
Exercise 1: True or False
1.T  2.T  3.F  4.T  5.T  6.T  7.F
Text B
Exercise 1: True or False
1.T  2.F  3.F  4.F  5.F  6.T  7.F  8.T  9.T  10.T 

Unit 6 Receiving Visitors
Dialogue 
Exercise 2: Matching

(1)     b     (2)     d     (3)     h     (4)     g     

(5)     a     (6)     c      (7)     e     (8)     f     
Text B
Exercise 2: True or False

1.T  2.T  3.F  4.T  5.F

Unit 7 Exhibition
Dialogue

Exercise 1: Rearrangement

1. ___c___ 2. ___h____ 3. ___a____ 4. ___d____ 5. ____g____

6. ___b___ 7. ___e____ 8. ___j____ 9. ____f___ 10. ___i____

Text A

Exercise 1: True of False

1.F  2.T  3.F  4.T  5.F  6.T  7.F
Exercise 3: Multiple Choice

B C D F H

Text B

Exercise 1: Multiple Choice

AF； CE； BDGH

Unit 8 Negotiation
Dialogue 
Exercise 2: Rearrangement

1. __c__  2. ___f___  3. ___a___  4. ___i__  5. ___m___ 6. ___b__  7. ___k___ 

8. ___h___9. ___d___ 10. ___n___ 11. ___g___12. ___l___ 13. ___e___ 14.___j___

Text A 
Exercise 1: Matching

1.e  2.b  3.d  4.c  5.a

Text B
Exercise 1: Matching

1.d  2.c  3.d  4.a  5.e  6.b  7.e
Unit 9 Customer Service
Text A
Exercise 1: Multiple Choice
BDE

Exercise 2: Dos and Don’ts
Dos: 2，3，5
Don’ts: 1，4，6
Text B

Exercise 2: Dos and Don’ts
Dos: 1，2，3，6，10，11
Don’ts: 4，5，7，8，9
Unit 10 Keys to Career Success
Dialogue

Exercise 2: Translation

1. This report is not bad, but there's room for improvement.

2. I feel really bad about the mistakes I have made in the product design.

3. Do you mind if I give some suggestions on your design?
4. Can I take a few days off as I don’t feel quite good?
5. It is said you are conducting a market survey, would you like me to help you with that?

Text A

Exercise 1: Blank Filling

1. 230% more productive
2. one year's pay and benefits
3. more satisfied and positive in their jobs
4. existing personnel
5. correspondence courses, managing their study time to fit in with their work and lifestyle
Exercise 2: Matching

1    c     2    b     3     d    4     a   
Text B

Exercise 1: True of False

1 F  2 T  3 T  4 F  5 F  






