
EMPLOYEES IN FOREIGN ENTERPRISE 

PRACTICAL DAILY-ENGLISH TALKING

外 企 人 员 实 用 日 常 英 语 会 话 
INTRODUCING A NEW COMER

1. Dialogues:

PART ONE

(GM Jane Wang is introducing her assistant Annie Song to Susan Taylor in the office)

J: Hi, Annie!

A: Yes, I’m coming.
J: I’d like you to meet Ms. Susan Taylor. Susan, this is Annie, my assistant.

A: How do you do, Ms. Taylor?

S: How do you do, Annie? And call me Susan.

J: Susan is our new Sales Manager.

A: Nice to meet you! Welcome to Kenmec Technology!

S: Thank you! Nice to meet you too!

J: Annie is responsible for the daily work in my office.

S: I see. Glad to work with you, Annie!

A: It’s my pleasure to work with you too!
J: I’ve got to make a phone call, Annie. Why don’t you show Susan around the office?

A: Yes, Susan, here we go.

PART TWO

(Annie and Mr. Carson meet at the lobby of office building.)

A: Is this Mr. Carson?

C: Yes, and you must be Ms. Annie Song, the Assistant to General Manager?

A: You are right, but just call me Annie. 
C: Yes, very glad to meet you, Annie!

A: Glad to meet you too, Mr. Carson, we’ve been expecting you here for quite a while. But, have you got any trouble to find our company?

C: Yes, just a little. We received some wrong directing from passenger and the taxi driver almost got lost. But fortunately we made it
A: That’s good. Well, let me see if Ms. Wang is available. Please wait for just a moment.
C: Go ahead, please.
A: Mr. Carson, our GM is waiting for you at her office now.

C: Thank you so much!

A: You are welcome. Follow me this way, please.

PART THREE

(David, Jack and John Smith meet in the workshop when off work.)

J: Hi, David!

D: Hi, Jack, haven’t seen you for years. How’ve you been?

J: Very well. Actually I’ve been out of town for weeks. What about you?

D: I’m fine. Oh, have you met Mr. Smith?

J: No, I haven’t had the pleasure yet.

D: Now, let me introduce. This is our Supporting Engineer John Smith. He’s just come from the States. John, this is my colleague Jack.
S: Pleased to meet you, Jack.

J: Pleased to meet you too, John.

D: Jack is working in Quality Department. He is a good friend of mine, and a smart guy, too.
S: Really? You two must be very close.

D: You can say it again. Jack is always giving me help whenever I need.

J: We are just like brothers. 
S: Hope we all are like brothers!
D: Oh, by the way, are you two free tonight?
S: Yes, I’m available tonight.
J: Any suggestions?

D: What about have dinner together after work, then look for some fun? 

J: That’s a good idea!

S: And why not? 
D: So, let’s go!
2. Words & Phrases

introduce [            ] 介绍
new comer [         ] 新来的人
office [          ] 办公室
assistant [             ] 助理
sales [         ] 销售
welcome [            ] 欢迎
around [           ] 在…周围
responsible [              ] 负责的
daily [          ] 每日的，日常的
pleasure [            ] 愉快、高兴
glad [        ] 高兴的
lobby [        ] 入口大厅
trouble [           ] 麻烦
find [          ] 寻找
directory [         ] 指路

fortunately [          ] 幸运地
available [            ] 可以提供的，有空的
wait [          ] 等待
moment [           ] 一会儿
workshop [             ] 车间
supporting [             ] 辅助，支持
engineer [         ] 工程师
the States [           ] 美国

quality [            ] 质量
department [             ] 部门
colleague [              ] 同事
close [             ] 关闭，近的
smart [          ] 精明的,聪明的
guy [      ] 小伙
whenever [            ] 无论何时
suggestion [            ] 建议
dinner [          ] 晚饭
together [           ] 一起
idea [       ] 主意
3. Sentence Patterns and Expressions

I’m coming! 我来了!
I’d like you to meet … 我想介绍你认识一下…
how do you do? 你好!
welcome to … 欢迎来…
be responsible for … 对 。。。负责人
I’ve got to make a phone call. 我需要打一个电话.

why don’t you … 你何不…
to show … around… 带…去看一下…
glad to see you! 很高兴见到你!
you are right 你说对了

we’ve been expecting you here 我们期待你来这里
… get trouble to do … (做…) 遇到问题.
just a little 有一点
get lost 迷路
we made it 我们做到了
… is(be) available 有空, 方便…
to wait just a moment 稍等片刻
no problem 没问题
go ahead 请便
to follow me this way 请这边走
haven’t see you for years. 有一段时间没见到你了.
how’ve you been? 别来无恙？

I’ve been out of town for … 我出城 。。。了    

I haven’t had the pleasure yet. 本人尚无此荣幸。

pleased to meet you. 很高兴碰到你!
… must be very close. …一定很关系很好.
you can say it again 你完全讲对了!

be like 像
by the way… 顺便提一下
good idea! 好主意!
my pleasure! 很高兴! 很愿意!

are you free? 你有空吗？

to be available 有空，方便

what about ….? (去干…事) 如何?
any suggestions? 有何建议？
look for fun 去玩玩

4. Text Translation in Chinese

介 绍 新 人

第一部分：
（琼恩.王向安妮.宋介绍苏珊.泰勒）

J：嗨，安妮！

A：好的，我来了！

J：我来让你认识一下苏珊.泰勒，这位是安妮，我的助理。
A：你好，苏珊.泰勒女士。
S：你好，安妮，你可以叫我苏珊。
J：苏珊是我们新的销售部经理。

A：很高兴见到你！欢迎你来广运科技。

S：谢谢！我也很高兴见到你！

J：安妮负责我办公室的日常工作。

S：哦，很高兴与你共事。

A：我也很荣幸与你共事。

J：安妮，我得去打个电话。你何不带苏珊到办公室看看？

A：好的，我们这就走吧。
第二部分：

（安妮和卡森先生在接待大厅相遇）
A：请问你是卡森先生吗？

C：是的，那么你一定是宋安妮小姐, 总经理的助理了？

A：你说的没错，但你还是叫我安妮吧。

C：很高兴见到你！

A：我也是，卡森先生。我们已经期待你来这里有一会儿了。不过，你找到我们公司没碰到什么麻烦吧？

C：是的，有一点儿。有路人给我们指错了路，出租车驾驶员差点迷路了。不过很幸运，我们还是找到了
A：那就好。好，让我看看王小姐现在空了没有，请稍等片刻。

C：请便。

A：卡森先生，我们总经理在她的办公室等你呢。

C：非常感谢！
A：不用谢。请跟我这边走。

第三部分：

（戴维，杰克和约翰下班时在车间里相遇）

J：你好，戴维！

D：你好，杰克，好长时间不见了！最近怎样？

J：很好。实际上我出城了几个星期。你怎么样？

D：我很好。哦，你还没有见过史密斯先生吧？

J：没有，尚无此荣幸。
D：让我介绍一下。这是我们新来的辅助工程师约翰.史密斯，他刚从美国来。这是我的同事杰克。

S：很高兴见到你，杰克!
J：很高兴见到你，约翰!
D：杰克在质保部工作，他是我的好朋友，是个精明的家伙。

S：真的吗？你们俩一定关系很好。
D：你说的不错。无论何时只要我有需要，杰克总会助我一臂之力。

J：我们就像是兄弟嘛。

S：但愿我们都象兄弟一样。
D：哦，顺便问一下，你们两位今天有空吗？

S：是的，我今晚有空。

J：有何见教？

D：要不要下班后一起去吃晚饭，然后一起去玩玩？

J：好主意！

S：为什么不呢？ 
D：那就让我们走吧！
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