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Arriving at a new job

Unit1

  Katharine arrives at her new office and introduces herself to her 
colleagues.

Receptionist: Hi there, may I help you?
Katharine: Yes, hi. I’m Katharine Brown, the new research assistant. I was told to 

ask for Jacob Smith when I got in.
Receptionist: Ah, of course. I’m Barbara. It’s nice to meet you. Jacob’s not available 

just yet, but he asked me to hand you over to Ann while you wait for 
him. She’s in the conference room around the corner.

Katharine: OK, thank you. 

  She walks to the conference room.

Katharine: Hi, I’m Katharine. Are you Ann?
Ann: Yes, nice to meet you. 
Katharine: Pleasure to meet you.
Ann: Did you have any trouble getting here?
Katharine: Oh, no; actually, it’s a very easy commute.

006 Chapter 1 Learning about your job

Key terms
get in

to arrive 到达

commute
a regular journey to and from your place of work 上下班

on board
as part of the team or organization 加入

nerve-wracking
to make someone feel nervous or anxious 令人不安的

small talk
light, informal conversation on non-controversial topics (People make 
small talk in order to be polite in social situations) 闲聊

hit the ground running
to start a new endeavor at full speed, without wasting time 立即展开行动

brief
to give essential information to someone 简短说明

1

新人报到
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2

3

Sample Sentences

1. James Brady, nice to meet you.
2. I’m Sara Cooper. It’s a pleasure to meet you.
3. I’m your newest analyst, Brian Sandhurst.
4. My name’s Leslie Cooper; I believe I’m supposed to 

be meeting with Aaron Cantor to get started. 

5. Welcome to the offi ce! We’re glad to have you on 
board.

6. Don’t worry, the fi rst day is always a little nerve-
wracking.

7. The weather looked beautiful on my way in. Is it still 
nice out?

8. Is this your fi rst time in our offi ce?

A.
Introducing yourself

B.
Making small talk

9. I’m from Seoul originally, but I’ve been living in the 
USA for the last four years.

10. I just graduated from business school and I’m really 
excited to be able to put my skills to work.

11. I’ve been working in sales for a number of years.

12. We’re hoping you can hit the ground running, as 
we’ve got a lot to do here.

13. Your supervisor will brief you on our current status.
14. For now, we would like you to focus on learning our 

customer service policies.

C.
Talking about 
yourself

D.
Introducing 
someone to his or 
her work
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Ways to Commute

Listening questions: Listen to the conversations and answer the 
questions below.

Review Questions

A

1. The man comes to the offi ce for .

 A  an interview B  a meeting C  a work day

2. The woman he speaks to is probably .

 A  the Vice President B  the receptionist C  the accountant

3. The man and woman are .

 A  discussing politics B  asking questions C  making small talk

4. Gerald Butler will receive .

 A  a project booklet B  an update on the current project C  a conference

5. Gerald Butler will probably .

 A  start doing real work next week
 B  start briefi ng Jane as soon as possible
 C  start doing work as soon as possible

4

5

6

by bus 乘公交车

by train 乘火车

by MRT
 乘轻轨by driving a car

自行开车 by taxi  乘出租车



Usage questions: Read the questions and choose the best answer.B

1. “Gloria, this is my colleague Aaron.”
 “Hi Aaron. It’s a pleasure to meet you.”
 “ ”

 A  My name is Gloria. B  Pleased to meet you, too. C  When did you get it?

2. “ ”
 “Hi Louis. You know, you look very familiar. Did you by any chance work at ARC 

Industries?”

 A  Gina, this is Louis. He’ll be working with us on the Adams project.
 B  Hello, my name is Gina.
 C  Please take a seat and Gina will be right with you.

3. “Karen, Denise, I’d like to introduce our new receptionist, Amanda.”
 Karen: “Hi Amanda! Welcome to the offi ce.”
 Denise: “Yes, welcome. Please let us know if we can help you settle in.”
 “ ”

 A  Hello! B  I’ll be happy to show you around. C  It’s lovely to meet you both.

4. “Hi Debra. I’m Allen, I’ll be working on the database with you.”
 “ ”
 “Yes, I just started yesterday.”
 “Well, let me help you get started!”

 A  Nice to meet you Allen. Are you new around here?
 B  Hi Debra. I’ll show you the database.
 C  Hello, Allen. How are you settling in?

5. “Hello there. I’m Marie, from headquarters. I was sent to help you out on the testing 
project. I just  yesterday.”

 A  come B  introduce C  got in

6. “Excuse me. Hi, I’m Tom. Rick suggested I poke my head in to  
myself to you. I’m the new design assistant.”

 A  introduce B  say C  name

Unit 1 Arriving at a new job   009



010 Chapter 1 Learning about your job

Welcoming and introducing 
the newcomer

Unit2

Katharine is being introduced to her 
coworkers by her supervisor, Jacob 
Smith, on her first day of work.

Jacob: You might have met Barbara Polley on 
your way in. She’s our receptionist and 
she’ll tell you who’s in, who’s out, where to 
fi nd us . . . she pretty much runs the place.

Barbara: Hi, Katharine.
Katharine: Nice to meet you, Barbara.
Jacob: And this is Jason Smollet, another research 

assistant here. You’ll probably end up 
working together a lot of the time. He’s a 
good person to go to with questions or 
problems, before you ask someone else.

Jason: Welcome to ABC Tech, Katharine.
Katharine: Thank you, it’s a pleasure to meet you. 

Maybe I can set up a time to pick your 
brains?

Jason: Any time. I know it can be confusing 
around here at fi rst!

Jacob: And that’s Samantha Barnet, our Human 
Resources Manager, just walking in. She’ll 
probably be coming around to help you 
set up your paperwork, right Samantha?

7

欢迎与介绍新人
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Samantha walks over.

Samantha: Good morning, everybody. 
Welcome, Katharine. Yes, I’ll come 
by later today to make sure we’ve 
dotted the i’s and crossed the t’s.

Jacob: Thanks, folks. Now, Katharine, let’s 
go to your cubicle.

Katharine: OK—nice to have met all of you!
Jacob: And here is where you’ll be working. 

Barbara will come to show you how 
to set up the telephones and give 
you the rundown on the computer, 
passwords, and anything else you 
need to know to get going. I think I’ll 
call her now so you can get started. 
Is that alright? Do you have any 
questions?

Katharine: No, not at the moment, thanks. I’m 
happy to get started.
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Key terms
to run the place

to be in charge or handle day to day activities to 
ensure things run smoothly. Someone who runs 
the place is usually in a position of authority; 
however, secretaries and receptionists can be said 
to run things as they make and know schedules 
and are usually relied upon to handle or fi x offi ce 
machinery, etc 经营公司

o 

id 

e

to pick someone’s brains
to ask questions and get information from someone 向⋯⋯请教

to “dot the i’s and cross the t’s”
to put precise fi nishing touches on something; to fi ll in all the particulars 仔细检查

cubicle
a small compartment within an offi ce that is a workspace for one person 隔间

set up
to confi gure or organize something so it can function 设定

to give someone the rundown on (something)
to give someone a summary or point by point explanation of a particular topic 概述

at the moment
right now 目前

a wealth of information
a great source of information on a topic 通晓

getting one’s feet wet
just beginning a new job, task, project, etc. The 
phrase alludes to wading into water: the fi rst 
thing to get wet is your feet 初尝某事

to get up to speed
slang, to show someone what he or she needs 
to know in order to begin work. In a sense, to 
catch up to the knowledge the rest of the team 
already has 进入状态；了解最新情况
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Sample Sentences

1. Let’s get acquainted with the rest of the team.
2. Katharine, meet Barbara, our receptionist.
3. Katharine, Barbara. Barbara, Katharine. Katharine 

is our new research assistant.
4. I don’t believe you’ve met Lance yet. Lance is an 

analyst.
5. I’d like you to meet Jason, a senior analyst. Jason 

is a wealth of information on fi nance. You and 
he should set up a time to meet. He will be a big 
help in getting you oriented here.

A.
Introductions

6. “So you’re the new girl?” “Yes, I’m just getting 
my feet wet.”

7. I just started this week.
8. I just started working as a project manager.
9. I work in the sales department as a customer 

service technician.
10. I’m in real estate.

B.
Describing your 
position

9

11. Please come to me if you have any questions.
12. If there’s anything I can do to help, just let me 

know.
13. George is always willing to give a helping hand.
14. Barbara will come to help you get settled in here.
15. Barbara will help you get up to speed.

16. Thanks, but I think I’m all set for now.
17. Thank you; I think that’s all I need for now.
18. I feel pretty comfortable with everything now.
19. I’m ready to get to work.

C.
Offering assistance

D.
Politely declining 
more assistance

Unit 2 Welcoming and introducing the newcomer  013
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Listening questions: Listen to the conversations and answer the 
questions below.

Review Questions

A

10

1 1

12

1. Who is farther away, Robert or John? 

 A  Robert. B  John.

2. Who is a research assistant? 

 A  Robert. B  John. C  The speaker.

3. Who is not an accounts administrator?

 A  Leslie. B  Bill. C  June.

4. Where are the sales offi ces?

 A  On one story. B  On the 4th fl oor. C  On the 3rd fl oor.

5. What does Leslie mean by “You’d never know it from Bill, though”?

 A  Bill isn’t often in the sales offi ces.
 B  Bill is often on the fl oor.
 C  Bill is often out of town.

6. What is the situation?

 A  A new employee training session.
 B  A lunch meeting.
 C  An interview.

7. Who will run the training session?

 A  Christine. B  The speaker. C  Gloria.



Usage questions: Choose the answer with the closest meaning to the 
phrase in bold.

Fill in the blank with the most appropriate word/phrase.

B

C

1. “I’m really confused about the new accounting system. Can I pick your brains for a 
minute?”

 A  Can I arrange to meet with you?
 B  Can I ask you some questions?
 C  Can you call me?

2. “There’s a small mistake on your tax form. Let’s go through it to dot the i’s and cross 
the t’s together, OK?”

 A  Let’s fi x the mistake together.
 B  Let’s write it together.
 C  Let’s review it closely together.

3. “Alex will meet with you soon to give you  on our computer 
system.”

 A  the book B  the rundown C  the business

4. “Barbara knows where everything and everybody is around here. She really 
.”

 A  runs the place B  runs in place C  knows her place

5. “Susan will explain the current progress on our project to help you get 
.”

 A  at speed B  up in speed C  up to speed

6. “You won’t be able to print until Allen can  your computer.”

 A  arrange B  set up C  settle

Unit 2 Welcoming and introducing the newcomer  015
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Meeting your new 
boss or supervisor

Unit3

Katharine goes to her new 
supervisor ’s office to introduce 
herself.

Jacob: Come in, welcome. You must be 
Katharine. I’m Jacob Smith.

Katharine: It’s very nice to meet you. 
Jacob: And you. How are you settling in so 

far? Has Barbara got you all set up?
Katharine: Oh yes, she’s been really helpful. 

Everyone has. I’m working on learning 
the ropes now and getting as involved 
as I can. 

Jacob: That’s what we need from you, so 
that sounds great. Have you got any 
questions for me right now?

Katharine: No, I don’t think so. I’m sure I will have 
some as I continue working, though. If 
I have questions about the database, I 
should go to Ann, right?

Jacob: Yes, Ann’s the lead on that project. 
And my door is always open—
though I have a lot on my plate at 
the moment, so I might not always be 
inside!

Katharine: Thank you!

13

Key terms
to learn the ropes

to learn the basic skills for a new task
学习做法；掌握窍门

[someone’s] door is open
the subject welcomes questions and 
will not mind being interrupted in his 
or her offi ce
提供机会

to have a lot on one’s plate
to participate in many projects or 
other activities at once; to be busy
忙碌

to get a handle on things
to learn to understand the 
workings of a system or project; to 
become more comfortable with an 
environment or process
掌控

to get the hang of something
to understand how something works; 
to understand one’s duties
抓到诀窍

to get into the swing of things
to get used to things; to get 
accustomed to a routine
进入状态；投入

wing it
to perform without preparation or 
forethought, to improvise
即兴发挥

go-to person/go-to guy
slang for a person to turn to for help 
and support for a particular task; 
someone relied upon
负责人

会见老板/上司
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1. How is everything going so far?
2. Are you getting a handle on things yet?
3. Are you getting the hang of the database?
4. Is everything starting to make sense?
5. Are you getting used to things yet?

6. I’m just getting my feet wet.
7. I’m learning all the time.
8. I’m doing my best to absorb everything everyone is 

telling me.
9. I think I’m getting into the swing of things.

10. They’re just going to let her wing it until the new 
training program starts next week.

11. Who should I talk to about the telephone system?
12. If I have a question about the data, should I speak to 

George?
13. Who is the go-to person on the project?

A.
Asking about 
someone’s 
comfort at work

B.
Describing being 
new to a position

C.
Asking questions 
about new duties

Sample Sentences
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hallway 
门厅

corridor 走廊

Listening questions: Listen to the conversations and answer the 
questions below.

Review Questions

A

1. Jane responds .

 A  certainly B  likewise C  welcome

15

16

17

2. The woman is probably .

 A  the man’s colleague B  a new employee C  a client

3. The man likes to talk to new employees because .

 A  he is often too busy to talk later on
 B  he likes to hear new opinions
 C  he is often out of the offi ce

 4. The man .

 A  tries to be available to new employees
 B  is not available to new employees
 C  cannot help new employees

5. Jeff talks about his .

 A  interests B  education C  job history

reception 前台

elevator 电梯 escalators 手扶梯

stairway 楼梯

Offi ce 1



Usage questions: Read the questions and choose the best answer for 
each one.

B

1. “ ”
 “Oh yes, she’s gotten me started on reviewing cases. Later on, we’ll go over the kinds of 

analysis I’ll be doing.”

 A  How is everything coming along?
 B  Is Laura helping you get the hang of things?
 C  Tell me about your career goals.

2. “Who’s the go-to guy on the Adam’s project?”
 “ ”

 A  I need help on the Adam’s project.
 B  Tim is the person you want to see.
 C  Yes, thank you.

3. Someone who is learning the ropes is probably ?

 A  starting a new job or task
 B  starting work in a theater
 C  wrapping up a project

4. If someone’s “door is open,” that means he or she is .

 A  in the offi ce B  out of the offi ce C  available to colleagues

5. “Welcome. You  Melinda. I’m Sam.”

 A  are B  can be C  must be

6. “I’m a little bit confused about the fi ling system. Who should I  to 
about it?”

 A  talk B  learn C  ask

7. “I’m defi nitely getting into the swing of  here, and I’m really enjoying 
the work.”

 A  stuff B  things C  tasks

8. “I’m glad to hear that you’re settling in well. Please pop by my offi ce if you 
 any questions.”

 A  need B  ask C  have

Unit 3 Meeting your new boss or supervisor  019
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Barbara is explaining the office layout to Katharine.

Barbara: It can be easy to get turned around here, so let me show you around. 
The offi ce is set up in two long corridors that begin at reception. The 
managers’ offi ces are on the right; everything else is on the left.

Katharine: I see.
Barbara: Here’s the kitchen, just down the hall from your cubicle. Across from 

the kitchen is the mail room. That’s where the fax, scanners, and postage 
meter are. If you need to send a letter, post it and put it into one of these 
cubbyholes in the middle of the room. There are separate places for 
local, domestic, and international mail.

Katharine: Got it.
Barbara: The bathrooms are at the very end of this corridor. The door after the 

bathroom is the emergency exit, which goes to a stairway. Be careful, 
because that door locks automatically. If you get locked out, you have to 
walk down to the fi rst fl oor and take the elevator back up.

Katharine: Good to know! 
Barbara: The fi fth fl oor of this building is ours, too; that’s where the executives 

are. We share this fl oor with a consulting fi rm. The second and third 
fl oors are a small publishing company, and the fi rst fl oor is all building 
maintenance. And, back to your cubicle. Your computer is hooked up to 
a printer that is just around that corner. Have you seen it?

Katharine: Yes, I’m pretty comfortable with this area by now. Thanks for the tour!

18

Learning about your 
office

Unit4
认识办公室环境
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19

1. His offi ce is the fi rst door on the left.
2. The conference room is down the hall on the right, 

across from the vending machine.
3. The elevators are on the other side of the courtyard.
4. Put all of his mail in his cubbyhole on the left side of 

the mail room.
5. The executive offi ces are directly above us, on the 

third fl oor.
6. The cafeteria is two fl oors down.

7. Can you tell me where the postage meter is?
8. Is there a bathroom on this fl oor?
9. Are the elevators before or after the stairwell?

10. Excuse me, is this the way to Conference Room 2?
11. Where can I fi nd a water fountain?

A.
Describing the 
location of things 
inside a building

B.
Asking where 
things are

Key terms
(to) get turned around

to get lost or disoriented 迷路

corridor
a hallway or passageway 走廊

just down the hall/corridor/street
not much farther along the same route 
沿着走廊

cubbyhole/pigeonhole/mailbox
a box for messages in a larger group or 
shelf of similar boxes. Also, any small, 
snug space 信箱

hooked up to
attached to 连接

courtyard
an open area wholly or partly 
surrounded by walls or buildings 庭院

Sample Sentences
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Listening questions: Listen to the conversations and answer the 
questions below.

20

21

22

1. The bathrooms are .

 A  on the left B  on the second fl oor C  to the left of the stairway

3. The woman is probably .

 A  lost B  hungry or thirsty C  busy

2. The man is .

 A  on the wrong fl oor B  in the wrong building C  in the wrong suite

Review Questions

A

Offi ce 2

executive’s offi ce
主管办公室

waiting room
等候室

bathroom
洗手间

data center
数据中心

cubicle
工作隔间 

conference room
会议室

bookshelves
书架
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Usage questions: Read the questions and choose the best answer for 
each question.

23

1. “My goodness, this place is huge!”
 “ ”

 A  Yes, it’s easy to get turned around in here.
 B  It’s easy to get upside down in here.
 C  Yes, I can lose your way in here.

2. “Where are the bathrooms?”
 “ ”

 A  Men on the left.
 B  They’re just around the corner.
 C  They split at reception.

3. “I don’t seem to be able to get on to the network.”
 “ ”

 A  Oh, you must not be opened yet.
 B  Oh, you must not be hooking yet.
 C  Oh, you must not be hooked up yet.

4. Which does not mean the same as “The kitchen is across from the mail room”?

 A  “The kitchen is before the mail room.”
 B  “The kitchen is on the other side of the mail room.”
 C  “The kitchen is opposite the mail room.”

5. Find the error in this sentence: “To get to the executive offi ces, go on reception and 
turn right, then walk to the end of the hall.”

 A  “Go on” should be “go to.”
 B  “Go on” should be “get by.”
 C  “Walk to” should be “walk toward.”

B

4. The man probably wants to .
 (A) make a copy (B) post a letter (C) send an email
 
5. The mail room is opposite .
 (A) an exit (B) the kitchen (C) the corridor
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Learning about locations 
near your office

Unit5
Katharine wants to go out for lunch. She asks Barbara about 
restaurants nearby.

Katharine: I was wondering if there are any places to eat within walking distance?
Barbara: Well, across the street from the building is a shopping center. There’s 

a Mexican restaurant there, and a sandwich shop, and there’s a 
supermarket that has a pretty good salad bar.

Katharine: That sounds good.
Barbara: Then if you go out and turn right and head down to Apple Ridge Road—

it’s the fi rst light—catty-corner from you is a bakery that has good 
croissants and coffee. There are a bunch of restaurants along Apple 
Ridge Road, but you couldn’t walk to them.

Katharine: Like what?
Barbara: Oh, about a mile down there’s a sushi place. Farther along, near the 

highway exit, is a good Chinese takeout and a Peruvian place.
Katharine: Great, thanks. Can I ask you one more thing? Is there a dry cleaner’s 

nearby?
Barbara: Yes. From here, you go out and turn left, then keep on this road for three 

blocks. You’ll go through one set of traffi c lights. At the second set of 
lights—it’s a big intersection—you turn right. That’s Plum Tree Road. Go 
down Plum Tree Road for another few blocks and it’s on the left.

Katharine: Thanks! 

24

认识公司周围环境
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1. The parking garage is under the building.
2. The gas station is on the next block, past the four-

way stop.
3. The restaurant is three blocks down Charles Street.
4. The fl orist is across the street.
5. The hotel is about a mile north of here.

6. To get to the restaurant, go straight out from the 
parking garage. Turn right at the fi rst stop sign and 
it’s on your left.

7. To get to the highway, turn left out of the building. 
Follow Main Street for three or four blocks, then turn 
right onto Elm Street. The exit is another kilometer or 
so down Elm Street.

8. Take the highway exit toward Route 13, going north. 
You’ll be on that road for about fi ve minutes. Make 
a left on Maple Street. Go through three sets of 
stoplights. We’re the fi rst building on the right after 
the third stoplight.

A.
Describing locations 
outside the offi ce

B.
Giving directions

Sample Sentences

Key terms
walking distance

a distance short enough to walk, rather than drive 步行距离

catty-corner/catercorner/kitty-corner
diagonally across from 斜对面

highway exit
an entrance to or exit from a highway onto a main road 高速公路出口

go through
to pass straight through without turning 穿越

intersection
a place where two or more roads cross each other; also, any place 
where lines or elements meet and cross 十字路口

four-way stop
an intersection with four stop signs, one for each intersecting road. 
Drivers must take turns going through the stop signs
四向停车指示牌

stop sign
a red, eight-sided street sign that tells oncoming traffi c to stop 
before proceeding“停车再开”标志

stoplight/traffi c light
a traffi c control signal with three lights colored green, yellow and 
red meaning proceed, prepare to stop, and stop, respectively 红绿灯



026 Chapter 1 Learning about your job

Traffi c

Listening questions: Listen to the conversations and answer the 
questions below.

Review Questions

A

26

27

1. How far away is the Turner Building?

 A  Around the corner. B  A few blocks. C  At the next traffi c light.

2. The post offi ce is .

 A  on the same street as the building B  on Rosebud Street C  at the light
 
3. The woman should .

 A  turn right out of the building
 B  turn left out of the building
 C  walk straight out of the building

traffi c cone
交通锥

stop sign
停车再开 

traffic light 交通信号灯

intersection
 十字路口

no parking sign 
禁止停车

do not enter sign
 禁止进入

pedestrian crossing signal 
行人过街信号灯



28

4. The man is traveling .

 A  on foot B  by car

5. The man should take highway 12 .

 A  south B  east C  north

Usage questions: Choose the correct answer for each question.B

1. “The house is at the corner of Rosebud and Woodmont Streets.”
 Rosebud and Woodmont is a/an .

 A  dead end B  intersection C  highway

2. “Go through the fi rst light. At the second light, turn right. Make your fi rst left and our 
house is on your left, number 21.” The driver should .

 A  pass the fi rst stoplight B  pass the second stoplight
 C  turn right at the fi rst stoplight

3. “ ” 
 “Of course. When you get off the highway, turn right. Follow that road for about two 

miles, until you get to a four-way stop. Make a left there, onto Plum Street. We’re about 
half a mile down on the right.

 A  Where are you? B  Could you give me directions to your location?
 C  Where do I go?

4. Which phrase does not have the same meaning as “go down Plum Tree Road”?

 A  Follow Plum Tree Road. B  Continue on Plum Tree Road. C  After Plum Tree Road.
 
5. “How  is it to the hotel?” “Oh, about a mile.”

 A  far B  long C  soon

6. “Which  should I go on Rosebud Street?”

 A  side B  way C  choice

7. “  the second light, turn right.”

 A  On B  To C  At

8. “Take the highway  for Perry Street.”

 A  exit B  road C  way
Unit 5 Learning about locations near your office  027
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