?

Unit 1

(v.)
(n.) BF

(adj.) frtkey

(n.) it
(n.) %k 4L

(adv.) FI

(v.) 43
(v.) k¥

(v.) PR¥F

(n.) #3;E R

(n.) ¥ M

(v.) W&

(v.) #HH

(n. ) B 8] &

(n.) o Jr %

(adj.) K HEHY

(n.) EEX

(adj.) HNEH

(adv. ) B 3LH

Workplace Manners

(2) attentively (adv. )
(4) cancellation (2. )
(6) colleague (n.)
(8) determine (v. )
(10) feedback (n.)
(12) greet (wv.)

(14) helpful (adj.)
(16) interrupt (v.)
(18) manners (n. )
(20) notice (v.)

(22) pillow (n.)

(24) positive (adj.)
(26) scale (n.)

(28) set (adj.)

(30) stopover (n.)
(32) tip (n.)

(34) tray (n.)

(36) valued (adj.)
(38) well-prepared (adj.)
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SR_[RE

(D T &
(2) flight attendant (3 TERFE
(4) have a stopover (5 BALE
(6) carry-on luggage (7) B R K
(8) security check €©)) C{wRILREE G| RRLE
(10) take a deep breath an S
(12) make sure
(13) B 3 eeeees T R e eee
| (19) in face of
(15) Beeeen g o eneen,
(16) in a friendly tone 17 Jff| o99000 2N
(18) eye contact (19) FUF; 22
(20) share . with... (21) e eeeee i 5 A1
(22) shout at
@3 Poeeoe i 57
(24) focus on (25) AT
(26) look after 27) o A R AR
SR
(1) A receptionist works in a hotel. £ i &
 EEHA I |
(2) A works on a plane. = A R £ KL E T/,
(3) Where you to today? R4 K& KA E?

in Chicago—do 1 need to |
~ myluggage there? WA R REEL MAEMN — REEENERA
B AT 7 |
(5) , I put my carry-on luggage flat on the
| belt and small objects in the trays. & Wi E, R ETEZ FR LW b,
M B HEREE. |
(6) Before you speak with the customer, to

CESE PR BRI E TAR TR,

(4) Excuse me, 1




Unit (1) Workplace Manners L

(7) After understanding the problem, you should apologize before saying anything

else and to find a timely solution. 7 #% 5] # J& , 14 L % 46 &
ORI E, AR AR KB AT R,

(8) Making customers feel appreciated, even

cancellation, determines whether they will you friends and
colleagues. B 5 T $HUH , b BiL % 2 BB, 20Ok E T ANTET AWM
KA F B |
(9) Welcome and greet customers with a smile and .
WK RIE P, I BEAT IR I
(10) You your personal stories coworkers while you are working. /&
 EIKREREATRMAALZA. |
(11) Don’t customers or them
when they CYE PR, T E A AT A B A KR AT

S BENBIRE

Part A X BB

L BiE#HE

1. She GUHE) us with a smile.

2. They (BL7E) to start early.

3. Luckily, nothing CEMMER)) was stolen.

4, 1f you (7E#E3F]) something or someone, you will become aware of them.
5. We (&3 for the late departure of this train.

6. The response they had from the public has been very (B

7. The following (/NI can help if you have some of these worries.

8. He (i E) his hand on her shoulder.

9. She’s very good at (b3 her patients.

10. A (JZBFAY) snow promises a good harvest.
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II. BIERF

1.

10.

11.

12.

In the armed forces, officer is a person in a position of authority.
A. an B. / C. the D. a
—1TI'd like a cup of water.
A. Should I help you? B. Did I help you?
C. May I help you? D. Need I help you?
— , I also want to have a look at the new computers sold in your shop.
—Please follow me.
A. What’s more B. As you say
C. By the way D. If so
She seems to find faults everything all the time.
A. with B. at C. in D. to
When with complaints from customers, keep patient and calm.
A. deal B. dealing C. dealt D. to deal
I like reading storybooks very much. 1 often some interesting stories
my best friend, Mike.
A. argue; with B. share; with
C. tell; on D. share; to
you park your car clear of the entrance.
A. Make sure B. For sure C. Sure of D. Sure about
Random turned to shout him again.
A. to B. with C. in D. at
—Do you have any dresses for children?
—Of course. How this red one?
A. at B. to C. of D. about
You don’t like a foreigner speaking English.
A. sound B. look C. hear D. taste
Please tell the hotel manager 1 will in before 12 o’clock in the morning.
A. check B. come C. search D. stay
He prefers to on the appearance of customers.

A. focus B. attend C. care D. watch
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13. He has been a big fan of Jackie Chan since he was a child and he is full of
China.

o)
[ 4]

[ —

n

A. interests B. interest C. interested D. interesting
14, If it » we will not play football tomorrow.
A. will rain B. rains C. rain D. rained
15. you have dark skin, you still need protection from the sun.
A. Even if B. Even when C. Even worse D. Even now
L 1ERXE
A: Good afternoon. Welcome to Grand Park Chengdu. May I help you?
B: 1
A 2
B: I'm Kate Robert.
A 3
B: Yes, from today.
A: OK, Ms. Robert, please show me your passport.
B: Here you are.
A 4
A: Thank you for waiting, Ms. Robert. 5
B: Yes,it's right.
A. How many pieces of luggage do you have?
B. Yes, I'd like to check in, please.
C. Your reservation is a business single room for one night. Is that right?
D. May I have your name, please?
E. Please enjoy your stay.
F. Do you have a reservation, Ms. Robert?
G. Just a moment, please. I'll check our reservation record.
IV. SEREF
L S FRMT K

A glass of . please.
2. PRAT ISR I
You can step

3. R — L BIRRETER FRZ A

and see how long you can stay underwater.
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p=:
5]

4, TNRARBEBATE  X AT 25 0] LUE D TR A7 24500
This one could go on as if you like,

5. BBk, T H I BRmE .
. I'm only joking.
6. JoA ARAEHLENG 7

Sir, do you have a ?
7. iEFSRA B AR
Let me the complaint.

8. PRFGE LK
You have to go through

Part B B:E5 K -%::

I ERES

How much do you know about manners? Different countries have 1 manners. In

2 Asian countries QIEPNEZZ) , it is good manners to take off your 3 before
you go into a house. 4 in European (BXM) countries, even if they sometimes become
very dirty, this is not done. If you 5 a Chinese house, when you have a meal, you
usually do not 6 the food. You often leave a little to 7 that you have had
enough. But in England, a visitor always finishes food to show that he has 8 it. We
must know the customs (X {4 ) of other countries, so that they will not think us bad-
mannered. People all over the world agree that a well-mannered person should be kind and

9 to others. If you remember this, at least you will not go very far wrong. 10

likes a person with good manners, but no one likes a person with bad manners. Mind your

manners.

1. A. same B. different C. some D. interesting
2. A. some B. any C. other D. few

3. A. bags B. shoes C. coats D. hats

4. A. And B. So C. But D. Or

5. A. go B. travel C. wvisit D. come

6. A. need B. finish C. choose D. have

7. A. say B. see C. understand D. show

8. A. finished B. enjoyed C. taken D. drunk



= A

Unit (1= Workplace Manners |

9. A. careful B. helpful C. impolite D. healthy
10. A. Somebody B. Anybody C. Nobody D. Everybody

1L 5EiEIR R
A

We know good manners are important. Today I am going to tell you something about
manners in different countries. Something that is rude in one country may be quite polite in
another. For example, in Britain you mustn’t lift your bowl to your mouth when you are
having liquid food. That is considered bad manners in Britain. But in Japan you needn’t worry
about making a noise when you drink something. It shows that you are enjoying it. In Britain
we try not to put our hands on the table at all during a meal. In Mexico, however, guests are
expected to keep their hands on the table throughout a meal. In Arabic countries we must be
careful with our hands. You see, in Arabic countries you mustn’t eat with your left hand.
This is considered to be very impolite. So, what should you do if you visit a foreign country?

Well, you needn’t worry. You can ask a native people there to help you and you can just
watch carefully and try to do what they do.

1. In Arabic countries you must be careful with your

A. feet B. mouth C. eyes D. hands
2. In Britain we try not to put our hands during a meal.

A. on the desk B. over the mouth

C. on the table D. in the pocket

3. Which of the following is TRUE?
A. In different countries, the manners are the same.
B. The passage talks about different manners in different countries.
C. Good manners are not important.
D. In Arabic countries we needn’t be careful with our hands.

4, What's the meaning of the underlined word “throughout”?

Al ZEpt . A C. it D. fit
5. The main topic of this passage is
A. manners B. habits C. traffic D. lights
B

Here are some good table rules about eating Western food.
As soon as you sit down, you should sit up straight, and keep your elbows off the table.

Place your napkin on your lap. The napkin stays on your lap (except for use) until the end of

/4
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the meal. If you need to leave the table for a moment, you may leave the napkin on your
chair. When the meal is finished, place your napkin well on the left of your plate.
Remember the rule: liquids (J&{4&) on the right, solids([E{£&) on the left. Your water
glass is on the right of the plate and your bread plate is on the left. You should pass the
dishes from left to right. Do try a little of everything on your plate. Bread should be broken
off into small pieces and butter is about a small mouth as you eat it. You may leave some food
to one side of your plate if you feel you have had enough. Don’t leave your plate so clean that
it looks as if you haven’t eaten for days! If others ask you for the salt, pass it with both hands
together. If the soup is hot, don’t blow on it; just wait for it to cool off. When a lady arrives
at or leaves the table, it’s polite for all gentlemen at the table to stand up.
6. When you eat Western food at the table, you should
A. put your elbows on the table B. keep your elbows off the table
C. keep your elbows straight D. keep your napkin clean
7. According to the passage, if a person leaves for a while, he has to
A. take the napkin with him B. take the napkin in his hand
C. put the napkin on his chair D. put the napkin on the table
8. When you finish eating a Western meal, you should
A. put your napkin well on the left of your plate
B. put your napkin well on the right of your plate
C. place your napkin into the dustbin
D. take your napkin with you
9. How do you deal with the liquids and the solids?
A. Mix the liquids and solids.
B. Pour liquids to the solids.
C. Put liquids on your right and solids on the left.
D. Blow the liquids and finish the solids.
10. What can you infer from the passage?
A. If you feel you have had enough, leave some food to both sides of your plate.
B. When a lady arrives at or leaves the table, it’s impolite for all gentlemen at the
table to smile at her.
C. It is not important to pay attention to manners when eating Western food.
D. There are many rules to follow when eating Western food.
C

Handshakes, kisses, hugging ... people all over the world greet each other in different
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ways. Because of the outbreak of COVID-19, people are changing how they greet each other to
stop the virus from spreading(44#%). They have come up with some good ways to say hello.

France

French people love to kiss on the cheek to greet each other, even between people who
have only just met. As kissing and handshaking may spread the virus, a French expert says
simply looking into a person’s eyes is good enough as a greeting.

Australia

Holding your hand out to shake hands is popular in Australia. However, it’s risky this

time. People said they could pat(4%#f]) each other on the back.
Iran
In Iran, a video has gone viral online (£ I 7E 41). It shows three friends meeting,
hands in their pockets, and two of them hitting their feet lightly against each other as a
greeting. It seems to be a good way to replace their traditional greetings—handshaking and
hugging.
UAE
A nose-to-nose greeting is popular in the United Arab Emirates (B $7 /[ 55 2§ K ED.
People there rub(JB£#2) their noses together upon meeting or leaving each other’s company.
UAE’s Health and Prevention Ministry advised people to stop this traditional greeting. It also
said that people shouldn’t shake hands, kiss or hug. Instead, they should greet each other by
moving the hand from side to side only.
11. Which of the following is the right way to greet each other in France during the
outbreak of COVID-197
A. Kissing on each other’s cheek. B. Shaking hands with each other.
C. Looking into each other’s eyes. D. Patting each other on the back.
12. The underlined word “risky” means 7,
A. possible B. dangerous
C. sad D. terrible
13. What is Irani traditional way of greeting?
A. Putting hands in their pockets.
B. Hitting their feet lightly against each other.
C. Moving the hand from side to side.
D. Handshaking and hugging.

/4
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14. Which of the following is UAE’s Health and Prevention Ministry's greeting way?

A.
15. What’s the best title of the passage?
A. Greetings During the Outbreak of COVID-19
B. Different Ways to Say Hello
C. How to Keep Close Contact
D. Why Should We Change Our Greeting Ways?

RINEE

1. When you feel nervous. you can take a deep breath to calm yourself down.

2. How can you make sure everybody knows?

3. Why must you always find faults with me?

4. This voice sounds like a piece of music.

5. Can you share your happiness with me?

6. B N R ARATHAELAR L.

7. FABHGER T FIER LB .

8. VREE MFRIMEAE— A - L2

9. BAFF—xL AT EN MR

10. RbIFEHIUESANBEE T .




|

V.
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5
R ARV R AU BRAR B ™ JREFF T — U . R AR AT/ N 75 00 » AR B 4 s 1

R

B — RO [ SR AC T . TRI%R 80 Ze A .

HBR A8 HR IR

Mary A 2 1531l (fashion designer) B SE AR K 22 1

Kate bel 2 T\ (gardener) HAHY) AR T R S

Tom I RN AR SER )
I ? ?

FMIAMEBSEER

[ExHiA]

(1) apologize (2) &.>#h (3) blanket (4) B (5) cheerful (6) [F]ZE

(7) comment (8) g  (9) disrespect (10) Jzim (11) genuinely (12) 4%
(13) handle (14) H#EEIA  (15) indicate (16) $TWr(i%iE) (17) maintain
(18) #Li% (19) note (20) EEF] (21) passport (22) ¥tk (23) place
(24) FOM (25) recommend (26) FF (27) schedule (28) ZZHEL11

(29) solution (30) A4l (31) timely (32) /NI (33) tone (34) $E#%
(35) valuable (36) EZY (37) verbally (38) #E£FE /1)

[EXR5EiE]

(1) at the front desk (2) z53 A fi  (3) on the scale (4) HiE  (5) boarding pass
(6) FEEHEA 472 (7)) mineral water (8) Z#:  (9) lead;into  (10) JERIEIZ
(11) calm down (12) #if% (13) thank;for (14) @m%} (15) recommend;to

(16) PAAKEHHIES (17 inyway (18) IR#IAZH  (19) make complaints

(20) Eeeeeor JAE (21) comment on  (22) Xifeeeee- KWk Y (23) find faults with
(24) B (25) check in  (26) HEJE (27) sound like

1
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[(ExqE]

(1) at the front desk (2) flight attendant (3) are; flying

(4) have a stopover; pick up (5) At the security check

(6) take a deep breath; calm down (7) make sure
(9) make eye contact (10) share; with

(11) shout at; find faults with; make complaints

12

(8) in the face of; recommend; to
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| BRHE

1. greeted 2. determined/determine
3. valuable 4. notice 5. apologize

6. positive 7. tips 8. placed 9. handling

10. timely

. BIEE

1. A #&7 i, officer iz F A AE & &I
K EAHBEAER. A F
2 EEABEERIEENA, Hik A

2. C FEWFRF, ATRBHBIEAR
A EAMR S0, A May 1 help you? % =,
qF. — A AR LD — KA E—
MK, ¥k C,

3. C £ & HF AR, by the way, IUAZ # —
T. OFIEH— T RELBF A ERE
E AR, ¥k C,

4. A ZFZBEEHE, find faults with L5,
W, 8 F AT AT F AR IS,

¥t A,

B F&arrEkiE, &

joal

S AR P ROF
B Z ARBTG5 A, when 7] 89 BF
FARBINE P, S £8 £iE5ME £E—
., B4 i8 544 be ShiAnr. N4 £iE 5

be 2438 T A f k-, ik B,

6. B #& BB, argue... with... eeeeer ES

Hoeeeeeesshare ... with ... J5 eeees PN SN L4

T RRERERF R REF 5 HERTY

10.

11.

12.

13.

14.

.D XEEHEHE,

. D FEHFRIF,

MBS F— LA ARGBE, ¥k B

A #FEA4E 4, make sure # 4 ; for sure
#5523 be sure of/about # %, ¥ 4 2 A4k
8], BIZVAEN A R IT k. 8 & AR
AR BEATHRT, Wik A,

shout at sh. &} 3 A X
MR, 6 & 2K LRl ¥

how about i F4E K 3+

TN AELZTFN

BTG A, XA EWE LR
#ik D,
A FEHZ B A, sound like oA £ AZ;

look like A A2 kM., &) & . BL3EE 0, 4RF
REFME—AIIEA, ARIEHFE Tt A
A FHBERPE, check in AEEIF 4
FAANE, RSB EEERSEL
S HEANE, RIEEE Tk A,
A X FHELHEHER, focus on i T;
attend to V£ &, 8 /1 T; care about %« ;
watch on AL, & F AL ERKIEEF 6
M. Wk A

B # & E & #%E., be full of interest ok
R, T AMRDFHZ R L, B
Pt B A T AR, ik B,

B FFIREMNG ., AR T 0 &0
RIE G, £ 6] A — R R AT, A8 — A&

Nk HEk, &5 . wRPARXTH, KA

,,,,,,,,,,,,



HAREHLHRT ., ¥k B

15, A # F KB M A, even if BP 4% even

1—

V.

1.

3.

5.

7.

when BF 4# % ; even worse K 4% 49 % ;
even now B¢ 2 LI, &) & RBP4 AR R B

RBARMDREZRYP ARz KA E.

ik A
. ERXTE
5BDFGC
STRAIF
mineral water 2. on the scale
Take a deep breath 4. carry-on luggage
Calm down 6. boarding pass
deal with 8. the security check

| ERE=

1.

3.

4.

B F & %5, same & 4 “HE 87

different & A“ R E 49”7 ; some & H“— &7
interesting & A “A A&, &3 Different
countries have 7 42, R F] 64 B & A & — 4

AL, ¥k B,

A EERA, some BAC— R any F A

“4EAT” ;0ther T A “ K A4 few & AL
FEA”, GF E-RTHE R, HREZH
WL¥ETFRIFAT A, ¥k A

B #4& %, bag &A“E";shoe TA“H
F7;coat FEAINE hat F AT, R
&) & T Hm, LA FE LB, ik B,

C #%i#%4#, and EAHF", £k ;0 &
AYEART.EBER;but EAH 2R, R

Lafrsor &ARE, Kk, R

Asian 55 European ¥ 4r & 35 37 5 st b, &

# C,

- C FEHIA, goFA"E s travel FH ik

775 visit & A KRN, 575 come & A
"R, AFE . ERAGRE—PFPPEAREHE
W BARVEIR B BT R AR R B Ede R M FRvE

%o #it C,

. B #3&3h4. need FHAH“E L finish &

A7 R ; choose & A “ik 75 have & A
“HoLT, RIEG E TR R Rl YL

%, #it B,

.D EEHHE, say EA B 3see EAHYH

JL”;understand & 4“8 & ”; show & A “ &
T, AL T e P B XA A RS

T — AR LILARLAR T . ik D,

. B F&FHF, finish &4 TR enjoy &

HCEZ, B R take T AW drink & A
“vg”, A # But in England “/2 £ & B T
R 5P BT, AT AR E, felReL

FER AR E S T AR, %k B

.B FHE WA, careful EAIF @y,

helpful % 2“7 % 8 49 ; impolite % % “ &
UG healthy &AM R B7, & 4
R AR — 4 F, 2 —ANA R
WAL E AR EH  TRAT R B8, 3

% B,

10. D # & 439, somebody & A “FE A7;

anybody & A “4£4T A”; nobody & # “%&
AN everybody & A4 “HAANT, K IE

but no one likes a person with bad manners



CEAAERAT A RIHF AT i R
HRANERAT AR OEFRG A, #K

& D,

Il EiEIEfE

1.

joal

.C mYbmma,

D my MM, £%EH — K In Arabic
countries we must be careful with our
hands. 7T 40 7 4240 B £ &R & F. ¥

#% D,

. C @y M, R4S — & In Britain we

try not to put our hands on the table at all
during a meal. 7T e £ 3£ B ,vEiR T A2 P, e
F AR R LR RS, ¥t C,

B ZEREM, @ike L, TaA LI

ARF B FEHRREZAM, ik B,

. B AsUE R, AR — B In Britain we

try not to put our hands on the table at all
during a meal. ¥ 4§ during 7T %=, Jb AL & ik 84
AL e 89 A7, SRR AR 0 A AR,
5 during A0 4 F AT F . ¥k B,

A EHXEHM., BELFI K We know

good manners are important, 5 4 L& A~

RO ZAMG ST B AR, it A,

. B my AR, HIEFH = As soon as

you sit down, you should sit up straight,
and keep your elbows off the table. 7 %=, &
PR FrL AR F R B R, ik B,

I F =% If you need to
leave the table for a moment, you may leave
the napkin on your chair. 7] fF t £ %, #%

% C,

8.

10

11.

12.

13

14.

A ¥y EBR, HEH =K When the
meal is finished, place your napkin well on

the left of your plate. TTfFh &4, # ik A,

. C my EBMA, HIEFH =B Remember

the rule: liquidsCG& &) on the right, solids
(B4R on the left. T 4, iR AR Bk &4,
Bk ki, it C,
. D dRmpIBE, BB CFAGEHL B
BiEEEFE T LB R B EE A,
P vA =T vAHem| 5 There are many rules to
follow when eating Western food, # it D,
C WV M, RFFHEGRE— 4
.. looking into a person’s eyes is good
enough as a greeting. 7 %=, f£ ik B I A
A38 3" A a7 e MR RE 7 R A%, Sk C,
B AU, R3ES & EE AT
However 7 4n, 0] J& 4] A453F X %, %4
% — 8 % =& P8 ... stop the virus from
spreading 7 %, K 6] & A" K do, £ XA B
BT R AT W AR A B,
.D Yy MM, I It seems to be a
good way to replace their traditional
greetings—handshaking and hugging. T #%
A%, ¥tk D,
D BHxEMA, RFERE—EYORE—
4] Instead, they should greet each other by
moving the hand from side to side only. 7
o, FTRR B BAE 3RS A B L F 09 o
KFMEfH, mEAR D ERAZEFHEE,

¥t D,



15, A FARBEHAE, AXLEZNZTEANE
REZFHE ey EES X, #6g A
n. ZNEF
L S AREE R AR TTARR - A ik A T
FHT R
2. fRELAHRBEANAAInE?
3. A 2B TR HE?
4 I FEFOAR RS —EHK,
5. ARAEF H Ay FRE PR D7
6. Even if it rains, they are able to go there.
7. T want to know whether you will go to
Guizhou next week.
8. Would you like to recommend a good dictionary

to me?

9. Calm down! We'll find her.

10. You'd better stop your endless complaints.
V. 51E
One possible version;

Recently, we did a survey in our class in order
to learn about students’ dream jobs. Mary wants to
be a fashion designer, because she likes beautiful
clothes. She is good at drawing as well. Kate hopes
to be a gardener. She is keen on plants. She wants
to make the city more beautiful. Tom likes cooking
healthy and delicious food for others, so he hopes to
be a cook in the future. My dream is to be a
teacher. I love children very much.

1 hope everyone can realize their dreams in the

future.

Unit!2! Duties at Work]

| BiRHE
1. updated 2. confirmed 3. swept
4. password 5. order 6. familiar
7. arrange 8. conference 9. simultaneous
10. reservation
Il BALESE
LB £&EXGHE, dFRITEE—T

ey 37 BB, W & % & “Sure, here you

are.”, G RTAA—THEHF R
7 —— B RT A, ik
2. A FHEEHM, arrange for F A A eeeeer

A, Hyeeeees ZHT, OF RIEZELA

ARG H— PR, ¥t A,

3. C #& betodo # A%, betodosth. &+
BRI EHEROF, L=k
REH, F: RAITHEALETE R, K
it C,

4, B #ZE XA E, by telephone & % “id it
w3575 by WeChat & 4 “# 4% ¥ 4+”; by the

way & A “NfE ¥l — F”; by accident & 4 “1%

R, & E.—E A BH 2 F X &
447 —R4AE AT, ik B,

5. A #&FHiAEEHH. show sb. around
A AR L slow down & AR

&7 skeep calm & A “#R A #"; make sh.
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