FERICHT->The v |k

FEEOEHEEIL, BARBEDEZNLIAT, ZIFIZblsTWET, #lx X, AlItERIX
[vice president] T 723, ZiUZ lsenior ~] EfFWVW7=0  BREENMTADBIEE L TV D
SIS HEES T, FITI I T, AHEZIZOWVWT, A LIENY IRz & B
7,

B F o BARETE, THE] LWH —ETHEEV S ZOFEL, KEARME-TWDEE
WEAFRLET L, UTOXDITHEA RERNRH Y £77,
Executive secretary, Administrative (Personal/Executive) assistant, Office
administrator, Staff assistant, Executive (staff) coordinator, Executive office
manager, Executive coordinator, Administrative support specialist

O OHEEZ, FEEIZITH#S - TBY £H A, EZTINHOHGEICH < b L7ZERITIE,
ko] [ & HF5E (E)] ZiEHR S > CTEEZRFMEZENTHATITESI TLLD
AR

CEO (kmiEEMEE) OFEE LOZ oMo BETSE
Chief Executive Officer DR, KED=4ETIX, MREOFIEEZRFT D HHEE S (R—F)
DREOEELHRET X2 T 47 « 47 40— (FUTEL) CEELET, CEO
. BUTEROETHY ., TO T THENCOO (Chief Operating Officer/fx i 558U T
HIEH) &L
TERISHEEE T 2R E L 27 —203%<, CEOIX, A—FO2RE G 5617
FLAET, REBMHEREZES TWVET,

AABETIIAR— FEPUTEEROX NN 2 <, & - BRUZHENRER L, CEO, C
OO DM DEE ZRI-TIHAENLZL DO TTN, I TIEA—T—RERET, 2ENC
EO, fERNCOO LW OB THREI LT 2EE b HTE TV £7, KETIE. CE
O. COOD FIZHEHNE 223 % C F O (Chief Financial Officer/#x @ %3 T ELH#H) |
THHy AT LI ZH Y35 C 1 O (Chief Information Officer/fx & I HEITEHILE) 72
ChRELAELHE CETWET, (WL BRHRE)

s, BOLTIE, CCO (mad « JKEEREH), CHO (Rm AFEEH), CMO

(R EEE), CPO (kmAEREE). CTO (REBEINEMEE) LWV O REEE
O EELHNTVET,



C E OlZ, President X° Chairman O% AT ARYIZE LR > TWHHEE - 2ET
HHZEHRLET, ZHEHFICEZIE. CEOBMTVTWVARWIEE - 2RITBHIY T,
ZOSHITITRZABRNEHEE R NDL L VWIARTHDL L EEZONET, LNLITHEEIK
BB NLHPETIE, FLECEOZARDFEEZ M ALEE R H LV 2L 9
T, FET AV EBSTAF Y RATIRELTZR DT AV DAL NWDHE S T, i
OEZITKEDORFHEHRNCBEBR L TWH LI T, 2THWo72T7 AU I AOFIZiE, HFndH]
KO SEER FR I OEDEERICZNE D TT, LW DiE, EORMENKHEEO L Y
WCEFLTELT, EEELEMIC - OINTVWIBKRENLENWS Z EEEH> T, BAR
bEL, FELI, RELHEHOVEEFEROETHY, 295 Wolc “HBEDEITIXC
EOIFRUERVWE S TT, SHICAEMEIIITFKO=EW I Zirtem@ s H 5 X
ITT, EHML, AFVRTIRMET DT AU I AOKND, KFHEE OTe X H L Ol
S0EbE L, TAVIHEERICDE EH LAY, BEIICHAALTWSES T
T BEV—FX—[TONS KT v 7 2EBENTELND, & DHELALRKEOKRFEOHIZIL,
CEODEZLME:L LT, (1) technical competence (H4y2NHH: L C & 72Hkp53d & &
V. OB OT X TOMIEZERETE H6E7) . (2) people skills (HtDRES) & K54
L, KAOHWHFIZHE T, AL DED =— X% DA, RETEHHE7)). (3)
conceptual skills (E'>=aY), (4) judgement CRICHIEEES)) # L T (5) character

(BP0, HESI. BOERRBHEEZE-> THDHONEME) 2235 TR £,

HRAITHRFETIL, THEE A JEE & TS % [call someone by his/her title] & F 0,
ez nz [SAJ £ TS 13 laddress someone's last name followed by san |
EEWVET, FISCHERTIEHTE 2304172 & B E T,

4. Imust], Thavetol, lshould], loughtto] DI X SE/RENZOWNT

ZHRHDENIHOWTIE, (TFEEFELZMIRL TH ORI WEEDbRETOT, 3CH)
PR LT, RENTEHR L THET,

F£9°. must:

ELTPOFEMMOZTRTSET, 2NHOFRTH—FM, HEICko & oo
BOWEETHRWE R IET,

You must stay in bed. E WX (X)), (@S HH)

KIZ, have to :

~LEEEIBRN, ~LRTHNEBRAZ L, EWH =27 And 5895 T, ik <H
JAHEED LD TT,



You have to stay inbed. ET72IE 5 BV WA L2000,

—#FHBIZ. should :

BHRBE LTIHV, BHRHITLIEEDOL S TT,

You should see Hamlet. AL v &R 5% L (FAUTED 5 D),

%2, ought to :

should O FBIAPHIKTIZRT LT, BB RMLEREZRTSED LD TT,

You ought to see Hamlet. ~AL v & BT _&ETidwny GELARTWS),

5. Mo ZIZHoWNWT

— 0Oz o2 ] LnoTh, TEROLIITWANARNSIRHD 4,

M MNEDHDLWNIEINE Do Z

] CHEHNE

0 o ZHDHVT/S—L o2 (round
brackets or parentheses)

() CEA-LUHDHWE ZENS D

[ o9

(0 77 v hHDHWEMA- T (square
brackets)

<> U 7=8& 5N XX A (angle brackets)

{1 Ho ZhHWIE7 L—2R (bracels] ) ZidAroZ O HFHRLET
([orD,

(] FTIfFR— L

9 CEHXA

" THSIRABOHDLNIE TN s I T ay e w—T

v —HIHABH DIV TN s I T gy e

2T, MLV SR, (o oo Z B AND ] BETT, 2 THARGE
DGE L RFEOGEDORFEH A BT THET,

HAFED GG 7 ~7p EF T~ e, T 0 T~y T~ =723 )
DRI = BEZBNET,
RERDOLE (I~D. («~>), [ Fr=igz v~



AT, BRRICRS X EAESBRITIE, FICERRDO 6 X2 =& ffioTnEd, Bk,
TBELSTZEN,

6. JEAFNZOWNT

AL, AL OBRFAZEM L EEAR LTO XS 2ES RO E T,

2w DIEFF D —44 : the two clever young Japanese women
gEaa e &R+ KU - B - AR TR - AR+ A

%0){1410)*”\ L BIEHERFOEN, KEEERHERE & LR WHARANDRIGEE KLY
o DFRRITE & W E T,

7. TR 51 122\ T

MHERRT 2 1 13, BHIRR (RRICANSCERGER) 3556, EENLE T,

UTIERMORTKELOELLZOT, TR - TIEEN,

AFBEHK LTV D (ZOHADAITIS. BITARE),
#84y (A) constitute (compose/form/make up) }_ﬁi (B) .

AIZBT (0B) HRENTWD o T (ZOHEDAITRE, BITHED).
41K (A) be composed (or made up) of %y (B) )
4K (A) consist of #%r (B) .
21K (A) be formed of #4y (B) .
2K (A) comprise #i45r (B) .

2 AIZBDO—# L 72> T\ 5, A comprise(s) a part of the B.

8. [€5T¥]

MEFHEOERROZ LIZHE 0T, TENTTHERNROAVWED TEEZ0SEDS

WEILZ, I TRITERICARWELET, Th RO BAFHERS R (260
AR TEZEIRRMR) ST ESREERTEBY L, L, ZRHORBE



NHEDOEFLETUTEDL LV OIRTITZRNWTL L 9706, IWRIZIS CT D AN T
SEECHRRICIE N L TV R TITEADEEITFE L E T,

That's true./I can see that./That's it./True./So it is./So I am./So you are./So he
[she] is./So we [they] are. (& 5 72D TT)

I imagine so. (% 9 EWE)

I guess not.(Z S IFENFEEAR, HDHWE [HEEZITT) £95TTh)
I believe I will./I'd say so. (£ 9 BEWEF/BZLLZEITLLD)
Iagree. (A% 5 E 5 D)

I feel much (just) the same way. (FAHZD X H 25 A LET)

I agree with you. ([FJE& <)

I suspect so. (£ 9 NPHENETAR)

I'dsay so. (ZH7ZEBWET ZDiEY TT)

I'd imagine so. (Z 972& BWET L)

I wish that were the case. (& 5 72L& WD TTH)

I know./I guess so. (£ 9 7242)

I don't doubtit. (%29 TL X 51)

I wonder. (95 CTL X 97

I think (or suppose) so. (& 9 W\ FE974)

I can believeit. (£ 95 TL x 94)

I doubtit. (£ 9 TENEHA)

ILam all for ~. (~ I[ZREKZR)

Yes, I agree. (% %2, [FE&TY)

That's just what I was going to say. (LN EZFW 2o ATY)
That's the gist of it. (£ 9\H Z &7 A7)

That's the general idea. (£95\5 Z & 72D TY)

That's how it works. (£ 95\ 95 Z &IZ720 £7)

That could be true. (% 9 2>H13)

That's right. (%95 T7912)

You can say that again. (£->72< Z®#Y TT L)

You could put it that way. (£ 9 F > THWNTT 1)

You may be right. (Z 222 bHNEREA)

You could say that. (£ 5 T3 [X])

You bet. (L, HAHA)

You are right. (£9572X%/Z®Di#b)

So that'sit! (£95\WH Z L7Zo7=DTTH!)



So I was told. /So I hear. (&9 & L\ 43)

Sure thing. (bHAA 572 D)

Suits me! (W E$)

It happens. (£9WH Z b HVET / ZoN o/ Z LTI £9)
Itwill. (27220 FEFTLb)

It's true. (£ 94)

Could be. (% 9 2> HIALZRWY)

We do indeed. ([fEnZ] %5 T)

Of course. (b HAHA)

Quite right. (£-72< ZDi#EY)

ZOMD TZO@Y (72 - TI)) OHEFFERIEZLLTIHR L ET,

TR TR SN DERL - WG DOFRH
Yes./Yeah. Right! True! Certainly! Precisely!
(LoD LB « FEOESVWRIEWE D — Absolutely! Definitely!
Exactly! Quite! [£->7-< Z DY /[E -7 FKIEIE S IZL b SMRESTH L] O
=a T VARHD)

That'sit. (X£72) Yousaidit! (272 !) You've gotit. (K2E72) You gotit. (XE
72)  You've guessed right. (X272) No doubt. That's true. True enough.
Right. Precisely. Right on. How true. I'll say. You've got the right. Isn't that the
truth. There you have it. That's it all right. How right you are. It sureis. You're
telling me. (B-oL %2V TT/ [Ebie Th] BLRMTE/E-7-<Z0#Y [77]
/K% |z [T94]) That's correct. I suppose you're right. That's the

Yiray

ticket. That's the answer. You could say that again. ....... SR

Bkt - fHAR OB

I don't think so. (FAIZZ 2 W EH A1)
Ican't (or don't) agree. ([FE T £HAR)
(I think) That's wrong. (ZAUdE> TL X D)
That's not right. (£ 95 U2\ TL X D)

I disagree entirely. (F -7z < KxT7 1)

No way! (072K EATHZRW)

Not at all! (F 2>, EARZ L1T)
Absolutely not! (& A TH2RV, #akhE > &)



Come off it! (IXM72Z &%V 9 72)

You must be kidding! (JT#ETL X 9)

You can't be serious! (F =2»)

That's silly. (< 725720)

Don't be silly. (I 722 %255 7)

[ am [all] against ~. (~ (21X [K] &KkF2)

i & — [Tamafraid] ZfHF CTHROLNLTLHHEDORI

I am afraid I can't agree with you. (&£ 9 H &k L2viaE34)

I am afraid that's not true. (ZiUTiED A LRV TL X 9 )

I am afraid I entirely disagree. (& ~7=< KxtT94)

I'm afraid so. ([fEMZ2Z &Ik LT) £ 95 TT )

I'm afraiditis. ([HFEVFHF L RN LT LT £97RDTT)

DRI, BIEETT, ZOMICHLELEEEHSERBVETOT, BHEAOFIThD
FHEZHNS>TWDLIERNE o LoWELEDL, ZHRBEW-WEE-TEBY £1,

9. TLLE)] OfRHE

[~PL k] &< B7NT, T~ ormore] EFRLTWE=DOTIE, & bRV E BN
T L. BRICEARS TEH A, ZZTlE, RO AENDL, W OO =— 3 V& T
O AT VAN 3¢ B

~ or higher (2> ¥ a—% /7ot v+ —0DHE)

~ or later/~ and above (\N\— =/ VT MU =T DGH)

~ level andup (~L-ULLL L)

1,000 or more/4MB or more,”~ and up (FFCAEY —)

~ or above/~ or older/~ and up ()

~ or heavier (FEX) ~ orlonger (B&) — Z ORETIIAF D LBk &
EJx a8

numbers from 1,000 upward (1,000 LA EDO¥#TF) ... 5 n

10. Often & Frequently (BAEDEAVY) : <word:#HE>



He frequently visits me.

He often visits me.

BT L FAD L Z AR TEET)

EBEHh TLIRULIE &< EWOHOBEELARTREIGFTT, &2 AN, frequently 75 [HF
MR 72 MRRS LR Z & ZR R L TN D DK L, often 23 TR 7 fEIRRE 23 HL A IE
LW ZEERIRLTWDEETY, £7-. often DIFEH N frequently LYV L TF=EFW
FTE, FZTHho THEEDORG] & often DBEEDES VN EDRENEZ R THRET,

(A>BTADHENR®EWNI & &2mrRT)

*[HEEDEAS W] always > usually > often > sometimes > occasionally / [%f] not
often ® 5721272\, hardly (or rarely: HEXLTES), /** usually GEE ., 72\ TWH)
X, BEOEMER EERMRBELZRT L EITHND, —FH, ROHMRNR —KERO% S
I% generally GEF X, —M%IZIF) %25,

11. #EAM TIEO LR

AW 2 55 L T2 AAGEIL. MROBRANRRBEIIRON, HFEVHFETIEHY 4
oo & T AN, FEETIE, BAYTFEORIAMTE A EERIRICHE DIV, SEEO—RKEHH
Lo TWET, ZOXIRLETHRGENAMICR > TNWDLbDERT ZolE, [FHED
BT T~ [FEZELT~]., [FFEICLoT~), [FEIXDDIDZIT~], [EFEDMH
FIZR Y~ [FFEDOT=O~], TEFEBIZELY ~], TFEFET~] FL, 25~ TFHGEX ()
~Thd] LWORGFERT T, HSETHLAMEZEALRELTRT LVHIRD HFTT, %
7o UTOEICETHENOLRLTA A=V EONAED, HDHVIELEEBIOBICE &
Bz D ENTEHEAENELICHY £T DT, HWEDOLEZJDOFIZ (WO EATE
WX, FREEEZXD) BZTHTOLLRLOITHENIZLEE—D2DFTL LI,

The news shocked me. = I was shocked at the news.

FPENORT (FD=a—ANYa v I 25203 TH-12,)

TO=a2—AF, Rvavrsixbzxl-, = FiF, TO=a—RZvayrxxidl, =
ZD=a2—AZ (ZHWT/ Fo>7T), FhiFva v o7 2207,

The rain forced them to cancel the game. = They had to cancel the game because of
rain.

FTHNPORT (ZOMPELICRERS LEZDOEF, ZOREET Y EALTHILEE S
72s)

MIE, oI LTEDOREEF Y AT L0 ICEmT T, = #HIE, ROZHZD



RAEEZF Y BV LRTNER bR o7z, = WRIZED, Hb1E, TOREEFv &
NI D IO RER ST,

What is my pen doing on your desk ? = Why is my pen on your desk ? = How come
you

have my pen on your desk ?

FTHNORT (T TROXUMBEEEZ L THD00, HRl-OWO E72oTHne )
T, RO B HRT=OID ETEEEZ L THED0n2 = £ LTROXYBHRT-D
WO EIZHDD T2

= REHRIZEBADOR % TH OO EITENTN D DT ?

12. B3RO EEE, tongue twister (FRHOZZE) ! 2

AEOfEH< <D ELT, BOSEAZWHRLET, FOXLHIRERTHI N, S
A= ANOEY | D THEFRICHE L T 72& 0,

I never felt felt that felt like that felt felt.

ZOXEIL, LEEEHALMMINTZF ThHIUX, EECRE DT T, BN
Mmoledis b indi B (A0) BEILRVWTT, Bl E T IERE S 7230,
TlE, F0BITB2 Wz LE L X 9, Till then, I wish you a Merry Christmas and
a happy New Year !



