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Office Work AZ{E%

I Track 02
M assisl B  BED
[2"s1st] ) as (to) + sist (stand)

As a new manager, you will be required to attend all regional meetings and assist

the vice president with the monthly sales report.

SRMTEE  (MESZSIPMEINTEEHE - WHREERNSERBERS -

v KEDIEE
assist 77 7 £ 7~ X 47§ 7 A » 1740 : The sales department will make the presentation, but they
need the marketing department to assist with answering questions. [ 35 {7 i it # d7 & # 7 &

> BEEFEHEST 4 FETHARFTWHE -

" help [help] 28D : EiC
| aid [ed] B : EED
51 [ ] hinder [*hind>] BEEE : U5k
| impede [1im'pid] #5#E : PEEE
1 obstruct [ab'strakt] PEBE ¢ U505
| assistant [a'sistant] B B ¢ ADIE

31|

compile 0 "5 : R =R - =
[kam’pa1l] &) com (together) + pile (fix firmly)

Your next task will be to compile a list of the top 100 electronics companies in Japan.

R TF—E T 2 8RR A —EABTATNZE -

| collect [ka'lekt] UNEE : B5E : BRI
] distribute [dr'stribjut] D& : D% : B

file . .

These letters should be filed according to the sender, not according to the date.
15 EEHEZLSHEDRRE - MASHIRER -

NSRRI - oxivecosscnmirinns TR - B el s
file Tl {E2a@fl 45 THE] ~THE] ~TXHE] » #l40 : a confidential file [F:FEEE] -
gl [ classify [‘klesa far] #-----3%F : - DR

_| catalog ["ketlog] #REE ' S D%



I fill out HR (g HEES)

[f youneed to take a day off, please fill out this form and give it to Mr. Renard in the

human resources deparhnent.

ARIMBEEER—X - BBEZEREFAR M ABIHVENETE

E CIfillin BA : BN
You need to fill in this job application before the interview.
EEERIRVAS B D EEFRigIELT -

obtain BiF : &2 : IS
[ab'ten] &) ob (to) + tain (hold)

We decided not to open an office in London because it was so difficult to obtain the

necessary local perinits.

HFYRENIMIEMBE 7 - ARZAVSEMULZEIFTOEREEE -

[E []acquire [s'kwai] BB : &8 : B8 (H:& - BiiTF)
_| gain [gen] T : 8% RS
_| procure [pro’kjur] J&F : El{§ : FE|
| attain [2'ten] &5 : iERf
_|secure [srkur] BlE : 1BE : BLE  (HEE
I relinquish [rrlmkwif] ZE (D -~ B
_| forfeit [“forfit] (EiER R ~ ILRFM) BX: XX

prepare i B Wi
[pr1’per] pre (before) + pare (get ready)

Jesse prepared an information packet for the new client that included a product
catalog and the company history.

FAERNERPER T —REH » AEERBRRAT™[IT

Vo ABTIRES
prepare 7T 7 {F 7 X ¥ # 7 A - {7l : They are preparing for the presentation this afternoon.
[ & 24 KT 4 & 80E -

5 [ preparation [preparefon] B EfE ¢ 18E
make preparations (for) (#3--) {HEEE

_| preparatory [pripxrator1] [2 FEEAY : 2EEAY
a preparatory meeting — 5B REITE S
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EXERCISE

1. Short Talk

11 Track 78

Questions 1 through 5 refer to the following news report.

I'm Alex DeWitt and you're listening to Weather Radio 95. First, your weekly
® @  worsening across the region. The @  we experienced in

the valley this afternoon has already become a downpour, and will likely turn to
snowfall in high @  areas overnight. City officials have reported flooded
~ ® in several buildings downtown, and have closed several sidewalks to
pedestrian traffic. The bad weather is likely to stay with us throughout the week,
with temperatures dropping to as low as 10 degrees Celsius, or 50 degrees

Fahrenheit, on Thursday.

1. (A) forecast
(C) tributary

(B) blizzard
(D) barometer

2. (A) Hedges are

(C) Conditions are

(B) Air pressure is

(D) Ecology is

5, (A) drizzle

416

(C) fountain

(A) habitat
(C) tide

(A) roadwork
(C) precipitation

(B) runoff
(D) waterfall

(B) altitude
(D) story

(B) construction
(D) basements



Il. Text Completion () rrakss

Questions 6 through 10 refer to the following e-mail. —

To: All Hiking Club Members
From: Randy Wheeler, Guide

Subject: Tomorrow's Hike

Dear Hikers,

| hope everyone is ready for our hike tomorrow. It should be warm and
clear in the morning, but later in the afternoon it's likely to be chilly and ®
Please be prepared for inclement weather. We'll begin by walking north along
the @ for about a mile, where we'll see several species of sea birds and
other @®  \When we reach the bank of the Moseley River,the @  then
turns east, and we'll hike up into the mountains. The ®@  there is more
rugged, so please remember to wear sturdy shoes. Weather permitting, we'll
have a chance to climb Mt. Sanders, the highest peak in the region.

We'll meet at 8:00 at the Foggy Harbor bus stop. It's within walking
distance of Cecil's cafe, where I'll be having breakfast at 7:00. If you arrive

early, I'll see you therel

Best,

Randy
6. (A) railing (B) glacier (C) overcast (D) estuary
5 (A) crosswalk (B) bench (C) coastline (D) block
8. (A) wildlife (B) shores (C) roofs (D) courtyards
9. (A) stairway (B) corner (C) trail (D) curb
10. (A) natural resources (B) path (C) terrain (D) preserve
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