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At an Office

This is a small office with two rooms. It is open. Four people are in the office. These are the employees and a customer. In the first room a young man and a lady are speaking. The young man is the clerk. The lady is the customer. The clerk is selling some stocks to the customer. These are her stocks now. She can save these stocks.

In the other room we can see an old man and a young woman. The old man is Mr. Wen. He is the manager. He is at his desk. The young woman is Ms.Brown. She is a good secretary. She can type. She can write in shorthand. She is at the door now. 

Mr. Wen: Come in, Ms. Brown. Please sit down. Take this pencil and this notebook. I am going to dictate you a letter. Write the letter in shorthand. Type the letter in your office and bring it to me, please. 

1. Do you know the meaning of these words? If not, look them up in the dictionary?

employee: 

customer: 

clerk: 

stock: 

manager: 

secretary: 

type: 

shorthand: 

2. Complete these sentences. Use the words in the box.
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1. The ______________s are working in the office.

2. Secretaries can ___________ letters.

3. Mr. Burk is buying some ___________s at the office.

4. We are studying the _________ lesson in Book I.

5. I don’t use these books. I can ____________ these books.

3. Answer the comprehension questions according to the text and the pictures

1. Is this an office?

2. Is it closed?

3. Are three people in the office?

4. What is that young man?

5. What is he selling to the lady?

6. Are those her stocks now?

7. Is the customer buying some stocks?

8. Can the customer save those stocks?

9. Who can save those stocks?

10. Is the old man in the other room?

11. What is that old man?

12. What is his name?

13. What is that young woman?

14. What is her name?

15. Can she type?

16. What can she do?

17. Is she at the desk?
18. Is the manager at the door?

4. Write a paragraph describing an office you have visited recently.

Or bring a picture of an office and describe it to your friends and ask them to draw the picture of that office according to your description. Then let them compare their pictures with the original one.
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