V/il1% M Professional Clerical Jobs

TextyStudy

1. Background information

Clerk, the vocational title; commonly refers to a white-collar worker who conducts general
office tasks; it overlaps with retail clerks who perform similar sales-related tasks in a retail
environment. It is also occasionally used to refer to third-year medical students completing a
medical clerkship. The responsibilities of clerical workers commonly include record keeping,
filing, staffing service counters and other administrative tasks.

Clerical jobs are the largest single occupational group in the economy; they are also one
of the most diverse. Generally, people use the term “clerical workers” to refer to the traditional
office occupations. Secretaries, typists, stenographers, file clerks, office machine operators and
receptionists do make up a large proportion of all clerical workers. But bookkeepers and bank
tellers are also clerical workers, according to the U.S. Bureau of the Census, as are bill collectors,
insurance adjusters, postal clerks; expediters, dispatchers, and teachers’ aides. While this listing is
not exhaustive, it is indicative of the great variety among clerical jobs throughout the economy.

Clerical occupations often do not require a college degree, though some college education or
1 to 2 years in vocational programs are common qualifications. Familiarity with office equipment
and certain software programs is also often required. Employers may provide clerical training.
The median salary for clerks is $23,000, while the national median income for workers age 25
or older is $33,000. Median salaries ranged from $22,770 for general office clerks to $34,970 for
secretaries and $41,030 for administrative supervisors. Clerical workers are considered working
class by American sociologists such as William Thompson, Joseph Hickey or James Henslin
as they perform highly routinized tasks with relatively little autonomy. Sociologist Dennis
Gilbert argues that the white and blue collar divide has shifted to a divide between professionals,
including some semi-professionals, and routinized white collar workers. White collar office
supervisors may be considered lower middle class with some secretaries being located in that part

of the socio-economic strata where the working and middle classes overlap.



"Traditionally clerical positions have been held almost exclusively by women. Even today, the

vast majority of clerical workers in the US continue to be female. As with other predominantly

female positions, clerical occupations were, and to some extent continue to be, assigned

relatively low prestige on a sexist basis. The term pink collar worker is often used to describe

predominantly female white collar positions.

1)

2)

3)

. Difficult sentences

It is not uncommon for clerical workers to run errands for their employers, to perform light
housekeeping duties or to manage the schedules of the executive staff.
... not uncommon ... , A double negative is the nonstandard usage of two negatives used in the

same sentence so that they cancel each other and create a positive.

e.g.
Sentence Meaning
Positive Construction I hardly have none. T'have some.
negative + negative I' don’t want nothing. I want something.
Negative Construction I hardly have any. I have few.
negative + positive I don’t want anything. I want nothing.

Note: the usage of double negatives is not considered proper or standard in English. On
some occasions, mostly when speaking, the use of double negatives is accepted;

however, you must remember that the meaning of these expressions will always be

positive.
E. SO RNR NN ZE, MR EiE R AR, BOREE AN TR
%%% o

It has become a standard practice to promote from within, which means that clerical workers

are in great positions to advance their careers.

“... which means ...” J&—ANHERR il Pk E TE N A), G RTTEEEAS 3= A E A Se Tines H b1 71540,

X AT T BT 5 = APREREL

e.g.

He seems not to have grasped what I meant, which greatly upsets me. LSBT E

S X AR

Liquid water changes to vapor, which is called evaporation. {A/KAS A7&IR, X FER i

KK o

E: KRN ERE T RS, R SCR N B EROL K R T A 2 fE
B2

Many office jobs require skills in the operation of a wide variety of office machines, including

computers and software programs.
“in the operation of ...” #¢{E, fliH]
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e.g.
The engineer tried hard to explain the principle used in the operation of hydraulic devices. T.
FENIS DA PR 43R e B AR SR
E: RO TAFTER S AT AR VA B RRE, AR RIE T B

FPHIERE .

4) Usually their expectations aren’t that high; they just want someone who speaks clearly, looks
and acts as professional, is super-organized at all times (attention to detail, doesn’t forget to
do things, knows where everything is) and is basically friendly.

“who” VAR Z MRS |55 1 E T N EHifE  TiRlsomeone, whofEMpHEETR, HIG

B 518 A speaks, looks, acts, is super-organized, is friendly%#, il BRI b1 T

HAMRE S FIS

vE: R ENNEBAIR AR, MADUERH IR, BREELl., T
VRSBV E—BARaE (JEEANT, ARd, HFE4R)  FRHAIFRERA

3. Language points
1) involve v. to include something or someone as a necessary part of an activity, event, or
situation {4, Wk, &
e.g.: Painting the room involved moving out the furniture.
Fahill 1)t EHE AR Bl 2
Running your own business usually involves working long hours.
H IRk 2 TAER N TRIAR
2) supervision 7. the process of having the charge and direction of someone or something %78 ;
ggit
e.g.:  Dangerous prisoners need constant supervision.
FE b TRAL T EEAN M A
Here children can play safely under supervision.
TEX A e E T Il AR %4
3) navigate v. to plan, record, and control the course and position of (a ship or an aircraft). 3!
ZIY; to find the right way to deal with a difficult or complicated situation ZbPHA A% ()i
e.g.:  She was the first woman to navigate the Amazon alone.
Bt S — Ak A R ST AT 2T
Next we had to navigate a complex network of committees.
AT — LB — D E IR R AR,
4) unique 2. being the only one of its kind, unparalleled ME—H), A, MR, 25HTH)
e.g.: Each person’s signature is unique.
B NHIZE A HR SR
No one knows for sure why adolescence is unique to humans.

BENRETE WA A AN I SRR



5) serve as to act in a particular capacity 41, fEHR; to be of service or use; function H7;
T Atk
e.g.: Mr. Thomas, who became a member of the Board of Trustees in 1966, served as
chairman from 1975 to 1986.
FEE A 19664 BOMEHE S b, 19752 1986fL M,
Let this incident serve as a reminder to future generations.
IR RO G R AR E TR
6) focus v. concentrate, center J£H1, FRE
e.g.: Please focus on your studies and not on your hobbies.
TLER e ) by A DIRRIE LT .
She tried to focus her mind on her work.
i I SRA SR EE P TE LAE
7) desirable 4. worth having or secking or achieving AWk 511, (EAIA T, S ANHH
e.g.: Itis most desirable that he should attend the conference.
HBES IR 2L, A A T .
Both sides consider it desirable to further the understanding between the people of the
two countries.
XTI A RE P B 2 8] i)Y e Al B
8) make a reservation %]
e.g.:  we have made a reservation for you at the hotel.
L e ES VR T BT
Seats are limited. Please make a reservation in advance.
JERZAFR , iESEHTIT
9) accentuate v. to stress or emphasize, intensify 71, Jl5H
e.g.: People there always look at the bright side, whether or not there is one, and if possible
accentuate the positive of every disaster.
AR NS F 1 CHIRY— i1, AN A IR — 1, 0 EL A w] RE o a4 47 FOuE
B R S
In patients suffering from shock, the drug may accentuate the underlying disorder.
XMRTERE, Z A IR TER o
10) vary v. to be different, to undergo or show change {48, A, AFfk,
e.g.:  As opinions vary on that point, no decision can be reached.
TEAR— i E R B WANE, TCEEHE o
Time limits normally negotiated vary between six months and four years.
YR ) AR A,
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Key to the Exercises
IO 2/ Communication GG

Workplace Speaking

Task P4 Practice speaking with the prompts as'showniby.the exampleigiven below.
1. Do you have a nurse to take care of the old people?

Do you have a recreation center at your hotel?
Do you have a close relationship with other partners?
Do you have an invitation to the cocktail party?
2. The plane was delayed for three hours because of a serious engine problem.
The plane was delayed for three hours because of air traffic control.
The plane was delayed for three hours because of a thunderstorm.
The plane was delayed for three hours because the pilot couldn’t get instructions from
the airport.
3. I'll make sure you find the material needed.
I'll make sure she behaves well at the party.
I'll make sure he gets the diploma in time.
I'll make sure you receive the information next Monday.

Task Bl Complete thefollowing dialogues by orally trafslating the given Chinese into

English.
1tuation 2 Talking about an appointment

1. 1) Are you Mr. Dong Guohua?
2) Iam Li Feifei, Mr. Yang’s secretary. ’'m here to meet you on behalf of our manager.

3) That’s very kind of you. Thank you for meeting me at the airport.
4) Do you have a hotel accommodation?
5) Ihave reserved a single room at the Great Wall Hotel.
2. 6) How was your trip
7) Is this your first visit to our company?
8) The first one was in 2008.
9) great changes have taken place in our company since then.



10) I'm extremely happy to pay a second visit to your company.

Task [E& Role play.

Applicant:

Personnel Manager (PM):

Applicant:
PM:

Applicant:
PM:

Applicant:

PM:

Applicant:

PM:

Workplace Listening

Good morning, Sir! My name is Jack Wang. I’d like
to apply for the position of the office secretary in your
company. Can you please give me a brief description of
the job?

No problem, Jack. The position you would apply
for is the secretary in the administration office. The
major responsibilities include: prepare and manage
correspondence, reports-and documents; take, type and
distribute minutes of meetings; arrange and confirm
appointments, etc. Do you have any further questions
about the responsibilities?

What about the office hours of your company?

They are from 8:30 am to 5:30 pm from Monday to
Friday. You’'ll have 1-hour lunchtime from 12:00 pm.

Do I'need to go on any business trips?

Usually not. But sometimes you need to travel to the
headquarters in Shanghai to attend some training courses.
May T know how much I will be paid for the position each
month?

‘The basic salary is RMB ¥5,000 per month. Besides, you’ll
receive a quarterly bonus based on the performance of
your department.

My last question: are there any other duties I need to
perform besides what you’ve just mentioned?

You might have to work overtime at the end of each

quarter when we have our quarterly meetings.

1tuation 3 Leaving a message

Task [6X Listen to a conversation and try to answer the following questions.
1. The man is looking for Mr. Wei.
2. He will be back after 2 o’clock in the afternoon.

3. No, he didn’t.
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4. He left a message for Mr. Wei.
5. His phone number is 12345678910.

Script

W: Good morning, sir. Can I help you?

M: TId like to see Mr. Wei for something urgent.

W: I'm sorry, sir. Mr. Wei is not in right now. He is attending a business meeting
outside the city.

M: When will he come back?

W: He won’t be back until 2 o’clock in the afternoon. Would you mind waiting?

M: DI'm afraid I can’t. Can you give me his mobile phone number? It’s very urgent.

W: I’'m very sorry, sir. I phoned him a few minutes ago, but it was turned off.

M: What a pity! Can I leave a message?

W: Yes, of course.

M: Please tell him to call me back as soon as possible. My name is Tao Jianguo. And my
numberis 12345678910.

W: No problem, sir. I'll make sure he gets the message.

[13 O ~ "’.l 0 4 Pa I.l'

Task [ Listen to theyfollowing passage and try to fill in the blanks with proper words
or phrases.

1. carry out 2. organizations 3. requirement

4. formal 5. continues 6. assist

7. concluding 8. load 9. spend
Script

A meeting, small or large, requires a person to carry out the secretarial role in an
effective way. In most organizations and meetings, the secretary’s role is a very important
one. Most of the time it is a legal requirement to have a secretary for the meeting, while at
other times it is a formal one.

The role of the secretary starts before the meeting and continues during and after the
meeting.

An effective secretary can assist the manager in planning, conducting and concluding
a meeting. The secretary can take much of the load off the manager, so that the manager

can spend his time more effectively and efficiently.



Workplace Reading

Task [ Mark the following statements with T (true) or F (false) according to the
passage.
1. F 2.
4. F 5.
7. T 8.

3. F
6. T

o

Task Bl Read the passage again/and answer the folloWingiquestions briefly.

1. The most qualified applicants are those who are good at using computer application
software and have better skills of communications.

2. To tell job hunters that the clerical profession is a promising one nowadays.

3. There are many opportunities to develop themselves within the job.

4. Itis quite promising and challenging. It does not only need a variety of knowledge and
skills, but also good personal qualities.

5. Open

Task [El Translate the following sentences into Chinese, paying special attention to the
underlined, words.
1L ORI A 02, MRt e B AR, BOREE A bV TR
FESF .
2. AN ) SRR RS B TR A U P AF i 2 T E S o
3. WBUERRI201645 4 SR TAEFR IS4 362,000 AR 117 .
4. At A6 H R BASTZE N R AN F] AL P i “AERARE I, X Al T H S R AT 7
Pl WA DR R AR ARSI AR
5. RE TAE P es 2O N by, AAE=AA . BURHLE . R 55 B LU HE S 5005
/JJ:A\ﬂ.kO
6. MeAHh, BEEFISCE SR LU B AR B0 1 SRERE 100k R 2 B2 T B0 SR T A T
o
7. REME AR UF HUAT P 20 N TV O A 5 T A A s BRSO B A7 1) N 8 2% L i B4 — 33
.
8. SUPMYREZRAELHL & . FUTSWE SRS,
9. MFTFENEENMIFRRARX A%, W@HBASLXEIHZRE
10. R A TFEAEGRIA a7 P FI LA Dy B IX LEEE J1 i i ok |
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Passage

Task [} Mark the following statements with T (true) or F (false) according to the
passage.
1. F 2. T 3. F
4. T 5. T 6. T

Task [l Read the passage again and give short answers to the following questions.
1. American / USA.

At Northeastern Illinois University.

From the University of Iowa.

In 2011.

Four.

[ N U UCE NS}

Task B Fill in the table below with the'corresponding items of information.

Personal Data Educational Background
1. He Leman 1991: BA — Northeastern Illinois
2. Male University
3. 46 1996: MBA — University of lowa
4. Married
5. 5570 Youngfield Street Littleton,|2006: MS — University of Colorado
Colorado 80127
6. (303)973-3414 2011: ME — Lee University
7. helechan5570@aol.com.
Work Experience Personal Hobbies

1391-2000: Supervisor

2000-2004: Field Service Manager

2004-2011: District Service Manager

2011-2014: Operations Manager Basketball, Soccer, Baseball, Golf

2014-2015: National Director of Field
Operations




Workplace Writing

Task [E] Arrange the following sentences to form an appropriate letter.
4-9-5-1-8-7-6-2-3-10

Task [l§ Translate the following sentences into English.

1.

Your application for the position as District Manager has been accepted by the
Personnel Department of our company:

. I'm sure you will prove that we’ve chosen the right person:

. Your abilities and work experiences seem suitable to the needs of our company.

I regret to tell you that we intend to hire someone with experiences in market
promotion.

. Thank you for your interest in our company. I’'m sure that you will find a suitable

position soon.
Your qualifications are excellent, but I’m afraid we don’t have a position that fits your

major and experience.

Workplace Project

Task [f3 Write a business létter according to the information given below.

10

Roger Miller

Antelope Software Corporation

3456 Silicon Drive, San Diego 055233
Brazil

Oct. 10, 2015

Zhang Daming

Dadi International Trading Co., Ltd.

56# Zhongshan Road, Chongqing 400033
China

Dear Mr. Zhang,
Your recent application for the position as Sales Representative in our branch in
South America has been received. Your interest in Antelope Software Corporation is

appreciated, and your qualifications are excellent, but I regret to tell you that we intend



O XRFEESIHE

to hire someone who can speak Spanish. As a result, we can not offer you the position

now.
Thank you for consideration of Antelope Software Corporation. We are sure that you

will find a suitable position soon.

Sincerely your,
Roger Miller

11



Translations

Workplace Speaking

i) —
M: iFin), B E N RORES 2w i) NGH A
W: R, Fo. AR—E R E P ) FRIBEAR e, X
M: PAE . WIMERRIEDOR, XNH, FANIZHMREAETRFORIEE.
W: RHAEKRET . FHEIS.
M: JRIEEARE, X/NH?
W: R 1 Bl — BB AR KRR T, AH X IR KIS KR A TR .
M: KEF T EREBUE RS 7, )N
W: 21, ROCSAERHESEEE | — e AEl, FAVEAREm?
M: AR, BIBEIE a2
W: B, SR
1/
W: 577, 15X R AR o a2
M: R, RSEERIMVAE . NE, B LIS/ RER T
W: M ERSE, EARKEFAREE T, AR LS,
M: f3hf, EAME, NREIRAR S FRPhE, SRR, SR EETFS,
THRA TS — 2 LI
W BEZ AWE?
M:  FARZEA /N
W: i),
M: F/NH, BEOEFRAND?
W I, BHSEIMEE, BOREAT

Workplace Listening

5=
W: B, S, gL
M: FAEWHA, FHERA
W: Sk, S, BUOCAEBUEATE ., MhRisMERE— IS &IT
M: it Ak
W: T2 0080 A [k, AR AEX LS 7
M: BMAARTT, REEHIFRAMN FHLSME57 X3RS
W XAEE, SEAE, BRILSBITE AT Bh, (HASEHL 1

12
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FgE ) FREERE AN G

2RuTLL

IR RS TR L, TR, TR TFHLSi54E12345678910,
W, A, Fk—EFE .

51 Y .

NRRBFHZIL, AERRESIERNE, #FEA N ORARGO B fif. Bk
HAHA LW, BN ACHREXRER . ERZMHEN TG OIE, JTFSNFHEGI,
A LemP AR 2R IE,

W AEAESIOFRZ R C S, IEaRdBISh k)G,

—hF A B PBIZ MR | ERFAEZTR RS AT LR M HR 2 T
Vi, 12 PRRE NS SR ORI B A A P )

C . ESTEaTdEe

TEEE, O TAREF AL E 5 THE, OO | S & RS &
LG HIE ARG . ORI R AN 2, R R e B TR, s A b1
HETAEH RS, SCRB TR Kz i Iae, TUSE R
TIERR

SRR AR RIS, BRoRENE R A ek S Bl [ A2 T A . AL K
SRER 5 B i P e L A S sk A W AE S22 T UE 5 o e A SR ER S REZAZR M FH Microsoft
Office T HHBAFM R, PR EIMERE, HA FE/KFLLER L SL RIS A EERE
REA BT 2N AE T Es
T1EL#

TSR & AR S5 kA, Hohae s sk <Fb 1. HARMARIBIE AT 7B . I
FXH ., A BRIV E RS,

B ar=

EH 7 T4 Rt , SR SO s T B A TR B SR e K . DB 2
201644 SR TAETS >R IS804 4463 62,0004 TAE R
EHNE

Zl SCRME AF AL S PR T RN mlk 55 o A ATTAY H o BR S 28 2 AN ] i 52 Br (i
CEBRERI, XA H SRR TN . W D S ARSI TR, XA
LT — PP AL, AR SCR N SIEROL & S T A RIS . b, o ik
FibF5 (AU ) B9 N BITESBE b2y EH, fHod BEIT I = BB A H o] & R ok
i s
X REE K

SR TAER DR 2, BTESRIINVA ARG . IRE TR TR SO A B, CUFE

13



SR BURMULK . TS5 B LAt SRS 0058 Al . Jas B SCR TARTRZE) iz BB RERI R
X F A B R 5 TARROE B EEN) , 42 R TS A SRR IS s
BIFERE, AR RN IOERE . A, PFERSCRRANR LU AR BA TR
Xof R HEEFIN SR TAR R BB . SCR TAEE A& LU ILAN S &N 51 -
1. $EWTHLTE
AT S EERISE DI BEIE T 3 . SCR TR A BORAES R E 2 I BTG RS
2. Wi
RENS AU HARIT 2 N\ S B AR 8 O T A AR ER SR i 67 9 W 1% 2 B RE
3. 4T
OB U IEAG T T2 50 T AR I Word (TEMELEFISCAE) FlExcel (HTFFT 54
NGl A%, sln] LLPRAE 2T X RN B 2R
4. gy eHE
1 H £ fd - Microsoft Outlool ISR i K| ZeHERR P 0 11 o SCRY RE TR 8 22 HE T
)T, BUTENE | EHES BN TR S,
5. JiRATEHE
HAH R MG IR T2eHE 58 Tt 2 SOR TAER) 3053 o SHiE A i THLEE |
WIER TR/ TR iEE S
FEUTHE, PhRBOE Y, $EgEoke, AL, A% FUR L bR - - X ERE IR nTRE R
EFTEN, CHFHENRIMFEREX A%, (HEFUASHXEI N 2R L . @5 eE
IR I A, Ml PR UREE R . B2 Tl . TAESHME— TR
GEEMY, A, %) HEHRFRREN A . AR T BRI & A T AR D7 X
SERE 7 i k!

EEXFHERTHE
¥ TAEAFRR
A4 TG
1-4 4 19,399 -35,5552475¢
5-9 4 19,866 - 40,70237T
10-19 4F 17,311 - 41,574%5¢
2056 K% L) | 22,685 - 42,574245¢

G BT IH SRR S B, TE2E10% 2290 % IXTRIE . HARHEE 22 P sk
MAERZE . YRS E AR LY bRifEPayScale A . )

[E

HHHM: 20124E8H11H

Payscale: www. payscale. com

14
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MAERER
N
L3 % faliRE
4 El| B
:d % 46
L (@S
Hhy 1k (GEE) BB L M A 7 FH b R 154555705
[ £/ 80127
B & (303).973-3414
oS5 heleman5570@aol.com
=3 il
2011:  FEZEREHEEFM AT
= S i e £ E L A I 0/ D e ENT )
2006:  LERFPR 2 REEHA G B B -2
FicHihk: B R NPT
1996:  AEZ RS T B BRAA i 2E
Ak g e fur AT
1999:  LEARICRRIEG RSN LR Hl2e2e 2
SFASHNE . ARSI e T
T1E&R

2014-2015: FET-NETIX/A eEBU7s R A E N, 752 fhiE
KR 2238 T AR
ZSalbhl . BRSNS T

2011-2014:  FEHBEHRA AMEEZ A, HERT KBRS L
et
SNEIhE: BEE R M P

2004-2011: 7ERHETEHT A AEHIX AR 52, 55 EEE Pk /o
[ &5
Salsbhl . BEE L N B

2000-2004:  FEMERI RGN TUEBIGIR S, AFERHEAR NG
B K F P e sl
syElhl: BHE R NP

1991-2000:  FEWFME A FUEE N, WETRIERZR; 5550
NWHKZ5H
/AT b 1| 2 F S ey ) | =i )
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5 1B IR RORHRIE: WA

E ¥ WEER, 2Bk, BRER. S/RRER

Hfth4r = L76K. (@R, IRSEnlME . #as. FoiiA
TEBHR HuX 2z

=& e DI

Workplace Writing

AR
AT AR
WP, 400042, HE
20154ES H18H
VA S 5 Wi /N
HER
S YIRS

SYBY, Sl

SREWTSA « SN,

R SRR TR 20T — AR B C O N 132 . IRAVRE 11 S -7 5 Bt
AZER . AT LA A It teitks VR BEATER

IR S 2 TN R BASS, 15756 H 30 H Al 5 AR R o

FRFER
AEEERE

PN 5

PPHEEYT 2 A 7

T %865, BiFH 600066
EHES|

20154ES H18H
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SRS e

BHEH

P

e RBE156, KRIE, EIK 400042
Hh ]

REMRELE,

IREIRE IR A P B ERE B IREVTE s R A VR T e 7 T R
LRI R B0 A2 o

TR A 4 BRANE VR AE 5 T3 h20 0 BHS H HSE4 FARFHAZIAGIAY . TRIB A5 IR 2IE
HHAT T 42 TE T

MERRIE S BA G BEAER S5, TBHE2 A 5 ARk A

RIFIRER

ANEERRE
E.C. Ul etE
(o srigan]m A
RTS8 5, 185K 023456
Yk 24
20154E1 ASH

SAE-A R

&N

FE 1S, KHE

TR 400042

th

L SR wa o

R B RME R L AR, BUARKRBGERIERE TR &, IFHE K HAZH
NFARITZR VBT AP PA

WREYBE DI AER I, AR FRAR S 5 eIk, H AR A TR S R 0 W R P A s
B
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Observing Proper Office Etiquette

Text Study

1. Background information

Office Etiquette is the set of written and unwritten rules of conduct that make social
interactions run more smoothly. Office etiquette in particular applies to coworker interaction,
excluding interactions with external contacts such as customers and suppliers. When working in
an office all day, it’s important to show good manners and proper office etiquette. The way you
work or talk on the phone at home is one thing, but when you share an office with others, you
need to be conscientious and respectful.

While you are in the office, you are part of a diverse group, with different backgrounds,
values and duties, sharing the same workspace. A congenial, harmonious atmosphere can improve
productivity and make the workplace a more enjoyable place to be.

2. Difficult sentences

1) There are rules for proper behavior in an office just as there are rules of etiquette at home and
at social events.
A)just as  CIEN” SIS RARTENG) . TEILLEHHE Mjust like, {HASTE T HABEXFEAE
A, PAlikeJRTHANTE ), AT
E: DAERDSERENTTEL, SR AT S AR AALASORTE—FE .

2) Some competitors may blackmail persons who have something to hide, forcing them to reveal
company secrets.
forcing them to reveal company secrets YEA AT, 7EA)H FRALERRIE . S HIVERE,
LhRAAERIE N TR AL . (AR LI —E SR X A6 . i iR — e 5 E
A FIE AR 2
BE. AT T RERWRE A RN, smia A TR LS wl AR

3) Keep important documents and file folders locked in cabinets or other containers.
ZRA)p A —45 M keep ... locked, BT X4t i) important documents and file folders
B, S ERAREE N N . ARGFIR - REERIREST L keep W STEA I EL
ST VA JR X — &5 o
FVE: OB SESCARSCAIC E AAE B A 7

4) Experts recommend that you dress for the job you want, not the one you have.
AR IR AR I E LA, A =R W R AR R IR R TEREEA) T, L
FrEhER R a4 iR BIEET I, RS R)E R EAE R, a5 RBLA

19
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(should) + J5JEin],
i TRBVURNFEEESIREEARN TS, WA SIUE 0 TEHEFT.

. Language points

1) embarrassing 2. making you feel ashamed, nervous, or uncomfortable i A fili i)
e.g.: That was an embarrassing situation for me.
BRI, AR A7 18 o
She asked a lot of embarrassing questions.
i) AR Z LE SRR ) B
2) cooperation 7. willingness to do what someone asks you to do &1E, PME
e.g.: A deal with Japan could open the door to economic cooperation with East Asia.
55 HRBZE 5 i TR S AR 285 TR T ]
Have your passports ready, and thank you for your cooperation.
AT IR, A A S 1
3) client #. someone who gets services or advice from a professional person, company, or
organization % J*; %
e.g.: Ihave a meeting with an important client tomorrow morning.
HRE ESE A - NEESU
The clients speak quite highly of him.
T AMB N R
4) code 7. a set of rules, laws, or principles that tell people how to behave ]
e.g.: Each state in the US has a different criminal and civil code.
SRR B NEVA 2 H BOIZ 5 BTAEN
There were plans to introduce a dress code for civil servants.
THRISINBIRIA S A BN
5) ethic n. general idea or belief thatinfluences people’s behaviour and attitudes 183 ; JE{EALE
e.g.: He told the police that he had thought honestly about the ethics of what he was doing.
b R EF S B ELIR S RIS I BB A A B A T oA HE DU
Refugee workers said such action was a violation of medical ethics.
HMeR TAEFERRIXAM T i 1 ESETE.
6) competitor 7. a person, team, company, etc. that is competing with another 324+, X}F
e.g.: Lastyear they sold twice as many computers as their competitors.
AR T B IR 2 IR
One of the oldest competitors won the individual silver medal.
Hp —AMEL R RIS S TN
7) reveal v. to make known something that was previously secret or unknown 7~ ; E#E
e.g.: He revealed that he had been in prison twice before.

iERE H L PIRAIR,
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A survey of the American diet has revealed that a growing number of people are
overweight.
— I SRS E N HHE RE SR, BokiZ 0 R,
8) routine 7. the usual order in which you do things, or the things you regularly do H & TAF;
IZEA
e.g.: The players had to change their daily routine and lifestyle.
XLGZEN) GIAFANSUE AT 80 4 H 3 RURIAETE 73K
So many days are routine and uninteresting, especially in winter.
KW H FHHRTCHE, THRAERZ.
9) folder n. a container for keeping loose papers in, made of cardboard or plastic; a group of
related documents that you store together on a computer 343
e.g.: They store everything in the My Documents folder or on the desktop.
A PR — DTN S ER AR AE “TRASCRY”  SCiEestid i L s
She drew the document from its folder.
dl ST e R HE S
10) unaware 4. not noticing or realizing what is happening 32521, &A= N
e.g.: Many people are unaware of just how much food and drink they consume.
P2 NANHIE A SEI AR 2 D aWaeoet .
Mike seems unaware of the trouble he's causing.

TER AR X R PRI
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Key to the Exercises

R e

Workplace Speaking

Task P4 Practice speaking with the prompts-as shown,by the example given below.
1. I'm sorry Mr. Steward. Mr. Ronald is on a business trip until next week.

I’'m sorry Mr. Steward. Mr. Ronald is in a presentation of the new products until 3:00
this afternoon.
I’'m sorry Mr. Steward. Mr. Ronald is at an opening ceremony until 11:30 this morning.
I'm sorry Mr. Steward. Mr. Ronald is having a talk with Mr. Drumm until 5:00 this
afternoon.

2. May I ask what it is in relation to?
May I ask what it’s about?
May I ask what he wishes to see Mr. Li about?
May I ask if someone else can help you?

3. Would you put me through to Jack Davidson, Product Marketing Assistant, please?
Would you put me through to Digital Corporation, please?
Would you put me through to the reception hall, please?
Would you put me through to Mr. Lee from Foster Management Consulting Services,
please? It’s room 123.

1tuation 2" Making an appointment by the phone

Task [l Complete the following dialogues by orally translating the given Chinese into
English.

1. 1) Thisis RDG Telecommunications Corporation. Can I help you?
2) I'm sorry, but Mr. Wilson will be on a business trip until next week.
3) I think he is coming back Wednesday afternoon. Would you like to leave a message?
4) All right, may I have your name again?
5) Does Mr. Wilson know your number?
6) 23075233, the extension is 23. Mr. Root from South-East Trading Company.
7) Thank you, Mr. Root. Good-bye.

22



X HFEIEZ S HAE

2. 8) Hello, This is Sharon from South-East Trading Company. I'm calling on behalf of
Mr. Ronald, our manager.
9) Mr. Ronald would like to make an appointment to see Mr. Lin sometime this week.
Could you arrange a time for him?
10) Mr. Ronald would like to discuss with him the promotion of your products.
11) Let me check Mr. Ronald’s Schedule.
12) will be tied up all day Monday. What about 10 o’clock Tuesday morning?
13) Where should they meet?
14) All right. 10 o’clock Tuesday morning at Mr. Ronald’s office.

Task [EA Role play/a.

Student A:  Good afternoon, this is ABC Company. May I help you?
Students B: 'I’d like to speak to General Manager, Mr. Yang.

Student A:  May I ask who is calling?

Students B: - This is Tom Wilson, the Sales Manager of XYZ Company.

Student A:  Yes, Mr. Wilson. I'll just check and see if Mr. Yang is available to take your
call right now. (Checks the schedule.) I'm sorry. Mr. Yang is in a business
conference at the moment.

Students B: Wil the conference be over soon?

Student A: I don’t think so. Mr. Yang will be available until 5:30 this afternoon.
Anyhow, can the matter wait until he is free, or if not, would you like to
leave a message?

Students B:  Yes. Please tell Mr. Yang I am not able to attend the presentation of the new
visual system on Thursday.

Student A: The presentation of the new visual system on Thursday?

Students B:  Yes!
Student A: Tl tell Mr. Yang about it when he returns.
Students B: That will be fine. Thank you! Goodbye!
Student A:  Goodbye! Mr. Wilson.
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Workplace Listening

1taation nquiring aoout a joo over ine ppone

Task X Listen to a conversation and try to answer the following questions.

1.

Script

Carl Cooper is making a phone call to Mr. Ronald’s office.

2. He’d like to know more about the position of a sales manager.
3.
4. The applicant should have some experience in marketing, and understand global

He saw the advertisement in Friday’s China Daily.

marketing, consumer practices and supply relations.

. He should mail the resume, a recent photo, copies of diplomas or degree certificates

and 3 references to the Department of Human Resources of the company this week.

Good morning. This is Mr. Ronald’s office.

Is Mr. Ronald there?

May I ask who is calling, please?

This is Carl Cooper. I want to speak to the General Manager.

I’'m sorry but Mr. Ronald is on another line. May I ask why you are calling, please?

I saw your advertisement for a sales manager in Friday’s China Daily. I'd like to

know more about the position.

g

We require the applicant to have some experience in marketing, and understand
global marketing, consumer practices and supply relations. Besides English, the
applicant should know a little Japanese and French.

Thank you. How do I apply for the position?

Well, you should mail your resume, a recent photo, copies of diplomas or degree
certificates and 3 references to the Department of Human Resources of the
company within this week. Then they’ll contact you later.

I see. Thank you very much.

You’re welcome.

1tuation 4 Lz ening 1o a passage

Task [[A Listen to the following passage and try to fill in the blanks with proper words
or phrases.

1. business 2. approach 3. manners
4. answer 5. attitude 6. gentle
7. language 8. notes 9. apology
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Script

With the rapid development of science and technology, the phone call has become
one of the most important channels for business communication. It enjoys the following
advantages: swiftness, efficiency, and easy to approach with others. Good phone manners
have always been important in the 21st century. Do you know how to answer the phone?
Pay great attention to your attitude and tone, try to be friendly, gentle and considerate;
"Take care of your telephone etiquette and try to use proper telephone language; Take
telephone notes clearly; Talk about business during work time and never when they are off

work. If you have to, express your sincere apology in advance.

I\ ritten CommunicatidiiiGcGG

Passage

Read Passage 1 about good manners in the office and thei try to say the commion expressions given in brackets:
1. observe proper office etiquette
2. carelessness in work

3. scatter files and other materials around the office

Task [l Mark the following statements with T (true) or F_(falS€) according to the

passage.

1. F 2. F 3. F
4. F 5.7 6. T
7. T 8. T

Task [l Read the passage again and fill in the blanks with the information you have got
from the passage.
Attitude
People like to deal with those who are cheerful, positive and_confident
People dislike dealing with those who are cynical, angry and unhappy
Ethics
In order to keep company secrets you should avoid
gossiping about a coworker’s romance.

discussing company affairs — even apparently routine ones in public.
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leaving confidential correspondence face up on the desk.
throwing away used carbon copies and photocopies without shredding them.
Personal habits

Annoying habits mentioned include

tapping a pencil
mumbling
tardiness

scattering files around the office
having coffee spills and bread crumbs all over the desk

Appearance

The way you look--cleanliness, neatness, style of dress, and so on, --- makes an immediate
impression on others.

The expert suggests dressing for the job you want, not the one you have.

The properly dressed business person usually wears well-tailored, conservative,

businesslike suits or dresses with jackets and a minimum of jewelry.

Task [EJ Translate the following sentencesintosChinese, paying special attention to the

26

underlined words.

Wr b RARE e, HE—4ERFR 1555 ), X — DI i A B 8
FAFAEALFE H 5 0 G, SN SCEE TR, AR A A 55
MHESATTIEIEE R, AR B i JUAE R A B L —Je Al
FEZIFFRA T UL AR —2L

BATVos w1 (R FATT R A AL

R FORAITIN S, PR EA LT, (HSCORNE S B 22 SRR TP
B BRI A A 2 ) Y B R SRS E SR AR A

1950 AE+H-H BT 5 A L 58 oy I NAETEE S K, SRR A=,
wfEs TR, BOE b R TE AR

LS EIEIC— DMEALR R ) RGN E A NIES T, B—MEFE EER, B
RIE—iL,

A A ol e

_.
e

Before reading the passage, answer the following guestions fist.
1. Receive people before they are met by the executive and make them feel comfortable.
2. As for the appointed visit, notify the person concerned.
As for the visit with no appointment, first ask whom he/she has come to see and what
the purpose of the visit is. Then tell him/her whether he/she can meet the person he/

she wants to see or not.
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Task [ff) Match elements from Columns 1 and 2 to make statements that suit the
meaning of the passage.

1. e . 3.b

4. g 5. a 6. d

7. ¢

Task [l Give short answers to the questions.

1. Receiving visitors.

2. Know all the appointments and whereabouts of the executives. In this way they can
receive and talk to visitors without any hesitation.

3. The secretary usually walks up to the visitor and introduces himself/herself with a
handshake. If he or she knows the visitor’s name, they greet him/her by his name.

4. Find out the purpose of the visit, and then tell him/her whether he/she can meet the
person or not.

5. Announces the visitor’s name, title and the company he/she represents and then
introduces the executive to the visitor.

6. In order to check information in the future.

Task [#4 Complete the following blanks,with a proper word.

1. receptionist 2. keep 3. write down
4. time 5. name 6. receptionist’s
7. fillsin 8. information

Workplace Writing

etters or Invitation

Task [l Make sentences related to thetopic of invitation by joining the following

groups of words. Add the necessary capitalization and punctuation.

1. We trust that you will be able to join us for this opportunity.

2. We look forward to seeing you at the Holiday Inn at 8: 00 p.m. on Wednesday, August 28.

3. We are planning to celebrate the 2nd anniversary of the founding of Digital
Corporation on Feb. 15th at the Garden Hotel.

4. It would be a great pleasure to join you at the reception party at the Holiday Inn on
March 23rd.

5. On behalf of Modern Office Limited, it is my great pleasure to invite you to our
annual sales conference, which will be held on October 27-29, 2002 at the Chongqing
Conference Center.
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6.

We would appreciate it if you would confirm your participation at your earliest

convenience.

Task [l§ Translate the following sentences into English.

1.

We have the honor to invite you to our celebration of the Chinese New Year on
February 5 ( Wednesday) held from 9:30 to 5:00 at the Hotspring’s Hotel.

On behalf of Mr. John Smith, it is my great pleasure to invite you to our annual sales
conference.

Enclosed is the schedule for the conference and accommodation arrangements.

We would appreciate itif you would confirm your participation at your earliest
convenience.

Thank you for invitation. We hope the presentation will be a great success.

. It will be a good opportunity to go over. the details about the new project as well as

share an enjoyable time together.

Workplace Project .

Task [f3 Write invitationlletters accordingto the'given information.

28

1.

Work in groups to write an invitation letter to Mr. Black based on the situation given

below.

May 2, 2015
Dear Mr. Black,

We would like to invite you to the presentation of our new audio-visual system, which
will take place at the Business Exhibition Center, 12th Avenue, at 2:00 p.m. on Tuesday,
May 15. There will also be a reception party at 3:00 in the afternoon. We hope that

you and your colleagues will be able to attend.

We look forward to seeing you on Tuesday. Just call our office at 35646654 and we will

be glad to secure a place for you.

Sincerely yours,
Henry Smith
District Sales Manager
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2. Work in groups to write a reply to the invitation letter above on behalf of Mr. Black.

1)

2)

Accept the invitation
May 8, 2015
Dear Mr. Smith,

I’m writing on behalf of Mr. Black who is delighted to accept your invitation for the
presentation of your new audio —visual system at the Business Exhibition Center on
Tuesday, May 15.

He looks forward to seeing you then.

Sincerely yours,
Sharon Kane
Secretary

Decline the invitation
May 8, 2015
Dear Mr. Smith,

I am writing on behalf of Mr. Black. Thank you very much for your kind invitation
to the presentation of your new audio-visual system at the Business Exhibition
Center, on Tuesday, May 15. Unfortunately, he will be engaged on that day, and
therefore, with much regret, will not be able to attend the presentation.

He hopes it will be a great success.
Sincerely yours,

Sharon Kane
Secretary
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Translations

IO al Communication GGG

i) —

K: FohF, BRUME. REENEMEL 47

C: 5P YNEem i

K: gk

C: FRETFILATMIDIRR - fEhik,

K: Mk, fEhisieds, REEPINEREN S RHeEREN b (EFHFEZHE) Rk, &
B, BRI S SICETFEI 430, a] Blia)— T &3kdh At 450057

C: FAEFMiie— Pt N RS RS RS .

K: RIS BUREIEAEIRIR

C: 17, IHRIERURI A

K iR SRR I TR A B T

B —:

W: BUREE BN IVAE . RE NG

S: HURhF, WELRERL A AN - PR, RABEB P NEAEFTHIE . FRTLLS28
e RN ?

W ik, BUEVNE, A IR, RERSH A SRR AR 2SR E, AT
DLHF 520

S: HkkF, DONESAERTT R WAE S REE e HE— g

W WA AR B

S: R TRURI05EARE?

W: % T, RERRBLA TR HRLHE, 2Nz EeA 2 TR, 2=

FA105 B AR
1T AP NEBIHAE AR TT WLZR YA 7
W:  FEZREN AN I E A7

®

S: 7. PONESEAER RN WEIZEESEA . . .
W: Hih,
Workplace Listening

Bl=.
S: HEIF, PNEEIMVAE,

30



X HFEIEZ S HAE

B NS AT 7

(b ¥

B RR - R, BB S SAHGE

WA, BANESEA FAE S A GEG . i§Ra A%
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Making Your Employees More Creative

Text Study

1. Background information

36

Creativity in the workplace is critical in helping companies achieve their business goals.

Stressing creativity means not just developing ways to allow employees to be innovative, but

also keeping employees so that creative momentum can build over time and not be disrupted

by the constant need to recruit new personnel to fill vacant positions: Many elements influence

job satisfaction and employee retention, such as'good compensation packages and professional

growth and training. But there are also other strategies that companies, divisions within

companies, or even small teams, can use to give creative personnel a reason to stay rather than

look to flex their creative muscles elsewhere.

1Y)

2)

3)

. Difficult sentences

It could be subtle things like asking for some fresh ideas on a marketing campaign, then

when fresh ideas are suggested, rejecting them in favor of old ideas you’ve used a dozen times

before.

likesEA i), SIS AR E{EHIZ1E (asking..., rejecting...) , {Ethings)5 & E

o JaPA)Hwhen fresh ideas are suggestedseff[H)IRTE M), VES) Al Erejecting them

in favor of... BB TERRIE .

E: ALRIEERRN AR, HIMERHE TR0 E . Al Sa e T
HRRTE, JOON 2 DB, o RSE R 2 i ] 1 2K ik

Or assigning a rush project without providing background information and then asking for

extensive changes when the final product doesn’t measure up to your expectations.

e 5 EAZii 2. Ador RIESNEE, 515800 7 5 §ETE ) )R8 A

assigning..., then asking... /&%), HAAWEHS> A1t could be subtle things like, when?|

S0 N E)fEasking for extensive changesfHH [ELARIE

B MR- IIBCA RBMEATE ORI ITH 47 RSB TN H bR
ZORBFTRERET

You can’t get creative work from worker bees or submission from independent spirits.

AR TERor T RIBHE X, Mhbor AT HZEMFMand, HEWMHTEEN. or

submission 5creative work 341, #h{Egeth i,

iE . HANE TR GRS TAER, Mo i A SOEASE .
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4) When people are more concerned about how management will react to their work than about
how productive they are, you will get work geared not for results but for approval.
A when 5] 5 0 I RVR R N A) R E T — A Hhow 5| 5 WA fEabout i FE 15 Al EH
(more ) than5 | S:HIHLESIRTE A, T ELESIRTE W) SR E 1 75— Llhow 5| S B
WA FAJH ) “not ... but...” (A1) 5ISFFMIRIES ) .
iE: AR TESOOEBE AR B B TAEMAR SO T TAERERR), b T
VERR AR A 1 22 A3 S B A AT A B SR AR R

3. Language points

1) confusion #. a situation in which everything is in disorder, especially because there are lots of
things happening at the same time Jifil
e.g.: There's still confusion about the number of students.
A NEARIRIRHL AN o
There was confusion when a man fired shots.
—HBE I, HBL R
2) subtle 4. not immediately obvious or noticeable A~ 5 i
e.g.: There are the slow and subtle changes that take place in all living things.
P A A 22 T A 5 55 R A
He wrote an article in a subtle style.
AT 5305 T — AT
3) assign v. to give someone a particular job or make them responsible for a particular person or
thing i (f£55) ;
e.g.:  When I taught, I would assign a topic to children that they would write about.
A, RESHEAIMTEA S H IS .
I've been assigned the task of looking after the new students.
FAARIRAE T BRI
4) expend v. to use or spend a lot of energy in order to do something #¥£%%, #E/X
e.g.: Children expend a lot of energy and may need more high-energy food than adults.
T iediaER L, wREHL AR EE L MR RNEY.
A great deal of time and money has been expended on creating a pleasant office
atmosphere.
R 8) 5 EFEIAE 1 A HAR ) N 5 71 o
§) fulfill v. to do or provide what is necessary or needed JE{T; /&
e.g.:  We must fulfill the plan, whatever happens.
Tk 4, HEERATR.
Without them you will not be able to fulfill the tasks you have before you.
BATHA WK ANRE SE i RTHT RiTAT: 55
6) dictate v. to tell someone exactly what they must do or how they must behave Ffii4, F5
e.g.:  We are not in Afghanistan to control that country or to dictate its future.



FAMERTE A A THEHIZE, WA T EFHAN.
What right has one country to dictate the environmental standards of another?
— AR AR 35 55— R PR b 2

7) evaluate v. to judge how good, useful, or successful something is PF{/1; ¥4l

8)

9)

10)

38

e.g.:. How would your colleagues evaluate you?
PR ]S S e AN AR ?
The market situation is difficult to evaluate.
T SEMELLPRA
submit v. to give a plan, or a piece of writing to someone in authority for them to consider or
approve ¢3¢
e.g.: Ifyou do not understand why you have to go, then you should submit your resignation
now.

WERARANALE B C oA 2T, IR ABAERUSLE IR FE 5
All applications must be submitted by Monday.
HIE R T — e 2.
ultimate #. main and most important 21, ZA%MY
e.g.: Theultmate outcome of the experiment cannot be predicted.
LI IR AL RICIE T
Complete disarmament was the ultimate goal of the conference.
AT 2 WS R H R,
promotion 7 a move to a more important job or position in a company or organization ¥t
e.g.: I wanta job with good prospects for promotion.
AR — Iy A EITF TS A LA
His promotion means a raise in salary.

HEO TR TR Z NI o
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Key to the Exercises

I 2/ Communication G
Workplace Speaking

1tuation alR aoout tne appraisa

Task Practice speaking with the prompts as shown by therexample given below.
1. What do you think of the electronic products of our company?
What do you think of the film we saw yesterday?
What do you think of the prospect of the new software?
2. As far as I know, our company is going to market a new product soon.
As far as Lknow, our products sell well in overseas markets.
As far as I know, he was dismissed from his job again.
3. Do you think I should quit my job as a sales manager?
Do you think I should offer her a high salary?
Do you think I should permit her a paid holiday?

1tuation Vi aring a complaim

Task Bl Complete the following dialogues'by orally translating the given Chinese into
English.
1. 1) This is the appraisal sheet for employees you asked me to make. Will you please
look it over?
2) What do these signs stand for?
3) They stand for the attendance of employees.
4) I think it is hard for us to understand. Can you replace them with A, B, C, D so that
we can do the statistics on the computer?
5) I think this sentence needs polishing too
2. 1) What can I do for you?
2) I find you have been late for work recently, but you didn’t to be like this. / you
seldom did so in the past. Can you explain this to me? / Can you tell me why?
3) My mother has broken her leg. She can’t move and needs my help.
4) Oh, I see. Why didn’t you tell me earlier?

5) I'will give you a week to look after your mother. Come to work next Monday.
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Task [ Role play.

Student A:
Student B:

Student A:
Student B:
Student A:
Student B:
Student A:
Student B:
Student A:
Student B:
Student A:

Student B:
Student A:

Student B:

Student A:

Good morning, Mr. Smith.

Good morning, Maggie. Do you know how long Nancy has been working
in our company?

Almost five years.

Great! Have you read through her appraisal?

Yes, I have.

What result did she get for the appraisal?

She got an “Excellent” on that.

Sounds good! What did she think of the appraisal?

She felt quite satistied.

Do you think it’s fair to give her such an appraisal?

I think it is fair. As far as I know, she has been working very hard and is
loyal to her duties. And our customers speak quite highly of her.

What does she think of the appraisal?

She finds that her efforts pay off and she should work even harder to merit
the honor of the appraisal.

Good! I hope all our staff members can learn from her and make our
company stronger and more competitive.

I’'m sure we will be.

Workplace Listening

at1io LISCUSSING an appraisat snee.

Task Listen to a conversation and try to answer the following questions.

40

Satisfied.

wvi AW N =

He thinks it is complete, practical and detailed.
A few more points must be added to the first and third criteria.

They are quite complete.

The employee appraisal sheet newly made.
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Script

W: Hi, Mr. Smith. Have you finished reading the appraisal sheet you asked me to make
for the employees?

M: Yes, I have.

W: What do you think of it?

M: I thinkitis complete, practical and detailed. You have done a good job, Miss Miller.

W: Thank you, Mr. Smith. But are there any places that need to be amended or added
or deleted?

M: Well, maybe you can add a few more points to the first and third criterion.

W: How about the specific items designed? Do they need improving, too?

M: Idon’t think so. They are quite complete. Leave them as they are.

W:  OK, Mr. Smith. Thanks for your time and attention.

M: That’s all right. Goodbye, Miss Miller.

W: Goodbye, Mr. Smith.

Task [ Listen tg the folloWing passage and try.to fill in the blanks with proper words.

1. seems 2. require 3. good

4. employees 5. idea 6. remains

7. solutions 8. post 9. different
Script

Many a time, it seems that companies hire people just for the sake of “creative hiring.”
But, later they ask these people to do repetitive jobs which do not require creativity. Such
hiring does no good other than leaving you and your employees frustrated.

If you want your people to be creative, you also need to be creative while hiring them.
Nonetheless, “being creative” is a much-talked-about idea, but most of the time, the real
meaning of “creativity” remains under wrap. Creativity is actually the way to find new
solutions. So, when you are hiring a professional to fill some creative post, find out how

nicely the person is able to come with something different.
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B \/ritten Communicatio MG
Workplace Reading 7

Passage

Before reading the passage, please fill in the blanksandthen think about the questions given below.
1. in a management position
2. handed you a job
3. (Open.)

Task [l Mark thefollowing statements'with T (true) or F (false)faccording to the

passage.

1. F 2. T 3.T
4. T 5T 6. F
7. F 8. T 9. T
10. F

Task [El Read the passage,.again and answer the following questions briefly.

1. The passage is mainly about the way directors and managers can better employ to make
their staff more creative.

2. There are 6 methods: hire the right people, let creative employees create, make the
workplace feel safe, encourage creative people to look for problems to solve, make
results the ultimate reward, and don’t expect instant success.

3. Have someone else interview prospective employees to bring more objectivity to the
hiring process.

4. Creative results will suffer if the creative process is under close control.

5. Because it takes months or years to create a working environment that encourages
productive creativity. Besides, workers must gradually adapt themselves to the changes
introduced.
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Task [E Translate the following sentences into Chinese, paying special attention to the
underlined words.
L AT TR ARt A VAR LA 1A B3 B A B T, E R A A 10 ) A B S eI e

J1. RMAFNREL

SRR IV N SUEEBLRIRTET H bR, A RE SO R B RN

B HL DR B IE T AR VY I RE S BUR TN

B, AR A MG B2 ) AR e P AR

AHBE T, HA BRI REERHBEE AR AE T,

ANTf 5 PEFI MBI TR A% B

AR B i A — Xatfid e e SIiER.

4 TSRO E HZ AT B O 0 CAEMAS RSOt A 10 AR N, AT 15T

VB A T A3 S B A T i A B K TR R .

9. i YIS AR IRIE LRI SR AT 100 STlRouk o mliEt g A R AR AV

10. RS URUCAAREIAT, dEetit— b fb i o8k .

Task ] Read the passagéragain and fill"in"the following table by putting a “v”for
evaluation.

B BN o

Evaluation of Maggie
Excellent | Good | Qualified | Fair | Unsatisfactory

Specific Elements for Appraisal

Attitude

Responsibility
Team Work
Interpersonal Skills

Communication Ability

Attendance and Punctuality

Desire to Learn

< LR ILLR

Initiative

Time Management
Job Knowledge
Job Productivity

<|<

<

Judgment and Decision Making v
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Task [H] Give short answers to the questions.

L.

[ N O UCI NS

The five evaluation criteria used are: Excellent, Good, Fair, Qualified and
Unsatisfactory.

Because she is helpful, warmhearted and easy-going.

The language problem.

She is eager to learn and open to new assignments/tasks.

She is punctual and organizes her time well/follows the schedule well.

Task [} Complete the following statements with the information given in the text.

L.

AT ST

may get an “Excellent”.

“Unsatisfactory”.

positive, a close/favorable/good relationship
taking the initiative to improve her skills.
taking directions, without complaint.

solve problems, make decisions.

Workplace Writing

| Notice ™

Task [] Arrang@ithe. following items to formulate a proper notice, paying attention to
the proper format.
5-4-2-6-1-3 or 5-3-4-2-6-1

Task Translate the following sentences into English.

L.

44

All staff members in the Sales Department are requested to attend a meeting to be held
in the conference room at 2:30 this afternoon.

. You are welcome to visit our new office building for business talks.

. It is proclaimed that the Board of Directors has dismissed Mr. Song Ming from the

post of General Manager.
Owing to the fast growth of business, the company has decided to move its office to
another location.

Our business will continue at the usual hours after the move to the new office.

. For the coming National Day holiday, our office will close for 7 days. Work will

resume on October 8 at the usual hours.

. We are sorry to announce that the departure of Flight CA568 will be delayed for two

hours due to the heavy fog.



O XESHEEINE

8. All department managers are requested to meet in the conference room at 8:00 a.m.

tomorrow to have a discussion on the development of the new projects for next year.

Workplace Project

Task [ Work in groups to write a notice based on the situation given below.

Notice
Mr. Jeffrey Linton is to give a lecture on “Clerical Work with Multi-national
Companies”. All students majoring in Clerical Professions are requested to meet in the
Lecture Hall at 7:30 p.m., Friday, December 15.
The Basic Department
Dec. 12, 2015

A

.
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Translations

Workplace Speaking

Bl —

Bl=.

46

S, X - AIRPERGE .

Gy, URED TG

R, FEL T .

PRI IBLERRA T ) AR B AFE?

PEFRETRL, b TAFIRSS Ty, i H— AR

JBsi X it 4 B AR

R A DA AR i

MR FH AT TR

Ao WIETES I FBUE FUTm A BHE RS . O RS T E SRR R0 R . AiE)
LURE el

WEA . ARVABRLZ I Z IR 2

FEH), FARMEPLZIR B b 20K

it iEuHIREELS o

FEXFE . BN RARTIRE B = PR R BO N, T H 2 e kR AR
HBYF, PG BRI .

Hbhr, SR

HEr, Y. RERITA DRI IR T g7

FET, ek,

PRIE] =N 7

FEIXHE, Bk, FAMRA DR TR PE A T, (R — S IRARE 5228 .
AN R— s We 7

LB B e | RS NE NG o a2 SR b S (5P o N s YR o b i A
BLH, FRIFECLRENS 524 B Wt 5 /MNE NI T3Sk T, A A — T RAR S TA
“EBET 7

PRAD ARG, B Al TERALEARAE TAERNE S LAREUS T3

TA, BEied, & EEBEBIREIRNEZMNE .

sehnl LIBE . A A g7
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— TR —A S ARy LM

Foorf— oA Qi ) FE B IAVEAZAERE ) . A TR Bt A R AR 180 52 R A R
AT, AHARAAIREE ) TAERRE SR T Sy . RUBAIREL. AL R T REAVECHR
FEANAE R i T BT 8 . A A AR UL, OO ST LEYE, SRER
W HZHTH 72k, BRI RE T — A e SUEMTH R PRI, 47 SR
IEANETIY H brid ORI TR R

XEHHEA VR BALAL S 7 — D ARFYLRAESR, AR A S E e 1 10 Ll 4
€. AMAZ, XPMEEERZ LRI B TAE SRR AORE ) R BHUR AN WO —— B i S 52 21 (R
HREIT — TAN A 2 AP SIS R A oRefiie) 7R

WERREAREBESS , IR 2SR S LB AR R 015 . Al 10 B3 SR RE S VR R iFr AR
JERPE . RIS — N EGIENG? YRR (18 A AR ? (R 5 IR —3%
HRRIE? R RRTE, BB RSB T O A 7 B

o XA i) R S A8 0 L 2 A H R A SRR S L O AR AR T TAE A T, 3k
FHAETHATIRI SR XLk e bRk AR 2 A . DUFRR LR

B EER NI AR B URE e N SASEBURE QT E b, AR At I RE St VR P R
Ao WERORTSEREMLIEEM BT, AR AL RE A . A HCRER AN . HAmE T
VER NSRRI TAER), TSRS S A SO RSB o SRS R B IE 75 2
BIZR VG TS RESCBUA T ZERIN o MERVRIECR BN AL, ol LIS i) AR I ACRERAY 51T, L
ORIUETH R A2 B

A R NKAECE ST ARATLADCE H AR, ARTRAPRARZE R, (HARASAT LUz i) Hin)
KA. RO E AR, I BEFRT Y 5 TS R B i, A
Yo H A5 PR A BT T R FRSEIR ST, DUEAR T I i
BT AR o PR I DL 5 H 7 S R/ IR st A Tt . H St 2R TS S
A EREARENS PREUSAE TS o il I R f 2, A BB A AN AR AT I 220
R, 52, Ml h MRS e E R . AR T, $RA01E5R
IR JE A R HBERARIANE T .

g e HBES [ ARERR . AUFTME A B SR b A R0 5
THJEIA o RIS AT IR, TS AR IR T

AL NEEN 220 TAEREL . A0 ARV R TR R BIREME . 2Y RUTHSGOE
BE WA A S8 TR AR SO I TARSCRI, AR IS TR U T RS H
NHTTA G SR TARB R . B mibnie, (H e 25 5 XA S VFAREE iR

G BIH ST RS DR AR . BT, AREY R AR AR — IR AN B S )
12550 ARREAEMRMERE PR RN TR SEOX — T H 7 X ANE P RS T URE) B2 . 2k
PRACVFAAT IR S T R DL —— 30 A s, WRRIEAATT A BB GF R gD i) R
J7ik ——IXIRE R AT IRAER , RIS AT I SRR AR

A B RS B R — RS, XA, R
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(8, AR RN Bt AR A H AR A S . AR, AR Y
PRGFAREE TR FIGE . TERTS R, LASCSAEAER A ORI A QIR A T B4,
TEHA T TSRS BRAL B 32 88, FEAlL AT E IR P b PR SCREA GRS .
YIS R RIE LEIREY ST 7B I8 SR A w2 R R e

wJa, MHERIXEEE T2 SRR . B — AR T RS 3 R A S AR ER
i LA HEE R UAER ) A — 2 s —b . AR A RER R LM . M/
EF, 2B RE S TAR AL 2 mASORLE T S . BIEARIA AN
AT, WEsA b I . RS

O

XYZ 25 B Tl GibEs
1. BTG H A PE bR

1) 7%
“hF” . fEHAMESSUREERS S, TR RS ) ki, B R Bl 5L TR
T AR S

2) Ruf
RO . BTANPSTREHERZOR ; SolataRH EAKE .

3) &k
“HAET L BLSE AR T RTRIEN) T BITAE— S se i TR SRR

4) FARAEHE
CHRGHET - TAERPUAHEEE I S HLAERE 7E5e i H R TAEhIe A —LeA
b

5) Aotk

AEHT - NTTAEASHEGEIURE: SLHEAREN e TEZKR.

2. BTESEE £

T4 5 - Al PERFHA: 20154E9H 10H
% . e AR R 84 H
PEHT PR 2 HpkLH

1) TAESEE
FISh - AT TR — BRI IE, LRSI Se i TARE S E 5.
2) TR SRR
WSRTEE, IR IIPER el B B AT S5 sk SE 0 HAE 55 . i 22 B, M
AHRERIEAMA
3) HBKE
M AR, HORTBIN, tSRERFEAMHARE, s TRM TERS, 52805
GIVER I =
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DIPNIS T I
I 5A AR e R E, WS RAT AR TR IFNER,

5) ARUike
IEE S AR/ RFEEE SR, b 7wk rmn AR, B —-EEFRSREE
SN B T

6) B ST
AP R B, b EHEMRIR ],

7) FER
I RE A S A A FNERIEERE, M\ B AR A R0 T

8) Fahtk
W IR THAZRMESS, e B2 R ES T AL w7

9) Hfra)ZeHE
5 e AR 23, SR B R R e HE A A, ELRE R SE R &I TAE

10) AREATAEHIAN
R TSRS R B, PO RS R R — U1 g, R IUEIR S E e S
B LI 4R I SE AT o

11) TAERER
R TR A, AR TIEE—EEEEE K.

12) W 7 B
FO AR A AR5 T 256 T A B, Ayfe ) ORI e S A RE I AN s

STHME: (%)
BTHA: (%)

HTAT. Maggie Brown H. 2015%E9H15H
VEH NZF-: Bonnie Merrill HiH: 2015%F9H15H

Workplace Writing

Bl —

USTER

BT SSAET R (9H21H ) B ES30F ikt EEd, Sl g s 54
JRYLYES)

iy
20154F9H18H
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7 H g
ViD= GVAN/E 7o R SR T A ey R 1 e 12 N R N5 S
Ple. BRBR—XK.

s
201543 H7H
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AN
ZE RS eWERINR, SEEMRRIEA AN =R KIS
HERESNPANE
201543 H8H

B e G
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), XAZREIE ) E SR BRI TE, S — M kIHE
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Mok o G FHE GRS, X A — R I TAE.

ERTHBRING, R TER RS BA R CHEAME, RETGH e éé
RE I, SUHRMAAR B QR TR — L B ORI R L E W
gt SR, MuLHE RN, EEE SERGE LTIk, — i
{14 2 BRI 60 5 s I et HL BRI A R 5 i AR R 1, BRI AT
E3SE

APRRESE SRR — ]

WA ERER il 7
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Establishing Sound Company Profiles

Text Study

1. Background information
McDonald’s

McDonald’s Corporation is the world’s largest chain of hamburger fast food restaurants,
serving around 68 million customers daily in 119 countries. Headquartered in the United States, the
company began in 1940 as a barbecue restaurant operated by the eponymous Richard and Maurice
McDonald; in 1948 they reorganized their business as a hamburger stand using production line
principles. Businessman Ray Kroc joined the company as a franchise agent in 1955. He subsequently
purchased the chain from the McDonald brothers and oversaw its worldwide growth.

A McDonald’s restaurant is operated by a franchisee, an affiliate, or the corporation itself.
The corporation’s revenues come from the rent, royalties and fees paid by the franchisees, as well
as sales in company-operated restaurants. McDonald’s revenues grew 27 percent over the three
years ending in 2007 to $22.8 billion, and 9 percent growth in operating income to $3.9 billion.

McDonald’s primarily sells hamburgers, cheeseburgers, chicken, french fries, breakfast
items, soft drinks, shakes and desserts. In response to changing consumer tastes, the company has

expanded its menu to include salads, wraps, smoothiesand fruit.

2. Difficult sentences

1) In fact, McDonald’s has committed to creating an environment which values and respects
employees, recognizes and rewards their performance, and provides them with meaningful
growth opportunities.
“commit™f “JRAR; KT SR ERHEUR UK BRI, WA “commit sb/
oneself (to sth/to doing sth)”, Bk “/Kif, (RIE (ML ESFPHVEGEMNZHES ) 7,
“o”TERXHUEA I, BTG M A2 . sk liwhich5 | S HE TR A), 5647
A “environment”,  [RIESFEMAHEETE,  “value, respect, recognize , provide rewards”
XEEEEE R IR, LA T
WVE: R b, ENHIOITAE XSS SUTEEREAILE S RS2 EI A

O, AR TR EA TR, I HRER RISl

2) They all take this leadership role very seriously and work in partnership with parents and educators

to ensure that their school-age employees see education and schoolwork as their top priorities.
TERARETE R AIGZE-ship” BT & RmBz X 1) FoRRE"A: friendship); 2) Fm“y

457, B0k (0 . professorship); 3 ) FR“HiI5” “BE )17, “F " (W : statesmanship);
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3)

4

5)

4) FoR“ BRI readershipBEfEER 2 JG; 5) BB A : hardship), %4)

) “leadership” JEEE_ANVEE, Foh “4i%, SISE” , M “partnership” AFH—IE

B BN BICRRT .

B AT EYHER AR, SR SR RABIIE RS, ISR 0 TR
HEMGER A UL RIERE T

Over the years, McDonald’s has been a leader in setting and strictly enforcing high-quality

and safety standards, which often exceed those established by industry and government.

Ayt Hiwhich 55 B ARER I PEE T A, TR “those” FEAHE EA)H e

i) “high-quality and safety standards”.

E: W RXBAE, FAITEHE STHEET 8 iR A2 bR T T — B AL ALY
G, At AT AR CEAE o T AL AR i bmife

Managers treat employees as they would want to be treated.

ZAVERMT “Treat others the way you want to be treated”  BA: R EFIFR,

IR BB N A B BB (22 - i20) | BRROA ANA A B iR, LR

TAZEE R A, e GETE ) HE) “CRAER, Z1iEFAT .

BE: 2PN I S

Employees have the resources they need to serve the customer. Restaurants are adequately

staffed to allow for a good customer experience as well as to provide schedule flexibility, work-

life balance, and time for training.

i “allow for” &k . 18R], B,

E: LEARSEZFLFHRT IR 22970 5 ER R A R BT, LURIERT
AR AFHIAR S, [RI 2 o3 AR R IE B AR ), HOR R AR A% -1
i, ELAm 2l

3. Language points

1)

2)

3)

52

legacy 7. money or property thatis given to you by sb. when they dieistl, i&tr=
e.g.: These books are his legacy to the college.
IXSE AR A2 BB
They each received a legacy of £4 000.
AT 1 NARR T4 0005885 1387 .
enhance v. to increase or further improve the good quality, value or status of sb/sth# /5, 14
I, s
e.g.: How might you enhance the structure?
TR AT SR X AN SRR ?
Our living expenses have been enhanced.
AT AT C Lk,
be committed to H /175 5T Ll AdAE
e.g.:  China will continue to be committed to the reconstruction course of Iraq.

PR ARSEEUN T O s i) SRR
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"The girl was committed to the care of an aunt.
XGRS PR R o
4) priority n. something that you think is more important than other things and should be dealt
with firstfftSe (A0) , Hri; REHIEHFE
e.g.:  Vehicles coming from the right have priority.
MAIABRE) AN A5G AL
These issues should clearly be at the top of the priority list.
XL ) R 1 H T XA e R
5) complement v. to add to sth in a way that improves it or makes it more attractive ¥}z
e.g:  This wine complements the food perfectly.
X FERC XS A B b AL T
There will be a written examination to complement the practical test.
A — R AT IR A TE SR
6) exceed v. to be greater than a particalar number or amount &, #H
e.g.: Do not exceed the recommended dosage.
ANSEE S EE B
His knowledge of history exceeds mine.
BT 4 P SRR
7) integral 4. ~ (to sth) being an essential part of sth ) ZEERIT AT, FEARM
e.g.: The kitchen is an integral part of a house.
S B AN T R AR
Music is an integral part of the school’s curriculum.
HORAESI R TR — 5%
8) validate v. to prove that sth is trueffi 2R, UESE, BN, FiE
e.g: Additional studies and tests have tended to validate this conclusion.
BE— P RS A W A X AN 1S
The ticket has to be stamped by the airline to validate it.
MENZS AP R, ZHUEA RS
9) diverse 4. very different from each other and of various kinds/A[F][), ZFhZFEH)
e.g.: They are people from diverse cultures.
A LA B A RS SR A
The building houses a wide and diverse variety of antiques.
X G KA USRI
10) staffv. to work in an institution, a company, etc. Aj---Fg ( AB1) 5 JEH, A
e.g.: He staffed my office with two secretaries.
BN I AL T PR
He staffed ten computer operators in his firm.

e s T R T AR b

53



Key to the Exercises

R e

Workplace Speaking

Task P4 Practice speaking with the prompts-as shown,by the example given below.
1. We'’ve promoted some new products of our company.

We've discussed the problems we are going to face.
We've finished negotiations with members of WTO.
We've established close business relations with some customers.
2. Some of the products might be quite beneficial to disabled people.
Some of the products might find application in national defense or military service.
Some of the products might be used in the process of refining and polishing.
Some of the products might be adaptable to the changes over time.
3. Did you find any products that are particularly to our taste?
Did you find any products that are inexpensive but of top quality?
Did you find any products that can fit into our new machine?

Did you find any products that can be applied to the new technology of our factory?

1taation Necommena mng a iypl(fd product

Task [Bfl Complete the following dialogues by orally translating the given Chinese into
English.

1. 1) Have a seat, please

2) How was the exhibition,

3) There were so many new products at the exhibition

4) I found some of the products were particularly useful to our company
2. 5) You look unhappy

6) we didn’t sell any products

7) Few people were interested in our products

8) Besides, they said our products were too expensive
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Task [EH Role play

FErFEFEEFEFEE

e

Good morning, Miss Johnson.

Good morning, Mr. Hoffman.

How was your experience in the exhibition?

It’s fine!

How long did the exhibition last?

About two weeks.

When did you come back?

I came back yesterday afternoon.

Whatwas the result of the exhibition?

The exhibition was very successful. There were so many businessmen taking part in
this exhibition.

Did you sign any contracts with other companies?

Yes. The companies with which I have signed contracts are here in my report. Here
you are.

Oh! Very good! You did a very good job.

Thank you!

Workplace Listening

1tuation \eporiing on a iiful exnioiiion

Task [6¥ Listen to a conversation‘and tryjte. answer'the following questions.

Script

L.

@B oA W N

The conversation took place in the afternoon.

Miss Lee has been to the exhibition.

She thought the exhibition was interesting, and fruitful, but very tiring.
. People were especially interested in Compaq 1700T Laptop Computer.
. People didn’t care much for the new Model ABC Photocopier.

Good afternoon, Mr. Keller.

Good afternoon, Miss Lee. How was the Exhibition?

Interesting, and fruitful, but very tiring, you know.

I can understand that.

There were so many people in the exhibition. And many of them were quite
interested in our products, especially our Compaq 1700T Laptop Computer.

Great! That means we’ll have a good year.

Exactly. But I also found that people didn’t care much for our new Model ABC
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Photocopier. They thought it was too big and too expensive.
M: That’s too bad! Is there anything else you’d like to tell me, Miss Lee?
W:  Yes, well,...

1tuation 4 tstemng toa passage

Task [ Listen to the following passage and try to fill in the blanks with proper words.

1. presentation 2. goods 3. occur
4. permanent 5. scheduled 6. dates
7. one 8. locations 9. online

Script
An exhibition, in the most general sense, can be described as an organized
presentation and display of a selection of goods for sale. In practice, exhibitions usually
occur within museums, galleries and exhibition halls, and World’s Fairs. Exhibitions may
either be permanent displays or temporary, but in common usage, they are considered
to be temporary and usually scheduled to-open and close on specific. dates. While many
exhibitions are shown in just one venue, some exhibitions are shown in multiple locations

and are called travelling exhibitions, and some are online exhibitions.

I /rittenn Communicatio MG

Read Passage 1 about McDonald’s management and-then try to say the common expressions given in brackets
in groups.
1. has made a series of commitments to its employees

2. has committed to creating an environment which values and respects employees

Task [l Mark the following statements with T (true) or F (false) according to the

passage.

1. F 2. F 3. T
4. F 5. F 6. T
7. T 8. F
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Task Bl Read the passage again and finish the outline with the information you have
got in the passage.

1.

Managing People and Organization
1) a. communities
b. doing the right thing
2) a. education
b. quality and safety
c. social responsibility
d. creating a pleasant environment
1) a. parents and educators
b. education and schoolwork
2) a. employees’ educational goals
b. comes first
c. good grades and school attendance
d. to continue their education
1) in setting and enforcing
2) food storage, cooking practices
3) check list
1) Recognition
2) Leadership Behaviors
3) Benefits
4) Personal Growth
5) Get the Job Done

Task [l Translate the following sentences into Chinese, paying special attention to the
underlined words:

,_.
e

A A

ZERRA DO B A 7 U BT IR
WAEBEBESZIRI T IIN], ILTORE B T ibH) — KR F
N7 CMH B TR T —RAIBR

SR A T R R

Z2 55 R By A RSN LA R TRERA T A SIS

S e A A E— A SRR G BT SR A TR
FA A E R~ > gt A SR B R A BT
HRHLEEIA THRFES, DU E AR S BHE .

NPT A RIS & A R BT, DLORMIEBZ A5 8] R I8 55 .

A BT TR L LS MIERIA R R RIS TF 2.
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rassage

Task [lt] Mark the following statements with T (true) or F (false) according to the passage.

1. T 2. F 3. F
4. T 5.T 6. F
7. F 8. F

Task [l Give short answers to the following questions.
1. Apex Computer Suppliers, Inc.
Seattle.
(412) 566-7700.
Polite.
Three.
"To get information about the products/To get customers’ feedback.

A Sl g

Task [ Fill in thetblanks below with the corresponding items.

Name of the Exhibition Y2015 PACTEL Northwest Exhibition
Year of the exhibition 2015

Date of the exhibition November 15 to November 18
Purpose of the exhibition Getting product information

Name of the visitor Timothy Hoffman

Nationality of the visitor American/USA

Date of the visitor's visit November 16, 2015

Workplace Writing

Proposals

Task [] Rearrange the following sentences to make a correct memo, paying attention
to the proper layout.
Memo

To: Lydia

From: Carol Linton

Date: August 8, 2015

Subject: Room Reservation

Message:

I received this room reservation request this morning. Please fill in the Booking Room Form
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and pass it on to the Reception Desk.

Task ] Translate the following sentences into English.

1. The Accounting Department is in need of new computers to cope with the growing
business of the company.

2. I'd like to remind you that you are expected to have an interview with one of the
applicants at 8:30 tomorrow.

3. Ireceived this fax from one of our regular customers this morning. It complained about
the delay in delivery of Order No. DJ 834.

4. Please pass it on to the Sales Manager and urge him to give me a satisfactory solution.

5. T’d like to remind you that next week’s business conference in Paris has been postponed
until Thursday, July 23.

6. Please ask the After-sales Department to send a serviceman to our regular customer
Jenson Brothers Co. Ltd.

Workplace Project

Task [fd Work ingroups to write.a memo according to the giveén information.

Memo
"To: Ellen Huang, Secretary
From: Philip Xu, Export Manager
Date: Dec.10, 2015
Subject: Payment Inquiry

Message:
I'd like to know whether we have received payment from the Japanese company for Order
No. PG 567. Please pass on the message to the sales representative there as soon as possible. I

need a prompt reply.
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Translations

Oral Communication

Bl—:

&) —.

B ESE, RARERA

B Eh, EREEE, RiFk.

IR, RIRE R A

BRI, REEHTFRA R SHTEOS?

IR SRR AR, %

ARA IS FAT 12 ) SR iy 112

AW SRR, FEBUE =R A 12w
W, ELY2 BE—=Fh?

TR, 2o /NG

FoRLF, EREAE, BiFk.

IR, 2%l NH

R CR TP S T = Lot ey

AR

37 A=

At , ARG

KEFT . BESEARE? WGRANS?

AN YIS L ARZM 6, X iR 1, (HIEEWILE .
g, EuRER .

L 5, fiiModel MBR-20%4 1+ 5L, AFFA B9 A w4 A H .
WA 0] 52

Workplace Listening

=,
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AR, L.
TR, BUNH. RSB ARE?
RAME, WORARK, HURA R,
XFRETS
W ENRZ, AFL AR ARECGE, il Compaq 1700T & L
R EAVEICA UK
KUY o RKAUERE, BAVSAHFEFE T,
Belo A, BB, AIAKEREAI0HT7mModel ABC HEIHL, A1k
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A, XREEIPLRR . Kot
M: RS, (RICA T 225 URIRAING, BN ?

W: iy, -
51 -
JEYE, T E PR ATA g — R R OB R a0 T . mBlsE e,
RTINS

TEERAEE . 2R RITAIE RS R S 2 TR RS . RV RN e 227
2, AHSEH R S LA SR YT ERFEREE T RRIZE R, R R AR . P2 R NS e — A
Jizedy, AR VMRV 237 w26 gy, i HISAT SRR b 250

C R IS

2 455 B I R A VAT A A B+ DX — e S @ISR o e MOk AY454E D
W, R SF RS R R AR ) S R T RERS RO R R PR TE, AT R R 55
EAMNGRE R, 24570 AT ¢ — R ANRRE . RS TEE S B B
LRI THE. R, ZNITECNT 005 — XA, SUTEEREIABLA B E
SRESZ BN | A i1 AR 20T A3, I HREMEIRTHHUble s 2245701 i
il HH T Y A BN PR R ME <7 B S e S o DA PR IF IR S B AR 2R i
LI

FEWKE . EATORERESR LTHRERE . 00 BEUERANER, FH 5%
KARBUMIEE S, DIBRORENS 51 T2 B E el UL SRR BT AT 18X
BRI HURIGEE I RIE, (&5 A1k, PRI Ee il T T ETEBIM i T, %
B o) R g QU RN R, 5 CARZE S 59 R A0 TAF 22 2 M E A Rt (18 20F H
bro TEBEMLAEZIR], 222455 3wl 0y TICET A B S e s Adafi sl e t M 22~
2 S A B PR B 5 i D RS ) DS S AT BT R
(eI i R (RPN E 253

BB TR K IR, S S ERLE A AT B TR AL e AR T T —
FRATAR A ST, A 1R bR S AT ABUR BObRE . BT MR IR 2 it i
HEAAER, taAnfEtE . BRI AR A B TR P BB IR . BER A AT TR 2
B KA — AR R TE P B B AT 5 R R ETIRE .

TG TAERIEN, 1) SEAANEN . 224 D LA EEZ S BTGNS
A2 BB EAIEAL, IR R I TAERBL . BOMEIR . BIBR SRS BIRR RS 2R R
2) OrEDMAIESAT R I . 22457 4 P — DT LA wl s R e 0 B, SRS
T, i A DG A R, A AR, AN LS ATIEEINZRAA,  [F]
A o 3) Hgg kRS AAE RIS . BR-F 5 Y rii by — s T Y i,
PR EHMAEF . 4) 522, RRAA SRR SRR TARZ e T AL
VERRZRERN G EL, T EA245; 2 RlA LS m M AMZ R U 2 TH . 5)5e TAE
T IR S0 By T RATHR S5 BT BT, 2407 B N PR s AR R D1, DAfR
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IEBR A B R IR S5, [RIiNLas 51 TR R TG 00 TR R), O/ TAERIATR P, H.
AR 2RI,

S T HE TRER PN AFBOR, 24974 SO R E—R RS2 Ol i R i
mA, FUTFPEER R A R TI9ONE R, P SIT15077, IR d Tt A4 51 T 5T
BR, FUSTAEBAREAZEH L.

O J

20154EPACTEL A wIvG bR 4
(11H15H—18H)
2 YNGR

P2 ) s e A
IR AT T80 7 RO GHR AR B 1877 0, FRAIPRIES A SR LBk 55 . A D)
SACREFRAT T 7 i A e RIS X el

63 Y PREZE - ERE ZIHEE: 20154£11 H16H
28 T 4 FR: Apex HEALENV AR A
2y v Hb bk SEESRRGTN] (92603-6742 )

VAL v BT BT L At

HER 123455

pal

ul

NEIEERN: B3RS Wi Th%
HLiF: (412) 566-7700
1% H: (412) 524- 6780 IR : fred.stingle@acsi.com

L. A RAG T DL A ) JE A= Sl ) i R R e
a. EEFAAAFIAFHI1700T BIFHEHAN
b. Hewlett Packard A:7%(1Jet 6LproZitF TEIHL
c. KSTAR A:F= A~ A LA SO0 Z AN a] 7 FLIE
d. HeE,
2. RIS RS AL, TS IRSTS?
a. A RAIEESE SRR, 553
b. AR, PRIIEE BUS R T 0020 FF= SR SRR .
c. Ao WRAIEETE SWWALL, IRSGHIE, (B L S5 AER .
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FA RS E BUE BRI = T e

a. M RANIETE REESHR PR 5 R R TR 45 .
b. ). VRITIEVESE DU BT m B EEIF= 5h T e

c. A7, HATHEE.

P p ) B B ESE) TR AR 7

a. FEM). BARBIM BRG] TIHENEE .,
b. AR, FRIIGESE BUA M TSR TS m B R 7,
c. A, FARHERBUFARSE) TR EE

TR BT 77 St sl 55 Fe A 7

3 R A AR P2 1700 T 24 HiL i
AKSTAR A 72094 N H G S00Z AN ] 147 FELYE
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H
H
H
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R TR = A7

a. EEFA AR 1700T BIF5E N,

b. Hewlett Packard A7) et 6LproZiyGFTERAL
c. KSTAR A=A A HLHGS 00 ZY AN B] 7 FLIE .

d. HE.

AT = SR SRS w B4 H s B AR BN 2

a. XA S5IA BRI % 2 i

b. FIZIEARER VRIR.

c. BIHUEDEE

>

/R
PIAAY

- BETRELEAN I B DU S IR AR LUAE 4 )5 BE— 0 i D 42

a. IR, 65 IR TR o
b. LR T NG SR 3RE W THAT R
c. AT, FATTTHE

B 5 1 R B
a. L7,

b. T4,

c. Mgl

d. K.

FAr TR A% T R AN FAT IR 24— S TR H SR 7
a. AL, Ji5fE.

b. i LR ISR W TARR R o

c. Ao ACRTANTTE ST AR5, RIS S5IRIKR,

I RO FRAT B S R
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Workplace Writing

Bl —

Wea A BEHAT - RRFRIE
KRR Bk WK

Hi#H: 20154E12 H2 H

Prdl: FN

1E3Z:
FAR T I /R SO B . B GG B RN 2 TE TR 55 2. B At
it

B —.
e
WRR A . ELAIE
KEAN: e
HEH. 2015410 H8H
b, HEE
1EX:

WEH BB —froRER 0, ZHEE R RRE S A TR AL BHSIZH B ERR
AL TR A IRE S DU BEPNE 31|23 i

=

Weer A\ : 7Rl /INH
KEN: BEMFTRR - B
H#. 201541 H18H
k. HiF
1IEX:
A RINENIF PRGBS BB A, TSI R
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(.S

B3 Z TSR TR O e, T fRER AR R AR L.
PRI, 73— R I Ak A S S 0 B 20t i AR ) B A . b T4
B, KREHTEIHAARG &S AdLE

AN A 5 7 R R R B SR VB R 2. A SIS E AR
M R HT AT BRI BAS HAR B RIRE , RE RS TR A 2 4;
RS, WA BT EE B e

VREE, MR, SRETFh “BTR" B0, B SEAH, AR BT RE,

BB < RS TEFL" WTRE BARBRIH , S2hR EAETTAE T, 0 SR BA ik 53 e B =
(S, B2k A BH AU HE AR AR B AT 0 b, SEBUATBL, iRk
T,
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Conducting Effective Communication

1.

66

Text Study

Background information

Internal Communication: Internal Communication is a subset of effective business
communication, which is built around this simple foundation: communication is a dialogue, not a
monologue. In fact, communication is a dual listening process.

So Internal Communication, in a business context; is the dialogic process between employees
and employers, and employees and employees.

So many times that latter process is forgotten by strategists and PR professionals — it should
always be remembered that communication between employees is very often far more powerful
than any communication from employer to employee:

Whereas the “top-down”, employer-driven communication is great for setting a
communication agenda or discussion point, it is the peer-to-peer employee communications that
determine the tone of the response back to the employer.

So, to sum up, “Internal Communication” is the conversations that businesses have with

their staffs and that staffs have with each other.

Difficult sentences

1) ...the more managers communicated electronically, the more pressing became the need for
face-to-face meetings.
“the+ HLEGHE, the+ HLEHR” NHERAPR, WIS “BL-- ek~ , E—DME SR,
— RN BL T BT B AR EL LRI ), ST )R ) che HITETE AR TR BCENTA) Y HL A
P2l A “the+ LB MEAHAEMSY, ERATRENE . —Bokid, W
0 EIEFAETE R ER R, AREEE, mEmWBE R ER IR, Wal HERTER . e
A ) morefEmuch 4K, {Ecommunicated MPARTE, A)FHUESEEF, MiEm)m
iHiftbecameI7E F:ifithe need ZHif, WUETEIHEIHF .
BE: oow] BRI EHGE T BT, DO TR 25 R SN K0

2) ...they often suggested that you first tackle people problems by listening to the employees’
perspective and then paraphrasing it back to them, both to be sure you understand what they
said and to emphasize that you care about what they said.
KA ENE G4) . FA)k&they often suggested, FAh)HHsuggestfE @I fiE,
JE T BT ER A9 that ST R S Tl i) S AT RE IR, REETESIIA M (should+ ) 2l
JE” (should ] 45H) . whatfllix5— thath\ )53 JillfEunderstand Flemphasize)3Zi%E . by5|
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H2/4M iRl by listeningfl ( by ) paraphrasingfftackle F)3ZiF . paraphrasefif “F&X, &

AR, BEUEH A I AR IEE TR . people problem & S A Br/i[n)

Eﬁo

FIVE: MR RO SRR R R, P S O WT 5 TR 72?3‘?3‘&111311‘]E’Jﬁ
DL B G g A T, Xk AT AR R URSE 2T B ARG TR B,
KAT LU SR PVRAE T AL 1B 15

3) And today’s workers expect to know what is going on at their company, how their work fits

into the whole picture, and what the future holds in store.

A 3 4] A B i expect to knowiH X ZAVEIE A, 4%l Hwhat, howflland what5 [

the picture7EMA)BI B Athe general situation of the company, Bl “/MLAEARIRGL” .

hold in store BB “BIELAMR” |, ALK R be instore; lie in store. fINone of

us know what lies in store for us tomorrow.

iE . AR TRSRA A Ay, B S TAEERS sl SR 0, DLECROk
RIS

3. Language points
1) fascinating 4. capable of arousing and holding the attention 2k A1
e.g.:  The book is fascinating, which sells quite well.
RABRA SR, 5.
This oriental legend is fascinating.
AT AR AR 5N o
2) progressive 4. in favor of new ideas, modern methods and change i, B
e.g.: She is the most progressive writer of the time.
b AEARA I AR BEP BIVE R
3) accelerate v. to move faster; cause to move faster I
e.g.: The car accelerated as it overtook me.
ARG IR A T e
Our present task is to accelerate economic growth.
IMEEZE 55 4 R B 1Ym0 455
4) factual 4. existing in act or fact; F5LHY; FHSLH)
e.g.: The jury was convinced of the factual testimony.
R AT AR 1 X S R SL i .
He has difficulty distinguishing between imaginary and factual information.
e LS AR R R L SEHI (S B
§) irritate v. cause annoyance in £ &%, B
e.g.: He was irritated by their complalnts.
AT 1A ARG A AR K T
Irritated by their giggling, he told them to be quiet.
WA ISP AL BT P
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6) prospective 4. of or concerned with or related to the future FIf; ARH)
e.g.: Sheis married to a prospective lawyer.
WIRZE T — AN AR
We receive prospective results in the experiment.
FA eI A8 T ORISR .
7) alienate v. to make sb. feel that they do not belong in a particular group Hiit
e.g.: 'The Prime Minister's policy alienated many of her followers.
A BOR AR 21 it i A 1 b
We’d better not alienate ourselves from the colleagues.
FA A 5 R 15
8.) expertise n. expert knowledge or skill in a particular subject; activity or job 1 1IN, %]
PR
e.g.: Customers will be impressed by the expertise of our highly trained employees.
A SRR ENZR AT 2, R FIRZIENS
What he’s bringing to the company is financial expertise.
iy 23 TR A R Ll AR
9) bureaucratic #. (often disapproving) involving a lot of complicated official rules and
processes ‘B &1
e.g.: Diplomats believe that bureaucratic delays are inevitable.
AN B AT AR S5 1 e P S AR A P G )
The department has become a bureaucratic nightmare.
R T E AR X T
10) paralysis 7. loss of the ability to move a body part JiE#E; JFRE
e.g.: The accident left him with paralysis of the legs.
R ARBURR RS
The strike caused total paralysis in the city.
P YR T 5 AR o
11) in store (for someone): awaiting someone in the future 524 A1) ; HEE B
e.g.: None of us knows what lies in store for us tomorrow.
BENAERA AR SR AT
Some good lies in store for me, I think.

I FERAIZ T .
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Key to the Exercises

I 2/ Communication (GGG
Workplace Speaking

Task P4 Practise speaking with the prompts (JZ/~).as shown'by the example given
below.
1. Would it be possible to reschedule the appointment with Mr. White?
Would it be possible to postpone the conference until next week?
Would it be possible to receive the refund today?

2. I’d rather you came alone than with somebody else.
I’d rather you walked than take a bus.
I’d rather you borrowed it than buy it.
3. The reason is that he caught a serious flu.
The reason is that there was a traffic problem
The reason is that Mr. Stanley is really very busy this week

1tuation alrRing about scnedule

Task [Bfl Complete the“following'dialogues by orally translating the given Chinese into
English.
1. 1) Would it be possible to postpone the appointment until next week

2) When could you see him next week

2. 3) Please arrange someone to meet Mr. Li at railway station.
4) Have you arranged the accommodation for him.
5) Thope you can reserve a suite for him in the Hilton Hotel.

Task [ Role play.
A: Hello, This is Catherine Milne from EE company. Is this Mr. Byrne?

Yes. What’s up?

Last week, you’ve made an appointment with Mr. Wilson for 3:00 this afternoon.
That’s right.

But would you please cancel the appointment with Mr. Wilson?

> x> W
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That’s OK. But may I ask why?

: The reason is that something urgent came up for Mr. Wilson. He can’t make it this

afternoon.

I'see. Can we meet at noon? My business is also very important.

I am terribly sorry, but he has to leave for Xi’an right now.

OK. Would you please arrange the meeting soon when Mr. Wilson is back?
No problem.

Workplace Listening

Task [ Listen to a conversation and try to answer théfollowingquestions.

1

Script

[N O UCE Y

. The person who knows the European market quite well.

=

. The woman.

She will change the hotel for the reservation.
. Jack.

. 3:30 p.m.

Arrange for someone to meet the Chairman at the airport. I'd prefer someone who’s
got a good knowledge of the European market. The Chairman may ask questions
on the way.

Yes, Mr. Stanley.

And, have you arranged the accommodation for him?

Yes, I have reserved a suite at the People’s Hotel.

I prefer the Imperial Hotel.

OK, I will change the reservation right now.

Also, prepare a report on the sales figures from Feb. to the present. Ask Jack to help
you. I'd rather you did it with him than alone.

All right, Mr. Stanley.

Remember, his plane will arrive at 3:30 p.m.

Yes, sir.

Task [ Listen to the following passage and try to fill in the blanks with proper words.

1. mutual 2. essence 3. performed
4. flow 5. integral 6. various

7. process 8. feedback 9. superiors
10. gaps
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Script

Communication is neither the transmission of a message nor the message itself. It
is the mutual exchange of understanding, originating with the receiver. Communication
needs to be effective in business, because communication is the essence of management.
The basic functions of management (Planning, Organizing, Staffing, Directing and
Controlling) cannot be performed well without effective communication. Business
communication involves the constant flow of information. Feedback is an integral part of
business communication. Organizations these days are very large and involve a number of
people. There are various levels of hierarchy in an organization. The greater the number
of levels, the more difficult is the job of managing the organization. Communication
here plays a very important role in the process of directing and controlling people in the
organization. Immediate feedback can be obtained and misunderstandings, if any, can be
avoided. There should be effective communication between superiors and subordinates
and between the organization and society at large (for example between management and
trade unions). It is essential for the success and growth of an organization. Communication

gaps should not occur in any organization.

I ritten Communication JEEGEGEE—
Workplace Reading

Passage

Task [l Mark the following statementsywitheT (true) or F (false) according to the

passage.
1. F 2. F 3.T
4. F 5. F 6. T
7. T 8. T 9. F
10. T

Task [0l Read the passage again and answer the following questions briefly.
1. Face-to-face meetings.
2. If you also want to express your emotions in communication, you need face-to-face
meetings.
3. Their advice is that in dealing with prospective customers, you’d better talk with them

at the same rate that they talk with you, because people usually like to listen at the same
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speed that they talk.

Because by listening to the employees’ voice, the employer may better understand the
problem. What’s more, it may tell the employees that their manager really cares about
what they say.

Because he realizes that the purpose of meetings is more than just getting things done.
Meetings can make people feel part of a group.

Task [El Translate the following sentences into Chinese, paying special attention to the
underlined words.

1.

Y ® e

PR IR At 24 I IETEBEAT— I KGRI, PR BRI i) — LA i K T B
AUFTRERH Y 2> 7 A A T

Rt b, HOREBILA F) R R T B A T VAR, T T 2 B A SR
ANEE.

- AHYRBO VA P AR R I, e GBS RN R R L, Rt 4 5 Ol A R T Y

&l

FA IS I SR B B ki, A TR BUEA eI b 2w [m) R 2R
bSe 9% SECL R W 7w

Fean, MAIZEE I, U NBRSR R, P SRR ML LI UT by T 1T
A T 2 DA B TR B4 A AT 10T, XA OR AT AT (R IR S8 T B 1 AR 0 Y
B, ORI IEE AT A

JE BB T ALB 5535 55 2 Ah, - 2 BGA A HAt —Le B H .

Besh, ZEAIEREM S 5 RGEE), IR EIA AW HAZ2) E

F—HIN A VORI R B B FRIRAYE B R ZAEK .

Tyt r LA AR 22 1] R PR A D RN 2 B0 A LRI AT I UL, ZE 2R
ANEAUBAIERRIL, FOREERE) R AR A SR 1

10. 4K H) 53 TINGEHRFNA TR BER , 1 i 1 O B AR v B 0 A J5) B 4 LUK

ARARHTH S

Task [f) Mark the following statements with T (true) or F (false) according to the
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1. F 2. T 3. F
4. F 5. F 6. T
7. T
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Task [l Read the samples again and give short answers to the following questions.

1. Shanghai 2. onApril 13

3. the Head of Shanghai People’s Publishing House

4. the annual meeting 5. the General Manager’s office
6. Dec.10, at 9:30 7. For good preparation

Task [ Fill in the table below with the corresponding items in sample B.

Subject Annual Meeting
Organizer General Manager Office
Time Dec.10
Place West Lake Hotel
Attendant All Branch Managers

Workplace Writing

Task [] Match each paragraph of the*welcome speech with a_suitable heading given
below. Write the correspending letter in the table:
1) e 2) a 3) ¢
4 f 5) d 6 b

Task Translate the following séntences into English:
1. Welcome to the 5th anniversary celebration of our magazine.

2. Allow me, on behalf of our company, to extend our warm welcome to you all.

3. Allow me, on behalf of the college, to express our warm welcome to our guests coming
from afar.

We have been deeply impressed by Prof. Li’s diligence and kindness.

We are very grateful for everything Dr. Wang has done for the company.

I am sure that your coming will make our company much stronger.

We are looking forward to the pleasure of seeing you again in the near future.

®© N B

We wish you all the very best.
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Workplace Project

Task [ Work in groups to write a welcome speech based on the situation given below.

Honorable guests, Ladies and gentlemen:

I feel that it is a great honour to welcome you all on this memorable occasion of our
first anniversary. You may be aware that exactly one year ago, we started this company
with a noble few to educate our bright and promising young students on the various
opportunities available for them both in and out of the country. Now, information
technology is flooding us with tons of information. So many variations and options are
available to us at present than at any other time in recorded history. Naturally, we are
confused about what to take and what not to take. Students are more confused than
most of us with the available options because of their tender age, inexperience, etc.
We are here to quell their doubts and quench their thirst for correct and applicable
knowledge regarding higher education options. It is a noble job. We are at the meeting
point of bright raw talent and mature wisdom. We thank all of you, who are present
here, in spite of your busy schedules. We assure you that we will have a long and

fruitful relationship in coming years.
Thank you.

Task [ Work in groups to write‘a farewellispeech based on the situation given below
Ladies and gentlemen,

I am greatly honored to be here to say a few words on behalf of our company to our friend, Mr. Bell,

who is going to leave us soon.

First of all, let me remind you of the precious days Mr. Bell has been with us during the past five

years. Mr. Bell has been worked very hard and contributed a lot to the development of our company. We

are all deeply impressed by his kindness, diligence and patience.

It is hard for us to say goodbye to Mr. Bell, though we have to.
I hope that Mr. Bell will enjoy his family life after he goes back to the USA. Again I would like to

express my sincere thanks to Mr. Bell for everything he has done for the company and wish him the very

best in the future.
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Translations

Workplace Speaking
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Arranging Excellent Agenda
Text Study

1. Background information

21st-century office clerks need to have a variety of well developed basic skills such as
computer skills as well as advanced skills like time management, in order to qualify for the
position. It is time to move beyond increasing improvements and understand the potential that a
new generation of technologies provides.

How do you work today? Are you working in the 20th or 21st century? This depends much
on whether you can improve yourself and meet challenges from friends and colleagues already
using diverse forms of high technology.

2. Difficult sentences

1) As technology progresses, more and more people are opting to work at home and the trend is
becoming more acceptable.
asH PN FE S B (Bl IRIE, B CREE- ", more and moref& i) 4% im]BE T DL nT %L
QLR CRE EATLE @
. FEEPHLALEY , BORBZ AL ER B TR, JF H X P IELE H 4 i .

2) With the growing popularity of voice mail, E-mail, instant messaging and voice and
videoconferencing, the mobile or home office could be the hot trend of the 21st century.

“With the growing popularity of...” J&H with5| 50 HE 578 4 RI1E £ R “Fl

" o Hwith the growing popularity of computers. ..
FvE: BHETESER . REE, RIS 0 H 455 K, IV BAER IV K2
A2 AL BT T

3) The Internet has made it possible for small businesses to compete with large businesses, and
for the young to compete with the established.

“made it possible for small businesses to compete...” &3 iAmake5 |02 FEIE, Hiick
TR, SEPRIEIEto compete with ..., Tifor5|H A ERto competel) i Eif, A
FIREE SO “iNAT . RSEA RO TRE”

BIE: RN A FIERKR A FIRISESHSCA T HRE, HAkF o i) 2 Rl RERSERARLEE R4 ]
B

3. Language points
1) fast-paced 4. of communication that proceeds rapidly R 1722
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e.g.: The fast-paced game challenges players’ sense of speed.
PRATZ R A I
The fast-paced novel became the best seller of the year.
R FARRA) NG R ASAE RS B 15
2) equip v. to provide with 2485, Bl&r
e.g.: They are trying to equip their vehicles with gadgets.
ATIIEZY B ) AP R /NI
Owners of restaurants would have to equip them to admit disabled people
BT AR IR T HLL S BEE HEAN BRI B B0t
3) acceptable 4. meeting requirements B #2521, A F] ER )
e.g.: Itis becoming more acceptable for women to be a team leader.
LAk AU i A 1552 o
The air pollution exceeds most acceptable levels by 10 times or more.
RATGYAREE R T T bREL0fE L b
4) appealing 4. able to attract interest or draw favorable attention % 5|
e.g.: That’sa very appealing idea.
AT 5 B %
There was a sense of humour to what he did that I found very appealing.
2 FEOC IER H —FPHE, FALRRAIET .
5) decentralize v. make less central BiHl
e.g.: They have decentralised the company and made it less bureaucratic.
MATTEL 2800 il 1 i%ls FIAUT T, LA B AR
The German constitution is an excellent model of decentralised government.
T S S TR /A B PET5 J
6) via prep. i
e.g.:  Mr. Baker will return home via Britain and France.
DU 7R 51 A 4 O 7 el A e o ]
Translators can now work from home, via electronic mail systems.
BHIPE SYBUAE T LR Tl RS E A LA
7) virtually #d. almost but not quite; nearly JL°F
e.g.: Virtually all cooking was done over coal-fired ranges.
EAZ A B R AR BT o
It would have been virtually impossible to research all the information.
ZOM T BOE BT TR L RS AT RERY
8) established 4. brought about or set up or accepted ELELIY), R4
e.g.: She is reading a book that challenges established beliefs.
IAEE— AP A E S5
They are the established names of Paris fashion
BT LRI S0 4% i o
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9) dedicated 4. devoted to a cause or ideal or purpose &K, & HH

e.g.: Her great-grandfather had clearly been a dedicated and stoic traveler.
Hl Y A R AR — BRI IR Z AR IR T2 4
Such areas should also be served by dedicated cycle routes.
SR IVAL A e g iU S E RS TERS

10) account 7. a formal contractual relationship ik

e.g.:  Some banks make it difficult to open an account.
—LEERATIETT P FERARURRA
I had two accounts with Natwest, a savings account and a checking account.

FAE I BT AT A IR, —ADEE IR P A — A0 SRk
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Key to the Exercises

R

Workplace Speaking

Task P4 Practice speaking with the prompts-as shown,by the example given below.
1. I'd like to make an appointment with Miss Vetta, Director of the Personnel Department.

I'd like to make an appointment with Mr. Li, Manager of the Sales Department.
Id like to make an appointment with Ms. Jones, Deputy Director of Accounts.
I'd like to make an appointment with Mr. Zhang, Chief Engineer of the Production
Department.

2. You must be Miss Vetta. Mr. Wang is expecting you.
You must be Mr. Li. Mr. Wang asked me to show you to his office when you arrive.
You must be Ms. Jones. Mr. Wang will meet you in his office.
You must be Mr. Zhang. Mr. Wang will be here in a minute.

3. His office is on the fourth floor. Go up the stairs and go straight ahead. It’s at the end
of the corridor.
His office is on the second floor. Go up the stairs and turn left. It’s by the elevator.
His office is on the fifth floor. Go up the stairs and turn right then left. It’s at the end of
the corridor.
His office is on the third floor. Go up the stairs and turn left then right. It’s opposite

the conference room.

1tuation V] eetmg someone in person

Task [Bfl Complete the following dialogues by orally translating the given Chinese into
English.
1. 1) Glad to see you here

2) Itis very nice to be able to connect a name with a face

3) He asked me to show you to his office when you arrive
2. 4) May I help you?

5) Whom I can speak with about advertising?

6) Mr. Jenkins will not be available today?

7) How about tomorrow at 10:00 a.m.
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Task [E& Role play.

A:

=

A:

Hello! This is Miss Johnson, the Marketing Manager.

B: Hello Miss Johnson! This is Bill Hoffman speaking.
A:
B

: I am very much interested in your new product. I would like to make an

What can I do for you?

appointment with you. When will you be available?

Oh, I am glad to hear that. You can come to my office this afternoon. We can talk
about it in detail.

Ok, see you then!

Bye for now!

(In Johnson’s office)

Hello, Miss Johnson, I am glad to be able to meet you in person after talking on the
phone with you, and I'm very glad to have the opportunity to visit your company.
Me, too! I hope we can geta good start in doing business with each other.

Workplace Listening

Task [EA Listen to a conversation and“answer the following questions.

Script

1.

[ N U UCI NS}

SEE

Mr. Baker is visiting the company.

The company was set up.in 1976.

The company has 3000 employees worldwide.
The company has annual sales of $ 9,860 million.

It is known as a leading textile import and export company in China.

:  Welcome to our company, Mr. Baker.

Thank you. I'm very glad to have the opportunity to visit your company.

Let me give you some background about the company. It was set up in 1976, but it
gained fame just recently.

Do you have a large staff of employees?

We have 3000 employees worldwide and annual sales of $9,860 million.

Your company is doing pretty well.

Thanks. We enjoy the position as a leading textile import and export company in
China, and we have branches both at home and abroad. Here is our sample room.
Just take a look at that! Isn’t it incredible? They all look beautiful.

Thank you. Our products are of the best quality and competitively priced. Our
products sell well all over the world.

83



M: Wonderful! It would take hours if I really looked at everything.

1tuation 4 Listening to a passage

Task [ Listen to the following passage and try to fill in the blanks with proper words.

1. formal 2. managers 3. experience

4. professionally 5. accountant 6. account

7. duties 8. major. 9. administrative
Script

The company secretary of a private limited company (LTD) needs no formal
qualifications. It is up to the managers to ensure that a person has appropriate knowledge
and experience to act as a secretary of the company. In the case of a public limited company
(PLC), the secretary will normally be expected to be professionally qualified as a lawyer,
accountant, or company secretary, though previous experience as Secretary of a PLC
may also be taken into account. Particularly in small companies, the company secretary is
often expected to take on other duties as well: At all times, the company secretary’s major
responsibility is to the managers. It may make sense for the company secretary to take on
other administrative responsibilities.

I /ritten Communication G
Workplace Reading

Passage

Before reading the passage, please try to say the commonly-used expressions given in Chinese.
1. The video mail, videoconferencing.

2. login.

Task [l Mark the following statements with T (true) or F (false) according to the

passage.

1. F 2. T 3. T
4. F 5. T 6. F
7. T 8. T
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Task Bl Read the passage again and answer the following questions briefly.

1. They imagined a world of fast-paced information accessed by a voice command to a
computer and an arsenal of fun gadgets that surely would snap up the pace at work.

2. Self-starters, parents of young children, and those with chronic illnesses or disabilities.

3. The modern work force is made up of knowledge workers, taking in information or
data, modifying it and sending it back out again. Most of them don’t need to go to the
office.

4. The trick is to offer enough new cutting-edge products to keep your customers happy
but not so many that you go broke.

5. Open.

Task [El Translate the following sentences_into Chinese, paying special attention to the
underlined words.
WA — A S v KURIHR G mT LUHERORAR H e F30e 7
HEA NIEEME AR BRI T
AT SR LS TR T SR 73 AR LR BUR )L TCIE 24+
R BN PR ER L TAE, FFHXFIEHIELEH tapes .
BURAESH BT AR, AT Ve e Hes2 (5 B alcids , 2kl 5/
Kl
6. WEETEEMERT . HMk . EIRRE A2 H 553 &, sl MVABER a2
A2 THELRBRTAT TR o
7. BIVEERTEAE HBRE, AR5t SR it A e s T B T
8. PAZEAEANG FIHRK 2N FIRSES A T T REs
9. FOTESN T iPassIRE, 1L AMILEHIER 1) L-F-434 7% HRAE (T I 25 Se iR 552
TSR MR L
10. EIEARBUEC LU, XA 1R 7 E R ara XU RIS

Task T Fill in the following table according to the agendas above.
1) September 29, 2015 2) Colorado Springs, CO

3) Panel Meeting on Information Technology and Broadcasting

jun—y

(S UV Y

4) Chamber of the Legislative Council Building 5) Four plus
Task [l Give short answers to the questions.
1. Preparing the minutes of the previous meeting, committee reports and general
announcements.
2. The three categories of motions presented before the Board are Urgent, First and

Second Hearings.
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3. The sponsor must present the motion, answer questions, take notes on suggested
changes, and shepherd the motion if it is referred to committees.
4. Election of Chairman and Deputy Chairman.

5. Legislative Council Secretariat.

Task [#4 Complete the following sentences by translating the parts given in Chinese into
English.
1. is divided into three major phases.

approval or disapproval of the budget

may not be voted upon

to present the motion, answer questions, and take notes on suggested changes.

[N O UCE Y

refer it to the Conference Secretariat.

Workplace Writing

Task L] Complete the follewing sentences by translatinginto English the parts given in
Chinese.

presided at the debate of the budget

was declared elected Chairman of the Board of Directors

called for nominations for the General Manager

schedule a special meeting

the special meeting is subject to the availability of time

AN i R wW N

declared the resolution of the conference

Task [& Translate the following'MINUTES"into Chinese with the help of a dictionary.

2 dsk
2016485 H23 H IR R S AW
e INE
AE 2 PR YR )
B - vl
BN :
WAF - 228K
HEGEEE
255 N
YR - BERRE
SR SRR AN

86



X HFEIEZ S HAE

M ] ¢

SRR, NS - b FL s e S EGI T A B & ) R
SRS

e | Y T i Sy

2N e

VRO AR A HEEN R, B DAV TIE G PRSI TR B R 2
ML . TELRIR S5

JEBEL:

TREFEZSVEEH 13 H24T, TERENS . AL HF 2R .

Workplace Project

Task L[] Write the minutes of a meeting according to the informationsgiven below.

ABC Corporation Ltd., Board meeting
held on December 21, 2015, Friday, 2:30 pm
in ABC Corporation Ltd. Conference Room No. 1

Members present:

Mark Merrill, General Manager

Wang Xiaobua, Sales Manager

Clerks in attendance :

Liu Xiaoli, Secretary of Mr. Mark Merrill
Tim Jobnson

I. Review of sales in the previous month.
Wang Xiaobua presented the sales report...

II. Goal of Sales in the coming season
III. Agenda of the future meeting

The future meeting is subject to the availability of time.
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Oral Communication

il — .

Bl—.

IRt FAEABCA TR WyE/R, Ay B2 i u) [ R A1 L 2B /R SE A8 LTI
RN TR = Yy A 1D K (N

BHR 210 54702
RUARST, Bi/RCAER EFES NS,
B FAF3 s B Ak

HR/RSELER) H RS HER, S8 T4 niE A aas . A2k e
A, L, EETE P4
TP, BSR4 R TR0

TR BT EAR S — A E ST

TR FoR EARRRL T, R R A, BATERIEE AR, R
BALZAWRE L

FEf) . REMSIE A AL B R

RisAgxt . FeA IEAESE I, MR S —RiE S B A= T
=8,

P v

JEf), HBREAR

WREST, i

AU

Workplace Listening

=

88

DU RAeA, GREBRAT 1A

g AEE E AL AU

TAFRN AL T — S R EE . RAFIR19764E A, (B A A T
pas

LyaEl) BT 200

FAMEEBRIEAT30004% 5 T, AFRERLIR860 HETT,

TS A 278 R 24 AVER IR |

g A E R E R BB ], RATERNAMRE A Fl



X HFEIEZ S HAE

X HUEFAT TR AR

HERE XL 0, B AL HOIR 2B .
A A ST, HE AR,

KIF T MR SEHTAT i, AR ] SEAEARIC N 1))

51 Y .
FAARTHEA T BATEA EXB T, N FEE R MDA S B AL
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PO e, Al it i A s ss RS 28wl Fib5 i R HAb HR
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SEASLRE B i B2

REE R B, B 1) NEPEEZ TR, I HXFhE S B H iz . HAR
FEFBEN, FERlEx TR E Cabs A, KAL) /NZ T8 B LU A 18 PR B s
PN, EEZFEERS SR REIR, 19974421002 5 N EFER B e s £ 8T
Y

AR E2 120 00 TARVE Bt il AR P idt— B 7 . BUARHE 2 B CH RN
(0, A TR R S B, S SRR b, ORI NS ROk FBERE
oA, AERAERE R A s It . BATRZBABMATE LI AETLE.

ARG SAEERNE? FEEIESER . bR RO RS FIRUN 2 H 2535 &, sl I 5L
TERINANG SR LR P T

RS, AT Fhe Uik, o LSRR B B IE | YU BORIME RS, X SRR AT
IERRETER BEIVA R m) T HEER, FoAr R 6 0 i Bl T LIS WL . PHEaT L
FVFIRARAEIE SRR A, ANVERAEMSE MBI R, I RAERThIT N B fa /= L
HRRTLLORFR @ 58 ;. ARIE S0 NS FLERTERT 7, SR HE ISR AEREREY 5 — i
IR, AR RTCEET S A0 RE B T EIESE . BRI T fE AER b, AR5 ARH A2 st it
MURAEIREE RO R)T B —f.
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Workplace Writing
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Exploring New Business

1.

94

Text Study

Background information

Tired of hearing all the negative news about the economy, many people are looking for
opportunities to take control of their finances and starting their business at home. People can
earn their income at home through many ways, like babysitting, gluing jewelry, or tutoring. And
the majority of them turn to the Internet. Doing business online is called network marketing.

In practice, people are more familiar with the term, e-commerce, which is the advanced
stage in the development of network marketing. Basically, it is the processof buying, transferring,
or exchanging products, services, and/or information via computer networks, including the
Internet.

Although network marketing has generated a number of successful cases, people interested
in it still have a lot to learn. Otherwise, they will never be counted in the 3%-5% who laugh last.

. Difficult sentences

1) Making the leap to being an entrepreneurial mindset, where you get paid only for production
instead of a guarantee of payment in exchange for ‘time served’, throws most people for a

loop.
oA A, BB E R FIEEANT . XA S ER A4 ETE “making
the leap to being an entrepreneurial mindset”  JEIENZ “throws ... for a loop” , &

WA “most people” o HJHE “where” SRR & M 1E M)W “entrepreneurial

mindset” . “making a leap to” TR “ (ZER) BREI, #4605 . “throw/knock sb. for a

loop” 7R “fdEM, 5VF .

EE: BRI R LSRN, R S Y B AR, AL, IRSS
IfR) 2207 SRAGEGRI, X SEAEL AR AR .

2) Because of this, there are lots of people in the pool who expect to play in the deep-end before

they learn the basic strokes to stay afloat.

AT T —ANEGE G, KRR ELAE— oK, BRI 2 AR A SR T

AKEELLE ORI L, AR RGOKIXIERR,  “stroke” B SOh “RIKIE” o A

ZER) A . FA)Jkthere are lots of people in the pool; who expect to play in the deep-end/&E

WM A), [Eifipeople in the pool; befores |'S:H[alRIE NA)

E: RETRFNAR, il A2 NEBH 2 K FRETRAE KT _L X LE R i
VKIBEZ WA T BITROK I IEE 1
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3) Not many have the marketing skills to generate prospects and after they have approached
their friends, family and circle of influence, they run out of gas and sputter to a stop.
R)FEEREON B, TR —2G IR, “prospects” FEIXHIE UL “TETE
& ", “approach” FiR “IRIERTIR, KBI” . “they run out of gas and sputter to a
stop” Hf) “they” F8fX “budding home business owners” . A 1M 4754, “run out
of gas” MIEIELE “FX TR ., “sputter” JEfE “BIMEER" .

E FAERERANE T, BR 20 BA R R E BRI R . TR JH
KEVFIIA . REANFHSAEE TR N2 )G, AN AR i, B 6
AR SR 11

3. Language points
1) legitimate 4. allowed and acceptable according to the law 5151
e.g.: Making sure your business is legitimate is the top factor in business ethics.
[ERIAEGINE S S v i NE Yt gy 8
Many people claim that Chinglish can be legitimate.
W2 ATk EE T Plankit .
2) track record a record of performance of a person or an organization M/Zi 5%
e.g.: He has a proven track record in this company.
AAEX A2 F A TSRS LR .
"This student has a long track record of being absent from class.
A EAA R IR PRICR
3) associate v. to make a connection between people or things in your mind BE&R
e.g.: People are likely to associate exam results with individual ability.
M@ RGN N
In the public mind he is closely associated with a hero.
FEA AR B Y, SRR R Ak
4) iconic 4. acting as a sign or symbol of sth. FREPER]
e.g.: The Liberation Monument is an iconic building in Chongging.
i TR RO BR S )
This iconic country singer only recorded 70 songs under his own name.
XA SR RIARE T 44 R 7705 3HCHH o
5) scratch ». a line indicating the location of the start of a race or a game #2#1%k; from scratch
METFG
e.g.:  We need to acquire how to start a business from scratch.
FAIFTEE ) ERAFRER .
I learn English from scratch in two years.
BT, PIAFSe T Ieh.
6) franchise 7. formal permission given by a company or a government to sell or operate a

business (431 ) 2454
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e.g.: It’'s beneficial to run a business under a franchise.
TR VP BT B AR BRAA I
They operate fast food franchises in Beijing.
M HEA R B R VPR B R
7) leap v./n. to jump/jumping high or a long way Bkizk
e.g.: Look before you leap.
=HIMETT.
The superman took a flying leap to the top of the building.
A RERBE b 7RI
8) slick 4. clever and efficient but not sincere or lacking important ideas &1, W51, &
R
e.g.: I’'m used to this kind of slick speech given by our leaders.
FF T AU A PR A SEAE Y L 28 > LU 1o
Being a slick salesman is not an easy job.
M A R R ST A E—IFE i g
9) hindrance 7. an obstacle or impediment [&f%
e.g.: Sometimes, we become more of a hindrance than a help.
FATAMRAMEBA T AT, R TASRBE .
Lack of marketing skills is the major hindrance to the success of entrepreneurs.
Bk Z B R R b S e — KA 5=
10) do sb. good to have a useful effect. X} 3 A U4k
e.g.: This article can do you good more or less.
X 3L 2 /D 2R PR B .
Talking to your friends will do you a bit good when you feel upset.

AT IERIA AR O 2 VR IFAL
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Key to the Exercises

B2/ Communication G
Workplace Speaking

1taation ONJIrming OUuUsiness P arrangements

Task P4 Practice speaking with the prompts as'showniby.the exampleigiven below.

1. I'd like to book a business class seat on a flight from Tokyo to Chonggqing, please.
I'd like to book a round trip ticket from Guangzhou to Wuhan, Please.
I'd like to book an open-return ticket from Xiamen to Chengdu, Please.
I'd like to book an economy class seat from Shenzhen to Danian, Please.

2. I'd like to make a reservation for a room with two single beds for March 3rd through
7th.
I'd like to make a reservation for a double room with a good view over the lake for June
5th through 9th.
I'd like to make a reservation for a corner room with windows facing south for October
8th through 15th.
Id like to make a reservation for a suite for July 5th to 15th.

3. I'm going to a business negotiation in Shanghai. Would you make a reservation for me?
I’'m going to a products release in Shanghai. Could you book a plane ticket for me?
I’'m going to a trade fair in Shanghai. Could you recommend a place of interest to tour?

I’'m going to sign a sales contract in Shanghai. Any advice you can give me?

1taation alrRINg aovout retaxarion

Task Il Complete the following dialogues by orally translating the given Chinese into
English.
1. 1) I'm calling to confirm the arrangements for my trip to Beijing next week
2) I've booked the tickets and reserved the hotel for you already
3) Any ideas about what I could do after the Trade Fair
4) you go to tour the Great Wall and the Forbidden City
2. 5) Nice to see you back
6) Some of the talks were very good indeed
7) You must be very glad you attended the meeting
8) It’s a pity I didn’t go there with you
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Task [E& Role play.

A:

B:

2 Fe

Hi, Sarah, I’'m going to a conference next week in Beijing. Could you make a
reservation for me, please?

Let me see. Your conference is from next Wednesday to Friday. So the flight on
"Tuesday afternoon can do. I will let you know the exact information of your flight
after I check it out later.

Thanks. How about my hotel?

The Holiday Inn is a nice place. But sometimes it can be difficult to get a room.

So what other hotels do you recommend?

Don’t worry. If I can’t get you the Holiday Inn, I think we can try the Marriott.
What kind of room do you need, sir?

A: Assingle room with a private bath and on the sunny side.

> ¥

B:

A:

Ok. Let me get that.

Oh, by the way, would you please guarantee the reservation for late arrival? Flight
delay is quite common recently.

Alright. Anything else?

Hmm, any ideas about what I could do there?

Well, it depends on what you want to do. The places of interests in Beijing are well-
known all over the world and represent Chinese culture, like the Great Wall, the
Summer Palace, and the Forbidden City. Also, you can enjoy the Beijing Opera if
you like.

Sounds fantasticl And I hear Xi Dan is a great place for shopping, isn’t it?

Right, sir. I hope you’ll enjoy your stay in Beijing. I will call you at 2:30 this
afternoon to let you confirm your reservation.

Great. Thank you.

Workplace Listening

Task &l Listen to conversation and try to answer the following questions.

98

L.

[N O UCE Y

They are discussing which hotel to stay in.

Because there are excellent recreation facilities.

It’s in the financial and commercial district.

It can be sometimes difficult to get a room.
The Hilton.
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Scripts

I’'m off to Chongging for a few days next month. Can you recommend a hotel?
Well, I stayed at the Marriott last time I was there.

What’s it like?

It’s very pleasant. There are excellent recreation facilities.

And where is it? Is it in the town center?

Well, yes. It’s in the financial and commercial district.

What about the Holiday Inn? I was told it’s very good.

It’s excellent, and the service is very efficient. But sometimes it can be difficult to
get a room.

They both sound very good; it’s hard to choose.

Well, why don’t you try the Hilton?

That sounds like a good idea. I'll give it a try.

Task [ Listen to the following passage anditry.todfill'in the blanks with proper words.

1. address 2. preparation 3. checklist

4. confirm 5. reservation 6. light

7. toiletries 8. briefcase 9. laptop
Script

I’'m going to a conference this weekend back in my home state of Minnesota. I am
going there to address a convention full of librarians, believe it or not. For me, the worst
part of going on the road for business is not the traveling; it’s all the preparation you have
to do. I created a whole checklist of things I have to do when I travel. First, I confirm
that my flight will depart on time departing from LAX. Next, I call to double-check my
reservation for the hotel and the rental car. After that, I pull out my suitcase and start
packing. I'm a light packer, so I bring only the pants, shirts, socks, and underwear I'm
going to need, nothing more. I throw in my toiletries bag with the usual stuff: shaver,
shaving cream, toothbrush, toothpaste, and floss, and then I'm just about done. Finally, I
go through my briefcase to make sure I have all the things I'll need for the conference: my
badge, laptop, overhead transparencies, a notepad, and some pens. Now I'm ready, off I go
to my old home.
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B/Vritten Communication G

Workplace Reading

Task [l Mark the following statements with T (true) or F (false) according to the

passage.

1. F 2.F 3. T
4. T 5. F 6. T
7. T 8. T 9. F
10. T

Task [Ell Read the passage again and answer the following questionsbfiefly.

1. They runan at-home business for making extra cash or creating a career income.

2. Most of them are used to working for an hourly wage or a salary. They probably have
difficulty in dealing with an entrepreneurial mindset where they get paid only for
production instead of guaranteed payment in exchange for ‘time served’.

3. On the one hand, they have unrealistic expectations but lack patience; on the other,
they are not equipped with marketing skills.

4. We need patience and persistence in making efforts. What’s most important is that we
should know how to market ourselves and find the people who are interested in our
business.

5. Open.

Task [EJ Translate the following sentéhces,into Chinese, paying special attention to the

underlined words.

L ARATLGES AR % 1. B30 CoR ks 57 ek .

2. XMER RAEUE R T AR GER), BATEE. AN IHRSMA SR BIEF N
T 7 2

3. M E B ECHE AFER DL, AN IRAH 208 H 5 — e R VE A Sk
RAE—E, WHEDS . R, FFA BT,

4. 5T AE G0 SRRSO SRR EAUR R, TEZR AN B A RIAER
fEHH

5. BT IRIRFER AL R ISR, ORI S R B AR, AL, RS
I TB) 22 D7 SRAG IR, X SEAE LR AR

6. AN, BN 7S TG, Wil LUE SR IR RIE 1

7. WERETRXFMAR, R A VRS NERA 2 RIK T REEAE /KT _E X SRR 1 7
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VRBREZ MRS T BIAOKIXEEE 1.

8. JaRahlE s, BA L2 NHA LW E B ERERIT ORI . 7E5REE itk B)
TR ZEANEHSGERE TR ANZ )G, M0 TEERREE H5%, 5 el
WL SR 1L

9. ETREIERE ARG ST

10, JERARBA Iik BB VREDIL 55 BOGR AN, UEDRHER BRI . iR 55 A
P, R & g T AL

Before reading the material, answer the following questions first.
1. Marketing, packaging, quality, effect, service and so on
2. Open.

Task [} Mark the following statements with T (true) or F (false)sdccording to the

passage.
1. F 2. F 3. T
4. F 5. F 6. F
7. T 8. T

Task [l Give shortianswers to the questions.
1. To help the company to identify the market.
2. Through Retail, Distribution, Direct Mail, Mail Order Catalog, Internet, Telephone
Order.
3. Alpine fresh, summer meadow, spring flowers.
4. By writing our comments on the Soapy Suds.
5. Personnel Manager.

Task [#4 Complete the following sentences by translating the part in Chinese into
English.

identify new application properties of our software

Please use the 5-point scale to indicate importance

select the top three that would be of most interest to you

Through what means

Thank you for taking the time

AN AW N

base a purchasing decision on other customers’ comments
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Workplace Writing

etters o Reservation

Task L] Arrange the following sentences to form an appropriate letter body.
d-c-b-e-a

Task ] Translate the following sentences into English.

1.

A S

8.

Would you please book a flight reservation for Mr. Li Ming?

We’d like to travel all economy class.

Are there any aisle seats available?

Would you please confirm these flights to me at the address provided below?

For any further information, please call 13000000000.

Please reserve for Mr. Li Ming a standard hotel room with computer access for the
period May 3rd to May 14th.

Mr. Wang Gang would like to charge his hotel accommodation to his Peony credit
card which you have on file.

We would appreciate your prompt confirmation of this reservation.

Workplace Project

Task (I WorkK in groups topwrite a hotel reservationgféquest based on the situation
given below.

102

Dadi Trading Co. Ltd.
335 Jiefang Rd.
Shenzhen, China
September 20, 2015
Hilton Hotel
111 Zhongshan Rd.
Chongging, 400023

Dear Sir or Madam:

I would like to reserve for Mr. Zhang Ming a standard hotel room with a double bed
for the period from October 7 to October 15, inclusive.

Mr. Zhang Ming would like to charge his hotel accommodation to his Master Card
upon arrival.

We would appreciate your prompt confirmation of this reservation at the Company



O XRFEESIHE

name and address indicated above. Would you please send this confirmation to my
attention and also confirm your check-out time?

Thank you for your prompt attention.

Yours very truly

Li Mingyin,

Secretary to Mr. Zhang Ming (Sales Manager)
/LM
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Translations

Workplace Speaking

IRify, ARG ? FRATHITRRIHIA T A £ R iR e 2

FEf o ARBER TR R NG 7

IR, O MIRIERHROETT Y hrlale AR AV

TG ARIT BB ) 2

PR o] FH ) AR R IR s -

I AL

SRR, ASHHE

A ENE

Vet 4 Wi —TF, VREEALE LA ARG 7 Tl I IRITEE.
ORI 7 A IR

1tuation AIRING aooutreiaxarion

Bl—:

=,

PR T b, B JRYESERE?

R,

FWEE BIGESINH 5%, WREATE B R, A ading?
B IRt 42

BAT 2R . VRANE, SEREIL, XL, wxeesR,
BESWARTTHERELES , B S RES? B2 E =5
FLANE? Wkl RAVES . Ef LR ILWE? RSO AN T, X
JEl), ABRARTE BT R,

Workplace Listening

Passage

— WEERUWEEEEAEE , HrASTERE NI
R UM TR R IRATLGI S AT T- . BHEGSE, THHESR %07 |
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Ak, (HRAERZEG T, Jag ORISR TG MR E R, B 228 .

RFPER AR BR U AR, BATAE, AR MAR B G AN B —Fif
iR MR EEEI A EC AL AR DI, AT 2 — Lo R IR mahi R
RAE—EE, WHEDT . A, A ARG,

RS R M E IR RIS EIE AN 97% LIRS 25

A NN AR D — R Z i) e MIRAE !

5 A TPl K AL G SR ML SOV LR 2 B AL AN ], AR R A SE A 4 T
FEH A

W SEAF VA AT RE AL S L 2 BT84, —RRA0 S 2 2R - AU AT AE
RI100230084. JaRBNLHIPLMTF I, WESIL, HIESERSE T RPRE TR R
LI 7 AORIRE AR 5 2

BN DVDAIRZ SIS BRI R BT, URXWIVIZERIERR ., B35,
WERALE N T, SEBL CABAIE A IAS SRR & (R R 3

W2, PR AWE? HR— AR TR 53 o} i S GRR I A FR > 158 TSR/ N T
TERGHTIN . BRI AL AR OSSN, R i 5 B B AR ), AELL RS
)22 /07 SRAREERIM, XSRS .

At LB X 4SBT

B, R ONAmATR SN, mHRS B S R ek bl I
WAy, AT 1SR HIBETEENNS , tel LUE EECEaIBHDERIE T WU T X FAIR,
R A 2 NERA 2 0K IFRETR KT X LEFASH T kI3 RE 2 AT LS T B R0K XIE
e

B5 2, A VDI ADISERREIE IR D O 5 B 189 I

HK, AERMANWRGR 2 v BB LR 47 i, 5 R RE 5 | B GHREY B 5 /R 22
o JERANE S, Beh 20 NEA RSBV ERERERIT ORI . (EdEL TR B T A
RPN HSALE TR NG, AT HEA BT v, S Sl Aok ik .

AL 5K B Ml e s EX A B T 2

J AR AT AT HeAt e 7 X — e, BRI R BRI . A3 % ~ 5 9% B T A REIHREER
T B, WU, AR o

FAEBNR A CAGER: LI, M BLIRIAIULOT % B R MCE B B R . ME
B RDLAGARE B, IFATEMBAS B FRN LR (F58 1, XKV LE
1) o EFEERARIS S WERIRESD, REtERETR, QTR

Hs, SRR DR SO MERURIER 450, ARAT UG — R ik o A R —
Dy SESAEAERION

B TARZTE AR Z A, AE R MR AEIC R S, RET A T RS B Sl
%, REAREMINHFER . WRARBEA Ik AR B UREDI S5 IESGERAI N, N 5 E R i)
PR BRSSFIALE , MR 2T AL .
O
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HrREsR

I IRIERESoapy SudshiBEActy. ArREREAE TS X ER, Pzt
e E BRI IRA R . ORGSR Py, AR IREERAS —AE G St H Soapy

SudshBEA Il .
f4e
Soapy Sudsi)f13E CORK
ORA
O
BLEERBIE, CARSEHR
OJe 5141
A ST O |OA
P2 i 2
Soapy Suds{HFH @17 OE&
OAZ R
OBcAZEf
Soapy SudsH)FFIREAFLE: O—x
OPR
O=Xx
B E Ak Soapy SudsWRA: BT 7 D37 7 2
OR= =1
e iausit]
il HKSoapy Suds Ofirs& B
OR 5t
Wi B WA 2 K OFE 15344
WEER:S| CTHRIE
EER:R ] (I HL i )
FPEANAE ) FE2 REE Fsgm /Ry E &7 | D3RR K AR K
WISEAZ = OF 5 OAK
CIA =0
YRAEMR B L Soapy Suds? Ok i
OFERE
OH ey

ISR E—AERE PR CHEHTT”
TETEIIEREEL :
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Fiafe .
i H1 1004 LU i 10358 BH AR A A 240 FH 277 | B 5 | 3R ) X b A il B A i A R
o EIZEWGAE20154E3 HP A4, A gl | ROy . BAGAREER R E .

H—4FSoapy SudsiItL2s

IHPE BRI R T

14 B | B35 | Nz

Hfiy FRILA R

Hihk FPH 1245 BT 400042
LR Daming_w@yahoo.com | GERTA (023) 65322356

IR R e ] ZENEAT IR A o

Workplace Writing

€Tters or neservatio.

Bl
I S o AR 2
IR R 1S

HrE |

o ] B
] ot

REMEE, Tt

AR - FRPHEAE T LT TR AL .
9H12H, (2EMn) , mE— LigEhERAINYLIOSHIIE, & REE EA1058 (db5
W), SRIGEETRINN LiF—2 8 200,
BT BEERIE 1T A 550, DTREAD RIS T T4—7HESER AR,
DR HIEICAERT 2 - FRPHEEMG R L, EETEPESEHRER
T Rt ] pR ALY EAHE, JFiE S AR R . B AMETRIATEREIR
PIK9H12H ®fEZ Lk KHE],
FE 7RSO, EEHRN, RS 47348054, fEHS: 7348055.
WARFREL H ol BRI
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PRIy

B
P[22 - FRPHRERRS
/LM
5l — .
JRER R SR oA R )
BT 115
Hr | g )i
e H R IE
k[ 412

REHEE S

BRI - TR PR AE LT —RIbRifEl) HWIM3 H20H 23 H25H (ff525H ) o B
2 FPHERE T HSH MAEEE k412, T RLAREARRES I, PTREME], 50
T,

15 Pl IO 22 - TP T RR R L, SeAERERfT

LI TiE R el s BIA, ARG HhbiE WSSk . TRl s T A AN, IF
HRURA 19 IR Bista)

T el e, AR

PRIy

R

PT= - FrrHoeErbs
/LM

s (...

— AL P EN R S R e ) S A U T E A O

1 RERZ ERW—AERN L, Ed R RIREE, &
PN —XREHEA. }

2 PRR—HETRAER & ER WM . Hh - MIRGER ZEE R e &
Xt ARARR, IR, ——XRAT)
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WESR 2 ERW—NERN LT, RS R BG5S, 55 RIRG b TH
Wl FARAER, BT, — XL,

RS PR W MR L% R SRR AT, BB, AEhE; At
TFEDT, ot Rl RRE B : WER 4, BARTE, REREATRNG? —iX
FEAR

WIER 2 ER W —NERN L e R R RIRAE, RERHG? —
XA SRR o

WERZ PR W—NERN L. e Ex . RARAE, BARIE! hith
oy TAR—H G, ——XRE R

WER 2 ERW—NERN L. e Ex . RARAER, AT MREE)
BN B2 i oy ——XRMER 220

WER 2 PR W —NERN LI, RS REBOREIITH, B— DAt -
AR, EREAERD IR . —— XA S0 Tz
WER 2 PRW—NERN L. g REBORG I . BRIRAE, A, IR
BB B T . KAEFTNFT T2 1R
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Listen to Your Customers
Text Study

1. Background information

A customer complaint or consumer complaint is “an expression of dissatisfaction on a
consumer’s behalf to a responsible party”. It can also be described in a positive sense as a report
from a consumer providing documentation about a problem with a product or service. In fact,
some modern business consultants urge businesses to view customer complaints as a gift.

Consumer complaints are usually informal complaints directly addressed to a company or
public service provider, and most consumers manage to resolve problems with products and
services in this way, but it sometimes requires persistence.

If the grievance is not addressed in a way that satisfies the consumer, the consumer
sometimes registers the complaint with a third party such as the Better Business Bureau and
Federal Trade Commission (in the United States). These and similar organizations in other
countries accept consumer complaints and assist people with customer service issues, as do
government representatives like attorneys general. Consumers however rarely file complaints in
the more formal legal sense, which consists of a formal legal process.

In some countries (for example Australia, the United Kingdom, and many countries of the
European Community), the making of consumer complaints, particularly regarding the sale of
financial services, is governed by statute (law). The statutory authority may require companies
to reply to complaints within set time limits, publish written procedures for handling customer
dissatisfaction, and provide information about arbitration schemes.

The advent of Internet forums has provided consumers with a new way to submit
complaints. Websites such as the consumer news and advocacy site Consumer Affairs.com accept
and publish complaints. Publishing complaints on highly visible websites increases the likelihood
that the general public will become aware of the consumer’s complaints. Internet forums in
general and on complaint websites have made it possible for individual consumers to hold large

corporations accountable in a public forum.

2. Difficult sentences
1) Correspondingly, many business owners experienced not only the happy ring of a busy cash
register, but also the occasional unhappy sting of a customer’s complaint.
TEXH “ring” /48 R, M BERL,  “happy "RSKRIEZ L E VT B EATASCRELE
AR 40, PRI “happy ring”, XIERFRUG—H)H)  “unhappy sting” HFF
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.. “unhappy sting” T2k EUCEAE RIS A5

FIE: MM, FERRAAMHSERBI RSB ORI S0 R, WK
R B AN B JRBITE SR ATR o

2) Fortunately, you can choose to see a complaint as an important customer leverage point, and
work to turn a negative into a positive.

“leverage point” JF4E “FLAFHY L A" |, EX BRFME IR — A 03l S5 10 1 0 B

“turn...into” MRS LB RAA7.

B AW, RWHE, SRR P EERE MR R e U A L, AR
AHF.

3) Ultimately, however, your goal should be to go beyond implementing a one time “fix”, and
work to systematize solutions so that similar complaints won’t happen again — either with
that customer, or with any other customers.

“fi iU IR, B4 B0ESE, TERHEAOR “fEpk, 4bH”, RIFRSREAEEER. A one

time “fix” &5 —IKEE “1BHE” . one timefEX BAEETEM, MWHEWR HiET4F, Hhlone-

time,

EE: AR, ARRBCIR R B A U BOR I T IR BT, o B AR
VRV INE RS, BER BRI R A (TR E ik iir i % 1 5 L
ARG F ) 5 ) .

4) You will never reach your objectives if you react to complaints negatively, sweep them under
the rug, or do not take them seriously
An)H “sweep.under the rug”&RERNC, BAEVE “FRE"  (JEE4I895 & SO “H
FMEET” ) o
BE: MURAREARMS AR, FRiUR, AT RiA AL, B AVRE KR A

H CHY E bR,

. Language points
1) enclose v. put sth in an envelope, letter, parcel, etc WG HEYIUNEE | G, WESP
e.g.:  I'll enclose your letter with mine.
FACREV G E TR (5 .
A cheque for ten pounds is enclosed.
B b — ke S
2) regarding prep. concerning; about XF, ET
e.g.: Regarding your recent inquiry, I have enclosed a copy of our new brochure.
FFREOEEEE), B B 7RI —AF LT,
All sorts of stories were current among these folks regarding the family at Clavering.
TERXEEN ], R EA R TR AR B 2Rl NETH .
3) hustle and bustle i1z
e.g.:  She soon get used to the hustle and bustle of city life.

BHAS R > IBY 3 i A B e ] B
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It seems that he enjoys the hustle and bustle of life in the big city.
LR AL AR SRR T i) ST A

4) occasional 4. happening, coming, done, etc from time to time; not regular BRI ; /KA ;

JEE Y

e.g.: He pays me occasional visits.
(VIS S e R
There will be occasional showers during the day.
H RAPHEAT P

5) turn into ZZ ¥,
e.g.: A flicker of interest soon turns into the burning flames of desire.
— 2R Y B R KARBRIBRG 1 TSN IR A Bk B
Caterpillars can turn into butterflies.
BB n] AR i
6) capitalize on to use a situation or something good that you have, in order to get an advantage
for yourself | H]
e.g.: Among them, some are true enemies who capitalize on factionalism to cause serious
disruption.
Hor, HEPREON, Al 1] TR
We should capitalize on every chance we get to improve our English.
A VRZIES I —UIWL 2R AT o
7) paramount z. having the greatest importance or significance; supreme iz 8. 21 ; 5 8K HY ;

Sl al:l]

e.g.: 'This matter is of paramount importance.
18 (E S NP/
The reduction of unemployment should be paramount in the government’s economic
policy.

FAIR SRl 28 B BURF 5 BUR I SK S5 R
8) escalate v. (cause sth to) increase or develop by successive stages; become or make (sth) more
intense (Y ) BAMERELR; (fidY)) HEK
e.g.: The Government is deliberately escalating the war for political reasons.
BUR T ELG H A& i iz P A 2%
House prices have escalated rapidly.
B A ik
9) rectify v. put (sth) right; correct SIE ( HZHYy) ; 4IE
e.g.: Please rectify the mistake in my bill.
THBUEFIK R ERYEEIR .
I made a mistake that cannot be rectified.
FAL T — TR B R
10) appreciate v. understand and enjoy (sth); value highly BfEIEkS (FFYy) 5 2N BE
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Y
e.g.: You can’t fully appreciate foreign literature in translation.
A B A RO 4 B S S0
I really appreciate a good cup of tea.
AR, ToRERERT T .
11) address v. start trying to solve it; ~ (yourself to) sth (formal) to think about a problem or a
situation and decide how you are going to deal with it ZbH, fiEHk
e.g.:  Our products address the needs of real users.
FA B it 22 e ELE P R
We must address ourselves to the problem of traffic pollution.
FA VLA DA 875 G ]
12) roll sth out to make a new product available for people to buy or use = (CGHir=ah ) ;
T CHRiBIRIZE))
e.g.: The company expects to roll out the new software in September.
$EE /NI RN A R C (W WE ki itk i E 7 38
The new model is to be rolled out in July.
XA AL SR 1B A Oy B
13) engage v. engage (sb) in sth (cause sb to) take part in or be occupied in sth (3N ) S
EIE s
e.g.: I have no time to engage in gossip.
FTCHR PRI
I engaged him in conversation.
Fi AP o
14) keep sb/sth out (of sth) prevent sb/sth from entering (a place) ALK A B #EN (FAL)
e.g.: Keep that dog out of my study!
LEAR SRR 555
She wore a hat to keep the sun out of her eyes.
I B FEERH PR HR .
15) optimize v. to make sth as good as it can be; to use sth in the best possible way {1t
e.g.:  They need to optimize the use of available resources.
ATV R R IR F B AL
We should optimize the composition of the standing committee.
FAINLZA T T2 m
16) attach v. ~ sth (to sth) fasten or join sth (to sth) ¥ 34 RFE/2AEMAE (B—4) L
e.g.: 'This middle school is attached to a teachers’ college.
KB T — B ReAs .
He attached a label to his baggage.
MAEATAE I T — R
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Key to the Exercises

R e

Workplace Speaking

Task P4 Practice speaking with the prompts-as shown,by the example given below.
Open

1tuation nquiring aov out app 1cation for british universities

Task Bl Complete thie following,dialogues by orally translating the given Chinese into
Englishé
1. 1) Did youread the trouble-shooting guide

2) I'wish you would honor your commitment to give me an unconditional refund

3) On behalf of our company I would like to express our sincere apologies for the
inconveniences we have caused you

4) Have you brought the receipt with you

2. 1) Is this the after-sales service center? Would you please send over the maintenance

worker

2) In that case, your product is beyond the warranty period; we can give you
maintenance with extra charge. When are you free

3) Could you give me your address and telephone number, please

Task [F Role play.
A: T am so angry about the newly purchased iron! I want to make a complaint to your

manager.

X

I am sorry, sir! Our manager is not here now. I am the secretary of the company.
Can I help you? What’s wrong with the iron?

My overcoat has been ruined by this iron.

Oh, I am sorry to hear that. Have you read the operation instructions?

Of course!

Did you take your proof of purchase along?

Yes, here you are!

FerEErFEe

Sorry for the trouble we have caused you. We will honor our commitment of refund
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and compensation if there is any problem with our product. However, as for this
case, I am not in a position to say yes or no. You’d better contact the manager, who
has the final say on this problem .

Sorry, I want to solve this problem right now!

= >

Oh, in that case, can we meet each other half way by exchanging your iron for a

new one?
A: Ok
B: Thank you!

Workplace Listening

1tuation CTomoting a new proau.

Task 6 Listen to a conversation and try.to answer the following questions.
1. He was promoting a new product his firm has developed.

Ms Smith.
She was in an emergency meeting at that moment.
Because she already had a tight schedule that week.

@B oA W N

Leave his business card and product sample there for Ms Smith’s consideration.
Scripts

Good morning. May I help you, sir?

Yes, this is a new product our firm has developed. I’ve wanted to see if your
company would be interested in placing some trial orders with us. Would you please
take a moment to look at it?

I'm sorry I ‘m not in a position to say yes or no.

May I know whom I should contact for the final decision?

All equipment purchases are handled by Ms Smith of the purchasing department.
May I see her now?

She is in an emergency meeting at the moment. I don’t know when she will be
available.
Can you make an appointment for me?

OK, but not this week. She has a tight schedule already. Would you leave your
business card and your sample here? I will bring this matter to her for her
consideration when she is back.

M: Many thanks.
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1tuation 4 Listening to a passage

Task [[@ Listen to the following passage and try to fill in the blanks with proper words

or phrases.

1. regarding 2. company 3. see

4. interesting 5. looked forward to 6. guide
7. drove 8. explore 9. angry

10. convenience
Script

I am writing regarding a tour that my wife and I took with your company on February
26, 2006. The brochure stated that we would see some of the most interesting sights
of the city. Since we had visited the city before, we looked forward to seeing some new
attractions.

On the morning of February 26, our tour guide picked us up in a small van. It did not
look like any tour bus I had ever seen. Our tour guide drove us to the waterfront area and
said that we could explore the area on our own. The tour guide said that he had to leave
for a short time to arrange for our lunch.

By the time the tour guide came back, three hours had gone by! I was very angry and
confronted him. I told him that this was the worst tour I had ever been on.

I am asking for a complete refund of the price of the tour. Please send a check to
the address above for $150.00 at your earliest convenience. I have enclosed a copy of the

receipt for the tour.

B VVritten Communication EG—EE

Workplace Reading

Task [l Mark the following statements with T (true) or F (false) according to the

passage.
1. F 2. T 3. F
4. F 5. T 6. F
7. T 8. F 9. T
10. F

116



X HFEIEZ S HAE

Task Bl Read the passage again and answer the following questions briefly.
1. Because the customers’ busy schedules and short tempers collide, leading to criticism

about some aspect of your goods or services.

2. The strategic view of complaints is to see complaints as important customer leverage
points. Because the way you deal with a complaint will decide whether your customers
will leave you angrily or become your repeat clients.

3. The ideal way to solve complaints is to take the time to discover the root cause of the
customer’s dissatisfaction, and then deal with the situation in a practical manner.

4. Because if you don’t strategically identify a system to address complaints, you will never
know if you just fixed something this once, or if you solved it for good.

5. This passage mainly talks about how to treat complaints in business. It states that the
business owners should take a strategic view to see complaints as opportunities and deal
with complaints by systemizing solutions to complaints.

6. Open.

Task [El Translate thé following sentences into Chinesef paying special attention to the
underlined words.
1 A, V2 R R AME 2 R 50 B ST AR 2 R BB 7S, [l L 2 /R i
BB ) AN T IR R B
2. AERMHE, TSR PSRRI A, ARARIA R,
3. MTHEZURARE PR RE S, X —m AR e, KOS S e L b

HZ .
4. MB, SEDL IR A BRI AU L e B AN ST, B 55 S kg ik
Frabr

5. HERPHEPEREIEYL, A2 2 2 R, Al f Tt S B = .

6. SR, FEPCFEYERZ B BA U )R TR PRRY 2, MR SR
VR INE RS, b RSEBUR R R CR E

7. RS ST — T RGP R

8. ARIAZUN Z X A R GE P B o

9. WERARIEAIREF, FRISOF, A8 T B R, AR AR A Ik AE

H B bR,
10. #URRBRENLE:, R R OEEGERIPLZ e, el RIS N AR R 55 TAE
P

Task [f) Mark the following statements with T (true) or F (false) according to the
passage.
1. F 2. F 3. F
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4. F
7. F
Task [l Give short answers to the questions.

1. Return it in the envelope provided.
They should be more technically competent and have a stronger work ethic.
No, he doesn’t.

Cost-effective.

Maintenance cost is too high.

TV.

A S

Task [#4 Complete the following sentences by translating the parts in Chinese into
English.

continuing patronage

complete the customer satisfaction survey

a postage-paid return envelope or a toll-free fax number is attached.

timeliness of reply to your telephone calls by personnel in the customer support center.

continue to use and recommend the products of our company to others

any suggestions for the improvement of our products and service

N R =

From which source did you learn about our company/ From TV, newspaper, radio,
street poster, handout or word of mouth

Workplace Writing

Task ] Arrange the following statements to form a letter correctly, paying attention to
the proper layout.

May 28,2002.
Windy Hugh
Windy Silk Company, 562 Madison Street, Denver, Colorado

Dear Ms Windy Hugh:

B Background information: The sales volume of our company dropped radically in
the past month because some foreign companies used dumping products at a low
price to open our market. I have heard from reliable sources that your company also

lost market share, so we believe that we are now in the same boat.
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The approach to the problem: I propose that we two companies should set a
uniform retail price(F—Z ) at this critical period so we don’t bring more
confusion to the market. We also need to persuade local government to make an
anti-dumping policy to resist any unfair competition.

B Estimated cost: Roughly $5000.
I am eager to hear your opinion on this matter at the earliest possible date.

Zhong Ming

Task I3 Translate the following sentences into English:

1.

Our company needs to restructure the management and eliminate unnecessary layers

of the middle management in order to improve working efficiency.

. We should tighten our control over first-line production to cut costs.
. We should make a regular follow-up call ([5]J7HLii) or visit to our customers.\

We will design and produce our products according to market changes and customer
demands.

We should honor our commitment of “unconditional refund” to regain our buyer’s
trust.

Our company should unite with other local companies to launch an “anti-dumping
campaign.”

I propose that we set up a sub-office in Beijing to establish a complete distribution
network there.

Workplace Project

Task |4 Write a proposal letter‘accordingte the'given information.

To: Board of Directors
From: David Smith
Date: Dec.11, 2001

B Background information: Our investment in the hotel industry at the beginning of

the year didn’t bring us the estimated profits.

The approach to the problem: I propose that we draw back the investments and re-
focus on our core business—food processing .We can create a special team to check
Sunshine Hotel accounts . The team can consist of current staff by transferring
Georgia March and Nancy Lynn from the accounting department .

B The estimated time: approximately two weeks.
David Smith
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Translations

Workplace Speaking

Bl —

51—

120

Tl X EABCLELRIY L, A AnT LIFHTCAIG 7

TEHF,

frafr il iR

—ANHE, T M AR T I T — R ERImisE, HITE AR,
R, ] DI JRE A0 422 RN T S g o

FEIR - S, P75 RExt4296,

TR — e 0 ER SR A | T R I AR T

fra? HRERE, A ATE L EERETH LT . IR0 I O IR R Z TR TE LR
i kue?

1] GEAR A EH A TR N SRR UK a5 B B2
AEREAEAT 1R X4 Ay B A B2 g 00 e i o

W:  FRFHEEEE L A RN G eI, FREERFRA I BRI AR R IR

TREIREE

M: RATREIRZNS?

BOEFA I THE . SRR RHREA 2@k . B THIER,

XIAVES , 151X XY Z R AR i e, 2

R o A AT EHTR G ?

Fenskde, REBN B KU AU A

TR HTT T FAIA R AT DSR AN RS, SORHEIE, 4P IRZEIE B g B [E bR
SERITHSN RIS

PRI SR 2 BT H 2

AL WAL E SN RFR . MRS WR— B KA 2R IIE, 15 534

CUTEPNRE = 4 S TR

KHRTFARBARIIE O WRARIEAERCR N 2R, TR BRIR g, fRdn]

DLz 213 AT I8 AT BABLES T4,

WERPERTE, FEAT 2D HIE R

PiTIe. ool R M BIRPEE AR TS ABPEEE T PRA .
Fr TR

AE o
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— REFEHIE

BB H 2= R P He R il B 2, (6 — LRG0k, JZe%% AN oK R
J1o FRIHY, VP RIRAME SR B S A R LA R S0 7, [R)Ih-d S2R R B
B AN BRI BT o

FEE, —AEZHRENEATREA R, WOARZ I B B TAEEIC I IR, b
ATV H 2O VR R S BRSO A T R . AR, BT LB & PSR E R
firpe ) RS TS T i ARARFIAA R, AMAALERBERFCE IRE % P 2 I, ANFE
SRGAE, RIRRRAMATIN SRR . e O PR el kg g 7, Serschs EAR
TERRFIBLZ: o

EF KRR

XA URANRE T 2 MRS R, X R AR, PO T e ik a5 s
ML, FRUE R AR NS Ot 2 - AN 5B, TS 245 SRR e TAR R .
RIRIFRENS BUR Tttty KPR Fie BOE 2] B SRR EIEYL, 1 H i3]
PUg A IE .,

2 e (0P ESS5 5 /NI TP N TV S P ESnie s e 7 -9 R ) | o e T DN RSP S
PR B, A% SL ) B PRTREAT AT R IR EIRECE R A b1 T 5 B R AN
W7o REER PR BRI, E T VRGERWRCE 2 T R BB T
riarg . HER PRHETEREIEN, AR 2 2O FREE, bt RE .

SR, B PRt 2 H AR RS R I T — PR MB5L” MR BRI BL R I
ERGHE, BEREZRBOF BRI (TIRRAEMIR B 2 P 5 b, R 2
FE L) o DERARAS DRI ) B AL PRI RS, VREETCMRIRAR FUR MR 1 IX— K
BRI, AR AP AR T BRIl

REUBRAR

PRELRHU S — AR R FHE SR RIS Rk, THEENHCR TR, (RE2%
JESATX RGP EBTHE, TR, B0 CHTHERER, LUECh A FIIR S5 R
A DI

P XL 2 o, AR LAFE B ) XA RGE T R, XA SR I —
fr “TEREE ERIMEELE LTRSS B e S 7o — M BORIRFIRE) 51 TR T —
YRR B A AR, DUELLART 7 H S T RE S i b b BRSO . ARt LLZeHE )
EHHEMN AL R T2, EERMA IR R R, MhiRAEfTEE I ERRER B R .

RGN I 25, TR 207 A T IO IR A U BN e a5
TWR? A—E . RN ZIE XA RGP BIR, PO R PUIETROER, TR L)
TR RBNIZRGE . XA RGN R . Bk AP AR T8
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FREAIIS

HEC, RMZEGHRET BIE)R, BOASORAT LA IR fit— 2, e LUE A &
AEMRLE T T ] USSR B . SRR R R e, FRHR, AN P E B3, 84
PR AGEIEAEN A S H bR

BRI, ARG, EnT LA AIScE A ke 55 TAEDLE] .
NSRRI AR BBV — N EARIARIBE J1 08, AR AV AT ARSI 2R AL

Sl Ty — e

O

JE i T YR R B A
PR .
BHA B RAAE SR, TE AR A SR i

g A A, R, fERE, A, IR

AT AR AR
SRR 7 5 R — 2 R — R T30

BN A TRES
I 58 LA D] W5 g Ao 2R 4 L
W& NLIIVE RS o YR SE DRI ) A 4 M
Rt BECR . RN EHH R BB E AR AR, BaE LR

e 2 LR sk
FRFZ D -

XYZARURENER S . Tl RS S — nBE AR S S R A0 7=, AT e T 2)
TRE R WAL, AR LS5 Bl I S X SR YA () 4, SR IS AR AT (53
A BA LR BEREG FiIcE: BRI,

(1=9RFNS0 2=ANF) 3 3=—M 4=IF] 3 S=58 &)

A XY Z 2 5 7= B A A -

1. TAEPERE v
2. 4Pty v
3. Mt A v
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MXHFEF I

Bl v

I EXYZ A F R S5 H 0 T HFAE -

5%
6.
iz
8.

bt v
EHF 4. v
R, v
SIS v

B EXYZ A FIIRG N R « 1 2 3 4 5
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10.
L.JE:
[
itk

TEORVFOY
14.
;52
16.

RO 5 T
A T EAT KD
1] SR .
HP A R X v
BTG IS 7 v

=<3

<.

._.
NS}
(N}
o
wn

XY Z A T B w A P e v
AR 5 RIXYZA R T 285HE v
L AR EDCIXYZ A w] v

[RIH AR R B AHEL, XYZAA 7] - BRI Bor M BE

17.
18.
19.

PR R TR v
LAE IR ST R v
PR v

TR

20.

Y
H
c Sl H

XTSRS, ST AR
[ WIZIEK . dEiE TR . -

TG B EFEE AT

WA, Zygp - g PER. B 4RI 35 Eb. g5

fEhE: FrEEva R 2 1512475 B4R 62108

H la) Bk (H % EPEHE)): 7628455 7 l) ik . 7619883

PRASEI AT 2TRE T ARBIXYZ w7 AL

(CREEeEL, M4k, B, AN, fEkimnm, ArEEHO R ERE? )
PRI

PRI SRABE G B E AR A RN S %, BERIFCHERS . A AR

i, BRI .
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