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Chapter 1

Unit 1 Pursuing Your Dreams

Teaching Objectives

1. To talk about career plans;
2. To learn and understand time management;
3. To learn how to manage time and set
priorities;
To review sentence patterns;
To learn to write timetables /schedules;
To introduce yourself and others;
To greet and response;
To learn and appreciate Chinese cultures;
9. To learn the skills on level B exam.
Ideological and Political Objectives BB B#x:
10. Cultivate and promote students’ spirit of
continuous self-renewal.
11. Highlight values of constantly strive to
become
stronger.

© No o

Ideological and Political

Objectives

1. To talk about the Chinese dream of space
exploration and the remarkable achievements
made by Chinese people on space exploration;
2. To learn from the spirit of Chinese in
realizing the great Chinese dream;

3. Encourage students to integrate their
personal dreams with the great national
rejuvenation and to make their own
contributions to the Chinese dream;

4. To help Students understand the importance
of time management for realizing their dreams.

Teaching Focus

Insight into Culture

Let's Watch: to talk about career plans;
Let's Read: Comprehension of the Text;
Work List;

Let's review: Sentence Patterns;

Let’s Write: Timetable and Schedule;
Speaking: Introduce yourself and others;
To learn and appreciate Chinese cultures;
Level B exam paper.

VONOUTE NN S
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Teaching Difficulty

1. Get students to learn the topic

2. Get students to master the key language
points and grammatical structures in the texts;
3. Get students to conduct a series of reading,
listening, speaking and translating activities
related to the theme of the unit;

4. Get students to practice Level B exam.

Teaching Duration

11 lessons

Teaching Method

Task-Based Language Teaching

Assignment

Discussion: To talk about career plans;
Write a timetable according to your daily life at

college..

Teaching Procedures:

Step 1. Insight into Culture BIITER (warming-up activities)

The Great Rejuvenation of the Chinese Nation ( Course Ideology: 1.
Cultivate and promote students’ spirit of continuous self-renewal. 2.
Highlight values of constantly strive to become stronger)

1. Work in pairs. Talk about the following picture. Show the clues to be used.

BETTE

space exploration
explorer

man-made launch Chang’e lunar

Shenzhou Qpnrprmﬂ' the Chinese Dream rpjn\/pn:\finn set

priorities

KB E

The Great Chinese Rejuvenation
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2. Discuss the questions below and then report to the class. BETE
Queston 1: How long is it that the Chinese people have cherished the dream
of flying into the sky since Chang’e folktale?

Queston 2: What achievements have we made in space exploration?
Queston 3: What program are you most interested in pursuit of China’s
space dream?

Queston 4: Do you have a big dream for your future? What is it?

Queston 5: If you have a lot of things to do in pursuit of your dreams, how
do you manage your time?

answers for reference:

1. I think it is more than 2000 years. The story about Chang’e flying to the
moon was told among folks around 130 BC. Since then, the Chinese people
have long been dreaming of flying to the moon.

2. We have made great achievements in space exploration. The first
man-made satellite was launched successfully in 1970. Since then, we have
made great success in space program, for example, the launching of
Chang’e lunar explorer, Shenzhou spacecrafts, and building of the space
station, etc.

3.1 am most interested in manned lunar landing program, especially the
Chang’e lunar explorer. The Chang’e 1 carried out the lunar exploration
mission successfully in 2007. Then Chang’e 2, 3, 4, and 5 were successfully
launched onto the Moon, collected the samples and returned to the Earth. |
think it would be so exciting for man to land on the moon.

4. Yes, | want to open a book shop / a café / a restaurant...

5. Write my work and activities on the calendar. / Use the 4-Quadrant Time
Management. / Set priorities on the things | do.

Step 2 Let’'s Watch: What's your career plan?

This part presents a video playlet for students to better understand the
topic of the unit and the language about it.

1.1 Understanding the playlet

1.1.1 Watch the video for the first time and answer the questions.

Question 1. What's Peter’s major?

Question 2. What's Peter’s career plan?

Question 3. What courses does Peter take?

1.1.2 Watch the video for the second time and answer the questions.
Question 4. What's Cherry’s major?

Question 5. What's Cherry’s career plan?

Question 6. How does Cherry manage her time?

1.1.3 Watch the video again and complete the following statements with the
words or phrases given below.

1. What's your ?

2.1 Marketing.
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3. What's your ?

4.1 a pastry chef in a western
restaurant after graduation.

5. How do you your time?

Answer for reference: major; majorin; career plan; want to be; manage;
to-do list

Basic Sentences:

Students are required to do the language drills to be good at using them.
1. I'm a freshman in the Finance Department.

2. My major is Computer Science.

3. How do you plan your career?

4. What's your career plan?

5. I want to start my own business.

6. Mary wants to work as an accountant in an international company.
7. How do you manage your time?

8. You need to set priorities for the things you do.

9. | often make a to-do list.

10. | write my work and activities on my calendar.

Step 3 Let’s Drill

Substitution Drill: Substitute the underlined parts with the words or
phrases given below.

1. I'm a freshman in the Finance Department. sophomore/junior/senior

2. My major is Computer Science. | major in/l study/| take

3. How do you plan your career? future/study/travel

4. What's your career plan?  goal/dream/ambition

5. I want to start my own business. do/have/build

6. Mary wants to work as an accountant in an international company. a
sales manager/an HR manager/a CEO

7. How do you manage your time? work/study/money

8. You need to set priorities for the things you do. decide
to/determine/identify

9. | often make a to-do list. timetable/schedule/plan

10. | write my work and activities on my calendar. plan/put/list

Response Drill: Give a proper response to each of the statements
Statements:

1. What's your major?

2. Why do you major in Business?

3. What's your career plan?

4. How do you manage your time?
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5. What do you do first after setting priorities?
Responses:

a. My major is Business.

b. Do the most important thing first.

c. | do it with the 4-quadrant time management system.
d. Because | want to start my own business.

e. | want to be a software engineer.

Answer: a,d,e,c,b

Interpretation Drills: Respond to the English sentences with their Chinese
interpretation.

1. My major is Computer Science. a. #/ B A LB T &0 TAE Ao iE 24k,

2. You need to set priorities for the things youdo. | b. ## & T €]k,

3. 1 often make a to-do list. c. 09 & b It HhLAt
4. 1 want to start my own business. d REEAFACHYFHRELLAAF.

5. I write my work and activities on my calendar. | e. &% % 3| & 40 F i £,
Answer: c,d,e,b,a
Translation: Choose the best translation of each sentence.

1. I'm a freshman in the Finance Department.
A RAMZF A4,
B. #AM 2 R WF 4L,
C.ARMFANT A,

2. How do you plan your career?
A 2T ARG IR A B AR A 45t K] ?
B. MR dm AT HLR] AR A9 BR k. 4 I 7
C. Ao £ 52 H AR & B 1A 2
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3. What’s your career plan?
A. REGIR A A B R R AT A7
B. fiey TAER T A A?
C. 1RE9ME F it R A H A7

4. Mary wants to work as an accountant i an international company.
A AR K S B — ARt IR,
B. I A A E IR &) 24t 20t I,
C. W A A BRI,

5. How do you manage your time? 4 -
A. Ao 75 3254 18] 2 -
B. fRke AT 2 b B 8] 2
C. AR & & 4 HE i ?

Answer: 1. A-B-C 2. B-A-C 3. A-B-C 4. B-A-C 5. A-C-B

Step 4 Let’s Read
2.1 New words, phrases and expressions
wordlessly; jar; proceed; rock; pebble; pour; recognize; matter; represent;
stuff; pick up; on a small scale; proceed to do something
2.2 Outline of the text
Rocks, Pebbles and Sand
|.The purpose of the story:

To teach a lesson on ®

ll.Representative meanings of the items in life:

1.The rocks are the @ your family,your partner,

your health,or your children.

2.The pebbles represent things like your ®.

3.The sand is everything else,the @.

lll.How to set priorities on the above three items (arrange orders):
The order should be ®.

Answers: Time Management; important things; job, house, or car; ......
2.3 Text: Background Information: Tips for Time Management BtE&
Set goals and stay focused.

Prioritize your actions.

Know yourself and the environment around you.

Multitasking (Z{EELIE).

Focus on results, not on being busy.

Explore life beyond work.

Don’t cut back on sleep.

Learn to delegate your work.

Do not delay doing something until later.

2.4 Understanding and Language Points
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2.4.1. When class began, wordlessly he picked up a large empty jar and
proceeded to fill it with rocks right to the top.
proceed to do sth.: to do sth. next &E&EM, 4m
e.g. Having said she wasn’t hungry, she then proceeded to order a
three-course meal.
MR, BEANRT=ZEX,
fill...with...: to make something full of something FEE%&HE
e.g. She filled the bowl with warm water. #5588 EFHR K,
Translation: EIRT, HIE—DFEHREZER, MEE—PANTHIBE, TEE
Ein 7 AR,
2.4.2. The rocks are the important things — your family, your partner, your
health, your children — anything that is so important to you that if it were
lost, you would be nearly destroyed.
so...that...: used when you are emphasizing a fact by saying what the
result of it is
mik.. AZEF... (BFiHBEREEES)
e.g. The road surface became so hot that it melted. EEERESBLT
Structure Analysis: “that is so important to you’ is an attributive clause
and it modifies anything. “if it were lost, you would be nearly destroyed.” is
an adverbial clause of unreal condition.
e.g. If | were you, | would not do that. SIRHE IR, MASHPHEM.
Translation: AREZEFTEEZNHE, BFERA, #E, BRNERF. X
LW RRIZFIEEFEEE, —BELE, RINLFSEEE,
2.4.3. The pebbles are the other things in life that matter, but on a small
scale.
matter: to be important EE; B
e.g. People need to realize that education matters. AMIZFEINREIHE
NEZEH,
scale: the size of something, especially when it is big (FLi§ XE¥H) X
N, AR
on a small scale: not on a broad scale /\li&ih
e.g. The project was first built on a small scale. X—TEEU/NRERIEE
IRELH,
e.g. on a large / grand / massive scale K&, MIEREK / 1Lid
The conference was on a grand scale. XX ASHER K,
Structure Analysis: “matter” is a verb, which serves as the predicate in
the attributive clause modifying other things.
Translation: BAREFTTHEEENERA, ERENRET/NEEE
5E,
2.4.4. The pebbles represent things like your job, house, or car.
represent: to be a sign or symbol of something F&x; R
e.g. The red colour commonly represents danger. L& @EXREK,
Translation: BINARKRENIE. BFHEFXLERA,
2.5 Understand the Text
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Task 1: Work with your partner and answer the following questions
according to the Text.
Question 1. Why does the writer tell us such a beautiful story?
Because the writer wants to use the story to teach us time management.
Question 2. According to the story, what do rocks represent in our life?
Rocks represent the important things.
Question 3. What do pebbles represent in our life?
Pebbles represent things like your job, house, or car.
Question 4. What does sand represent in our life?
Sand represents the “small stuff’.
Question 5. According to the professor, what is the proper order to do the
above three things?
The order should be: rocks, pebbles, sand.
Task 2:

Choose the best answer to the following questions.

1. The professor filled a large empty jar with all the following except .
a. pebbles b. sand c. water d. rocks

2. The professor puts the three items into the jar in order to tell his students
a. how much the jar can contain b. how the three things are mixed together

¢. how things should be handled d. how the jar can be filled full

3. According to the professor, which is less important ?
a. Family. b. House. c¢. Children. d. Partner.
4, What is the meaning of the underlined word in *“ The pebbles are the other things in life that matter ”?
a. Thing, b. Problem. c¢. Be important. d. Have a good relation.
5. The theme of the text is that .
a. everything in life is important b. we should handle everything well
c. we should do the important things first d. rocks, pebbles and sand are all useful

Answer: c,c,b,c,c

Exercises:

Task 1: Fill in each blank with a proper word from the word bank in its proper

form and give its definition in the bracket. The first one is done as an

example.

0. Japan is a major exporter of cars. [A1]
BASARENEEHOE.
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1. All of her plays have been translated into English.
[A1]

b B F E B AR EBHRIE AL T X,
2. She from being a secretary to running her own
department.[ B2 ]

i N BRIBRE AR XS,

3. After he from high school, he joined the army.

[B1]
e EVESET,

4. She in philosophy at Harvard.

[A3]
EBERBRFEEEE,

5. Chris is a physics from (of) Cambridge. [B3]
R RUFKEMEEWRENE,

6. What is your , English or French? [A2

]
ROELREEEREEE?
Task 2: Choose the best answer to complete each of the sentences.

1. The red lines on the map railways.
a. present b. stands for C. represent d. mean
2. By the time we got to the sale, all the good was gone.
a. things b. stuff C. resources d. materials
3. Just as | the phone, it stopped ringing.
a. picked up b. picked off c. picked out d. picked
down
4. 1t is important how little we know about this disease.
a. recognize b. understand c. know d. to recognize
5. It doesn’t matter how a man dies, what is how he lives.
a. important b. matters c. count d. matter

Answer: ¢c,b,a,d,b

Step 5 Let’s Write

Schedule and Timetable

3.1. Read the samples and answer the following questions about the above
schedules

3.2 Complete the Sentences: Complete the following sentences with the
words and phrases given in the box.

3.3 Learn some useful expressions and sentences patterns.

Task 1: Look at the dialogue between Celia and her secretary and make a
schedule based on their conversation.



Please fill in the following timetable according to the above dialogue.

N

N

N

N
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N

N
0.

(O] (O] (0] (V) O (V]
Sun. Mon. Tues. Wed. Thurs. Fri. Sat.
4 5 6 7 8 9 10

Task 2: Write a travel plan for Michael according to the Chinese information

given below.
Michael’s Travel Plan

June 7ttt Leave for Tokyo Departure Time: 5:05 p.m. Arrival Time: 10:25 p.m.
Monday Check in at the Hilton Hotel
June 8™ . .

Have lunch with Mr. Lee and discuss the development of the new product
Tuesday
June 9t . . . . .

10:00 a.m.: Discuss contract details with Mr. White at his company
Wednesday
June 10t 9:00 a.m.: Visit Toyota Company
Thursday 3:00 p.m.: Fly back to Hong Kong
June 11t 9:00 a.m.: Prepare documents for the afternoon meeting
Friday 2:00 p.m.: Attend the business conference

Step 6 Let’s Review
Sentence Patterns

Task 1: Define the function of the italicized parts in the following sentences.

—_

. The sun is rising.

. He told me a story.

—_

S O 0 N N i B W N

. L felt a bit dizzy.
. It all depends.

. Did you sleep well?
. Bill looks i//.
. Did he say anything?

. He has changed Ais mind.
. Mr. Smith is a doctor.

. There used to be a school in the town.

11.
12.

13

14.
15.

16

17.
18.
19.
20.

She offered the guest some cake.

He was breathing hard.

. There are beautiful wild flowers in the hills.
The maple leaves turned red.

Don’t deceive yourself.

. Many people consider him « hero.

She threw him a kiss.

He forgot what to say.

I saw him lying on the bed.

There is a great Italian restaurant across the street.

Task 2: Categorize the above sentences according to different sentence
patterns.
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Examples

( from the above sentences)

Subject + Intransitive Verb (SV)

Subject + Transitive Verb + Object (SVO)

Subject + Transitive Verb +
Indirect Object + Direct Object (SVoO)

Subject + Transitive Verb +
Object + Object Complement (SVOC)

Subject + Link Verb + Predicative (SVP)

There be

Step 7 Assignment

Write a timetable according to your daily life at college

Chapter

Unit 2 Applying for a Job

Teaching Objectives

NoO oA GN S

8.

9.

To talk about job interviews

To learn about hiring process

To learn how to achieve success in job interview
To review Verb Tenses (1)-Present Tense

To write want ads, cover letters and CVs

To talk about job applications and job interviews
To understand the playlet and learn language
about the job interview

To get skills for job interview

To learn the Basic Sentences for the given topic

10. To know the talents in the Three Kingdoms

11.

To learn the skills on level B exam.
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Ideological and Political Objectives BB B #x:

1. Foster professional ethics and integrity: Guide
students to understand the importance of honesty,
integrity, and responsibility in their professional
lives, emphasizing that ethical behavior s
fundamental in both job applications and workplace
settings.

2. Promote teamwork and collaboration: Encourage
students to develop a cooperative spirit and
emphasize the value of working together effectively,
both in their future careers and as contributing
members of society.

3. Strengthen a sense of social responsibility:
Cultivate students’ awareness of their roles and
responsibilities in contributing to society, motivating
them to choose career paths that serve both their
personal growth and societal progress.

4. Instill a positive attitude towards challenges: Help
students adopt a growth mindset by encouraging
perseverance, optimism, and self-improvement,
preparing them to face future challenges with
resilience and confidence.

5. Enhance patriotism and national pride: Inspire
students to consider how their skills and career
aspirations can contribute to the development of the
nation, fostering a sense of pride in serving the
country through their future professional endeavors.

Teaching Focuses

1. Let's come to workplace: to talk about job
applications and job interviews

2. Let’s Watch: to understand the playlet and learn
language about the job interview

3. Let’s Drill: to learn the Basic Sentences for the

given topic

Let’s Talk:to talk about job interviews

Let’s Read:to understand the text

Let’s Do:to get skills for job interview

Let’s Write: want ads, cover letters and CVs

Let’s Review: Verb Tenses (1)-Present Tense

Level B exam paper.

0 0 NOo 0k
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1. Get Ss to learn the topic and do the syndicate
activities in the class;

2. Get Ss to master the key language points and
Teaching Difficulties | grammatical structures in the texts;

3. Get Ss to conduct a series of reading, listening,
speaking and translating activities related to the
theme of the unit;

Teaching Duration | 11 lessons

Teaching Methods | Task-Based Language Teaching

Assignments Part IV Speaking, Listening, Level B exam paper.

Teaching Procedures:

Culture Spot: Chinese Mythology and Dreams Extx

Taskl:Talents in the Three Kingdoms: During the period of the Three Kingdoms,
talents were highly respected and cherished. Matches the heroes with their lords and
tell the stories of how these heroes were devoted to their lords and how their lords
cherished them.BBITE

Reference:
Heroes Positions Lords
Adviser, Prime Minister (Cheng Xiang), . i
Zhuge Liang offering advice to Liu Beli, in charge of state affairs LivBel
Guan Yu General Liu Bei
Zhou Yu Commander-in-chief, in charge of all army forces Sun Quan
Xun You Adviser, offering advice to Cao Cao Cao Cao
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Task2: Make a resume for one of the Three-Kingdom heroes. BB IT&R

RESUME
Name: Gender: Marital Status:

Nationality: ID Card: Mobile:

Job Title and Responsibilities

Education

Work Experience

Qualifications

Hobbies and Interests

Reference:

Step 1. Let’s come to workplace

Task 1 Talk about the following pictures with your partner, using the key
words for reference

Key Words

read want ads apply for the job dress formally be confident in the interview

/

Y
' 4

Task 2 Now discuss the questions below and then report to your class.
1. Have you ever written a resume / CV?
2. What should be included in a resume? Your education, your work
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experience and your qualifications?

3. Did you ever have a job interview?

4. What should you prepare for an interview? Be ready with your resume?
Learn more about the company and the job?

5. How can you leave a good impression on the interviewer? Will you dress
formally and behave confidently?

Reference:

1.

2.

3.

na

Yes. | have. (No. | haven't.)

A resume should include your personal information, job objective,
educational background, work experience, qualifications and skills, etc.
Yes, | did. (No, | didn’t.)

Before an interview, | will learn more about the company and the
position | am applying for. Besides, | will prepare my self-introduction
and my answers to the possible questions the interviewer may ask, and
get ready with my resume, certificates, diplomas and other necessary
documents.

To leave a good impression on the interviewer, | will dress formally and
properly, greet interviewers politely, and behave confidently.

Step 2. Let’s Watch

Task1: Watch the video twice. Each time you are required to answer three
questions.
1. Which company does Mary want to work for?

She wants to work for

2. Which university did Mary graduate from?

She graduated from

3. What did Mary major in?

She majored in

4. What position is Mary applying for?

She is applying for the position of

5. Who is Harry White?

He is the of the HR Department.

6. What does Harry White think of Mary?

He thinks she is

Reference

P&G company; Sun Yat-sen University; Business Administration; Sales

Manager; director; a good candidate

Task 2: Watch the video again and complete the following statements
with the words or phrases given below.

Salary; applying for;responsibility;Attended;change your job;graduated from
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1. You're the position of Sales Manager, right?

2. Can you tell me which university you ?

3. What is your chief there?

4. [I've worked there for five years ever since | college.
5. Why do you want to ?

6. What would you expect to get here?

Reference

applying for; attended;responsibility;graduated from;change your
job;salary

Script

Situation: Mary Wong is applying for the position of Sales Manager for P&G company.
She is interviewed by Harry White, the director of the HR Department.

Mary Wong: May | come in?

Harry White: Yes, please do.

Mary Wong: Good morning, sir. My name is Mary Wong.

Harry White: Nice to meet you, Miss Wong. | am Harry White, the director of the HR
Department. | was expecting you. Please take a seat.

Mary Wong: Thank you!

Harry White: Well, Miss Wong, you're applying for the position of Sales Manager, right?
So, what do you know about our company?

Mary Wong: Yes, a little. P&G is famous in China for its Hope School program. And, of
course, your cosmetic and skincare products are very popular with women all over the
world.

Harry White: That’s right. Miss Wong, can you tell me which university you attended?
Mary Wong: Sun Yat-sen University.

Harry White: And what degree have you got?

Mary Wong: | have a bachelor’s degree in Business Administration.

Harry White: Good. | know you're now with United Butter. What is your chief
responsibility there?

Mary Wong: I've worked there for five years ever since | graduated from college. Two
years ago, | was appointed brand manager, responsible for the product line of biscuits.
Harry White: Why do you want to change your job?

Mary Wong: | want to change my working environment, seek new challenges and
broaden my experience. That’s why | want to move into sales.

Harry White: Good. What do you think is the most important qualification for a
salesperson?

Mary Wong: | think it's high motivation along with self-confidence.

Harry White: | agree with you. What salary would you expect to get here?

Mary Wong: Well, | will leave it for you to decide after you consider my skills and
experience. My current annual income at the United Butter is ¥150,000.

Harry White: OK. Do you have any questions?

Mary Wong: When do you expect to make your hiring decision for this post?
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Harry White: | need to discuss with other board members. We will notify you of our
decision as soon as possible. But, to be honest, you seem to be a good candidate with
the right kind of experience and personality. You're high on my list Mary Wong: That’s
good. Thank you, Mr. White. | am looking forward to hearing from you. Goodbye.
Harry White: Goodbye.

Step 3. Let’s Drill

Task 1: Basic sentences

1. I'm applying for the position of Sales Manager.

2. Can you tell me which university you attended?

3. I majored in Business Administration.

4. Can you tell me something about your work experience?

5. You will report to the sales director.

6. 1 am responsible for the product line of biscuits.

7. Why do you want to change your job?

8. What do you think is the most important qualification for a salesperson?
9. What are your strengths and weaknesses?

10. Have you ever handled a difficult situation with a co-worker?

Task 2: Substitute the underlined parts with the words or phrases given
below.

Task 3: Give a proper response to each of the statements.

Task 4:Respond to the English sentences with their Chinese interpretation.

Step 4. let’s talk

Task 1: Participation Conversations: Work with your partner. Match the
dialogues and then role-play them.

Episode 1

Jackson: Miss Lin, you're applying for the position of Marketing Manager,
right? Can you tell me something about your education?

Susan: Yes. | graduated from Guangzhou University and | have a bachelor’s
degree in Marketing.

Jackson: Good. We are looking for someone who majored in Marketing.
How about your work experience?

Susan: | worked in a sportswear company as a Marketing Analyst for a year,
and now I'm working in a high-tech startup.

Jackson: Then what is your responsibility in the high-tech company?
Susan: | was appointed Sales Manager and |'m responsible for the sales
activities of robot products.

Jackson: It sounds you have a lot of experience, but why do you want to
change your job?

Susan: Because | want to do something more challenging and to enrich my
experience.

Episode 2
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Jackson: Miss Lin, what do you think is the most important qualification for
a marketing manager?

Susan: | think a marketing manager should have a good understanding of
consumers and be aggressive in the market.

Jackson: | agree with you. What do you think is your greatest strength and
weakness?

Susan: I'm good at communicating with others and working under pressure.
However, my written English is not so good, but I'll try to improve it.
Jackson: Good. I'm sure you will. Now, do you have any question?

Susan: Yes. | wonder when you are likely to make a decision.

Jackson: Well, | need to discuss with other members of the management.
We should be able to notify you in a week.

Susan: Thank you, Mr. Jackson! I'm looking forward to hearing from you!

Task 2: Role Play: listen and fill in the blank with the proper words or
phrases given.

Situation: Daniel Crane is applying for the position of Sales Rep. He is interviewed by Miss
Helen Lewis, the assistant manager of the HR Department.

applying for the interview major in
strength and weakness experience
Model Dialogue
Daniel: Good morning. My name is Daniel Crane. ['ve come for as requested.

Helen: Nice to meet you, Mr. Crane. I'm Helen Lewis, Assistant Manager of the HR
Department.
Daniel: Nice to meet you, Miss Lewis.

Helen: So, what position are you ?

Daniel: I’'m applying for the position of Sales Rep.

Helen: Can you tell me something about your ?

Daniel: Yes. I'm a senior student in Guangzhou Vocational Institute of Commerce, and will

graduate this summer. [ Business. During my college years, I'm

very active, and have successfully organized some important activities on campus. Last
summer, [ worked part-time as a salesman for a beer factory.

Helen: Good. What do you think of your ?

Daniel: 'm good at communicating with people. I think that’s my particular strength, but

sometimes | am not very patient. This should be my weakness.
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Reference:
the interview; applying for; experience; major in; strength and weakness

Task 3: Speaking Out:
Now practice the dialogue and role-play it with your partner by using the
Mind Map below.

not very patient
’oe,. . education

Wop, %
SXpery, e
e

Step 5. Let’s Read
Task 1: New Words

someone who has a natural ability to

talent /"teelont/ n. : AT
be good at something

exclusively Ak skluzsivli/ | achv. | only AL

rigorous /'t1garas/ adj. | very severe or strict FE A&y

a formal request for permission to

application | / &pli'kerfn/ n. Wi WK

do or have something

to formally give something to
submit /sob ' mit/ V. | someone so that they can make a | &z, Ei%
decision about it

a process in which you make a

‘ses no| . o 1EH . iF
assessment /a'sesmant/ judgment about a person or situation T,

Task 2: let's Read
Skim the Text for the main ideas and fill in the blanks with the key words given in the box.

online assessments P&G behavioral interviews online greater detail

Task 3:Language Points
(1) At P&G we are proud that we develop talent almost exclusively from within.
from within: from inside a person or thing; inwardly \RTE; MAKRE L
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e.g. Seen from within, the cave looked larger. MNEEE, BMMRAEEBEK,

She has a kind of spiritual strength that comes from within.

R OE—REXNEHENE,

Translation: BEE, BIIFZTEMARNREREALT, ¥ FX—H, BIIZEBER.
(2)Once you have submitted your application, you will be contacted regarding the
next steps.

submit: to formally give something to someone so that they can make a decision
about it

e.g. The plan will be submitted next week. XL IEF TRERER EX,

Please submit your application form in four copies. EXHIFER— D,

regarding: concerning a particular subject %XF, B*

e.g. Davis had very little to say regarding the accident. X FiX/XE#, BHELIREIR
4.

He knew nothing regarding the case. XFXNRFb—TFFril.

Structure Analysis: This is an adverbial clause of time introduced by “Once’.

e.g. Once you get into a bad habit, it will be very hard to get rid of it.
—BREETHRER, MREMEHER.

Translation: —BRERTHIEER, BB ABRRMREXNEELE,

(3) P&G uses online assessments to measure skills and accomplishments that

generally do not

emerge from interviews.

accomplishment: something difficult that you succeed in doing FFL

e.g. Nursing gave her a sense of accomplishment. B T{EiLiE T LR,

Arranging the peace talks was a remarkable accomplishment.

THEXRFIFERAR DN EXRBIARM

emerge: to appear or come out of something I, HIl

e.g. Three important factors emerged from our discussions. ME AT ICPHIMT 3

TEEFE,

The sun emerged from behind the clouds. KAFEMNZERBET H¥E.

Structure Analysis: “that generally do not emerge from interviews” is an attributive

clause which

modifies the antecedent “skills and accomplishments”.

Translation: EFEFAELXITERREEHEKREMMMN, XEBEAREEAPHI,

(4) Taking place either on campus or on-site at P&G, it’s also your opportunity to...

either...or...: used for showing two or more possibilities or choices

FE.. . HE (RRBDPIFHE N LROTREMEEEERE)

e.g. You must answer either yes or no. {RAARIZRHEARR.

You can contact us either by phone, by email, or by letter.

RO LU EBIE ., BFHp4ElE 5 RRBK R,

on-site: at the place where something happens E¥i%, &%

e.g. An engineer will be on-site to supervise the construction.

e — IR MIRREERREL,

Translation: TIEX—HERXEREREEREEELAINHHT, BEERHNS
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Task 4: Understand your text

Skim the Text for the main ideas and fill in the blanks with the key words given in the box.

online assessments P&G behavioral interviews online greater detail

Hiring Process

This hiring process is presented by P&G (1) Company.

1. Application

—

You can search and apply for jobs online @.

2. Assessment

The company uses online assessments (3) to measure skills and accomplishments.

3. Initial Interview

The company uses behavioral interviews (1) to get to know the real you.

4. Final Interview

The company goes into greater detail (5) about your skills and capabilities.

Task 1)Work with your partner and answer the following questions according to the
Text.

1. Which company presents this hiring process?
P& G company presents this hiring process.

2. Where can people find the company’s job vacancy and apply for it?

People can find and apply for jobs online.

3. How does the company measure the applicants’ skills and accomplishments?

The company uses online assessments to measure the applicants’ skills and
accomplishments.

4. What kind of interview does the company use to get to know the real you?

The company uses behavioral interviews.
5. What will the company do in the final interview?

The company goes into greater detail about your skills and capabilities.

Task 2) Choose the best answer to the following questions
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1. At P&G, the talents are developed almost exclusively .

a. from outside b. from hiring process

d. from behavioral interview

2. What will happen if you have submitted your application?

a. You will be assessed online from the company. b. You will be contacted about the next ste

|

¢. You need to go to the company for an interview.  d. You will meet the manager.

3. What is the meaning of the underlined word in “skills and accomplishments that generally do not

emerge from interviews”™?

a. happen b. develop c. appear d. exist

4. You can also learn more about the company from the .
a. online assessment b. behavioral interview

¢. final interview d. bothband ¢

5. The article is mainly about
a.how to apply for jobs of P&G b. different kinds of interviews of P&G

c. the preparation for the interviews of P&G d. the hiring process of P&G

Task 3) Use the right words

1. Fill in each blank with a proper word from the word bank in its proper form and give

its definition in the bracket. The first one is done as an example.

0. Visitors are requested not to walk on the grass. [C2]
£ RFENTEHZIEF A,

1.1 have applied for new job with the local newspaper. [B1]

KO BPIFT T IR — /TR,

2. We requested that the next meeting be held on a Friday. [C2]
EME LT REWEH BT,
3. She hopes _to qualify as a lawyer at the end of the year. [Al]

oAy BRI T 44
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II. Choose the best answer to complete each of the sentences.

1. The agency an annual budget to the board each July.
a. give b. will provide d. writes

2.1 a new job with the local newspaper last week.

a. asked for b. applied fo c. look for d. applied to

3. Richard was waiting outside the door as she

a. emerged b. appears c. comes out d. emerge

4. If things are to change, the company must be from within.
a. founded c. established d. started
5. Exams are not the only means of a student’s ability.
a. showing b. assessing c. assessment d. developing

Task 4 )Translate the following paragraph into Chinese.
HHERAE-TEEELTENERBE, FEFRBRNE. ME. XBEF, URNR
RR. ERIRBIIREMHASBEEQATDZ R, MANRSIRBKEBNRA., BINESIFRE
BEHXENEREE, CERAUARREREXMIE, REREREEREE, KT
EXRABARMANRHIIRUEBESIR,

Step 6. Let’s Do

Task 1: Action One

Suppose you are an HR assistant. Your company will recruit a group of new staff. Your manager
has asked you to work out a plan for the recruitment process. Work in groups and rearrange the
following proposed actions in a proper order in the Procedure for Recruiting New Staff below.

[] a. Collect resumes and application letters.

[] b. Make the recruiting plan and have it approved by the General Manager.

[] c. Work out the job descriptions.

[] d. Arrange interviewers and the venue for the interviews.

[] e. Do the interviews.

[] f. Decide on the list of accepted applicants.

[] g. Coordinate with department managers and identify their needs for new staff.
[] h. Publicize job ads.

[] i. Screen applicants and decide on the list of interviewees.

[] j. Inform applicants of interview details.

[] k. Inform applicants of their acceptance or rejection for employment.

Task 2: Action 2
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How to Achieve Success in a Job Interview

Work in groups. Suppose you are going to have a job interview and you want to be well-prepared
and achieve success. The following questions are critical for you to achieve success. Discuss the
questions and arrange the key points in the form below. When you finish your discussion, make a
presentation to your class. Some of the key points are proposed for you as below.

1. What can you do in preparation for a job interview?

2. How can you manage your time for the interview?

3. How can you leave a good impression on the interviewer?

Step 7. Let’s Write(Want Ads, Cover Letters and Resumes)
Preparation 1:  Answer the following questions about the samples above.
1. What position is the advertisement for?
It is for a .
2. What qualification and skills are required for the post?

3. What is the education background of Robert Lee?
He graduated from
4. What is enclosed in the cover letter?
Enclosed are
5. What are the main parts of a CV?
They are job objective, personal details,
Reference
Sales Manager;
Good communication skills, willing to travel, having a driving license;
Guangdong Business University and majored in Sales Management;
his curriculum vitae (CV) and a photo;
education, work experience and qualifications
Preparation 2: Complete the sentences

Task 1
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Complete Jenny’s cover letter according to her CV and notes above, using the phrases and
sentences given below.

1. have the experience in managing sales administration work
2. I'm very interested in it, and wish to apply for the job.

3. 1 am qualified for the job

4. my CV and a photo

5. as a secretary for three years

Step 8. Let’s Review (Present Tense)
Task 1: put the verbs in the brackets in the right tense.

1. He (be) very tired.

2. The meeting already (last) for three hours.
3. They (have) lunch now.

4. Who (break) the glass?

5. The sun (rise) in the east.

6. We (wait) for an hour and he still hasn’t turned up.
7. Tomorrow they (go) to New York.

8. He (speak) good English.

9. | (not see) her in the past few years.

10. Look, she (dance) over there.

It (rain) the whole morning.

12. Thank you. | (not smoke).

13. It (snow) now.

14. That’s the letter | (expect) all these days.

15. | (not have) my breakfast yet.

Reference

Is; has lasted; are having; has broken; rises; have been waiting; are going; speaks;
haven't seen; is dancing; has been raining; don’t smoke; is snowing; have been
expecting; haven;t had;

Chapter Unit 3 Workplace Communication
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Teaching Objective

Ideological and Political Objectives BB B#x:

1.

2.

3.

4.
5

Cultivate professional ethics and a sense of
responsibility

enhance personal professional qualities
and values, strengthen team cohesion and
collaborative spirit

build a harmonious working environment
and corporate culture
promote social fairness and harmony

. foster civic awareness and a sense of social

responsibility

Others:

6.

7.

To talk about cross-department Conflicts
and Communication

To talk about Company Structure and
Department Functions.

To learn how to deal with cross-department
communication and conflicts;

To review Verb Tense(2)-Past Tense ;

. To write Emails

Teaching Focus

o

0 00 N

Let's Come to Workplace: to learn the
concept of company structure and
department responsibilities

Let’'s Watch: to better understand the topic
of the unit and learn to ask for help from
other department.

Let’s Drill: to have a good command of the
basic sentences .

Let's Talk: to provide situational
conversations on the topic of
Cross-department Communication, and ask
Ss to participate.

Let’s read: Comprehension of the Text;
Let’s do: Cross-department
Communication;

Let's Write: Email

Let’s review: Verb Tense(2)-Past Tense ;
Level B exam paper.
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1. Get students to learn the topic and do the
syndicate activities in the class;

2. Get students to master the key language
points and grammatical structures in the texts;
3. Get student to conduct a series of reading,
listening, speaking and translating activities
related to the theme of the unit;

5. Get students to practice Level B exam.

Teaching Difficulty

Teaching Duration 10 lessons

Teaching Method Task-Based Language Teaching

Assignment Let’s Do, Level B exam paper.

Teaching Procedures:
Insight into Culture (warming-up activities)

Task 1.Lian Po and Lin Xiangru smes
Taskil:

Work in pairs. Talk about the following picture. You can use the word bank as clues.

1

Warring States minister general civil official birch i
1

1

1

apology grant mighty tolerant broad-minded

Task 2: Discuss the questions below and then report to the class.

1. Who were the men in the picture?

2. Why was the man on his knees?

3. What was Lin Xiangru’s response to Lian Po when Lian tried to face him
down?

4. What can we learn from this story?

5. Why is communication very important in workplace?

answers for reference:

1. They were Lian Po and Lin Xiangru. Both of them were
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ministers of the State of Zhao during the Warring States period. Lian Po

was a well-known general while Lin Xiangru was an outstanding civil

official.
2. The man on his knees was Lian Po. He felt ashamed of himself for the
negative words he had said about Lin Xiangru. Now he was bearing birch
on his back to show his apology. Before that, Lian Po was very angry when
Lin Xiangru was granted an important position. He thought it was unfair to
him because he was a distinguished war hero while Lin Xiangru was a
bookish scholar. And he intended to put Lin to shame when he met him.
3. Lin Xiangru did not want to meet Lian Po, neither did he want to fight
for the rank with Lian Po. He told people that the mighty state of Qin did
not threaten to have war with Zhao because there were two strong men in
Zhao, Lian Po and himself. If the two of them were on bad terms, there
might be opportunity for Qin to fight Zhao. When these words were passed
on to Lian Po, he realized that Lin Xiangru was a man of generosity and he
decided to make apology to Lin Xiangru.
4. Here are the three key points we can learn from this story. First, one
should be tolerant and broad-minded to others so that they can get along
well with each other. Second, it does not matter very much when someone
makes a mistake, but it does matter whether they correct their mistakes.
Third, one should value the common goal of the team over the individual

interests and keep the team united so as to deliver their common goal.:EE\
BUTE

5. We should identify the responsibilities of each other clearly. When there
is any problem, we should try to find out the truth first and work out the

solution together.fﬂﬂﬁ%

Task 3 Further Work: Culture Spot BBITE
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Craftsmanship Spirit

@ Ancient China is known for the spirit of craftsmanship. Here are four well-known great

craftsmen in ancient China. Tell which dynasty they lived in.

Lu Ban Mo Zi Song Yingxing Ma Jun
Lu Ban (£ 51) : Mo Zi(£F) : Song Yingxing (£ 5 £):  Ma Jun(%5#):
Spring and Autumn Age  Spring and Autumn Age Ming Dynasty Three Kingdom Age

Craftsmanship Spirit

Match the four great craftsmen with their strengths or contributions.

Craftsmen Strengths / Contributions
Lu Ban \ |, great thinker and educator, inventor of kites and carts
Mo Zi )1/ |, scientist, writer of Great Crafts and Inventions (R4
Song Yingxing [\ |, great craftsman, inventor of looms (4R #:#) and waterwheels
Y forefather of carpenters and architects, inventor of saws and many
Ma Jun

other carpentry tools

Step 1 Let’s Come to Workplace

Talk about the reporting line and responsibility of the following managers with your partner,

using the key words for reference.
Key Words

be responsible for report to line manager subordinate

1. Mr. Charles Smith, CEO of the company, is responsible for the
management and operation of the whole company.

2. Mr. Geoff Sennett, Sales Controller of the company, is responsible for
the Sales Department. He reports to Charles Smith.

3. Ms. Stella Chan, Sales Manager, reports to Geoff Sennett. And she is the
line manager of Jack Hood.

4. Mr. Jack Hood, Sales Supervisor, is subordinate to Stella Chan. He
reports to Ms. Stella Chan.
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o

Now discuss the department responsibilities and write the right department in the right box.

Departments Responsibilities

responsible for staff’s affairs, including recruitment, training, salaries

IR L R and welfare of the staff

responsible for finance, distribution, supply chain, etc.

responsible for selling the product / service

0
1
2 responsible for creation, pricing and advertising of products
3
4

responsible for the computer and network service

1
1
1
1

5 responsible for making products

Word Reference: Commercial, Sales, Marketing, IT, Production

Reference:

the Commercial Department
the Marketing Department
the Sales Department

the IT Department

the Production Department

Step 2. Let’s Watch: Asking for Help from Other Departments

This part presents a video playlet for students to better understand the
topic of the unit and the language about it.

gAeN S

2.1 Understanding the playlet
2.1.1 Watch the video for the first time and answer the questions.
Question 1. Why is Ellice worried?

Because she doesn’t know how to make her __promotion plan happen.
Question 2. How does Mark help her?

He tells her the right departments she should ask for help.
Question 3. What will Ellice most probably do first?

She will send a memo to all the related departments.

Question 4. Who should Ellice go to for help with recruiting promotion girls?
Wendy in the HR Department.

Question 5. Which department can help set up the equipment at the sales
point?

The Technical Department.
Question 6. Who will do the transportation for the promotion?

George from the Distribution Department.

2.1.2 Watch the video again and complete the following statements with
the words or phrases given below.

with a copy make it happen arrange

transfer responsible for recruit
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2.1.3 Watch the video again and complete the following statements with
the words or phrases given below.

| don’t know how to ___make it happen

Shirley is responsible for POS materials.

She will recruit  the promoters for you.

The cashier will___ transfer ___ the salary to their bank accounts.

He will_____ arrange___ it for you.

. You can send a memo to all of them with a copy  to your line
manager.

Step 3. Let’s Drill

3.1 Basic Sentences:

Students are required to do the language drills to be good at using them.
1. 1 don’t know whom | should contact for information.

2. Which department should | go to for help?

3. Wendy is responsible for recruitment in the HR Department.

4. The Marketing Department will help you with POS materials.

5. 1 suggest we have a cross-department meeting to discuss this project.
6. I'm coordinating a meeting for the new product launch. Can you join us?
7. What is the responsibility of the HR Department?

8. We are running a promotion. May | have your support?

9. May | ask you for help? We need some POS materials for the promotion.
10. You can send a memo to other departments with a copy to your line
manager.

R N

3.2 Response Drill: Give a proper response to each of the statements.

Statements Responses

[b] 1. May I ask you for help? a. | think so. When will it take

[c] 2. Can you help me prepare for the
place?

meeting? We need to get those

?
documents printed. b. Yes. What can | do for you?
[e] 3. We need some POS materials for c. Yes. I'll do the printing for you.

promotion. d. The Distribution Department

Which department should | go to for
will take care of that for you.
help?

[al 4. I'm coordinating a cross-department | | & YOU can ask the marketing guys

meeting. Can you join it? for help.
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[d] 5. How can | get my products and POS

materials to the sales point?

Answer: bcead

3.3 Interpretation Drills : Respond to the English sentences with their
Chinese interpretation.

[e]l 1. | don’t know whom | should contact for

a. MIREEARRHZZ AR

information.
[c] 2. Wendy is responsible for recruitment in . ART] LA K — £ F R 45 EL B D
the HR Department. 17, HE—REIRNEEEE,

[a] 3. The Marketing Department will help you . o
c. mBEANERIBARBEIE,
with POS materials.

[d] 4. | suggest we have a cross-department d. BEBENENBA—ITESIINS
meeting to discuss this project. BRI X NNRE .

[b] 5. You can send a memo to other
departments with a copy to your line e. BAFEZEXRIERIER.

manager.

3.4 Translation: Choose the best translation of each sentence.
1. Which department should | go to for help? [A-B-C]

A. FNZEBAERIS KEEEN? B. IIZEMNEBI IR A EN?
C. BMNIZEEBBER]?
2. May | ask you for help? We need some POS materials for the promotion.  [A-B-C]
A BEIBIRERILIE? BRNFBE-LRESERH.
B. HOILUEKRIREILID? HNFE-LEXEANEH,
C. HULIAEKRIIG? RNFE-—LEIIKRKEH,
3. I'm coordinating a meeting for the new product launch. Can you join it?
[B-A-C]
A REEMEABHA - TRAHTR. RESME?
B. RIEEAFH R LHMEBH IR, REESME?
C. firm&RHBSEEHRT, IREELHFEND?
4. What is the responsibility of the HR Department? [C-A-B]
A, ANHEREBEARR? B. AWREEHERAMTARIE?
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C. ANWBREBRIIREZ A7
5. We are running a promotion. May | have your support?  [C-B-Al
A BINEERXRTHEDEE, EEEIMASIRFGE?
B. BAIEEBIMEHER, KOILIBIRAISHEFIG?
C. HAMEEZEIMEHEED, EBEIEAIERG?

Answer: 1. A-B-C 2. A-B-C 3. B-A-C 4. C-A-B 5. C-B-A
Step 4. Let’s talk

Participation Conversations

4.1 Work with your partner. Match the dialogues and then role-play them.
Situation: Mike is a salesperson. He is talking to Wendy, assistant manager in the HR

Department, about recruiting part-time promotion girls.:ﬁﬂ;ﬁi

Episode 1

Mike: Good morning, Wendy. I'm Mike from the Sales Department.

Wendy: Morning Mike. Glad to meet you.

Mike: We're planning a promotion in the outlet. May | have your support?
Wendy: Of course, how can | help you?

Mike: We need some part-time promotion girls to do the promotion.
Wendy: No problem. How many promoters do you need? Are there any
requirements for them?

Mike: We need 6 promotion girls. They should have good looks and some
experiences in sales.

Wendy: OK. | will arrange recruitment for you as soon as possible.

Episode 2

Episode 2

Wendy: When will the promotion take place?

Mike: Next weekend.

Wendy: Mm. What budget do you have for the payment of these girls?
Mike: We recommend a budget of 200 RMB per girl per day. That's 1,200
RMB altogether.

Wendy: OK. | will include their daily salary in the want ads.

Mike: Thank you. That’s a great help.

Wendy: With pleasure. By the way, how do you want to pay the promoters?
Mike: I'd like the Finance Department to pay them.

Wendy: Fine. That’s the normal practice. Good luck.

Mike: Good luck.
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52 Role play BHITE

Situation: Bill is a sales rep. He is talking to Helen, a Marketing Assistant, about

organizing a promotion in Walmart.

Bil: Hey Helen, | was wondering if you marketing guys could possibly arrange a
promotion for us in Walmart?

Helen: A promotion in Walmart? What's it for?

Bill:  Well, you know, the sales in this outlet have fallen in the last three months, so

we are considering a promotion to increase sales, and also to further enhance

our brand awareness.
Helen: Oh, | see. Then what can | do for you?
Bill:  First, could you please send us 5 promotion girls to help? Then we need 20
posters and about 2000 leaflets.
Helen: Possible. What budget do you need for the discounted products and free gifts?
Bill. We estimate that the cost for discounted products is $2000, and free gifts,
$800.
Helen: Um...Ok. You need to send me a proposal. We'll look at it.

4.3 Speaking Out
Now practice the dialogue and role-play it with your partner by using the Mind Map
below.

increase sales

enhance brand
awareness

3800 for free 9ifts

Step 5 Let’s Read
5.1 New words, phrases and expressions

5.2 Skim the text for the main idea F&WJ’TS?
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%% Let's Read

Skim the Text for the main ideas and fill in the blanks with the key words given in the box.

Talk to the boss boss’s boss a bad boss advice or help Flee

Dealing with a Bad Boss

Dealing with a bad boss @ is a challenge many employees may face.
Ideas to help
1) Talk to the boss @ and tell him what you need from him.

2) Get good advice or help ® from your colleague who has experience.
3) Go to your boss's boss @ and ask for help.
4) Flee ® if all your efforts fail.

5.3 Understanding and Language Points
5.3.1. He takes credit for your work, but never provides positive feedback or supports
you in your work.

take credit for: to get the praise for &...MSZIFIE; &I
e.g. She will take credit for your successes and scapegoat you for her failures.

R IRNINGS , FRILRAAMEBMNEREE,

Translation: BRI IEITINFES, ERMENAREEMRNIE, BAX HIRNI

€.

5.3.2. He's a bad boss, bad to the bone.
to the bone: all the way through, or very badly ZItk=, #1&ih
e.g. The soaking clothes chilled me to the bone.
EENKRERREBZORB,
| was frozen to the bone after waiting so long for the bus.
FETXARANAHEARE, RENAIET
Translation: R NMRERN LS, BRERT,

5.3.3. Regardless of the character of your bad boss, these ideas will help you deal with
him.

Regardless of : without being influenced by any other events or conditions <JEi,
E
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e.g. We will continue the race, regardless of the weather.
REXSWE, HIVBGRELLE,
They will carry out this experimentation, regardless of what happen.
AEREMA, WIEETMXNERE,
Translation: RAERN LI 2AIFPHRE, XLEZWNEHTIREMITRE,

5.3.4. Understand that this is your last try, as your current boss may never forgive you
if you take your issues up the line.

forgive:  to stop blaming or  being angry with  someone  for  something
that person has done, or not punish them for something J&ix; &%

e.g. His children have never fully forgiven him. fiB9ZFIIMNEKEE T2 RiFIM,

He forgave his brother for breaking the window. ftRIRMBSFSFITHEF .

Translation: REPFAXERE—E, IRRXEBLHUR, RuURRNIELIRTE
[RIRIREY o

5.3.5. You may want to conduct your job search secretly, but under the circumstances,
it may be time for you to go.
under the circumstances: considering the situation that was difficult or
unusual f£...FBRT
e.g. | think she coped very well under the circumstances.
B SERIER Tt BERAE,
It's amazing that they did so well under the circumstances.
I ERBFIIS IR REM BB ALF, AHWEF T,
Translation: {RBIFEBFATHIIE, EREXMERT, HFEMEBH T,

5.4Translation of the Text
MO SN EIITRE

REE, RSR, BAFL, RESELINRE. E— 1 EHEBE, BHRE, 8
FAEF, HBAMBARA. TERRM, WA, BARSERNIE, BARSFRN
T,

b2 NMEEEN LT, BRERT . STEYEFSHNEE, 25 FEERN LT4E
&, RFSRIAEKOKE. FERNLIZ2MHHERS, ILBNEBHFIRSMHITRE,
5R%%, SFMREEMN, RBURIHLIEAREAHA. EELRHBERREMRNE
XE,

RI—NMEEULHNEE, HiFthSRESIR—LIFORINGER.

MPXLEBLFTE, BAERRLIN EIIKERY., ER, REHAXRRE—
H, EAXEBLESR, RUSFRNIELIZREERRIRA,

MEBTRANBHERKEARATHA, REE2—MiEE, (REFEATRIE, B
EEXMERT, HF2NMEEHFT.

5.5 Understand the Text

Task 1: Work with your partner and answer the following questions according to the
Text.

Question 1. 1. 1. What’s the challenge many employees may face according to the text?
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Dealing with a bad boss is the challenge many employees may face.

Question 1. 1. 2. How can you get what you need from your boss?
Talk to the boss and tell him what you need from him.

Question 1. 1.3. What can you get from your colleague?
You can get good advice or help from your colleague who has such experiences.

Question 1. 1.4. According to the text, what’s your last try when the actions you have
taken do not work?

Go to your boss’s boss and ask for help.

Question 1. 1.6. When all your efforts are in vain, what action should you take?
Flee if all your efforts fail.

Task2 Choose the best answer to the following questions.
[b]l 1. The reason why you feel tired and unhappy at work is that
a. you can’t do the job well b. you are facing a bad boss

c. the workload is heavy d. your colleagues treat you badly

[d] 2. What do you need from your boss?

a. Direction. b. Feedback. c. Support. d. All of the above.
[d] 3. According to the text, from whom may you get some good advice?

a. Your friends. b. Your classmates. c. Your parents. d. Your
colleagues.

[al 4. The last try of dealing with your bad boss is
a. to ask for help from your boss’s boss b. to talk to your boss
c. to get advice from your colleagues d. to flee

[c] 5. The implied meaning of the underlined word in “fleeing is always an option” is

a. escaping from the office b. running away from your boss
c. quitting from the company d. getting out of your seat

Task 2:

5.6 Use the Right Word

Exercises:

Task 1: Fill in each blank with a proper word from the word bank in its proper form
and give its definition in the bracket. The first one is done as an example.
0. There’s no absolute proof, but all the evidence suggests (that) he’s guilty.
[C2]
F|RREHRERIEE, EBREILREEHRBMBESRE.
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1.1 suggested _ an Italian restaurant near the station for the party last week.
[ C1 1]

FRABBNBEEXFRIHEN—REXFIEIE,
2. She __has just been promoted_to senior sales rep.
[ A2 ]

oI R F A S REERE.
3. She’s responsible for training new recruits
[ B2 ]

ith A SREEIF BN R T,
4. Are you ___suggesting  (that) I look fat in these trousers?
[ C2 ]

METZERREFXEEFREEH?
5. The company ___recruits 20 new staff each year.
[ B1 ]

NTABFRE 20 BHMR T,
6. Advertising companies are always having to think up new ways ___to_
promote products.

[TEAEAEEBEEIINEREH, [ A1 ]

Task 2: Choose the best answer to complete each of the sentences.
1. I was bored with my job and felt | needed a new

a. chance b. challenge c. place d.
challenger
2. She eventually him for forgetting her birthday.

a. forgave b. forgiven c. forgive d. forgiving
3. Which of the following is NOT a common expression?

a. to conduct a survey b. to carry out a survey

c. to do a survey d. to make a survey
4. He gets so at not being able to do things for himself any more.

a. excited b. frustrating c. exciting d.
frustrated
5. The lecture him with an opportunity to meet one of his heroes
yesterday.

a. gave b. provided c. offered d. supplied

Answers: babdb

5.7 Tell China’s Stories Well B IBITE
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Translate the Chinese into English in the following text from the Report to the 20th
CPC National Congress.

Reference Answers

Great Unity and Solidarity Eﬂﬁ?

The people’s support is of the utmost political importance, and the united front is
an effective instrument for rallying the people’s support and pooling their strength.

We will build a broad united front to forge great unity and solidarity, and we will

encourage all the sons and daughters of the Chinese nation to dedicate themselves to

realizing the Chinese Dream of national rejuvenation.

Expressions for Reference

to forge great unity and solidarity RBiFXH%E KBS

to encourage all the sons and daughters of ERLK (b)) JL&
the Chinese Dream of national rejuvenation H#EREFERENPEY

KEAZKRKE
ADRBRANER, f—HERERAL . CRABHNEXNEE, TEARKIIERER,
BEFAALERKE, IREAPEILERINPERKEEREXPEL —ERE. —EX
;0

Step 6 let’'s Do

Action One
Look at this organization chart of a Unilever company. Discuss the responsibilities of

the departments and some personnel listed below and put them in the right box.

Department Commerci | Marketin
HR Sales IT Production
s al g
HR Finance / | Marketin Sales IT Factory
Managers
Manag | Distributio g Manager | Manager | Manager
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er n Manager

Credit Media Software Quality
Trainer Order

Controller Supervisor Engineer Controller

Personnel !/ Salary Clerk /

/ Delivery | / Brand / Net | / Workshop
Officer Sales Rep

Officer Officer Supervisor | Supervisor

Action Two
Jack is a salesperson. He is planning to run a promotion in an outlet, but he needs
support from other departments in the company. Work in groups. Complete the table

with the correct information. Refer to the Language Reference below if necessary.

Departments Activities or Support

Jack makes a promotion proposal and has it approved
(0) The Sales Department .
by his manager.

) (d) makes POS materials, brochures, leaflets, etc., for
(1) Marketing Department . o
the promotion activities

(2) The HR Department (b) recruits sales promoters

(3) The Distribution

(a) delivers products and materials to the sales point
Department

) (e) sets up equipment (desks and chairs, lights,
(4) The Technical Department o
loudspeakers, etc.) for the activities

(5) The Finance Department | (c) pays salary and cost for the promotion

Step 8 Let’s Write

Email

Task 1: Answer the following questions about the sample above.
1. Why does the writer write this email?
The writer wants to ___apply for the post of Sales Manager .
2. Who is the recipient of the email?
The recipient is Peter Smith
3. What do you think is the missing subject line in the sample email?
It might be “___Application for Sales Manager
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Task 2:
Complete the Sentences

Complete the following sentences with the words or phrases given in the box.

hesitate writing to inform looking forward to
be grateful Enclosed please find inform me of
1. We are ___writing to inform _ you that your letter of yesterday has been received
with
thanks.
2. We'd be grateful _if you could send us your latest catalogue and price list.
3. Could you please ___inform me of  your decision as soon as possible?
4. _ _Enclosed please find my personal statement.
5. Do not hesitate  to contact us again if you have any question.
6.I'm ___looking forward to  your early reply.

Task 1
John Brown (General Manager) is writing an email to Zhang Ming (HR Manager) about
the smoking issue in the company office. You are required to complete the email

based on the information given below.

From: johnbrown@hotmail.com

To: zhangming®@®hotmail.com

Subject: Smoking Issue in the Office

Dear Zhang Ming,

I'd like you to look into the smoking issue in the company office. You need to get
some figures about the number of smokers among our office staff and come up with
a proposal on how to ban smoking in the office. Do we need to have a smoking room

for those smokers?

Could you please get back to me before next week’s Senior Management meeting

on Monday?

Kind regards,
John
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Task 2
Look at the email and Mark’s note below and use them to write an email to Laura in
30-40 words.

From: Mark

To: Laura

Subject: Meeting on Friday
Hi Laura,

Thanks for your email reminding me of Steven'’s trip to Hong Kong this weekend.

| have called Steven. He will arrive on Saturday evening. | will meet him at the

airport.

| propose our pricing strategies meeting on next Monday morning. Can you let me

know if you are available?

Regards,
Mark

Step 9 Let’s Review
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Task 1

Put the verbs in brackets in the right tense.

1. He was smoking (smoke) a cigarette when Tom walked in.
. Her parents were (be) abroad then.
. We had fulfilled (fulfill) the task by the end of last week.

. She showed me the book she had been reading (read) the whole day.

. We were having (have) dinner with the Smiths at 8 o’clock yesterday evening.

2
3
4
5
6. Jane had been doing (do) the work for a year before | took over the job.
7.1 got (get) to know her in 2018.

8. | was having (have) a bath when the phone rang.

9. Mother had fallen (fall) asleep when | came back last night.

10. He was talking (talk) to my husband at that moment.

11. She found she had left (leave) her case on the train.

12. He believed (believe) that he was right.

13. She had crossed (cross) the Atlantic alone before she wrote the novel.

14. He had been standing (stand) for a long time before he got the tickets.

15. | telephoned (telephone) Jack last night.

Task 2

Categorize the above sentences according to different tenses.

Examples
(from the
Tenses Usage Verb Form
above
sentences)
The Past
Indefinite BERENSE worked 2,7,12,15
(— g X Be)
The Past o
HEEENEEHTHEE |was / were +
Continuous 1,5, 8,10
. _ working
(I X #178)
The Past Perfect | IXEM (8]) EX&EMN
e had + worked 3,9,11,13
(2 E5c Rk AY) E-Y
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The Past Perfect | . -
_ 9 % R B BT — B AR T .
Continuous had been + working | 4, 6, 14

_ apfF
(IF & 5o At 17 HY)

Summary and Exercises:
1. Recite all the new vocabularies in this unit .
2. Master the ways of writing an email and complete the practice after the courses .

HRERE:
Unit 1 7\&3§
Unit 2 &%t
Unit 3 BREFLT



