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Comprehensive Course

Aims
Aims TextA TextB
Words action, affect, annual, character, club, application, arrange, behave, detail, document,
commerce, location, reveal, staff, emphasis, equip, loyal, nervous, patience,
survive, thoughtful, undertake polish, prospect, salary, secretary, sensibly

Phrases |at once, (be) on good terms with, be made up of, | as well, at an end, be concerned about,

care about, connected with, free ... of, in addition | come to an end, equip ... with, get ahead,

to, inform ... about/of, pay attention to, so as to, | get through, in case, in hand, lay emphasis on,
take ... into account, worry about make a list of, of one’s own, on sb’s part

Structures| 1. as ... as 2.no, not 3. even iffthough ...

Skills Reading Translation Writing Listening & Speaking
Cause and Effect IER ¥ Bif% Asking About and
Telling the Time

Text A
Public Relations

I. Introduction
1. Introductory Remarks

Nowadays the term “public relations” has become a more enjoyable ring in the ears of
most people. All of us, in one way or another, practice public relations daily. Over the last
decade, public relations has steadily built its reputation, increased its influence, and earned a
decent respect across a wide span of society. Public relations today is by no means product
publicity or generous trips, nor is it in any sense the gifts to the media at Christmas, or a smile
at the teller’s window. It’s in fact a very deep kind of private and public service. And the
winning of confidence and goodwill of people is just to win the existence and future of their
own, and so it has become the spirit of the entire PR work. Therefore, more and more institu-
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tions today have put forth their effort to understand more clearly the forces of change, to adapt

their activities to new pressures and burning desires, and to communicate more effectively with

the general public. Without such public support, they know they will be rendered powerless.
2. Introductory Questions

Exercise 1 (Page 1)

Additional Questions based on the Introductory Remarks:

1) What is the existing picture of PR work?

2) Is there any misunderstanding of public relations? Give some examples.

3) What is the spirit of PR work?

4) What is PR work generally about?

II. Outline

Public Relations

A. Introduction: (Para. 1)
The importance of winning public Support and trust
B. The Main Concern of Public Relations: (Paras. 2 -3)
1. Winning public confidence and goodwill
2. Giving the public the necessary information about a company
3. Telling the public about a company’s activities, plans or ideas
4. Being on good terms with the public, whether large or small
C. Activities of Public Relations: (Paras. 4 — 8) '
1. The Guidelines for PR Work:
The thoughtfulness about other people’s beliefs, interests, and feelings is the key factor in
gaining the confidence of the public.
2. The Ways to Set up a Public Image:
1) Making speeches
2) Distributing pamphlets and booklets
3) Producing motion-picture films
4) Undertaking public service projects
5) Hiring independent public relations firms

III. Detailed Study of the Text

1. ... they said that a “‘decent respect’ ... why they were freeing themselves of British rule.
— ... in their opinion, what people in general think about had to be given a proper consider-
ation and therefore it is absolutely necessary for the American colonies to let the people
both athome and abroad know the reasons for their effort to gain independence from Britain.
free sb./sth. from/of: to allow someone/something to go free; take away from (a person, ani-
mal, or place) anything uncomfortable, inconvenient, difficult, unwel-
come, etc.
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e.g. She is trying to free herself from a three-book contract with her publisher.
We must do whatever we can to free some parts of the country of poverty.
/' She opened the window to free the room of smoke.
The American leaders believed ... unless they had the confidence of other people.
— The American leaders thought/held that they could free themselves from British rule only
on the condition that they won the confidence of other people.
No company, government agency, ... can flourish ...
— Not any company, government agency ... can develop well and be successful ...
cf. A company, government agency, ... can not flourish unless it pays attention to what the
people think of it.
ZAARREE, SN PR SR R X
1) 2EREEE N RHANELX
none of + %414, neither of + %47, no + ZIHFHEEREI, M. nothing, none,
nobody, neither, never, nowhere, nor, neither ... nor
e.g. None of us were present when the accident took place.
No one is allowed to drive along that road from May to July.
2) #RAG R ARIE R,
every ... not = not every FFA &g eee coefifieeevee
both ... not = not both FFATE P ses cefffeceeee
all ... not = not all FHEASRFTA [Jesecoefifioeeeee
each ... not = not each FFATE £ eee eeeffioce oo
e.g. Everyone can not answer all the questions.
Not every child wants to become a film star.
3) [ always, much, many, often tRE ™A 55 B & :
e.g. We can see that failure is not always an evil.
Not many of things are of use in the form in which they are found.
... about how its actions might affect public opinion ...
— ... about how its actions might produce an effect on/have an influence on public opinion ...
affect: to cause some result or change in; influence
e.g. This is an important decision that will affect the future of the company.
Stock market cannot avoid being affected by the macro-economic policies.
cf. effect:
1) used as a noun
e.g. Government policy will not have any effect on us.
2) used as a verb, it is very formal and means “to bring about, usually according to one’s
wishes””:
e.g. He was able to effect certain changes in government policy.
There is not just one big public ... to survive and grow.
— Any company expecting to continue to exist and develop its business can not just show its
concern about the opinions of large groups.
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10.

survive: to continue to live, esp. after coming close to death
e.g. We survived although others died in the accident.
He is the only man who survived after explosion.
cf. She survived her own daughter by ten years. (to remain alive after someone has died)
Insurance statistics show that most wives survive their husbands. (to live longer than)
The company must be on good terms with the government ...
— The company must keep a friendly relationship with the government ...
be on good/bad terms with: to get along well with; have a friendly relationship/bad rela-
tionship with
e.g. Mr. Smith was no longer on good terms with his wife.
It is quite easy for a teacher like him to be on good terms with his students.
Gaining the confidence of others requires, first of all, thoughtfulness about other people’s
beliefs, interest, and feelings. ‘
— If a company wants to have the trust and goodwill of the people, it must in the first place
think carefully about their beliefs, interests, and feelings.
thoughtful: paying attention to the wishes, feelings, needs, etc., of other people; considerate
e.g. It was very thoughtful of you to come to my hotel to pick me up.
Mary is lucky enough to marry John Smith, a very thoughtful person.
Public relations begins by planning one’s actions so as to respect the rights and beliefs of
other people.
— For the purpose of respecting the rights and beliefs of other people, public relations starts
with planning one’s actions.
so as to: in order to
e.g. He raised his voice so as to be heard by everyone.
I’m going to make an early start so as not to get stuck in the traffic.
Unless a public relations program takes these things into account, ...
— A public relations program can be of little use to a company if it does not include these
things.
take ... into account: to consider or include particular facts or details when making a judg-
ment or decision
e.g. The teachers promised to take into account the wishes of the parents before making any
changes.
His final exam results were not very good, but we must take his long illness into account.
Similar expressions:
take account of
e.g. These figures do not take account of changes in the rate of inflation.
take ... into consideration
e.g. Your teacher will take your recent illness into consideration when marking your exams.
Not all the money in the world ... , can make a company look as if it cares about other

people ...
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11.

12.

13.

14.

AR RE, HE BRI,
as if/though: “as if” F “as though” Z Y, f‘r*ﬂfﬁﬁﬂ%ﬂ:ﬁx
e.g. Itlooks as if/though it is going to rain.
You look as if/though you’re going to cry.
H LA as if, as though 5| FH BRI LA R B IAGES :
e.g. She treats me as if I was/were a stranger.
She treated me as though I were/had been a stranger.
care about: to be worried, anxious, or concerned (about); mind
e.g. He cares about nothing but money.
Henry is such a man who never cares about what people think.
cf. care for: means “like” in questions and negative sentences.
e.g. He doesn’t really care for his occupation.
How could she possibly care for an old and poor man like him?
Most companies, ... to a new location or buying another business ...
location: a place esp. where something happens
e.g. No one knows the location of his hidden treasure.
This corner would make a good location for a power station.
The department is made up of writers, editors, ...
— The department consists of writers, editors, ...
be made up of: to consist of; be composed of
e.g. The United Kingdom is made up of Great Britain and Northern Ireland.
The family is made up of Jane, her husband and three children.
There are many ways to reveal a company’s activities and character.
reveal: to make known (sth. previously unknown or secret)
e.g. She promised not to reveal his secret.
I can now reveal that the new chairperson of the department is to be Bill Handsome.
Ant. conceal: to keep from being known
e.g. The doctor decided that he could not conceal the truth from the old man any longer.
... such as the local chamber of commerce and various clubs.
commerce: the buying and selling of goods, esp. between different countries; trade
e.g. Our country has grown rich because of its commerce with other nations.
Overseas commerce increased 20 percent in the last quarter.
cf. commercial: (when used as a noun) advertisement on teleyision or radio
e.g. The TV show was interrupted by too many commercials.
club: a society of people with a special interest, usu. a sport or entertainment
e.g. He is a keen member of the local boys’ club.
You must follow the club rules.
cf. 1) union: an association of people who see themselves as uniting for a particular pur-
pose '
2) circle: a group of people associated in an informal way because of common inter-
ests
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15.

16.

17.

18.

19.

3) chamber: a group of persons organized for purposes of trade
4) institution: a large society or organization, usu. set up to do something for others.
Printed pamphlets and booklets, ... also help inform the public about a company.
inform ... about/of: to tell; give information or knowledge to
e.g. The radio announcer informed his audience of the plane crash soon after it happened.
John wasn’t informed of the decision until it was too late.
cf. inform against (on) sbh.: to give the police, or someone in a position of power, informa-
tion about the guilt of someone
e.g. I am extremely surprised to hear that she was the very person who informed on her hus-
band.
... undertake projects not directly connected with its business, to help make society bet-
ter.
— ... engage in projects which have no direct relation with its business, to help make society
better.
undertake : to take up (a position); start on (work)
e.g. No one is willing to undertake the leadership of the team.
I must undertake responsibility of the work now.
Besides using their own public relations staffs, ... for several clients at once.
staff: a group of assistants working together under a manager or head
e.g. The university owns apartments for faculty and staff.
The merchant has a large staff of clerks.
cf. 1)staff REFHA, B@WMARPOLK., ARPHAR “staffs” RIE “2ERR7,
2) staff FIAEEIBR, RIESE A%, Wl HEE.
e.g. The school staff are the teachers.
The office staff is (are) efficient and excellent.
at once: at the same time
e.g. The teacher could not listen to all the children at once; they should speak one at a time.
I can’t do two things at once.
cf. Put a burning match next to a piece of paper, and it will begin burning at once. (without
delay, immediately)
Specially trained outsiders often see trends or problems that people inside a company
might miss because they are too close to the situation.
— A company’s own PR staff, who are too close to the situation, are usually less conscious of
new tendencies or existing problems than PR experts outside a company.
Anyone who plans to do public relations work should get as broad an education as pos-
sible.
A RIS g, HEEE A Has ... as ... , WEHK R not as (so) .. as ... , fii
F BEEERRLA T JLA -
1) BESIRAERA.



IV. Summary of the Text

e.g. Waiting for a plane to take off from an airport can often take as long as the trip itself.
(AFTH “so long as™)
2) YiZEHP I RN same B, BB A as, Wi the,
e.g. Michael is home after a year in Jordan and he looks just the same as before.
3) MGG A AR AT B RN, BHEEAEE ANAIE.
e.g. [Exercising is as good a way as any to lose unwanted weight.
) ZE P INA just, almost, twice, three times ZFX IR IER, XA PIBAERITA as, so
ZHil,
e.g. She is almost as happy here as he was at home.

{4/
/
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\vJ
&/

W/

Public relations is a general term describing a wide variety of techmques used by various
institutions to present themselves in a favorable light to the general public. To win public sup-
port and trust has therefore become the essence of PR work, which has been well established

\X
ever since the moment when American founders wrote their Declaration of Independence. The

\ v
‘same still holds true now for any orgamzatxons or companies expecting for their surv1va1 and

growth. In addition to a decent respect for other people’s beliefs, mterests and feelings, many
companies may also give a due EGnsxderatlon to the opinions of the b1g pubhc and smaller

: groups. Many large companies, therefore have a pubhc relations department which does almost -

everythmg such as speeches, printed materials, films fo help inform the public about its com--
panyzFunhermore many companies may also hire independent public relations firms to exert
their influence on public opinion.

V. Text-related Information

1.

public pelations: relations with the general public as through publicity, specifically, those func-
tions of a corporation, organization, government department, etc. that acquaint the general pub-
lic with its activities, purposes, policies, and accomplishments so as to improve its public image
and create favorable public opinion for itself.

Declaration of Independence : a document declaring the thirteen American colonies free and
independent of Great Britain, adopted by the Continental Congress on July 4, 1776. In the
document the author referred to “a decent respect to the opinions of mankind requires that they
should declare the causes which impel them to the separation,” and he tried to tell the world why
they were freeing themselves of British rule.

public opinion: the opinion of a majority of the people generally, esp. as a force in determining
social, political or economic action.

public relations officer/worker (P.R.0.): a person employed within a corporate or institu-
tional framework or in a public relations counseling firm to promote good public relations.
public service: some service performed for the public with no direct charge, as by a private
corporation. ‘
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Text B

The Interview

I. Introduction

1.

Introductory Remarks

There are many occasions on which you can be expected to take an interview. During the
interview, your personal qualifications, abilities and the training received are-the factors wor-
thy of the interviewers’ consideration, and your appearance, personalities, behaviors and man-
ners may become equally important as well. The passage you are going to read will tell you
more in detail about some dos and don’ts in the interview.
Introductory Questions
Exercise 1 (Page 10)
Exercise 2 after reading the passage (Page 13)

II. Outline

The Interview

A. Preparations Before the Interview

1. Information about your personal qualifications
2. Knowledge concerning the employer
3. Promptness and attractive appearance

B. Behaviour During the Interview

1. Showing courtesy in your appearance and manner

2. Answering questions simply, directly and honestly

3. Looking straight at your interviewer and calling him or her “Sir” or “Madam”
4. Getting ready with any queries about the company you have applied for

III. Detailed Study of the Text

1.

... your prospective employer ...
— ... your possible future employer...

2. How do you prepare yourself and behave during this interview?

behave: to do things, go about, meet people, talk, etc. in a socially acceptable or polite way
e.g. The children do not know how to behave themselves decently.

She behaved as if she were a child while answering the teacher’s question.
The following advice should help you get through this most important first step towards
getting a job.
— The following advice should help you successfully in the interview, which is the most

important first step towards getting a job.



Unit 1

get through: to pass through, or come successfully to the end of
e.g. We were all delighted when we heard he had got through his final exams.
The government managed to get the new law through despite strong opposition.
cf. get through with: to finish (AmE)
e.g. When you get through with your work, let’s take a trip abroad.
First of all, do everything you can to prepare for the interview ...
— First of all, you should get everything ready for the interview ...
prepare for: to get ready by making necessary arrangements, planning, studying, etc.
e.g. He requested his classmate to help him prepare for the interview.
Let’s hope for the best and prepare for the worst.
cf. prepare to do sth.: to prepare oneself to do sth.
e.g. The hero bravely prepared to die for his country.
China was preparing itself to take over the sovereignty of Hong Kong.
arrange: to plan the details of (a future event); organize in advance
e.g. The meeting has been arranged between the two parties.
Unless otherwise arranged, the conference will be held in July.
Make a list of all the points ...
make a list of: to put ... on a list
e.g. Please make a list of those who are coming to the dinner party tonight.
According to the new tariff, a full list of this kind of goods has been made at once.
Equip yourself with all your certificates and other relevant documents, ...
— You should supply yourself with all your certificates and other relevant documents, ...
equip ... with: to provide with what is necessary for doing sth.
e.g. They equipped themselves with a pair of sharp axes and set out for the forest.
The newly established factory is equipped with the modern machines imported from Ja-
pan.
cf. His wide experience ensures he is well equipped with for the challenge ahead.
document: a paper, small book, etc. that gives information, proof, or support of something
else
e.g. Let me see all the official documents concerning the sale of this land.
Shakespeare’s plays, particularly the great tragedies, are the most vital human documents
in literature.
... denoting subjects and credits, ...
— ... showing subjects you have learnt and credits you have got ...
... then you should list details of this as well and your reasons for leaving.
— ... then you should make a detailed list of this too and also give your reasons why you left
that job.
detail: a small part, component, fact, item, etc. of something larger
e.g. Although sometimes too much attention to details may be costly, they should not be over-
looked.



