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Unit One

At the Office

Related Words and Expressions:

administration
adviser
agency
agreement
apply
assignment
assistant
bureau
cabinet

cell phone
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chief administrator officer (CAQ) BRAITH %

chief executive officer (CEQ)
colleague

committee

computer

conference

congress

copier

council
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county

court

department
desktop

division
document
downsize
executive branch
fax machine

file

government worker
human resources
information
inspector
intercom
investigator
judicial branch
keyboard

laptop

lay off

legislative branch
manager
marketing
message

monitor

mouse

national assembly
operations
palmtop
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parliament
password
personal computer (PC)
personnel
position

post

printer
(overhead) projector
promote
promotion
province
public relations
quit

raise
receptionist
researcher
sales

scanner
schedule
secretary
senate

staff

state

telephone

telephone operator

typist

Patterns:

1. How are your sales looking?
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How is the meeting going?

Have you seen the new job posting?

. The company is laying off people.

. Could you work overtime tonight?

. Do you own any company stock?

. What do your medical benefits cover?
How is the project coming along?

O 00 N O Lt AW

Mr. Wang is expecting you.

—
=]

. I need you to arrange a staff meeting this afternoon.

[u—y
[

. Please distribute this memo to the department.

p—
(38

. I need you to make some travel arrangements for me.

p—
w

. It’s time for your quarterly review.

i
N

. I think it’s time for me to have a raise.
. Mr. Smith might be promoted.
. I’m taking a couple of days off next week.

—
~N N W

. We’ re touring the company headquarters.

—
oo

. Could you e-mail the message to me?
. Just fax the form to this number.
20. You should make a backup copy of the file.

ot
=}

Section A

Directions: In this section, you will hear 20 short conwersations. At the
end of each conwersation, a question will be asked about what was said .
Each conversation and question will be spoken only once . After each question
there will be a pause. During the pause, you must read the four choices
marked A), B), C), and D) on your test paper , and decide which is the
best answer. Then mark the corresponding letter on the Answer Sheet .

1.@/}“5;30. stm.
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C) AtS5:15. D) At 6:00.

2. A) At home. B) ‘At the local library.
C) At school. W’At work .
3;?5/&. Brown’s secretary. B) John Barrett.
\)/Mr. Barrett’ s secretary . D) Mr. Brown.
4. A) Library hours. B) The museum schedule.
C) School hours. AD) A part-time job.
5. A) Eat some food in the kitchen. B) Help the man do some cooking.
C) Call the office. gD)/Cet back to her office.

6. A) Move to the downtown.
B\/'I\f‘ake care of her apartment for her.
C) Look for an apartment for her.
D) Show her to the apartment.
7. @, She went skiing with Bob at the Alps.
B) She looked at Bob’s pictures with the man.
C) She imagined herself skiing.
D) She took some pictures for Bob.
8. A) Looked for a work. B) Lost her job.
C) Made up a story. D) Worked over the weekend .
9. A) That Cathy used to live in New York.
B) That the man hasn’t yet received Cathy’s phone number.
C) That the man lost Cathy’s number.
D) That the man wants to install a phone for Cathy.
10. A) He should speak to the mayor.
\.Br)/He should organize it for the mayor.
C) He should run for the mayor.
D) He should make a good candidate.

*11. A) He was given a raise.
B) He lost his job.



12,

*13.

*14.

*15.

*16.

*17.

*18.

*19.

C) He was made to work longer than usual.

D) He was warned not to be late for work again.
A) They will meet at the man’s office after 6.

B) They will meet at the woman’s office before 6.
C) They will meet at the man’s office before 6.
D) They will meet at the woman’s office after 6.
A) He thought that the meeting was a success.

B) He did not run the meeting.

C) He thought that the chairman had done a lot.
D) They did not have enough chairs at the meeting.

A) She hasn’t made an appointment with the manager yet.
B) She made an appointment with the manager two days ago.

C) The new manager was too busy to see her.

D) She didn’t want to see the new manager.

A) The woman should go to New York.

B) The woman saw the singer in the restaurant.
C) He is sure the woman is right.

D) The woman may have made a mistake.

A) She will type the report.

B) She will write a report.

C) She will type the proposals.

D) She will present the report at the meeting.

A) A repairman. B) A physician.
C) A typist. D) A plumber.
A) He is available either day.

B) He doesn’t want to attend the same meeting.
C) He doesn’t want to attend either meeting.

D) He has another meeting to attend on that day.

A) It’s too early to register for the course.

- 6 -



B) He hasn’t started to think about it.
C) He can’t decide which course to choose.
D) He still has more forms to sign.
“20. A) That she has been accepted.
B) That she should be able to complete some paper work .
C) That she is not qualified for the position.
D) That she has to be interviewed by the manager himself.

Section B

Directions: In this section, you will hear 3 short passages. At the end of
each passage, you will hear some questions. Both the passage and the
questions will be spoken only once. After you hear a question, you must
choose the best answer from the four choices marked A), B), C), and D).
Then mark the corresponding letter on the Answer Sheet with a single line
through the center .

Passage One

Questions 21 to 23 are based on the passage you have just heard.
21. A) Asking their co-workers to play computer games with them.
B) Catching their co-workers at play on the office computer.
C) Using office computers for personal purpose.
D) Knowing that their employers haven’t been aware of the “technology

abuse” .
22. A) About 745. B) More than 940.
C) Approximately 370. D) Over 220.

23. A) To help the employers to trace down the abusers.
B) To trick the office clerks into answering the online survey questions
at office hour.
C) To evaluate the ethical values involved in technology issues.
. 7 .



D) To determine the likeliest people who send out offensive e-mail

messages .
Passage Two
Questions 24 to 26 are based on the passage you have just heard.
24. A) A computer programmer. B) A businessman.
C) A dress designer. D) A doctor.

25. A) Coincidence with his co-workers who having anti-depressants .
B) Playing games in the long and meaningless meetings.
C) Stiff yet changeable dress code in the government office.
D) Wearing hiking boots to the office.

26. A) Ties. B) Tennis shoes.
C) Skirts. D) Capri pants.
Passage Three

Questions 27 to 30 are based on the passage you have just heard.
27. A) Try to fake the personnel officials.
B) Try to leave the desired impression on the personnel officials.
C) Try to demonstrate how smart they are.
D) Try to answer the subtle questions of how well they can deal with

tests.
28. A) Ability. B) Good manners.
C) Agreeable personality. D) Attitude.

29. A) Most career success depends more on personality than on ability .
B) Most career success depends more on ability than on personality .
C) Personality tests help job hunters find out what they are like, and
work out what kind of jobs they really need.
D) Personality tests can avoid the unhappy feelings job hunters may

have in job interviews.



30. A) Our personality will change as a necessary consequence of dramatic
event.
B) All aspects of personality can be measured.
C) American psychologists have always been the pioneers in developing
trait theories.
D) Established personality tests are widely used in the world, especially

in job hunting.
Section C

Directions: In this section , you will hear a passage three times. When the
passage is read for the first time, you should listen carefully for its general
idea. Then listen to the passage again. When the passage is read for the
second time , you are required to fill in the blanks numbered from S1 to S7
with the exact words you have just heard. For blanks numbered S8 to S10
you are required to fill in missing information. You can either use the exact
words you have just heard or write down the main points in your own words .
Finally , when the passage is read for the third time , you should check what
you have written .

Managing any growing business is tough work. Usually we choose to
make this (S1) , because along with the significant pressures and
(S2) , there are also many types of rewards — personal,
emotional, (S3) and financial. At the same time, continued
business success requires we (S4) at our best. We are reminded
of the statistic that 90 percent of all business (S5) are caused by
bad management decisions, and this is one statistic we don’ t want to
experience .

During World War II, U. S. Navy flight training schools (S6)

when student pilots’ skill level reached a plateau, a total break
(9



from their exhausting training curriculum to participate in a fun (S7)
would usually restore their upward skill growth.

Why don’ t you make your company workplace a fun place to work?

(S8) . Employees will look forward to coming to work,

and others will want to join your team.

The key to this fun can be providing periodic opportunities for old-
fashioned laughter. (S9) . A good laugh session
can accomplish all of the following: reduce blood pressure, lower heart rate,

increase respiration, fill lungs deeply with fresh oxygen, increase
circulation, relax deep muscles, relieve muscle tension, reduce pain
sensation, release endorphins (PIMERK), strengthen killer T-cells to resist
infection, aid digestion, and promote relaxation.

The mental benefits are just as impressive. ( S10 )
. If your business is results-driven, employees
will enjoy and benefit from the fun they experience during work breaks.

Simultaneously, the company will benefit from healthier, more responsive,

more creative, and more dedicated workers.



Unit Two

At Home

Related Words and Expressions:

apartment, flat —E 5 H]
attic e A%
daughter-in-law iy E]
diamond wedding i ts
dishwasher VEBIAL
drawer fih
father-in-law i g
fridge vKFH
garage P
golden wedding o4
living room; sitting room R E
microwave (D¢
mother-in-law BLYE
only daughter A4
only son WAF
shutter BEMHEH
silver wedding g
single-storey house Y5
sink JKFd
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