B2 3 A W ARt

HIGKHER EDUCATION PRESS




ﬁ eme Az xee
h & RWz WEBET FLE NS

L ETUEIBERINGHBM

%g 1 '-r l

HER EDUCATIONIERES




HEEN®EB (CIP) MiE

MBI EE / SfEBER. —Ite:. REETF
WA, 2010.2
ISBN 978-7-04-028924-4

I. O 1. O M. OLHF - K& - REFK
: BARZER -8t V. OH31

o E A B B4 CIP BT (2010) % 022729 5

RUmE ARt WEIRE K A
HER mAZ  REDH s

HRERTT BSEHEF LT MEHLE 010- 58581118
# O ETHERRESAE S %|EA 8008100598
BBBIANAS 100120 M it http: / www.hep.edu.cn
&  Hl 010-58581000 http: / www. hep.com.cn
M _EITM  http: / www. landraco. com
£ # BaBBEEBRTERAA http: // www. landraco.com. cn
B B dtESCEIRT HEBW htp: / www. widedu. com
F K 787%x960 1/16 B & 20108E2HA81K
B % 14 B & 201042 A% 1 REARI
F ¥ 267000 EH 23.00 T(ENE)

A0 BRI B R R R, TR AT B R TR W
BERE SRsR
WES 28924-00



&%u*,ﬁﬂiﬁfﬁﬁ/&%%%ﬁﬁfﬁ&&W%*ﬁ%ﬁ*ié@i*mﬂk
ﬁ%{%%,?ﬁﬁﬁﬁi%ﬁﬂ’s%’%mﬂk‘&ﬁ%ﬁi'&w%,ﬁ’?ﬁﬁ%ﬁﬁ?ﬁﬁ%mﬂk
BEHFEX. Bx—AR BT ARAREERPTLERFRTEAR
A REEHEM.

ﬂiﬁﬁé’rﬁﬁﬁ%ﬁi&%?flﬁlbﬁ%i%%%ﬁﬁﬁﬁ,u%%mﬂk%%&%%
B, e TAE 12RE. TRATHEAREEME LS ATEERTHE
2 L EST &

k)

1 “BRL"HHFEX

u“umiﬁs‘é%%ﬁﬁ”,%ﬁ%‘%ﬂ%‘Rﬂki)ﬁiﬂ&%%%?ﬁm%%,&
#ﬂﬁﬁ%ﬁﬁﬁkﬁ"‘%ﬁﬁﬁ%)ﬁ'ﬁséﬁﬁﬂ'%iwmﬂkﬁﬁﬁo

2. flFth#E R

W\*%%Hkik%i%&ﬁﬁibE#J,ﬁ/hﬁi.ﬁ%*ﬂmﬂkﬁ%ﬁi&i’riﬁﬁ,%}é
BLIR B b, AR HLEVF W BEEUMTAE FRARBF I LRI
®. 3&%“1&‘1"—%,%*f&”,ﬁiiﬁﬁﬁli,*%ﬁ%%ﬁm%ﬁ%o KT HR
#Eﬁé‘lEi#ﬂﬁ&ﬁ,iﬁﬁﬁl)\ﬂﬁ'—%ﬁﬂf&,ﬁ#iﬁiﬁ)\ifﬁ*ﬂﬁ’lI%S
TR, ARES Eﬁ\ﬁ*ﬂﬁ%‘#ﬂﬁﬁﬁﬂﬂﬁﬁﬁﬁﬂﬁ%%ﬁﬁi%,%ﬂ
o 7 4R # Learning Contract. Self-assessment Checklist f# Team Project

] «



Checklist X B REH,F R FARG TR AE . ERK.F B —FKt, 3
ERFLEBEFIATBRAFIENED  ERASERY FIEBBEEH M
BEFI#A.

3. ERMAE

BWHBLS 2R, ETLERXMRELR AP RIEF L, EMB LT RK
BEWAETHERENAEHEERENHX, AREWBG A A, %
MREGRABHEEZIER AFAETEALER, AFEANBIHEEUT LS.

4. BFWIFHEE R

ABAEELRFENEERL R, AR EREFLETEF M
S BT AREM BRI EEN, WA EIF L RRF TN =M 7 X8
% 4, X JF Learning Contract, Self-assessment Checklist, Team Project
Checklist LA E TR AE LB FREW TR (R F . XR.XFHH
EOMFARNEIIRBE AT EN B FHTRE,

5. SIEMHHFE R R

WL HFFTOFE R, BA MP3 LA, #HA M T+ 4 Study Resources,
HFERFBEARAAFARZHTHRES.

AE MR

AHERATIH LR A¥EE 2009 4 F A RAHEEZRR, HHREYG
RERVAFZ - AR RECEE R A KBEEH(Unit 6), KU E ¥
Bl X4 (Unit D, 5% A BA X Tz (Unit 4) . # & F (Unit 5) . % £ % (Unit 2)
FoEH M (Unit 3), K FH F KRN 2 A Jeremy Williams, Brett
Cornish ## Trevor Lamb, B#ffT L E# XX KK A4 . F X REL TR LHBEL
EARBIFRARENH .,

BAETESE - MRLER.BET A EFHE . UTE R FEAN¥
JHABRI(MERYREE)Z - 2N ER ARIAENE L, SFEMLE
KA E L% G

B &
2010 % 1 A



Sunum jIom je IO1[Juod Buiaesy/3uiye) .
. ) ) 19841 Jo [IvV
j159q | 90o10N °Z B DA[0S2I 0} MOH 'Z ofessolN ‘7
JlpueH ue) |
oY) ‘o | Sunm ssoq Inok gum SUOTIBSISAUOD
i
oW I Suore 193 01 MOY ‘T suoydspa], ‘1 & HTEL
911onbnyy ssouisng 7 .
iPEN SN
UoIIB)NSU0D Uy 9OUDISJJIP
Sunum SALI(] SonSs]
armynd pUE SOLIUNOD UI)SIM [eInymnd
11odoy [eIM3[NOISIU]
-SSOID) usemiaq ssausjod moqe Juiye], w
UO SOUAISJHIP eI " ¢ imn
S
Sunum UONBITUNUIWOD A
soefdyiom Surromsue SJuno))
e rendod e [EQIGATON g -suonsany) - UOTJROTUNLIU
15 sojdound SIS UOIJBSISAUOD ) & v 0
3q 01 MOH soyeIsI 1 3un
Sunum ok saoxdury ‘T )
UOTIBSISAUO)) '
JjosinoA 109(0id Buijeads JoBJUOD
Buim Buipesy soidoy /opiL
1891 wea| w Buius)si Buiuiea

(¢) SINAINOI




Aressopn ‘¢

1duog
pue sk3y 'z
$IOINOSAY
Apmig 1
:xipuaddy
ownsoy ‘7 QWINSaY SMIIAINU] qQOf 7 iqof
qol & 10y ' SIYL 39D
S10139] SI9119] J2A0)) - Josanok
Supung I9A0D ' spe qor - Buiquiosa(y - 0 AT P
o 9 nun
SO13S1IBYS swreigerp a9y} jsem3ig
i3utppIq
sn uondriosap Y1IM 31] 0} MOY jmoqe Juyfey, - JoJ pesH
1 weidelq uonejuasaid soIn8iy e se o
uom no
A poo3 © oyew 0} MOL] urziugooay G yun
*019 “2Fe3iI0w
¢J193eurwr JuUnodoe feuosiad e 0} jsur1o.g
JUNOdOE ¢pIed 11paId
Kouow UOHONPOIIUT JoIIq V JO plIoM
[euosiad e e 10] Suiddy -
poo3 Surpesa: B Ul oIy 9M
dn me1qg Junodoe
B SI OYM SIUSWNJOP 32INOSIY ° ¥ mun

ue JuiuadQ -




Unit 1 Comun|cat|on Counts! teevecesssccncestssasaseseretesnstacsecserantns

Learning Contract e T T T Y T T R R R R L LR L L LR AL A

Unit 2

Unit 3

1. Listening & Speaking ««eesssesssesssesnsesesnssnnssnsensenerssnsosnss
[l. Reading se-eeeeeessssssrsssssusssssnsummumusnsssusuesnasansnsanasscasess
V. Team Project: How to be Popular at Workplace ~ssseeeee
V. Test YOUISEIE servereeneenssesnssesssnsuransananecnsansanensnsnnensace
Intercultural Issues Drive Me Mad!  «eereeseeseesssrsssessneneas
Learning Contract O X T T P Y PR TR T LR TR SR A RLER LS
T. Listening & Speaking —cesessscsesseersesasssensacessacneasnsansusaces
Tl. ReAding se-esereesrsessnssssacsssisssssasssanansssasacassssasasasnsnssees
]]I' writing: Investigation Report ceseesssensesassesssssneranssocssnne
V. Team Project: Cross-culture Consultation = -sesececeomsssseneess
V_ Test Yourself eessesesssesesseassesssssasstencessoensssessosensternnrtette
| Can Handle All Of These!  seseeesssessrsssnnassnsseuenseeenneies
mrning Contract tescssesscsscsensecsntecenanssesestarssenseseniste
I . Llstening&Speaking eeeescsscsssssscesassasssesccssnrestssRTeRettte

H' Reading B L R AR R LR A ARt

o B~ W

11
16
18
21
23
24
27
32
37
40
43
45
46
49

A
IAY
nN



]]I . ertlng .................................................................. 54

IV. Team Project: Me, the Best] — ce-oceeessesessuscssinieniueinnnn 60
V. Test YOUrSEI ++oeeeeeeeeerserrmnmmmummmmnntinianiananenaaessnsniueieenens 62

Unit 4 We Are in a World of FOrmS!  «eeeeeessesessiscssesisiiininineinannn 65
Learning CONLIACt  +++essessssssssessarsssssssssssonnissinisaniessnens 67

. Listening & Speaking sssssssesssssessessessessssscisssinninnnies 68

[[. Reading -eeeeeeeereseesssrsneessssssnimtiitiinminnuuintiniinaneeeaens 70

. WEQting ceeeeeseeeereesenesssnsmnessnnsnsttistisstiinssnneiieennes 76

IV. Team Project: Who is a good money manager? «rereseceseress 80

V. TeSt YOUrSEI «+eeereererreerermmrmmtmmmmnmuiinienanninennsennnnacsaseens 83

Unit S He Has a Head for Figures! .......................................... 87
Learning CONLIACt  «++sssssssssssseesarsssstsssscsintnisssinnnienasas 89

I. Listening & Speaking «reesesesseeessseresesesscsssiiisnsisuniiinens 90

1. Reading reeeeeeeeseeeessnsessunmsnineeesunnsnnieiistnientisiitiseaene 94

. WEHting ceeeeeeeeeessseessrssssnnnensnuensnnncesnnntessessisnisisiniens 99

IV. Team Project: You won the bidding! — srerereeescrcececncecene 103

V. Test YOUTSEIf «ereeeeeesessannnnennneeuientneneeneiiisiceeiieainins 106

Unit 6 1'd Like to Get This JOb! «ceerecrrericuttntniiiiiiiiiiiiiiiiasiesen. 109
Learning CONLIACt «r+ssseesssresssssnssssecssssssisnisissssisnns 111

1. Listening & Speaking ««+-ssesessessssssssrssrsessessoniesssissnsnns 112

[[. Reading «eeeeresrseeessessnnessssssssssnntinneeensninnsinisisstssnns 114

. WEQting «e+eereeresnsennesnsansueesnenentassctenonteuiississnnnnineees 118

IV. Team Project: Hunting For a Job «ceeeeeeeseeeeenncsaannanen 123

V. Test YOUrSEIf +eoereeeerensasssermmmmmiieneeernnuieniennnniuuuasnens 127
Appendix 1 Study RESOUrCES  oereesererrensnemmiintaniiininienauen.. 129
Appendix 2  Keys and SCript «eeeeeeeesesesesnenmnnmnnneninuiiinnaeeeeeeeeee. 166
Appendix 3  GIOSSAry cesseeeceresrininiiii e 204
References - ccccceresserteaeecscienstttceantciasartanseesssracsssstnssessstcccssscsnanses 211

e 2



Communication
Counts! 1




AL, 75 B SE BEPDFIG i 1A) : www. ertongbook. com



Learning Contract

promise to achieve the following objectives in this unit;

Learning Objectives (Must)

Leaming Objectives (Optional, .check at least four )

Understand basic elements
of effective communication
skills

[ Search keys to successful communication

[ Search and practice answering questions skills

[ Get to know the meaning of nonverbal communication in
different cultures

Get to know common
communication mistakes

[ Read articles listing common communication mistakes

[] Search real communication mistakes at workplace

[ Create and perform an inappropriate communication
scenario

Apply 4Cs to writing

[0 Study how to apply 4Cs when writing E-mail

Apply verbal and nonverbal
communication skills to
team work

[0 Observe common mistakes
communication

made during daily

Student Signature

Teacher Signature

Witness Signature

Date




Communication is a learned skill . Most people are born with the physical
ability to talk , but we must learn to speak well and communicate effectively.
Speaking, listening and our ability to understand verbal and nonverbal
meanings are skills we develop in various ways .

Q I. Listening & Speaking

Warm-up

Use the scale below to rate yourself on your communication skills.
0—no ability

1—enough ability to get by with help from others

2—some ability

3—strong ability

Speaking effectively Perceiving nonverbal messages
Writing concisely Persuading
Listening attentively Reporting information
Expressing ideas Describing feelings
Facilitating group discussion Interviewing
Providing appropriate feedback Editing
Negotiating Total Points

Total Points

32~39 You have great confidence in your communication skills.

21~31 You have good communication abilities with room to grow.

13~20 You are getting started on the right track to effective communication.
0~12 You need to get started building those communication skills.

Task 1
1. Listen to the passage. The speaker is talking about avoiding conversational

= 4



mistakes. Can you list the four mistakes mentioned in the speech?

D 2) 3) 4)
2. Listen again. What are the speaker’s suggestions for showing interest?
One way to show interest is by

3. Discussion
Among the mistakes mentioned above, which one do you make
frequently? Share your experience of making such mistakes.

Task 2
1. Prediction
Vivian is seeking feedback on her interview for promotion with her manager .
Why didn’t she get promoted? Make a check in the appropriate box .
[Jlack of confidence [Jask too much [Jteamwork
[Ifocus on individual work [too nervous  [Jawareness of diversity
2. Listen to the dialogue and check your answer.
3. Listen again and decide if these sentences are true (T) or false (F)?

Sentence True or False

1) Vivian thought that her interview had gone very well.

2) The manager said that she looked smart for the interview.

3) The employee had only talked about her contributions in the interview
and not those of the rest of her team.

4) Vivian admitted that she answered the interview questions well.

5) The manager said that her openness with her colleagues was a strength.

4. Discussion
Name at least two mistakes Vivian made during her promotion
interview. If you were to give some suggestions to Vivian about how to
improve her question-answering skills, what would they be?
For example: listen to questions carefully, speak clearly, speak from

experience and present it as evidence and so on.



Task 3

Pair work: Study the following two written situations, analyze different
aspects of conversations and discuss how to listen actively by responding with
questions and repetition.

Situation One:

You are at the Financial Aid office. The secretary is explaining the
financial aid application process to you. You look straight at her. You don’t
say anything. The secretary stops talking. What does the secretary think?
Situation Two.

Your sister just had a car accident. Although the accident was minor,
you are still worried about her. You are telling the story to your friend. Your
friend nods his head while you speak. When you finish explaining the story,
he says, “That’s too bad.” In your opinion , how does your friend feel about
your story? How does your friend make you feel so?

« |I. Reading

Warm-up

Here are characteristics of good communication. Which are the ones you
often use when communicating with others? Please tick them.
[] Listen attentively [ ] Maintain eye contact

] Speak clearly (O Proper response or feedback
(] Show interest {1 Support your communication with your actions
Task 1

Read the passage and check your comprehension.
Improving Your Communication Skills

Good communication skills are easy to develop if you know how! In this
article we are going to be looking at how you can improve your communication skills.

1. Good Communication Skills Involves Positive Language

A good communicator always uses words that communicate clearly what



they mean. For example, rather than say they “might” do something, they
would say they “will” or they “won’t”. Instead of saying “if” they say
“when”, and instead of saying “they will try” they say “they can”.

2. Are You a “Try-er” or a “Do-er”?

People who use positive language are also perceived as being more action
and orientated people. Those who use limiting and vague language such as
“try”, “maybe” and “sometime” tend to be unreliable, lacking in motivation
and will usually not do what they say they will do. Who would you prefer to
rely on? A “Try-er” or a “Do-er”?

3. Win-win

Successful persuaders will always try to find an outcome in which both
people benefit. By creating a win-win situation, both people get what they
want, and persuasion becomes a lot easier and quicker. In order to
accomplish this, cooperation and some sacrifices will need to be made. So
remember, always keep in mind what the other person wants.

4. Speak Decisively

Speaking decisively means being a straight talker, getting to the point
and avoiding worthless meaningless waffle. If you want to say something,
say it. And to speak decisively, get to the point and don’t waffle!

5. Hesitations and Fillers

Hesitations and fillers are usually not words but rather sound like “uh”,
“um” and “errr”. The most common of these is “um” and virtually everyone
uses it. Using “um” occasionally is forgivable; however overusing hesitations
and fillers conveys a lack of intelligence, lack of confidence, uncertainty in
your message and an overall lack of communication skills.

6. Integrity

Integrity means doing what you say you are going to do. This is an extremely
important characteristic to have, because if a person learns that your word means
something they are likely to trust and value what you have to say. Your word
should be your bond, and you should work very hard to honor your promises.

(Adapted from Erupting Mind Self Improvement Tips: http.//www.
eruptingmind . com)
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1. Choose the best answer for the questions.
1) Which saying shows a good communication skill?
A. T will do my best if I can.
B. Yes, I can.
C. I might do it well.
2) What does a “Doer” mean?
A. A person uses vague language.
B. A person will do what they say they will do.
C. A person keeps in mind other’s disadvantages.
3) Which of the following needs to be done in order to
accomplish a win-win situation?
A. Cooperation and no sacrifices.
B. Sacrifice and no cooperation.
C. Cooperation and sacrifices.
4) What does “don’t waffle” mean in point 47
A. Don’t say meaningless words.
B. Don’t speak decisively.
C. Don’t say anything.
5) Which mistake can not be forgivable?
A. Use “Um” during conversations.
B. Show too much hesitation.
C. Do what you say.
2. Speaking
You and Andy manage an investment forum on weekends. Andy
takes advantage of you by coming late, leaving early, and taking long
breaks. You want him to recognize the problem and fix it. In what ways
could you handle the situation?

Task 2
Read the passage and complete the exercises.
Non-verbal, Interpersonal Communications

Nonverbal communication refers to sending and receiving messages



