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Unit 1a

Job Description
TEERAA

Background Information

A job description is a list of the general tasks, or functions, and responsibilities
of a position. Typically, it also includes to whom the position reports,
specifications such as the qualifications needed by the person in the job, salary
range for the position, etc. A job description is usually developed by conducting
a job analysis, which includes examining the tasks and sequences of tasks
necessary to perform the job. The analysis looks at the areas of knowledge and
skills needed by the job. Note that a role is the set of responsibilities or expected
results associated with a job. A job usually includes several roles.

Purpose
The objective of a job description is to have a clear outline of duties and

responsibilities to make the screening process as direct and focused as possible.

Job descriptions may have the following elements:

* improvement cooperation by giving all members of the organization insight in
existing responsibilities/roles

¢ enabling career moves within the organization

* determination of amount of pay per function

* increase of results by specification of responsibilities and key performance
indicators

* development of job owner by specification of competences

* may include the phrase “perform other duties as assigned”

Word List

description [ dis'kripfon] n. detailed account of the certain or salient aspects,
characteristics, or features of a subject matter or something seen, heard, or
otherwise experienced or known &



e.g. Could you give me a job description of the position advertised?
PREEER BT LB IR AR A0 T AEHE ARG 7
duty [’dju:ti] n. atask or action that a person is bound to perform for moral or
legal reasons BAH
e.g. Don’t thank me for doing my duty !
XERMRNRE, RAH,
Chamber of Commerce 74
frozen products 3 7= &
production [ pra’dakfan] . processes and methods employed in transformation
of tangible inputs and intangible inputs into goods or services i, 4/
e.g. The factory was built for the production of automobiles.
EFERENTIERERT.
production manager 4 P #8225
consultant [ kon'saltont] n. person who gives expert advice (in business, law,
etc. ) JEiJA]
e.g. the president’ s consultant on economic affairs
BRL T HE 5B
information technology {5 8.5 AR
e.g. The use of information technology could lead to major progress for
developing nations.
RRERNERATUARBPRFERERNHS
PLC public limited company incorporated, limited liability firm whose securities
are traded on a stock exchange and can be bought and sold by anyone. Public
companies. Also called publicly held company. % R H A 7]
financial product & &k
executive [ ig' zekjutiv] n. person or group in a business organization, trade
union, etc with administrative or managerial powers 2 % , T AR
e.g. She’s an executive in a computer company.
R — I EN A RAIATBAR .
sales executive fH 2, HETH
human resources the division of a company that is focused on activities relating
to employees. These activities normally including recruiting and hiring of new
employees, orientation and training of current employees, employee benefits,
and retention. Also called personnel department. A /1%
2



e.g. Poor liman resources prejudice the growing of the firm’ s business.
BENANTEREWE T AGMLFRR,
marketing [ ma: kitig] n. management process through which goods and
services move from concept to the customer Tii 35 &Y
€.g. I think it would be useful for you to leam the basics of marketing.
BRI NET — BTG EHRER TR RE 4L,
accountant [ o'kauntont] n. qualified person who is trained in bookkeeping and
in preparation, auditing and analysis of accounts £}
metro [ 'metrau] n. an underground, esp. in Europe, such as that in Paris.
KR (JLHE BRI, I E R a3 %)
e.g. Can you get there by metro?
VR HE et 5 A HR g 7
business park 745 [d X
pharmaceutical [ fa: mo’sju:tiksl] adj. of or relating to drugs or pharmacy %
#(E) LW, BRIFH, BYH, BEY
e.g. The pharmaceutical company is only a subsidiary of the corporation.
RE LA F RREXANMERAN—FAF,
pharmaceuticals [ fa: mo'sju: tikalz] n. 254,255
e. g. China encourages foreign businesses to invest in pharmaceuticals
industry.
FEBMIMREREELTL.
work for Jg------ THE
e.g. He’s so overbearing that no one wants to work for him.
IR AL, RARIETE,
work in 7ERL S T 1
e.g. Do you work in marketing?
PREET Gt 8P TAED?
work as LIRS 54 THE
e.g. She left school and work as a dress model in the garment company.
M BT 2R B AR 20 7 240 B A4S Lo
work with 5-.---+ &
e.g. I like to work with people who are honest, dedicated to their work.
RERS—HEIH I THERANASE.,
investment products £t %=



e.g. Driven by investment demand, the price of some investment products
began to pick up.

ZEEFRMS, BOBFERTHMEFHER,
do the account for -+ fiK , iC ik
medium-sized company § ZI £}
dlient [ ‘klaiont] n. a customer /1

e.g. She is a frequent client of the local drive-in restaurant.

HRELUHRERTHEE.
food industry £ f )\l
fresh food 78 & &%
normally ["no:moli] adv. usually; ordinarily — &%

e.g. Normally, retail profit rate is much higher than that of wholesale.

—BRR, FEOMHRLREABE,
vaccine ['veksi:n] n. Heeeee :0E s

e.g. Taking a vaccine as a precaution against contracting a disease.
HEFPE DL SRR R

discuss sth with _I:.jf,hﬁ ......

e.g. After some general conversation I said that I had some matters 1 would
like to discuss with him personally.

BRI S, RILA SRR AR MR,
qualified [’ kwolifsid ] adj. having the abilities, qualities, attributes, etc,
necessary to perform a particular job or task S, HEHRAY

e.g. He has distinguished himself as a qualified leader.
ELIEEEHHR T - EHHT.

be responsible for i ¥t

e.g. The state board of health is responsible for hospital management.

EXRPERAKEROER T,
publicity material 2 &1}

e.g. The publicity material sent out by the company stressed their concern
for the environment .
BAAFRBEREEHHRET TR EH LD,

deal with 4b38, Qe

area ['eora] n. range of activity or interest 3, 3. X , §0is, , 1
e.g. Do you prefer to live in a rural area or urban area?
4



HEREERFERRT?
central Europe 1Rk
bealth authority {2 FEHLIY
involve [in'volv] v. to include or contain as a necessary part &
e. g. The differences between the two sides invelve major matters of
principle.
XI5 B 538 e — S B K IR R (RI R
conference [’ konforons ] n. a meeting for consultation, exchange of
information, or discussion, esp one with a formal agenda 213
e.g. I am very glad to present myself at this conference.
TRENEEB LRI K LW
medical press Ej7 {4
applicant [’=plikont] n. a person who applies, as for a job, grant, support,
etc. Also called candidate. fRZEA, HEA
e. g. The company denies to have practiced discrimination against any
appticant.
AFE R FEEFEEFBRATH
employ [im'ploi] #. to engage or make use of the services of (a person) in
return for money; hire J& Fi
e.g. I will engage for his behaviour should you decide to employ him.
IR raEP e B A, IR AR T LB RENTT A
employee [qempbi'i:] n. BR
e.g. He behaves as a boss but is a common employee.
ferg R LA HEHN AR EER T,
employer [im'pbia] n. BE
e. g. I handed in the letter of recommendation from our school to the
employer.
REEREER LT RAABN,
interview [ ‘intovju: ] n./v. a somewhat formal discussion between two parties
in which information is exchanged. For a business looking to fill an open job
position EiR, FKih
e.g. O When you get a job interview you should be polite and self-
confident. EAPHRMZALAIRIFEE.
@ a TV interview B K15



vacancy [ ‘veikonsi] n. an unoccupied post or office ER {423 ik
e.g. I'm afraid the vacancy is no longer open.
RPN PN SHRET .
work-related adj. 5 TIEHER
e.g. Work-related accidents steadily increased from 1990 to 2002.
8 1990 53 2002 4F, THERSEHE K,
personal ['po:sonl] adj. of or relating to the private aspects of a person’s life
WN: )
e.g. It’s very important to have good persomal relationships within our
company .
EARERBRIFMARKXARBREE,
be satisfied with %t &
e.g. I can guarantee that you will be satisfied with the result.
REERE XM EREE
inform (in'H:m] v. tell A, &H
e.g. I regret to inform you that due to the late armival of my flight, T won’t
be able to join the meeting.
RIBRCERE, BMIER, REXES MU,
(SoE]
to inform sb of sth BFEFFHFEA

attend [o'tend] v. to be present at i, &1
e.g. They are expecting a large number of people to attend the show.
MBS E KREUARRNE RS
advertising [’ sedvetaizin] n. the promotion of goods or services for sale through
impersonal media |8 (:lk)
¢.g. She won general acceptance in the advertising industry by her hard
work and excellent performance.
WEEH A TN GHERRRE T S ROTEINT,
advertisement [od've:tismont] n. any public notice, as a printed display in a
newspaper |8, @A Hf%t
e.g. Low advertisement input often forecasts low popularity of the products.
IEBRASEERBIAE = RAZE R,
update [ Ap'deit] v. to bring up to date T3, R A REFA, WARILH
6



e.g. AllT have to do is update the trade joumnal once a week and make some
copies.
REMMBRRSAEF—TREICR FEM—LEH.
current network B BTFI%%
e.g. Another issue is that the current network was built for circuit-switched
B—AEER, BT RIE RN B R 5 TR SRR A o
balance sheet a statement that shows the financial position of a business
enterprise at a specified date by listing the asset balances and the claims on
such assets ¥/ i
e.g. The debts must equal the credits on the balance sheet.
Ber=h fit R LA RPOLTEF,
give advice on #5 A
¢.g. Give advice on improving performance and obtaining higher efficiency.
R UGHHERE MR R TERENER,
short-listed adj. Z13THLER)
e.g. Have you been short-listed for the post?
EAIEHIIAZTIERFLS R LT G2
candidate [ 'keendidit] n. a person taking an examination or test or a person or
thing regarded as suitable or likely for a particular fate or position, also called
applicant &% A
e.g. I consider that he is the best candidate.
RNt R B A ERREN
increase [in'kr:s] v. to make or become greater in size, degree, frequency,
etc; grow or expand H27H , 3K
e.g. He had the audacity to ask for an increase in salary.
e E R K BRI INF K.
output ['autput] n. amount of energy, work, goods or services, etc. produced
by a machine, factory, firm, or an individual in a period &
e.g. The country’s industrial output is three times of ours.
EAERRO IV =RRERMNO=.
after-sales n. HEMRE :
e. g. Afer-sales service including guaranteed repairing, changing and
refunding.



BERFEE: 2. A% 88,
keep a record of iC%
e.g. We'll keep a record of your measurements in a database.
RINSEHEHRBRIFEREEE,
concentrate on {3 EHRFE - b
e.g. If you concentrate on the project, you can finish it on time.
IR EETFXANR B 85, 507 DUHRR 52
sort of Jf, Fik
be based in #F, SEHRE
e.g. The candidate should be able to be based in Shanghai, China.
AEERERERKETYELSE,
self-employed [’ self, im’ ploid] adj. eaming one’ s living in one’s own
business or through freelance work, rather than as the employee of another F
XETAR, BER
e.g. Self-employed or private enterprises and other non-public sectors of the
economy have developed fairly fast.
MEREBESELAHNZTRIRR.



Unit 1b

Working Conditions
TAestt

Background Information

Working-conditions is alternative term for conditions of employment.

All employers have certain legal obligations to their employees, including:
* paying correct wages;

* ensuring a safe working environment;

* supporting an anti-discriminatory and anti-harassment workplace;

* taking out workers compensation insurance;

* paying superannuation contributions;

* paying a range of employee-related taxes.

Employees may be entitled to:

* a range of leave entitlements;

* notice of termination and severance pay;

* protection from unfair dismissal or unlawful termination.

All employers are required to comply with, and exhibit a copy of, all relevant
awards applicable 1o their workplace.

Word List
working conditions T fE &
e.g. The union leaders are campaigning for better working conditions.
TR AN FRHE TR EURES,
comment on sth %, i¥44
e.g. He refused to pass any comment on the committee’ s decision.
A3 E R QMPREEEM L,

e.g. They are unhappy about the noise.
AT XXV R AR AW



take calls answer the telephone ¥EHLTE
supply [ s’ plai] v./n. to make available or provide (something that is desired
or lacking) HERY
e.g. I wonder if you supply toys.
FRRAEREHRNTR,
efficiently [i'fifontli] adv. producing a satisfactory result without wasting time
or energy XL
e.g. Job satisfaction is essential if we are to work efficiently.
B TR B LFURE TN BORT .
make a suggestion &Y
e.g. You can make a suggestion to improve a product or service or to better
serve your customers.
PRPT AR B 7 s B R %, RSN E P IR o
rarely ['reali] adv. to an unusual degree; exceptionally fR/), R/
e.g. Empirical observation says that it is rarely a problem for users.
B8 BR, XX PR EE AR,
annoying [o'noiin] adj. causing iritation or displeasure 4 AfFf%i 9
e.g. Today is an annoying weather.
SREMIAHES
sales performance #5515
e.g. Ability to find and solve the problems arising from sales performance to
ensure a good sales result.
BRIV RHERTHHRT IR PR RIDE,
overtime pay JNEE%
e.g. | am working without overtime pay, so I can take some days off later.
ROINFERA INFER, BT LA AT LATE LU WKUKo
bonus [ 'bouncs] n. something given, paid, or received above what is due or
expected an extra dividend allotted to shareholders out of profits 3 4; 41§,
b3
e.g. In addition to his salary, he has a bobus of 25 yuan per month.
BRIRS MEALH 25 whEL.
anmual [’enjuol] adj. $EFERY, BER
e.g. Knudsen would take over immediately as president at an annual salary
of $600,000.
10



FE A AEE SRR, 5 00 X,
run out of F)E, R
e.g. The aircraft will run out of fuel in another hour.
KHLE — /DR B I 5E .
stationery [’steif(a)nori] n. LR
e.g. You don’t need to pull out your stationery.
FRAZHR,
sensible system & B R 5T
e.g. The United States abandoned this sensible system in1976.
£ 1976 5F , XEEFE T EXNREOHE,
order ['o:do] n. ITH
e.g. The size of our order depends very much on your price.
BAVTRHKR/DERARE LRI TR #iik,
equipment i’ kwipmont] n. tangible property of more or less durable nature
which is useful in carrying on the operations of a business 1 8% , i/
e.g. A system configuration that excludes standby equipment.
—MEEERRENTRECE,
break down #EE, 3 T
give a presentation fi{ Ht %
e.g. I was asked to give a short presentation on the aims of the plan.
AT TR kX it R B RFE— T EBRR
embarrassing [im'berosin] adj. 4 AMALHY
e.g. He tried to evade the embarrassing question.
b A P 1585 & ARESR A0[RI
occasionally [ o'keizonoli] adv. fB/K
e.g. He is a good student except that he is occasionally careless.
R L, REMERE AL,
frequently [ 'fri:kwontli] adv. often 2%
€. g. Toolbars provide experienced users fast access to frequently used
functions.
TALENAZBH AP REREDEFABHER,
shift [ fift] n. a group of workers who work for a specific period or the period of
time worked by such a group {53
e.g. Peter is on the day shift and I am on the night shift.
11



R e, R R,
(JRAE]
work on the day shift | FHf
work on the night shift b7 ¥
review [ni'vju: ] v./n. BB, 1¥65, FE
e. g. Management audit is a review and appraisal of any or all parts of
management activity.
EEE TR E I S — I R FREATH I,
overall [ 'ouvoro:1z] n. THERR
e.g. He changed out of his overalls and into a suit.
T T IR B LT —EAR.
uniform ['ju: nif>:m] n. HR
e.g. A policeman does not wear a uniform when he is off duty.
EREAMEER AR,
regulation [ regju'leifon] n. HLE, %
e.g. How can we get round that regulation?
AT A BE B FF AR TR 9 2
leave [li:v] n. permission to be absent, as from a place of work or duty B3,
o\
e.g. The headmaster recalled all members on leave.
BRBEFAKRBRAR.
line manager person who heads revenue generating departments and is
responsible for achieving an the organization’ s main objectives by executing
functions such as policy making, target setting, decision making 3 227§
e.g. He was recently promoted to the rank of line manager of a big

compary, a fast-track promotion, that is.
Bk, BRI A — R K AR ML, SRR,
break [breik] n./v. a short period between classes at school recess $k &
e.g. We ought to take a holiday soon; we’ ve been at this work without a
break fer nearly a year.
BITESEAEX R IAER—FET , RARZERKET
provide [ pro’vaid] v. make sth available for sb to use by giving, lending or
supplying it $24%
e.g. Design for the probable; provide for the possible.
12



