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UNIT 1

Occupations
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&% Brief Description

Understand the following items and give a brief description to each of them, trying to
express yourself clearly.
bank teller physician’s assistant (P. A.) flight attendant

sanitation engineer shorthand typist maintenance engineer
$4% Workplace Dialogue

Listen to the dialogue which takes place in working surroundings and finish the exercises
followed.
1. Get familiar with the following expressions or phrases in order to understand the
dialogue better.
(1) That sounds good.
(2) P’'m all ears to
(3) remold building into
(4) a five-hundred-acre farm
(5) live a light-hearted life in the countryside
(6) She is said to be the kindest person in town.
(7) We keep in close touch with each other.
(8) How about the last sister?
2. Decide whether the following statements are true or false according to what you have
obtained from the dialogue.
(1) Tom often may work on the construction site, or he may work inside finished
buildings.
True False
(2) Tim and George perhaps often drive tractors to plow their fields.

True False

(1)
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(3) Elisa may be busy doing housework, though she graduated from a nursing
college.
True False
(4) Jane’s husband works at the same school as Wendy does.
True False
(5) Including Wendy, her parents have five daughters in all.

m True False
3. How many vocations do you know? How much do you know about them? There are

too many occupations or vocations in the world to learn about. Find out some

such as:

Occupations Simple description

1 Truck driver

Security guard

Programmer

Professor

Electrician

Civil servant

Astronomer

0 N[NV AW N

Accountant

%+ Reading

Read the following passage and finish the exercises followed.

General Office Clerks

Rather than performing a single specialized task, general office clerks have
responsibilities that often change daily with the needs of the specific job and the employer.
Some clerks spend their days filing or keyboarding. Others enter data at a computer
terminal. They also operate photocopiers, fax machines, and other office equipment;

prepare mailings; proofread documents; and answer telephones and deliver messages.

(2)




UNIT1 Occupations BHEHE—

The specific duties assigned to clerks vary significantly, depending on the type of office
in which they work. An office clerk in a doctor’s office, for example, would not perform the
same tasks that a clerk in a large financial institution or in the office of an auto parts
wholesaler would. Although all clerks may sort checks, keep payroll records, take
inventory, and access information, they also perform duties unique to their employer. For
example, a clerk in a doctor’s office may organize medications, a corporate office clerk may
help prepare materials for presentations, and a clerk employed by a wholesaler may fill
merchandise orders.

Clerks’ duties also vary by level of experience. Inexperienced employees may make
photocopies, stuff envelopes, or record inquiries. Experienced clerks are usually given
additional responsibilities. For example, they may maintain financial or other records, set
up spreadsheets, verify statistical reports for accuracy and completeness, handle and adjust
customer complaints, work with vendors, make travel arrangements, take inventory of
equipment and supplies, answer questions on departmental services and functions, or help
prepare invoices or budgetary requests. Senior office clerks may also be expected to monitor
and direct the work of lower-level clerks.

Work Environment. For the most part, general office clerks work in comfortable
office settings. Those on full-time schedules usually work for a standard 40-hour week;
however, some work on shifts or overtime during busy periods. About 24 percent of clerks
worked part time in 2008. Many clerks also work in temporary positions.

Education and Training. Employers usually require a high school diploma or
equivalent, and some require basic computer skills, including familiarity with word
processing software, as well as other general office skills. Although jobs of the most general
office clerk are entry-level positions, employers may prefer or require previous office or
business experience.

Training for this occupation is available through business education programs offered in
high schools, community and junior colleges, and postsecondary vocational schools. Courses
in office practices, word processing, and other computer applications are particularly
helpful.

Other Qualifications. Because general office clerks usually work with other office
staff, they should be cooperative and able to work as part of a team. Employers prefer
individuals who can perform a variety of tasks and satisfy the needs of the many departments
within a company. In addition, applicants should have good writing and other

communication skills, be detail oriented, and be adaptable.

UNIT 1
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Advancement and Promeotion. General office clerks who show strong communication,
interpersonal, and analytical skills may be promoted to supervisory positions. Others may
move into different, more senior administrative jobs, such as receptionist, secretary, or
administrative assistant. After gaining some work experience or specialized skills, many
workers transfer to jobs with higher pay or greater advancement potential. Advancement to

professional occupations within an organization normally requires additional formal

m education, such as a college degree.

%% New Words and Expressions

specialized | 'spe[olaizd] adj. &[0, & HK, LK
specific [ spr'sifik | adj. BHHEH, BAARY

keyboarding [ 'ki:bo:din] n. &R AGE

terminal [ 't3:mmnal] n. (GHEVLH) Kk
photocopier [ ‘fouta,kppia] n. FEIHL, EEPHL
proofread [ 'pru:firizd] vi. & vi. KX}, A

significantly [ sig'nifekentlt| adv. %ZEH#, {HS 1 Hib
institution [ 1nstr'tju:fen] n. ¥, AIEHLH
wholesaler [ 'haulserla | n. #tA& R

payroll ['perroul] n. T¥AH, THRAH

inventory [ 'inventeri] n. TE4H %, 755
medication [ ,medr'kerfon] n. B(Z4, 2y

merchandise [ 'm3:t[endaiz] n. &, %Y

spreadsheet [ 'spred.[i:t] n. HFEHEER

accuracy | 'sekjuresi| n. ¥EHaE, Kt

budgetary [ 'bad3itert] adj. FH LK)

monitor [ 'monrte] n. WA WA AT

temporary [ 'tempareri] adj. IEEFHY, BHTEY

equivalent [ 'kwivalent] n. & adj. % () , 58 (#)
familiarity [ fo.milt'serttr | n. 2%, B

postsecondary [ 'paust.sekendart] adj. H2£J5H), H2EEEA 2 5 H
cooperative [ kau'pparativ] adj. SVEH, IMER, BL& 1
interpersonal [ 1nta'posenl] adi. A5 AZIEIH, AFRHK)
analytical [ ,zena'litikal] adj. 37 H),E T HrHY
supervisory [ ,sjuipa'vaizeri] adj. EHH, WERK

(4)
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administrative [ seed'minnstrertiv] adj. 7B, EHK
take inventory SCHUYE &S ALAF ; Gl I B

be expected to do something A3 SEHFE I ; g =
a variety of FF&FERY

in addition 5 4h, H5h

$+% Comprehension of the Reading Passage

1. Decide whether the following statements are true or false according to the passage.
(1) General office clerks may do various jobs even in the same office.
True False
(2) The specific duties assigned to clerks keep the same according to the job
description.
True False
(3) Inexperienced employees may only be trainees and do some temporary jobs
monitored by their supervisors.
True False
(4) Senior office clerks may also be expected to monitor and direct the work of
lower-level clerks.
True False
(5) Those on full-time schedules usually work a standard 40-hour week.
True False
(6) Employers usually require a high school diploma or equivalent, and some
require basic computer skills.
True False
(7) General office clerks usually work alone, and they should be responsible for
what they do.
True False
(8) General office clerks often have no chance to be promoted to supervisory
positions.
True False
2. In the passage, we deal with something relevant to general office clerks. Make a draft
of recruitment advertisement for an entry-level general office clerk by filling in the

Sfollowing table.

(5)



1 Job title

2 Job duties

3 Education and training

4 Other qualifications

5 Work environment

6 Opportunity of advancement

%+ Discussing Topics

Discuss the following questions in class, using as many of the given words and expressions

as posstble.

1.

Talk about the occupations that your family members take up and some
characteristics of each occupation involved in your discussion.

Words and Expressions; family member: grandfather, grandmother, father, mother,
sister, brother; occupations: teacher, farmer, businessman, restaurant keeper,
shop owner, salesperson, manager; characteristics: busy, hardworking, light-
minded, easy-to-do, make much money, hand-to-mouth. . .

Role-play with your desk-mate or your conversation partner to talk about some ideal
occupations you think or you hope to take up in the future.

Words and Expressions: what: civil servant, enterprise manager, professor, doctor,
policeman, military officer; why: good salary, easy to become, decent social

status, be respected. . .

References

%% Workplace Dialogue

Transcript

Martin; Good evening, Madam. How are you?

Wendy : Fine, thanks. How are you?

(6)
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Martin: I’'m fine, too. Thanks. I'm a reporter for the Daily News, and I'm writing a
story about different vocations.

Wendy: That sounds good. I'm a teacher in the school nearby. I'm teaching geography
for the eighth grade.

Martin: Geography was my favorite subject. What do your brothers and sisters do? I
mean, what are their jobs?

Wendy: Oh, I have four brothers and four sisters in all. They’re engaged in different
vocations for a living.

Martin: I'm all ears to what you're willing to tell me.

Wendy: Tom is a contractor. He is my eldest brother. You know, he builds houses for
people and remolds building into what is used for.

Martin: A wonderful vocation.

Wendy: Tim and George are farmers. They each have a five-hundred-acre farm. They
grow corn, soybeans and wheat, and they are living a light-hearted life in the countryside. I
envy them.

Martin: I envy them, too.

Wendy: Bob, the youngest brother, is still a college student. He is studying food and
nutrition.

Martin; That’s a promising major.

Wendy: My eldest sister, Susan, is a property manager. She and his husband manage
three apartment buildings located near the university.

Martin: Property management is important with trivial details.

Wendy: Elisa is a housewife. She is raising three young children. She studied nursing
at college. And, Janice is a realtor. She is helpful to those who'd buy or sell their
properties.

Martin; Oh, I know her, but I don’t know she is your sister. She is said to be the
kindest person in town.

Wendy: Yes, she is. Her husband is the assistant principal of our school. We keep in
close touch with each other.

Martin; Really? That’s interesting.

Wendy: Jane is a lawyer. She makes a lot of money.

Martin: Layers are eloquent, you know.

Wendy : Just like you reporters?

Martin: Aha, I'm only good at writing stories. What does her husband do?

Wendy: He is a gardener. He grows carrots and onions, and corn, tomatoes, potatoes

UNIT 1
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and squash.

Martin; So they eat fresh vegetables every day. How about the last sister?
Wendy : No more. My parents have four sons and four daughters.
Martin: Oh? It’s four. OK, thank you very much.

Answers

Listen to the dialogue which takes place in working surroundings and finish the exercises
Sfollowed.
1. Get familiar with the following expressions or phrases in order to understand the
dialogue better.
(1) That sounds good. Wi A4E,
(2) I'm all ears to FKPEH-FEWT------
(3) remold building into ¥ 55 Bt B A -+ -
(4) a five-hundred-acre farm 500 g I
(5) live a light-hearted life in the countryside £ % i3 H B4 TG
(6) She is said to be the kindest person in town. #E it EdkHE HER KA,
(7) We keep in close touch with each other. AT RIFEHEEBVIHELER
(8) How about the last sister? f/NEITREKIE?
2. Decide whether the following statements are true or false according to what you have
obtained from the dialogue.
(1) True (2) True (3) True (4) True (5) False
3. (%),

®<% Reading

Answers

1. Decide whether the following statements are true or false according to the passage.
(1) True (2) False (3) False (4) True
(5) True (6) True (7) False (8) False

2. In the passage, we deal with something relevant to general office clerks. Make a draft

of recruitment advertisement for an entry-level general office clerk by filling in the
Sfollowing table.

(8)
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1 Job title General office clerk, entry-level

Filing, keyboarding; data entering; operating
photocopier, fax machines, and other office
2 | Job duties equipment; preparing mailings; proofreading
documents; answering telephones; delivering

messages, etc.

. . High school diploma or equivalent, and some
3 Education and training ) ) .
require basic computer skills

Be cooperative, teamwork, good writing and
4 Other qualifications other communication skills, be detail oriented,

be adaptable

) In comfortable office settings, 40 hours per week
5 Work environment .
for full-time

May be promoted to supervisory positions if with

a . strong communication, interpersonal, and analytical
ortunity . . ; " I
- skills; may move into senior administrative jobs,
of advancement L L
such as receptionist, secretary, or administrative

assistant

Detailed Study of the Reading Passage

(1) Rather than performing a single specialized task, general office clerks have

(2)

responsibilities that often change daily with the needs of the specific job and the
employer. 5@ A EHA AR F A — 45 E 1 TAE , T2 AR 48 Bk TAER
B FE MR, A1 R RS AE AR

@ perform 25 “ AT, B

filn .

Local people perform a ritual tiger dance. 43 AZ$47 T — AR
perform unit testing and integration testing 5¢ il SR oI i A 48 A i

Some clerks spend their days filing or keyboarding. Others enter data at a
computer terminal. They also operate photocopiers, fax machines, and other

office equipment; prepare mailings; proofread documents; and answer telephones

and deliver messages. 5 2EHR 51 5 K #PAE & B R BURASCFE, A 2L B 51 W

UNIT 1
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BT AL S E RS . M R ST R EHL A BRI AL
%, B EAER R B S T RIE IR A E R .

(3) The specific duties assigned to clerks vary significantly, depending on the type of

(4)

(5)

(6)

(7)

office in which they work. An office clerk in a doctor’s office, for example, would
not perform the same tasks that a clerk in a large financial institution or in the
office of an auto parts wholesaler would. 43Ff 45 HR 5 i ELA BT R 2R ZREH,
XBOR T ITEA AR B IV A ZE P TAE, Bt 25 TAERER B FIZE K
RS RAABIR E R R B A E TN G, THENSHAR.
@ that a clerk in a large financial institution or in the office of an auto parts
wholesaler would J2&5€ 7H 4], J5 TH 4 B T perform,
Although all clerks may sort checks, keep payroll records, take inventory, and
access information, they also perform duties unique to their employer.
REFRAEIMAZRERIRFT A A AFE R E REFHICT HIEEL.
RBUE B, (B TR 7 Z B AT X R IR M R AT
& sort 7EX BRI, BEE K- 3K7
il
Please sort these files by date. THEHEXEeRY % H 14325,
After they sort the garbage, they are surprised.
B ZIE A TEBARAE
@ take inventory [JRUE R “ SCHE sUALAE s RRIIE R o
i an .
We need a person who can take inventory. FAIFHE - PTHEAEEBIA.
For example, a clerk in a doctor’s office may organize medications, a corporate
office clerk may help prepare materials for presentations, and a clerk employed by
a wholesaler may fill merchandise orders.
B, — MR AT BT EHAETEFE, AR AER AT EARES
YL SRRE, —MRER A R A NFHZEHE RYITH,
Clerks’ duties also vary by level of experience. Inexperienced employees may
make photocopies, stuff envelopes, or record inquiries.
AR A TELBRARITAR . 60 TAELK K 5 T REMEL S ED
% fF B aid FR B T,
@ inexperienced f&H “in — (JZ XA ) + experienced” ¥4 i), BB A
incorrect /A IEHfi 1Y inefficient JoRL R inequal 45
inexact ANHf Y] indirect [B] B inaccurate AN YER 1)

Experienced clerks are usually given additional responsibilities. For example, they

)
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may maintain financial or other records, set up spreadsheets, verify statistical
reports for accuracy and completeness, handle and adjust customer complaints,
work with vendors, make travel arrangements, take inventory of equipment and
supplies, answer questions on departmental services and functions, or help
prepare invoices or budgetary requests. Senior office clerks may also be expected
to monitor and direct the work of lower-level clerks.

TAEZ L+ 5 AR 5Ll W gOR T RSN ERTE . il , A AT 1 ZE A0V 55 sH A Ty
T BC 7% VS TR TR ST THR O B E AR P A SE R Ab B A B 2
Beifr S UL B UME R HERRAT | H VR B 2% A BT 4 7 B B R IR
R 35 FHR BT F) ) 1, 5 B o 4 e SR B DR U 20K . R R EHR 5134 7T
2 B RS S PO BRI B 51 A9 AR

@ handle 7E3X B2 S, BE A2 BAE7

o4 ;

How do you normally handle criticism? /<3 & W] 2b ¥ th A FIHETF?

We should try to find a better way to handle this problem.

FATINEIZ AR BN — > B L B 7 1k R A DR A IR

@ work with someone F 84 5H AT ; MFEA—ETAE, SHEAUME” .
L UE

I just work with him so far. ®HEfMb—ETEES,

He liked to work with young people. fthEXFFERE A — T/,

@ be expected to do something [ B 0 “ A HHE S BRI E" .,
il 4n

Undergraduates will not be expected to take out loans.
TEBER2E AN TR B E 5K

Programmers cannot be expected to make the right choice in this situation.
TEXFIEOLT , A RETR AR FF AR D IE# A %

The senator from Illinois said children should be expected to finish high school and
college. PHAU M S B UL TIN5 R R 2220k

For the most part, general office clerks work in comfortable office settings. Those
on full-time schedules usually work a standard 40-hour week ; however, some work
shifts or overtime during busy periods. About 24 percent of clerks worked part
time in 2008. Many clerks also work in temporary positions.

TERZBAEHT , E @ IVAZHR A ER A EIRE T T, PR E
AR TAE 40 A/ 3B A 26 NTEITC R RHR R 24 BESOinBE TAE ., 2008 47,
KAH 24% pYHR 53 2R, 7 Z 5 L 2 e T,

UNIT 1
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Employers usually require a high school diploma or equivalent, and some require
basic computer skills, including familiarity with word processing software, as well
as other general office skills.

JE 38 W SRR 5L BAT R P SURER R 524 7, B SEA BT LR AR R RE,
IR SCT A B LA B A — 80 3 B A TAEHLRE .

¢ equivalent 7E3X B2 18], R SN, HEY” .

filan .

Currency is a special commodity serving as the equivalent of all the other
commodities and is a general representation of value.

BTRTE G — DIR i A SR D R B o, LA — AR R

Treasury bill is considered cash equivalent. [EEZF4 ALY,
ELEIEOLT , equivalent fEFE RS T, B “SFH A0, HSF 1 ; R XA
il

The two words are equivalent in meaning. X -] & B AH[E .

Accuracy of observation is the equivalent of accuracy of thinking.

R B HER P55 F] T R 4 A MR A

& require " ER ;HE ;L WER,

il 4n ;

The police required the traveler to unlock his suitcase.

B R IR ZH T RAFIT I

Such farms require a lot of extra work. XFERIRIGTEEREHIMNY TAE,

Although most general office clerk jobs are entry-level positions, employers may
prefer or require previous office or business experience.

BIRRKZEI AERE B TAERBATIENO T/, R FESRRFE
AIVaETEERRIIRG

Training for this occupation is available through business education programs
offered in high schools, community and junior colleges, and postsecondary
vocational schools. Courses in office practices, word processing, and other
computer applications are particularly helpful. XIERAY Ik, 7] D43 oF 76 &
X SWERER ERERNELHEFERESE, HAELER CFEL
BRFN At H AU A5 07 T BB R A R B

Because general office clerks usually work with other office staff, they should be
cooperative and able to work as part of a team.

T EE A B GOE F 5 A A FHR G — & TAE, 138 B% A A1
KRB AE R T A A — B3 AR T A

)
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@ part of - B)—FRT" M

B4 :

Education forms part of superstructure. {5 /& FZ#H .

Is Australia part of Oceania? K F| W JEAE KM NS 2

A g, AT LAZE part of BTEIIN— A E IR a, Rl 2A B AR B mHs,
(IEUE

A part of the textbooks have arrived. —/NPIHBLBERIERNT .

Cars are a necessary part of life. K44 1% FH b AT 2D AR 43 o

Employers prefer individuals who can perform a variety of tasks and satisfy the
needs of the many departments within a company. fE—ZK /AT NE, B FHEE
IR BE 58 LA R TAEAE S5 A 2 23R T R/ Z ARG

® a variety of Ji5 IR A BR P %444 17) i) S BOE R v] BRORN W] #0443, R R
“BRBERT

Bt .

Raindrops come in a variety of sizes, even within the same storm.

Bl e [R] — 37 2 IXURRT L, TR VR ) /MBS [ 6

Bigger flowerpot can be chosen in potted garden, plant a variety of flowers
together next. ZARAE b B AT LAE BRI IERL , SR 5 #5 S FpAES vl e —i
They show his interest and great insights on a variety of subjects, one of which
was flight.

B R T A 2GER A BN TR Y RIRA T, Horh 22— 3R kAT,

In addition, applicants should have good writing and other communication skills,
be detail oriented, and be adaptable.

A, SRERSE N B4 B B VR A £ 15 , i 403, 3E L AR i o

@ £ 7% in addition 5 in addition to F¥:AN[A] , in addition )& EE“ HAM, I
Ab7 ;1 in addition to J5 4 1R B Fh1A] ~ ing B, BEE“BR - ZH
Bilan .

In addition, you can discuss problems and pursue knowledge with them.

AR ARET LA S AT e ), 2# B AR

In addition to the copyright law, there is also patent law.

B TR A R

Pairing, in addition to providing better code and tests, also serves to
communicate knowledge throughout the team.

R BE SR S 4 p AR AN Ab , BeXd AT B FA0RAE T BA b A% i

@ detail oriented W E B R “FEYT,
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