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Unit 1
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Jobs and Reéponsibilities

Learning Objectives

After completing this unit, you will be able to

reach the following goals

4 Grasp the main idea of the text;

4  Master the useful words and sentence
structures in the unit;

4 Understand the basic skills of writing a
dispatch letter;

% Conduct a series of listening, reading,
speaking and writing activities related to
the theme of the unit.

Useful Terms

In this unit, you will learn the terms about
jobs and responsibilities listed below.
occupation

in charge of

take care of

green hand

cooperation

chief executive officer (CEQ)

outline

The main sections in this unit are shown below ;
1. Warm-up activities

2. Text A and Text B

3. Exercises

Vocabulary

Listed below are some words in this unit that
you should make
vocabulary.
affordable

bargain

discount

outrageous

them part of your

profit margin
profitable
quantity
quote
reflect
throw in
commission
deal
proceeds
sales pitch
specification
swear by
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Looking Ahead

Jobs and Responsibilities

The jobs and responsibilities are often listed in a job description, which tells you the required
skills, position’s duties, organization’s corporate culture, and other important factors related to the
job. Job descriptions exist because employees are very expensive, so smart hiring decisions and
human resources policies are pivotal factors in companies being profitable rather than bankrupt. No
matter what your job is, your first responsibility is to “make your boss 's job easier”.

Following are how you can ask what kind of job a person has: What’s your occupation?
What’ s your title/ occupation? What do you do for a living? What do you do? The most
common answer is; I’ m a manager in the Sales Department.

There are some ways of describing responsibilities; 1. What are you in charge of? I’ m in
charge of training employees. 2. What exactly are your duties? I run the Production Department.
This includes hiring staff, ensuring the production meets deadlines and dealing with customer
queries. 3. What does your job involve? I take care of overseas customers. I usually answer

telephones and write reports.

Introduction

As an employee, it is quite essential for you to be clear about the organization of your
company, and to know how many departments and positions and their corresponding
responsibilities.

Environment Protection System Diagram for Project Manager Department
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‘ Learnmg Alms
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< The structure of a company;
< Useful words; |

4 How to write a dispatch letter;
4 Sentence combination.

Warm -up Actlwty

0 . T S O S v O N S N

Discussion :
1. What is the management structure of a typical company?
2. Do you want to be a manager? Which qualities are the most important ones to be a good

manager?

Text A

oy 0 -

Section 1

A:What would be my daily duties?

B:Well, your job is to compile and analyze financial information to prepare entries to accounts.
You're also responsible for preparing profit and loss statements and monthly closing and cost
accounting reports. Our company just concluded a business transaction. You can help with
documenting various financial sheets involved in this transaction.

A:So, where can I start my work?

B:You will have to check and fill the stationer cabinet regularly. Besides, you have to reserve
the meeting room in advance if there are any important visitors.

A:Got it. To whom should I report?

B;Of course to me.

A Ok, thank you.

B:You're welcome. Feel free to talk to me any time you need help.
Section 2

A:How is the project going?
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B:Well, frankly speaking, I am running a little behind. It’s 40% done.

A :Do you have any problem during the process? You should speed things up.

B:I have little chance to communicate with colleagues when I have problems. They are always
too busy to help a green hand like me.

A:Have you ever helped others when they are in trouble? Most will give a hand to someone
who has helped him.

B:I did. But I am so depressed because there is nobody that will help me.

A:You should have good cooperation with other colleagues. And you know a scientific schedule
brings efficiency to the work.

B:I see your point, but I seem to be on bad terms with them.

A ; Cheer up and pay more attention to your colleagues and the things will be much better. I am
speaking from my experience.

B:Thank you so much.

A:And you should read as much as possible to enrich the knowledge.

B:That’s a good idea. I can learn many useful things from books.

A :We're approaching the critical point for success or failure of this project. You’d better speed
up and catch up with books.

B:Well, I will do it better.

A:If you have any problem in your work, let me know.

B:Thanks very much. I promise I will work harder.

Corporate Information

\

Huawei
Who is Huawei?

Huawei is a leading global information and communications technology (ICT) solutions
provider. Driven by a commitment to sound operations, ongoing innovation, and open
collaboration,, we have established a competitive ICT portfolio of end-to-end solutions in telecom
and enterprise networks, devices, and cloud technology and services. Our ICT solutions,

products, and services are used in more than 170 countries and regions, serving over one third
4
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of the world’s population. With 180,000 employees, Huawei is committed to enabling the
future information society, and building a better connected world.

What do we offer the world?

We create value for our customers.

Together with telecom carriers, Huawei has built over 1,500 networks, helping connect
over one third of the world’s population. Together with our enterprise customers, we employ
open cloud solutions and agile networks to drive efficient operations and agile innovation in
domains like safe city, finance, transportation, and energy. With our smart devices and smart
phones, we are improving people’s digital experience in work, life, and entertainment.

We promote industry development.

Huawei advocates openness, collaboration, and shared success. Through joint innovation
with our partners and peers, we are expanding the value of information and communications
technology to establish a robust and symbiotic industry ecosystem. Huawei is an active member of
over 360 standards organizations, industry alliances, and open source communities, to which we
have submitted over 49,000 proposals to drive standardization and pave the way for more effective
collaboration. We have joined forces with industry partners to innovate in emerging domains like
cloud computing, software defined networking (SDN) , network functions virtualization (NFV) ,
and 5G. Together, we promote ongoing, collaborative industry development.

We boost economic growth.

Huawei genérates tax revenues, increases employment, and stimulates the development of
the ICT value chain in the countries where we operate. Perhaps more importantly, we deliver
innovative ICT solutions that drive the digital transformation of all industries, thereby fostering
economic growth and greatly improving the quality of people’s lives.

We drive sustainable development.

As a responsible corporate citizen, Huawei has made a significant contribution to bridging
the digital divide, leaving our mark in places as remote as Mount Everest and the Arctic Circle.
We are keenly aware of the importance of telecommunications in emergency response situations.
Having faced Ebola affected areas in West Africa, nuclear contamination after the Japanese
tsunami, and the massive earthquake that struck Sichuan, China, we hold fast in disaster zones
to help restore communication networks and ensure the reliable operation of essential telecom

equipments. To further promote sustainability, we help develop the next generation of ICT
5
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talent with our global Seeds for the Future program, in which we give college students from 96
different countries and regions around the globe the opportunity to visit Huawei’s headquarters,
undergo training, and gain firsthand experience in the ICT industry.

We provide dedicated employees with a strong growth platform.

Inspiring dedication is one of Huawei’s core values, and it manifests itself in many ways.
We assess employees and select managers based on their performance results, as well as the
extent of their responsibilities. We provide our teams with a global development platform,
giving young team members the opportunity to shoulder greater responsibilities and accelerate
career growth. In this way, we have enabled hundreds of thousands of Huawei people to yield
ample returns for their individual efforts, and gain memorable life experience.

What do we stand for?

For the past 29 years, hundreds of thousands of Huawei people have maintained an
unwavering focus on our core business, refusing to cut corners and rejecting opportunism. With
a solid, practical approach to everything we do, we have invested patiently , amassing the long-
term, focused effort that leads to great moments of technological breakthrough. Our ability to
maintain this strategic focus boils down to our core values of staying customer-centric, inspiring
dedication, persevering, and growing by self-reflection. The digital era has been generous. We
will make the most of the historic opportunities it presents, and boldly forge ahead to build a

better connected world.
Huawei’s Corporate Culture

Before we know the Huawei’s corporate culture, we must first know what Huawei is.
Huawei is a production and marketing communications equipment communications technology
company. When it was established in 1987, it had only 14 employees, registered capital of
21,000 Yuan. By 2014, Huawei has about 170, 000 cmployces, sales of 287,000,000, 000
Yuan. At this time, Huawei has become the world’s largest communications equipment
manufacturers, the world’s third largest mobile phone manufacturers. Huawei ranks 287th in
world top five hundred; and is on the list of world brand value top 100.

What makes Huawei develop so fast? Is it happened by chance? No, I think it’s inevitable.
Because of its unique Huawei’s corporate culture, it is bound to make it successful.

So, what is Huawei’s corporate culture? Huawei’s corporate culture mainly consists of the

following four aspects: the first, the wolf culture; the second is the innovation; the third is the
6
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efficient management; the last one is the customer uppermost. Following, I will combine
examples to explain the Huawei’s corporate culture, so that we can understand why a Chinese
private enterprise has so rapidly developed into a famous global business.

First of all, it is the famous Huawei’s wolf culture. Wolf, relying on a keen sense of smell,
persistent and courageous offensive spirit, and team work, becomes one of natural stronger.
Huawei’s wolf culture, refers to the above three points of wolf. Huawei has a keen sense of
smell, can discover the development of the industry in advance, so the company can continue to
develop and grow. For example, Huawei foresaw 3G’s popularity, so it paid attention to the
research and developed the key technologies very early. Therefore, when the 3G popularized, it
access to a large number of orders, which achieved the company’s transcendence. With
persistent and courageous offensive spirit, the company has no respect for the status quo, which
helps the company beat competitors from domestic to international for ten years. As for the team
work , it unites the Huawei power, so as to maximize the power.

Secondly, it’s Huawei’s innovative spirit. Huawei pays attention to innovation, and adheres
to more than 10% annual sales revenue for innovation. Huawei has 43% employees worldwide,
about 35,000 people engaged in R&D work. Huawei, focusing on collaborative innovation,
combines the global university and enterprise to innovate, such as Tsinghua University,
University of Manchester, Nokia, Google and so on. In 2014, Huawei submits the most
international patent applications in the world. Thanks to continuous innovation, it improves the
competitiveness of Huawei products and gains the market recognition. By twenty-first Century,
Huawei has become the industry’s giant with constant innovation.

Thirdly, it's Huawei's efficient management. Huawei persistently pursues efficient
management , and ultimately makes it part of Huawei corporate culture. Huawei pursues not only
efficient human resource management, but also pursuit efficient project management, production
process management and financial management. For example, in order to improve the level of
management, Huawei implemented the Huawei Basic Law from 1996 to 1998. Huawei hired IBM
consultants to reform the entire firm’s management model for 10 years. What’s more, in order to
manage legitimately, Huawei practices the rotating CEO system since 2011.

Finally, it’s customer uppermost. Huawei’s service concept is: customer service is the only
reason for our existence. Huawei’s customer uppermost includes two aspects: one is one stop
service meets the needs of the customer as soon as possible; the other is low price, good quality

and good after-sales service. For the former, Huawei’s end to end product is famous in the
7
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world; for the latter, after the disaster, we can see the Huawei’s people rush to repair base
stations and resume communication each time.

When we know Huawei’s corporate culture, it is easy to understand why Huawei can so
quickly become the industry giant, leading the development of the industry. Huawei’s success is

all due to its unique and strong corporate culture.

: Uséful Words

- " - - - -

affordable /5'fordobl/

adj. having the financial means for i fH15&E )

e.g. The company makes wearable, beautifully cut clothes at affordable prices.

RN T LA S SNE R M -& B Ak o

P g A -

1. When that flow is interrupted, we feel the pain in short supplies and higher prices. At the
same time, we derive massive economic benefits when we buy the most affordable energy on
the world market and when we engage in energy trade around the world. (i H 2014 46 H
el 352 S 30

2. What's less clear is whether divorce and separation rates rise in a recession—financial pressures

mean couples argue more but make splitting up less affordable. ( [ 2011 4 12 A [#32/5 )

bargain /'bargan/
v. to negotiate the terms of an exchange WAt
e. g. Shop in small local markets and don’t be afraid to bargain.
7 M NE T, REE A
P UK
Customers competing for good bargains ( ) H 2013 4 6 H Wy J1J530)

discount /dis'kauvnt/
n. the act of reducing the selling price of merchandise 411

e. g. Fulltime staff can get a 20 per cent discount.

SR TR 52 20% HPr.
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P R Z PR
Demand a discount on the dishes ordered. ( H{ g 2010 456 H Wy f1JE )

outrageous /aut'redzos/

adj. grossly offensive to decency or morality; causing horror it 5 ) ; 3% AWt [ /)

e. g. This phenomenon is not as outrageous as it seems.

RFHZHFAMRER ERIHEEN

profit margin
A profit margin is the difference between the selling price of a product and the cost of producing
and marketing it. FF|(F)
e. g. The group had a net profit margin of 30% last year.
FAE XA EE R AEFTER N 30% .

profitable /'prafitabl/
adj. A profitable organization or practice makes a profit. 5 F¥E 1) ; A Wik 1
e. g. Drug manufacturing is the most profitable business in America.
il 245l 2 5 A e = PR AL 55
P UK R -
1. It proves profitable to both sides. (i F 2014 46 H [5]i32)53C)
2. to give space for more profitable products ( i H 2013 4F 6 H Wr J1J730)
3. He turned a failing company into a profitable business. (i H 2012 412 H {25 3)

quantity /'kwantati/
n. an adequate or large amount (& ; §%i
e. g. During fever a large quantity of fluid is lost in perspiration.
RAGERT , KB K2 d HEF ik
P UK H A -
1. At the same time, Americans purchase increasing quantities of sweets and sodas. ( {1} H 2012
412 AW 1 R30)

2. They weren'’t looking for cured meats, organic produce or beautiful presentation; they were
9
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looking for whatever they could get their hands on, and this prioritization of quantity over
quality prevailed for decades, meaning a generation was brought up with food that couldn’t
compete with neighboring France, Italy, Belgium or Spain. (i H 2011 46 H [ {£)5 30)

3. Its people cared more for quantity. (i H 2011 46 H )R 30)

quote /kwot/

n. A quote for a piece of work is the price that someone says they will charge you to do the

work. gt FFAY

e. g. Always get a written quote for any repairs needed.

FEUCHEA T B BHAR AR B — 45 T B HRAN B

reflect /ri'flekt/
v. If something reflects an attitude or situation, it shows that the attitude or situation exists or it
shows what it is like.  fz filt
e. g. Concern at the economic situation was reflected in the government’s budget.
BUR B AR T X 2 PR iB AT R BB R
P MBI -
They reflect the evolutionary process. (i H 2013 4F 6 H [i]{E)5 3C)

throw in

If a person who is selling something throws in something extra, they give you the extra thing
and only ask you to pay for the first thing.  ZMill ; B4 1%

e. g. They were offering me a weekend break in Paris—with free beer thrown in.

Tk 25 ELBR R — AN R ——5 M 56 9% Wi

commission /ka'mifon/
n. Commission is a sum of money paid to a salesperson for every sale that he or she makes. If
a salesperson is paid on commission, the amount they receive depends on the amount they

sell. {4

e. g. He also got a commission for bringing in new clients.

sk RO H R TARZS B & P &2 — £ M.
10
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P A EIE -
He also urged the Federal Trade Commission to set guidelines for social networking sites. (1 B

2012 4F 6 A BEEF30)

deal /dil/

n. If you make a deal, do a deal, or cut a deal, you complete an agreement or an arrangement
with someone, especially in business. 325

e. g. The deal seems so attractive it would be ridiculous to say no.

REXHE LERFANT  BRIELEREREE.

P UK

1. There is no question that the United States imports a great deal of energy and, in fact, relies
on that steady flow to maintain its economy. (i H 2014 4£6 H [{{EJFE30)

2. One of the challenges to build an interactive digital textbook from the ground up is that it takes

a great deal of man-power. (i H 2013 456 H [RiE£JFE3C)
3. That sounds like a bad deal for the power company, but it’s not. (i H 2013 46 H [RiEFE L)

proceeds /'prosidz/
n. The proceeds of an event or activity are the money that has been obtained from it. %A ;

HTR (SRR 30
e. g. She sold her car and bought a piano with the proceeds.

M SERL T IREE RE X EWAK T — 345

sales pitch
A salesperson’s sales pitch is what they say in order to persuade someone to buy something from

them. EHFL; BHFE
e. g. He has a very clever sales pitch.

£ 7 ol 1) AR

specifications /'spesofa'kefon/
n. A specification is a requirement which is clearly stated, for example about the necessary

features in the design of something.  #l#%&
11
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e. g. This sketch does not conform with the specifications.
BISCAFF
P U R |
The ad specifications had not been given in detail. ( H{ § 2011 4= 12 A Wy fjJ5i30)

swear by
If you swear by something, you believe that it can be relied on to have a particular effect.
PRIIE ; 568 S HfERF
e. g. Many people swear by vitamin C’s ability to ward off colds.
HEZAREYEER C RETIRRE o

ul Expressions

nnumnm*uwmuuu-um-nnmnmnm

P SR R E RN AR EE S . IR ATRIKIT IR Ve
be pleased (glad) to do sth
1. We are pleased to give you an order for 3,000 computers in current stock at the prices you

quoted.

RRIEVR T4 , BRATIEAR T T 8 000 & PEAAT LI IT L,
2. We are pleased to place with you a order for 2,000 washing machines to be the current stock.

FATEF AT 2 000 YA ITH LU A
3. We find both price and quality of your products satisfactory to our client and we are pleased to

give you an order.

BATR S A AR A AR EREEFRATA % 7 R, AT AR — T H

4. We are glad to inform you that your samples are satisfactory ,we’d like to order 4 of the items.
AR R B RARBATT X 5 ) RO ot 8 ,?Eﬂ']rﬁ]ffi"F\ﬁﬂF VUK LT H

5. We should be glad if you would accept our order for coffee whose number is No 3003.
R 5t F REAE 22 4 5 3003 FRINMMETT B8, FRATHAAR 25 2%

wish
1. We wish to order your products from you company as a formal procurement.

Al 1A B 5wl 7™ i A IE ORI i 5 R R IT 8
12



