o KERBHRRIFERT

A Spoken Course of Business English
 EFREFEABEHE

HHR 8 E®

V) LissnEss it




o XKEHEHRIFERY

A Spoken Course of Business English
B EEOEHTE

I REHR W F
wm & pERE IR— F R

0/ £ #8538 80 A th Wit

T 11 SHANGHRAI FOREIGN LANGURASE EDUCATION PRESS




EBERSE (C I P) #uE
BEINEOEREE / BHER, 8 F % — L8 EiBINERE LR, 2014
(KEXEHRRFEERT)
ISBN 978-7-5446-3544-8
|.OF Il DF- Q& I. OBFF—RE—NE—SFER—FM IV. DH319.9

FERAEBIECIPEIEZF(2013)582929625

HAEE1T: LS8N EINTF R IRFL
CEMgSMEER¥EAD  HB4%: 200083

- =} i%: 021-85425300 C(H&#HL)D

BB -FHBFH: bookinfo@sflep.com.cn

(7] Hik: http://www.sflep.com.cn http://www.sflep.com

BfEYRsR: AR

EN RBl: EHEHENSHRAA

IF AS: 787%965 1/16 ERFK 2375 FI 76T F
RE WR: 2014 fESHB IR 2014 4F 5 8 13RE1RY
ED . 3100 1

H S-: ISBN 978-7-5446-3544-8 / H - 1852
E ft: 45.00 G

Z R P 0 4 B R AR ), T A A R



tH hizi5 AR

FE o R A ) (R SOE R B K MR BB B AR
TER “REFRAE AR BOELEA N AR T, KRR T AR T, b {1ES TR,
TAEftE A E R RE I SOE A Buth T2 bR, AR 350 H B £ >R8], 1R
AL ESF, DENEELHSERMERZRNFE", HiRE “Bads
JOEE ESHEEE ESMNAK . ES ML IGER T NEIRIE ML
R ANLEE &, B0 R AR E RS A AR S0E N AR 75 T3 2 78 43 1 25
A" o (CRFHEFRBCEFEER) PME R F IOERA PRI & EBIR,
DA SR K2 AR SR s Ko

AR (R DOBIREBCEER) , FIBINERE HiRtE Eo E NN B
HFEFITRME TESEM, MBI R, 5140, (23 TR¥FIEERBR
BEENERE, 8 TREAFZGERY. XUEMAMEE, MEm, B4F
AT ZARS: KEIGEN ARSI R ZS0ERINBM . KFIGELSENH]
RETIE B IR R FNEAM . BUHIGEEBBAR R KEBPRIGE ALk 20E
B AP, X AR, 2 EEErERE R T XM, 3o i
WAEMBETLRIRH TEROEW, AP B R4 T LRk,

BARRLZERLER—EZRITRESIR, ERFHFLHTTHICH
7T, (HEAT R E KR BRI S L EH AR, AETHRENR. £
KHCFEF I RFIOER B IREN B A B W ETEE AR %
—INIR, HEEEFIIIFARHE BARESIRBEFE TR, ATt — PR KF
FOBASIRBUEA ML &, INEAEAE 2 AE 8 IR BOM (8 IS LA I 56 Atk L
A BRI HNBRII TR RAEW, oo HREKEBIINRFELERFIN
W ImgE &M CPhRFRFEE, EFRURE T “KFLERRRERN",
% 2B IFEAP, ESPAIEOP=/ 1%,




e EAP (English for Academic Purposes)

FARIGEY, MEEHFKEISEYT, U, 3. 5. FEHERENEE, hA¥
A HE B | BOEFTU A AT RBTEFARIEEhIT P AL S0E At it
KRR EAE: BT UL B UL PR . X H T FARIGESES . EEHFE
GEEEF AR FIHRERRFE AR M.

e ESP (English for Specific Purposes) v

N BGER, MERA Z A FERR S, ERFFFAEN. 3. k. 5. F5 8
AAE S BAERI S b, BURSZ T AR SE R RIRE, R Re e
TV AR, DA R AR A o B R SRR TV FIR AN .o It 2R TR
EEAAREN AT, SE R,

e EOP (English for Occupational Purposes)

AR, MERFIRGIOERE ], KR AR RAE SEIRG R L A
TSRS R PR AT, R ZBEE A RFEESM, HHOH
BEEEE, EaMEM L F M.

R T EHMET B AR EA N, BoAl 1R 1 B0 E BB NN E R E
XZ5RE . MESMEBAL S EHRSE T X, I RARRIEA 02 AR,
AT R & Tk RF AR T R o ARIIAEM B AN AR, SEAMER ., e
ARV SRR, AHES A RERFINEREH R FNAIA .

AR INERE HifRktE
20134E2H



=

][l

B E T EXNTROER IR, B55iEshHE 2R, REX FRHE
FSAIRX BB HEEEES DENEA T A TR RKE R A, B
W, RHEMSIEE, (EARERSEDINFEEESHE, HEEEAS
Mo 29 7R AR A RAEAE, BATVRE T (B FIOEIERIE) , BM A
A TSI AL . A SR B0E DB R AR .

KBM UL FEANLAmy LIWIRBE HAEL, BHEB S TEDHENIR
AR BB TR, BT MBI B A RN R SER FRIGENIE
HIBRE N ARBM AL LHE . WEEEFME & BN Ihk, HEFE)
5 ) A AN O S50 FE rp o s B4 1 55 2B 1B VAN R, A EEH LU
TIAMRRR:

1. SERAtESE. ABM BB S T RS sh, MR RIS sh Ml
FRUSFRBE, SRR EH, SRS, AERERNIES KSR,
B HREENES LERAHE. ZEE¥E ARG, REATHRBSIH
B3 E W B TS s, TEIREE S B RBR R th 22 B %5 TIE IR
o

2. BIRGH, KEMPIABENEL., N NREZEARNIMNIBEE L
1B, WS TR @EIE SIS AN, BN TE AT ER T
— e

3. BIEINAIAR . ARBOM & FA T B RS BY 2 A 52 Ao B AR Y
K15 AL AR R 4 B Let’ s Talkfsid, A = AHE B H Informati—
on Gathering. Guided Discussion. Speech FocusiX =/ &b 5|45 4 1B
it SE RN RN S 2 AR,




4. BEBRES S ARANE G AL TERR TG FM ok B E SR
SUEERERTIR T, ESNE AR ESME, B RAETRS TELR
A, hEER PR RS L, F el 2 —R=.

5. MBNGNEFEE, BEXEH. KEMOOENLEARE, i A
i, EEHE . FEEW SR, R4 SR BB RN, JH4T
A IR 55 U ) 4

6. BESOHFIR, SRV, ABMEEM A, FEEAIREASR S
MU 25 S — . BB EmRHOAME AR B th i hEh, B4R T#E
ZH, XA TEEFAERE D0, IRm S8R,

AFHE S1RAE B 55 AR FNSGEE & BiRE 2 R B — A, 51994
FERR B B AR TR TR A B S5 R AE 1540870, 84
BT A58 ME . (DPhonetics/Numbers, 1Z bk 5 75 55 Bh 2 A= 212 1E#af
PGB L FIMAE B FE RO kR A E, @Warming-up, ZEHRBESHITE
B T ARSI IR 4R, M TIERRR B SR, 51 S AR PRt N2 5k
. @Lead-in, B E BRI A 48 75 800 F BUAE T BANR, A F—5
FTIERIBEYIZAT T, @Let’ s Talk, ZRHAFE T3- 4 B SN E, T
HAETRE SRR TR, REME NS, Rt A7 e F 3T
R A i . 5 PR/ N HE SR TR 3B, GExpression Summary,
ZARHR A2 T R T E BB VIS RE T R, B A B AR E Lt
FR T SRR, SR EIESS. ©Culture Matters, ZABHAR L T HISH
RS SANR, B A TRE BRI E R, 1R U RBRRE /.
@Time for Pun, A Hei o i 3k 25 75 2 A8 B2 A itk — 25 W (e RN S0 7 21



H& . ®Recite Me, IZBHRIZ L T 5 H T E MK /INGE. RN A RSB
HE/MER, BT 2ALICFHE I, ABTHIRFENIGEER,

AEMERTERIGEL W —FRFESRATGE TP E R EOTEK
VA, B SRR H, AR TEARSEE M. BilUg—5
TULHESE AR, UM AR S FH PR B AT,

(B BIGEERE) MERRMEET TR, HEHE, IN—. FHS
. BN, BRIFS 5 TIRMXRIBE, LRI OIEEH.

BT REKEAR, BRERAESSHERZ AL, BosEPINETET
RIRFMAIHRIE EAB A Mi5eE.

G &
20134F7H




Contents

Unit 1
7 My Dream Job
Unit 2
79 Job Hunting

Unit 3

36 Job Interview
Unit 4

53 Organizational Structure
Unit 5

70 Corporate Culture
Unit 6

86 Customers and Competitors
Unit 7

705 Telephone Conversation
Unit 8

126 Meeting
Unit 9

746 Presentation
Unit 10

764 Business Travel
Unit 11

782 Company Visit
Unit 12

798 Negotiation
Unit 13

214 A Deal
Unit 14

237 A Promotion
Unit 15

246 Career Development

262 Keys

300 Audioscripts



Unit 1

| My Dream Job

Learning Objectives

In this unit, you will learn to

¢ identify the confusing vowels & consonants;

e understand different definitions of dream job;

e describe your own dream job;

e appreciate the cultural difference concerning dream jobs.

Phonetics
Vowels & Consonants

A vowel is a sound in spoken language pronounced with an open vocal tract. A
consonant is a speech sound that is articulated with complete or partial closure of
the vocal tract. Both of them are crucial in English pronunciation. Some of them
sound alike. Therefore, to make yourself understood, it’é important to learn to

distinguish between similar vowels while speaking.



— Unit 1

Task 1
You will hear five pairs of sentences that are commonly used in
Business English. Listen carefully and find out the missing letters
that produce similar vowels or consonants in each pair.

1.

He has ask_____ 1l to cope with a difficult job.

The rich merchant entertains his guest on a lavish sc____le.
You may be able to offer st_____ck and shares as security.

The manager rang to explain that he wasst_____ ck in Paris.
We should obey the _aw of supply and demand.

They were replaced by ___aw recruits.

They have worked very wellasa ____eam in the past 3 months.
They hire the ___ean of jurists as their legal advisor.

Stocks f 1l sharply yesterday.

His speech f led in persuasiveness.

Task 2

Read after the recording and make sure you’'ve distinguished the
pronunciation differences in each pair while reading.

Warming-up

Task 1
The following figures are made up of English letters. Identify the
letters and put them in the right order. You are sure to find out
each figure refers to a kind of job.

2
L3 &2
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Task 2

Talk about the questions and complete the task.

1. What do you know about the above jobs?
2. Are the jobs “hot” in your country?
3. Rank the jobs from the most interesting to the least interesting and give

reasons.

Lead-in
Task 1

Listen to the recording. Amy Li, who will soon graduate from
university, tells us what she thinks of a dream job. While listening,
fill in the blanks with the missing expressions according to what
you hear.

For most people around the world, work is of life. And although
most of us would love if we didn’t have to, some jobs are
than others. When a job doesn’t at all, when it is something

and would keep doing even if you weren’t getting paid for it, it is



Task 2

Do you agree with Amy? Think it over and then share your views

with your partner. You may start with one of the sample sentences
below:

Sample sentences:

| couldn’t agree more. | think ...

WEell, he has a point there, but ...

| am afraid | couldn’t agree with him because ...

Let’s Talk

1 That’s My Dream Job

In the first section Amy Li is talking about dream jobs with a foreign
friend, Jack Richards.

1A. Information Gathering

Listen to the recording and fill in the following box.

Amy Li

e Major:

e Dream job:

Jack Richards

e Major of master’s degree:
e Dream job:

1B. Guided Discussion

Task 1

Read the necessary qualities for a businessman/businesswoman
in the following box. Use a tick (v) for the ones mentioned in the
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recording and a cross (x) for those that are not mentioned.

Necessary Qualities Mentioned (v) Not Mentioned (x)
sociable

responsible

creative

ambitious

curious

intelligent

trilingual

hardworking

patient
helpful

Task 2

Try to work out more necessary qualities and share with your
group.

Sentence pattern you may refer to:
In my opinion, the qualities a businessman should possess are ...

or Being a businessman, we should be ...

Task 3

Discuss in groups and try to find out how Amy defines a dream job.
Complete the missing information.

My dream job has always been the one that combines in a way that
is . And it should be the one that could arouse
Task 4

Work with your group members, sharing your views on whether
one’s personality might influence the definition of a dream job.



Sentence pattern you may refer to:

In my opinion, one’s personality might influence the definition of a
dream job. Usually a person who is sociable has very good interpersonal
communication skills. He/she enjoys working with people ... While a

conventional person prefers data management. He/she ...
Task 5
Work in groups and share your views on the following questions.

» What was your dream job when you were young?

» Was it the same as what you have now?

When I was young, I dreamed of being a ... because I think it cool ...

But now I become more realistic. I prefer to be a ... because I think ...



My Dream Job

1C. Speech Focus
Make a dialogue with your partner sharing your own dream jobs. The
following points are for your reference.

Your Dream Job

—

Your Major Your Personality | | Past Dream Job Present Dream Job |

2 I've Got a Dream Job

In the second section Amy Li is paying a visit to her Uncle Peter who
has just landed his dream job.

2A. Information Gathering

Listen to the recording and write down the tips of landing a dream job.

You may land your dream job
e with
e with
e with

2B. Guided Discussion
Task 1
Discuss in groups, sharing your views on the following two points.

» How do people usually feel when they get a dream job?
» What are their possible follow-up reactions?




' Getting a Dream Job | 1

Call the family ,
| [ ‘ ‘

or friends to tell | D
Lthe good news. | \ * J ‘

Task 2

Discuss in groups and try to sum up the reasons why Uncle Peter
enjoys his new job.

Uncle Peter is really excited about his new job. It is the kind of job he’s

always dreaming of ...

Task 3

Share your views on whether the information you've got in task 2
is the part you want to get from your dream job.

That’s exactly what I want from my dream job ...

It’s just partly true for me. What is the most important to me is ...

Task 4

Conduct a mini-debate in your group, discussing whether we can
use others’ successful experiences for reference?

Affirmative
Our team thinks we can use others’ successful experiences for reference.

They are so helpful that we ...

Negative
Our team doesn’t think it is a good practice to follow the steps of others because ...



