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Part 1 World of Work

@®What do you do?
@Skills and qualification
@®Pay and benefits

Unit 1 What do you do

Keep your eyes on the star, and keep your feet on the ground.
—Theodore Roosevelt, the 26" US President

@Getting started

Work in pairs and answer the following questions:
1. What do you do?

2. What is your job like?

3. How do you like your job?

@Text
Kathy and Mark meet for the first time at a mixer.
HEWhat do you do?

Mark, “It’s very nice meeting you, Kathy. May I ask what do you do?”

[

Kathy, “1 work for a large American car maker, on human resources.
More specifically, | run the benefits sector and manage a team of HR
experts. 15 people work under me.”

T 0




W What is your job like?

Mark, “That’s cool. How is your job like?”

——

Kathy, “It’s very interesting. One of my main responsibilities is to make sure
that employees receive proper benefits package. I’'m also in charge of benefits
package design and strategy and need to deal with a lot of different people in
the company.

In addition, I'm responsible for coordinating between management and
human resources and work with managers from different business divisions.”

e— =

HEHow do you like your job?

Mark, “It sounds really interesting. How do you like your job?”
e e L

Kathy, “You know, it’s a full-time job and I work as an office worker. The
job is nine-to-five with regular working hours. Overall it is quite
satisfying. Although we all have to clock in and clock out every day, | am
able to go home at a reasonable time. But for engineers, there is system of
flextime. They can start at any time before eleven, and finish as early as
three, as long as they do enough hours each month. It would be ideal for
people who have kids to take care of.

Another good thing about my job is that I don't need to work a lot of extra
hours, or overtime. Since my company is located at downtown, I have to
commute to work every day, like thousands of other commuters. Although
working from home using a computer and the Internet is becoming more

and more popular, I still prefer going into the office and working with other
people around me.

e T
@ Vocabulary and phrases
Word combination with ‘work”.
Work for/on/under/with THE
Have work A IAE

« 2.



Leave for work/go to work £ F¥F

Get to/arrive at work AL\ A F]
At work/off work TE LBt

In work/out of work TEE

Work from home TERITAE

Run v. . R, B
Manage v. (=il
Interesting a. AER. A&
Responsibility n. 1% . 5T
Employee n. T

Benefit n. Al

Package n. (ar

In charge of (=PLINEE AT
Design v. wit

Strategy n. Al %

Deal with VAR

In addition AAb. A
Coordinate v. Wi

Full time 2R
Reasonable a. FHM . EER
Engineer n. T AR
Working hours T AEH 8]
Satisfying a. A N
Ideal a. AR

Clock in/out LTFHAT R
Flextime n. RIEET[a]
Aseeeasees LT S
Overtime adv. fnBE, EShat[a]
Commute v. HAER EBE
Downtown n. T H

Prefer v. HEW

@Useful Expressions

A Ask about Job ifijja] T /E

What do you do? (JREZMAHAH?)

—What do you do?

—Im a teacher.

What business are you in? ({REZMEFITHID

— What business are you in? Finance or marketing?



—I'm in finance, more specifically, in mutual funds.
What's your job? (fR2Mft4/7)

—What's your job? Are you in sales?

—Yes. How do you know?

Where do you work? (/R{EMEHE T AE?)

—Where do you work? At ABC, as well?

Which company do you work for? (JRZHEASAT TAED
—Which company do you work for? The ABC Group?

A Describe how you feel about a job? iR /R X —4~ TAE i) 8%t

When you feel positive about your job: satisfying, interesting, stimulating, exciting
When you feel negative about your job: uninteresting, dull, boring

When you are doing the same things again and again: routine. repetitive

When the job is not easy to accomplish: difficult, tough, demanding, time— consu-

ming

A Ask about a company i [n]—/>/\ ]

What does your company do? (RfI1A B EMATAR?D)

— What exactly does your company do?

—What are your main products? (fRfi12AaE FEAF=H A7)

What are your main products in the hair care category?

—Which do you specialize in? (#1128 A A 24 H97)

Which sector do you specialize in?

— Which service does your company provide? (/R wlHE4EH AR5 7)
Which service could provide for us?

—Where is your company located? (R4 & ZEMFH2)

Where are your headquarters located in the States?

A Ask about responsibility ifi[a] T{EERTE
Who is in charge? GfEREEIHM?)

—Who is in charge of operations?

Who is running? (GRS

—Who is running the marketing division now?
Who is accountable for this? (HEXT I 57)
— Who is accountable for this mistake?

Who will be blamed? Gfix i1 35 7)

— Who will be blamed? I'm sure it will be me!

4 .



@Culture tips

History of the English language Part |
RIEARESE 1
RRBESHXER

.

Bk . Albert C. Baugh & Thomas Cable (2002) . A history of the English Language 5th Edi-
tion. New York. Routledge Publishing.

YOER TEHKIE R HARSEN—I2X, 2HEHA LEAR EMNEFZ—. Wl
R = KRB ERENRZMES GB—XKRAh30, B ANEBFE). HAr, UE
FBEiE A B %K 40 45 % [ (United Kingdom), 3 [E (the United States). /il & Kk
(Canada) ., M AKHF| W (Australia) . Z/R2% (Ireland). #HH2% (New Zealand) Fl—3&45
e S E ( a number of Caribbean nations), B ZH LS 15 S HEN
Kk (European Union). JLHKH [E % (Commonwealth countries) -4 [E (United
Nations) HI'E &5 (Official language) .

English (J&if) —ial ] A9 73 AW/ “Engl—" “—ish”, “Engl—" i T 5]
Angles, B R#tEE N: “—ish” &l “belonging to” J& T . ArlLHiA English f94< 3k &
JHHEIK “the language belonging to Angels” ##&& ARG S .

p Exercise

I. Match these words and phrases (1—8) with their definitions (a—h)



1. Challenging A. Employee who takes your money at a supermarket

2. Stimulating B. Gives customers good treatment

3. Routine C. The work is not interesting

4. Cashier D. Something which attracts customers

5. Customer service E. The working is interesting and gives you positive feelings
6. Selling point F. Person who makes sure a job is done properly

7. Supervisor G. The work involves doing the same things again and again
8. Boring H. Difficult and demanding

I1I. Complete the following sentences

1. Our graduate trainee program aims to teach you....... Such as word risk manage-
ment and human resource management.

2.1 work as a waiter in Paris. I get paid with..... Every week by the restaurant. I
oLy S , which is the lowest amount allowed by law.

SRR, i -y i A and remuneration are formal words used to talk about pay and
benefits.

4. At the end of the three — week marketing course, you will receive a
.................. The course aims to give you a thorough ...........of the companys
activities and the skills to do your job competently. However, there are a lot of things
which you can only learn with ........ , and this takes a lot of time.

5.AS @ ciiiiiiiiinnnn computer programmer, his training course is much

190707 « <P than theoretical.

Over to you

1. What is your ideal job? What would it be like?
2. Could you work from home? What do you like and don’t like about working from
home?



Unit 2 Skills and qualification

Work spares us from three evils: boredom, vices, and need.

—Voltaire, French philosopher and writer

@Getting started

Work in pairs and answer the following questions:

1. What is your major at college?

2. Have you ever received official or unofficial training at your job? What kind of train-
ing did you receive?

@Text

B Education background

Education background usually refers to the official education or academic training one
has received at school. Advanced education, including undergraduate and graduate educa-
tion, is a major concern for people who are working in the business world. Different people
may have different education backgrounds, as they entered different universities and ma-
jored in different academic areas.

People who just left schools are usually called graduates or recent graduates. Many
companies consider those who graduated from top or prestigious university having good
paper qualifications and great potential, and are more willing to hire them. But they also
consider these recent graduates lacking work experience, as those people have never had
full—time job before and have only very limited knowledge about how business work in the
real business world.

M Training

Most college graduates have received formal academic training at school, but they will
not have chance to have professional training until they land a permanent job in the real
business world. Many companies offer management trainee program for these business
rookies or newcomers and train them into real professionals. For experienced workers,
many companies provide in—house training or on—the—job training programs, in order to
advance their professional skills.

There are a large number of companies that put a substantial amount of money in per-
sonnel training. In order to find and educate potential employees into future leaders, some-
times they even design and conductmanagement development or leadership training pro-
gram.



W Professional competence

Professional competence refers to the capability and qualification to perform certain
duties of ones profession, or a particular task, with skill of an acceptable quality. Different
business functions or positions require different professional competence. For example, for
an accountant, one should be good with numbers and be patient enough; for a marketer,
one should have a good sense of the market and knows his or her products and customers
well.

There are certain qualifications that are favored and most valued by most compa-
nies. For instance, companies prefer self — starters and people who are proactive, inde-
pendent, self—motivated, and self —driven. They favor self —disciplined people, who are
well—organized and systematic and work in a well planned and orderly way. When hiring
new people, they usually look for ones who are motivated and committed. In recent years,
ideal candidates are expected to have some technical skills and to be computer — liter-
ate. They are supposed to be good team players, with excellent people skills. Moreover,
companies also prefer talented people who can think strategically and have great poten-
tial. These qualifications are considered by many companies as core competences for both a

qualified employee and future leader.

@ Vocabulary and phrases

Education background HEE
Official a. 1IEH
Advanced education RMEHE
Concern n. Ky
Enter v. HEA
Major v. /n. F&

Prestigious a.

Paper qualifications

HHH, AEEE
Mg, AR

Potential a. gl
Limited a. A FRAY
Lack v. =
Work experience TAEALS
Permanent a. T
Management trainee program BRI AT H
Rookie n. A
Newcomer n. EIUN
Leadership n. EIIEE |
Professional a. Bl AL
Experience n. P2
Advance v. BE

.« 8 .



Substantial a.
Conduct v.
Competence n.
Capability n.
Qualification n.

Duty n.

Acceptable a.

Quality n.

Function n.

Position n.

A good sense of
Accountant n.

Self —starter n.
Proactive a.
Independent a.
Self—motivated a.
Self—driven a.

Self —disciplined n.
Well—organized a.
Systematic a.
Motivated a.
Committed a.
Candidate n.
Technical skills
Computer—literate a.
Team player
Strategically adv.
Qualified a.

Word combination with ‘graduate
Graduate n.
Undergraduate n.
Graduate from
Recent graduate
Word combination with ‘skill’
Professional skills
Academic skills
Writing skills

People skills

Skilled/ highly skilled/ semi—skilled

KEH

AT

AESI

et

HEAE

A5t

AT
JiE, R
hag. #07
HALE

oo A ARG B REBE
Eaa!

fiE EHIA
Bl . E3hEY
ST
B
B Y
SR
PR AR
A RAREN
AR APER
B, B RE Y
foRie A
TOAR$E

i FL i 19

25 NIT3GER)
Al s P
REMEAT A

s

Bl B fiE

AR, EARECRE
R
ANPRE A fE

TERCRERY /AR S E AR /A — L RERY

e 9 e



Skilled at/in AE weeee 7 A Hi e

Word combination with ‘training’
Academic/ professional training 22 /BRI 25
Personnel/ in—house/ on—the—job training 7& JRE51)I|

@Useful Expressions

A Ask about abilities/capabilities ][] §E 11

Could he or she? (fih /% a] LA

—Could she lead a team of highly—skilled engineers?
What about your experience in? (WRTEMI 7 10 A 2567)
— What about your experience in consulting?

Are you able to? ({RA] LIf?)

— Are you able to handle pressure?

How well do you? (#/Re] A7)

—How well do you know the ACD system?

Do your skills include? ({34 WL GE2)

—Do your skills include news writing?

A Ask for strengths and weakness ) [7] 5 351 15 55 301

What are your strengths? ({R7G WFLL5RIT7)

— What are your main strengths? Accounting?

What do you do best? (/RT7EMF 5 1845 B 4 7)

—What do you do best? Advertising or PR?

Do you have any weak points? (/R4 MfLL55157)

—Do you have any weak point? What are they?

Can you identify some of your weak points? ({KA HWiLL55I57)
—Please be honest. Can you identify some of your weak points?
What are you good at? ({4 MRLLGEIT2)

—What are you good at? People or numbers?

A Ask about a product or service? fi[n]—~ 7= 54 5 RS
Could you give me some information? (FEZIRAZMALEFEE?)
—Could you give me some information on your services?

What can you tell me about? (REZSFRAZMALS(EEE?)

VAVIRNS | = [P/EA)

—What can you tell me about this service?
What features does it have? CpA MpLLsF 5 7)
—What features does this hydraulic press have?
What are the specifications? CE %S4
—What the specifications of the switchboard?

. 10 -



Where can 1 buy it? (B} 5 a] PISEF| g ?)
—Where can I buy the MXC lava lamp?
@Culture tips
History of the English languagePart Il
KIERREE 2
15"BC 15"BC

i o

Angles Shakespeare
Saxons French Latin
Jutes Chaucer Greek
Danes French
. v, \. / \. V.

BT PR — BB SOE R &R L4 = A . I SSERT] (old English) . ity
ER (Middle English) . BALHEIER ] (Modern English) , 18 1955 s v 38 1 %] 1500
ZAERTIALRR, BicRMIIEE ST 49 4F, A5 e Ls, BABHEE A (An-
gles), ffFE#b A (Saxons), KEFA (Jutes) AYFRYE M E FIF}Z ) Po kb, ARK
AN, R EEWYLRAEA (the Celts) HRIAGI AL MPGERMTE. 76 7 ek
PIng. Ik 7 & B o ROIMIE R W %iE. 787 4E, R A ST EMILERIE ¥ (the
Vikings) RligEit A, (i1 BB S A 7 HEmAEm

it EE (1100—1500), 1066 4E#3#4S JEAFIRF 4 (the Norman Conquest) 7E
PIHEFT AR FR— RSN S. REEANNEEES KA, 9503573 ]k,
EREEREFERBEL T —NEEEE. ZFE=HEN, RE—HREEENE HiE
5 MIEN RPERATA. 1204 4, EERETHEZERS KB AOSH, SR
B EBNFEMEEA L., RS FROES Z5 BB/, 5 14 g, 395 LEP
NEHES .

ARG (1500—F4), 1476 4F, William Caxton 7E3& EH 5| SEEPRIPLE 6 FH, Rk
HISIE R Tw. FEE VS EZE TR . AR, RS & F o S m it Ay ok,
it 50 FiEF MANKIEICTASGE, MR TIRERE— SRR,

@Exercise

I. Resume, as one of the most important documents for business professionals, indi-
cates both one’s academic and professional competence and one's specific qualifications for a
position. Every business professional should have a well — written resume ready. Please

refer to the following resume and compose one for yourself.

o« 11



