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Work roles
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specification

infringement

WorkSet

job deseription
T vk

job brief {HiE 1L E,

management consultancy
AN

pie chart  Df5rE, BT 747 1E

WorkSet colour & T8, EI1.{0
He

re-align  v.

LTEE
EHE M

L%
(HIE) AfEs

peak occupancy

i
hierarchy n. 42> 7]
k%
project team I E1 /M2

BARBEH, £

superior n.

technical document

AT
users’ manual
T

work from home

RSB, P

TR
(B ghicetsh)
ieoR b N EERTE; B R HE,
E clock on and off
BHOMS (M IAEH)
15 BB A]
leisure group  ( N IZ1H | K %
M) KRR 1R BIRERAH
jet  vi. FEMES K KM KAT
ST SRR AR

clock in and out

nine to five

IT consultant

work flexible hours
fE]

temp vi. & n.
BG4 ),
%)

PA abbr. personal assistant
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M, OthiEP A
a huge say HRKKKE
initiative n. F 3
team leadership HIBAS A4 fiE
workshop n. BFTPE; Pt
Describing work roles

5 iEQ@ &M%, TRIHLTIER.
o HUfL
* B

o B

sales ( depértment) HER

perception n. AR, WaE, B
atribute  n. SRR, FFE
in-company adj. 72\ ®]AERAY
screen n. ﬁﬁy ’%‘E

RiA T{EERSH

launch marketing promotions 2/ {ig launch campaigns 2 20 i ShHEEH TR
& Bl gl
introduce products HEAT 7 place advertisemenis P& 4
demonstrate products {E/RFE advertise products AT SAE 4
take care of complimentary presents bargain about price A
BT T B TAF offer discount $2MEAR G HTIN
persuade customers to buy % R %
W 3K /e i
public relations (department} X%
talk to the press and the public 5% entertain business clients HFE P
BRI AR T alter / create / develop / establish /
communicate information from the improve / project / promote corpo-
company [SMNRHEAEFA rate image AR/ 3/ % B/
give away publicity products Bi%E V/RE/ R/ ES
&
account (department) F P
in charge of development and mainte- KR
nance of the company’ s business re- engage in planning and organization of

T3t AL FEE

sources

Pl Uit 12

2

corporate hospitality events 1 %



KA 23 T B R SR 5
analyse and understand the market
R shA, TR
search potential clients FREBER
}i'l
pass demands and suggestions from the
clients to the company and commu-
nicate information from the company
E& PR EERNTE R EEA L
", FHEA ARG R AR E

£

analyse customer behaviour 43 #f7 JBil
17

personalise offerings  #2 fit /™ 1t fb it
%/ 5

anticipate customer wants T Jli Jii &
FK

keep clients and the company in good
relationship & P 54\ & 2 [q]
REFFIE . RENABIEXR

customer service (department) EFARKLP

deal with customers’ calls and solve

problems KL PE PR, R
9o} ]

accept repairs and deal with custom-
ers’ complaints fEZH B £
ALHEE PR

communtcate timely with customers
5% P KRBT 8

offer a comprehensive and convenient

after-care service it 4> i i
G IR %

offer a full professional after-sales serv-
ice RUBENEWERME

undertake installation and testing tasks
from the company i FF AR H]
DT . RS

offer training to users’ technical staff

AP AR AR BRI 45

accounts (department) £it28

make /work out budget HiFW K B
TR EIHeHK

keep accounts

deal with financial matters b FE4&Fh
4 % I

personnel/human resources (department) AXRZB/ A H HiRES

recruit /hire new staff FEEIT R T
i i
promote staff HF+H T EL%

train staff $5I| 5 T

fire staff fFEEG T

interview applicants

retire staff FLHER T
deal with relationships between man-

23k

agement and work force

FERTMABEXER

R&D (department) W& B
do market research #1777 1%iH#
do product research #4775 JE#

Rt/ R =

design a product

engage in product development 47
rEahIFR

carry out / perform / conduct experi-

QD << 3



TERERT ™ dh Sk B
AR 3 B ) R

ments

customise a product

PR ZR B =

computers (department) &S

take care of routine installment and
maintenance of computer hardware
and software for various departments
and subsidiaries of the company
AR KRNI T RS
7 B R A KA 9 e A
IEF 43

take care of exploitation and utilisation

UL ELE S

of the Internet
TR FIA

work on the development of personnel,
accounts, production and sales sys-
tems FRANFE. MF. E
HES R RN

devise a new payroll system i%it ¥
M LR R RSN

production (department) 4 =)

plan and organise operations {1 X1 #{I
HRA™

prepare operational schedules g |
g BRI

schedule projects and deal with plant
maintenance & HEI H LA K 7 5%
REEBIT

coordinate manufacturing activities to

ensure production and quality of
products meet specifications  {Jp i
HFERE S, BAIEFE G T R R AT
K

observe workers to ensure compliance

BERER &

with standards

R HE AT

dispatch (department) AR
HHET

take/receive and manage sales orders

BUCHE TR, HEHEITR

handle the receipt, storage and issue

manage inventories

of stock HUW=MARE, 1R

prepare and check orders to go out to

shops RIFITELZ AT
deliver goods 5T%

legal (department) ;%58
mediate patent disputes and handle in-
fringement on behalf of the company
REL AR B & H 2 4 K
RRALER

handle legal issues involving labor re-

lations, health and safety, workers
compensation, etc W RF T
KEBESES, ATHEES
1R )
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purchasing (department) RS

PR {2 1% R

keep records of prices and order office

GICHr R A T i

procure materials according to opera-
tional schedules HMR#54: 7= A it
W, LR I R R

select suppliers

supplies

prepare purchase orders i 5E R IT
H

manage customer relationship and deal
with suppliers MWEHZE P XL RE
B, B

supplies (department) #3544t 5 &)

provide special equipment and sup-
plies a1 13 & FIHL

provide overalls and labour protection
apphances for staff 5 T#{t T
e S5 R

dispatch supplies for subsidiaries and

workshops T J& F 23 &) Fl A =
1] B 28 URE AL R R A

assistant general manager #4238 Bhi@

assist the general manager with routine

work  PRBY R BAEH ¥ HE %

be responsible for everything when the

(Bl R &1E)
general manager is away

BIMEN AR /FS

manager £31g
be responsible for the main activities of

the company such as manufacturing

BT AFERE

deal with problems and complaints

and sales  FFA A MG, B E K BB

%EE 5 sign contracts ZiTA [
make decisions R monitor expenses claims K ¥ 1% 5C
make plans %1t % gL
handle difficult situations at work W
secretary 4
make/ answer telephone calls BTH, EARES

i work at computer for word processing
make/take notes, minutes and messa- T By 307 ab

ges MFLUWIIRFMEIFHEE
deal with files and correspondence
AE P A4 o

write memos and reports

R

receive guests and visitors N5
EA

arrange meetings ZEHEAY
RE BRIy 2y

IED << 5

make appointments



office administrator {7 B(#$
send sales invoices MEEFHELAE BAECI
pay purchase invoices 3 R & process staff expenses ANHE I TFF37

RiX O RETIRENRERSERZHATSH/NIMIFH—RNEF,
ELHNEERRRMENEREETFRRE?
& SEARI (FmPri 5B HAE (FR)) GB2R) %7 1.
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Belbin Associates (Jl/RERKAEHKIMAHE) Wiz T 1987 &, BHMTHR
EEIHE, FIIRMEFANES . AREFAN TAERRNEECEH.

O FETIBEHHBBRTANE, LENHETIFHENRTT
RERSRZEISAER? BHER.
¢ SEERL (FROFHHIEHIAEL (BR) B R H7 .

ARV IR R

1 pie chart Gt 7}, B HTE, FXULHEEREIES AR —mER.
EURMBEREN 100%, ERFYRARHEE, HUBEEA.
graph (HIZKHE); bar graph (LA, KA, HEHE), WHK bar chart
8Y histogram; diagram ({8, B X, REKE); flow chart (FEE, /i
A WAFYRRIBN—FHEL, s IR%,

2 segment 555> Pl °F AT B TE I BT e/ ) S R A B SRR 20

3 double the amount envisaged in the brief B} “HWHE T/EA B HIREKE
75",

4 detract from the core yellow work &R “{# i1 T 430>, B TG REN
Bl TR .
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I schedule (FEiHR, %HE), decide (Bei, design (HERI) Ho2Mit—H
FRA T AR %, $0 5 BRI

2 operate ($fF), comply (MM ), follow ($%H8) 54K MR AT HIAR M 52 R
EHEX, HEEAXRN,

3 co-operate (), participate (£5) HHHEBTEA K, BGHEEENL,

4 support (355, assist (WHED) SARIEMAMERZRABFFGESE
%, HOSE I,
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