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Unit 1

{ ——\iﬁ'ﬁjc%mwﬁﬁé

Text A

The Importance of Winning the Confidence of People.

The Main Concern of Public Relations.

a. Winning the confidence and goodwill.

b.Giving people information about a company .

c.Telling the public ahout a company’s activities, plans or ideas.
d.Being on good terms with the government and other smaller groups.
Thoughtfulness about Other People’s Beliefs, Interests, and Feelings Is the
Precondition of Gaining the Confidence of Others.

The Activities of Public Relations.

a.Making speeches.

b. Distributing pamphlets and booklets.

c. Producing motion — picture films.

d. Undertaking public service projects.

¢. Hiring independent public relations firms.

The Public Relations Planner Must Be Broadly Educated and Experienced in

Some Area of the Communications Field.

REBAMNGENEEN,
ARERNEBELES,

a. B FEMFR

b. REFAFARE

c. HABMES GHRIREEERARK
d. 5B REMB/INHERFRIFXER
(O ABEN B REERRBETRATR,
AEERMEDD,

a. PHE

b. & /MNF

c. HfER

d.RELARRFTAE

e BIMIHAFXELT
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BEAWAGB): AHRXFIHEELAXI ZHE EERIAEA -ELEK,

2. Summary

Public relations is a general term describing winning the confidence and goodwill of people. No in-
stitutions including a company can flourish without paying attention to it. Besides winning confidence, it
involves giving information about a company, telling the public about the company’s activities or ideas,
and being on good terms with the government or smaller groups. The guideline for public relations work is
the thoughtfulness about other people’s beliefs, feelings and interests. Many companies have a public re-
lations department which makes speeches, print materials or produce films. Some companies even under-
take public service projects or hire independent public relations firms. The public relations planners must

be well informed and experienced in fields like newspaper or a broadcasting station.

ik

AEXAR—-NAXMERBAMIEERFEN—BRIAL. FHIW EELARAE
BRAKXEABNE, RTRAGEE. EEBARBLAAGEE N ELANEHRBX, 5
BREEASNASRERIFXER. 2HRAESINRBEERIMAK N B ZE
FEBARBEAXRBMIRE RN REERE, —LARAREREALRS N ERE
ML ARXRAF ., ABEARXRMALTA R 18, EEMMER HBE 6 FERA
BAILEZE.

{:ﬁﬂ:&ﬁiﬁ}

Text A
B&RACREE
decent a. 84K ; EXN skillful a. RITH , BN
flourish v. XHE ;X8 have the confidence of 48 (3 A)BIH.L
regulation n. ¥ %4 have confidence in #{g;{§{E
[EARCREE]
action n. 1730k at once i Hf
affect v. ¥H be on good terms with 5--- 14k 857
annual @ . —4F— WK WETH be made up of g1---H R
character n. 1L ;%X care about %.0»
club n. {H5¥ 4 @A connected with 5---fi% Bk
commerce n. Wik :HB free. . .of %
location n. igith; (U E in addition to B3
reveal v. {5 ;% inform. . . about/of #&---&{FR A
staff n. KPR pay attention to ¥ ¥
survive v . £ ;% HF so as to HHE -
thoughtful a. &K LB take. . .into account # &
undertake v. $8{E ;% 5 (B0 worry about .0
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Text B
SRR EIE|
application n. ®#;#R sensibly ad . &1 &8 ;Y& X FEi
arrange v. B ;B8 as well th
behave v. #3085 )38 K at an end &%
detail n. ¥ ;i¥1% be concerned about 3.0
document n. ;X come to an end Z#
emphasis n. & equip. ..with ¥ &
equip v. X & ;& get ahead # it &
loyal a. BifH get through ;3
nervous @ . MZEKK in case Jj—
patience n. .l in hand &8P 8, FLAH
polish v. #3 lay emphasis on (&t 4)) 35 ¥
prospect n. Bift; HE make a list of ¥ #3iH
salary n. $X of one’s own (RXA)HE K
secretary n. #35; 40 on sb’s part IEARKALER

ER

Text A

1. When the founders of the United States wrote the Declaration of Independence, they said that a “de-
cent respect” for the opinion of people everywhere required the American colonies to tell the world why
they were freeing themselves of British rule.(Para.1) M ERKWFETEMN G (ML TFIN,
R E AT E" FEARMNER, XEEMRBIL2HRNE, AT ARIE
HOMNEEMGE T RBOLR.

TR why AT ell I EERE

free sb./sth. from/of: HFR ,MBER

e.g.We must do whatever we can to free some parts of the country of poverty. F AT A XA
BHRMA - ANBBRAS .
She opened the window to free the room of smoke. #E3TFF 8 FiE /2 B M MB i £,
2. The American founder believed that their cause could not win unless they had the confidence of other
peoples. (Para.1) EEMGFENERGE, AARBRBERARNGE, 1034 A BRI,
unless = if. . .not A, BRIE
e.g. You will fail unless you work harder. HLEAREMSEH, REEM,
Unless bad weather stops me, I go for a walk every day. BRIEZBH TH XA, g KU X
B,

have the confidence of = win the confidence of B3 ¥ AM{FE

e.g. He had the confidence of his parents at last. fib 4% FE At i) SCERARAE T o

Have you had the confidence of your friends? WAL R B B R ATARE IR T 152

3. No company, government agency, school, hospital, or other institution can flourish if it pays no atten-
tion to what people think of it.(Para.2) {Eff 2 7] \BUF &I VER BB, REXE
AR BB A BN RE
B s A “i” 45 LAY R /& “ company, government agency. . . or other institution ”. EA) 2SR

« 3 .
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B AN RERE S EE QBN KA.
1) &FEE@EFHNER.
none of + 4 i8] , neither of + & {7 ,no + B A MM H M H F 7, 44 nothing, none , nobody , never, no-
where, etc.
e.g.None of us were present when the accideni took place. & R HEMN , BIIE—MAEH.
No one is allowed to touch the old musical instrument in our family. ZE &K , {Ef A # A &
XA HKAS,
2) MAEE®EERAMEA:
every. . .not = not every HARE --#
both. . .not = not both F R & #--- &k
all. . .not=not all I NRFAM- - #
each. . .not = not each IR B &8
e.g.Not every child wants to become a scientist. HARBINETEHERIB 2%,
Every child can not answer all the questions. 328/ #AE B A XL b .
3) {# Ff “always, much, many, often” LEEF= 4B E o
e.g.We can see that scientists are not always right. 17 LLE B|F} 2 RIS BRIE,

4. Public relations is the activity of giving a business or other organization information about how its ac-
tions might affect public opinion—or how public opinion might affect its actions. (Para.2) NERTAE
REMGC W REMARREFE FRTRACHITIRAAREEEREFNT R
RA KBS HATH TR E BRI,

4] “how” M B 1 “ about” J5 I EE R 4] 6

affect: BWA (BhiA])

e.g. The tax increases have affected us all. MIBLE ZE M T RITKK.

of . effect: By

1) SR(&21H)

e.g.Did the medicine have any effect? XHE ARG

2) 51 &, & ()

e.g.He was able to effect certain changes in government policy . b BUF B =4 T 3L,

5. There is not just one big public whose opinion a company has to worry about if it is to survive and
grow . (Para.3) — P ARIBEEFMER JAAERBIARR—NAEEALRMER,
1 /] o “whose™ & 18 M ] “ public” B E &
survive: HETF
e.g.Few people survived in the accident. TEXFHH &4, A LD AEFE.
of. She survived her husband by 10 years. fitbiist REIET 10 £,

6. The company must be on good terms with the govemment, because every business can be seriously af-
fected by government laws or regulations. (Para.3) AR LFEBIFRFERFHXR, Sk
- b #B IR BUR i & M LR 1
be on good/bad terms with: 5--- R RE /IR
e.g.The two countries are no longer on good terms with each other. MEABERKFHLT.

It is important that a teacher should be on good terms with his/her students. —NERSHE
ERFRFNXARREREN,

7. Public relations begin by planning one’s actions so as to respect the rights and beliefs of other people.
(Para.4) 723 THELAH R gE 65 8 B B A RUAUHI RS M0 AT Bt R
M H I “s0 as to” B BPRIEEME AR “actions” .
so as to: AKE
e.g.He raised his voice so as to be heard by everyone. 4R R T LAME K R ERRE T B,

You should be more careful so as not to make the same mistake again. HREZEB/MO R, U

BLERAHENER.

. 4
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8.

10.

11.

12.

13.

Unless a public relations program takes these things into account, it can do little to help a company.

(Para.4) WRLAXITBAF BB XL E . ZIT U LRILFA2A T,

take. . .into account: % [E %

e.g. We must take everything into account before we come to a conclusion. TEIRATES & Z AT, &
HE BB —UEDL .
He didn’t do very well in the exam, but we must take his long illness into account. iX K% ik
B/ ARME  HRERINLHAFER K 7 RAZ—F L,

similar expressions:take account of; take. . .into consideration

. Not all the money in the world nor the most skilful writers or speakers can make a company look as if

it cares about other people if the company really does not care. (Para.4) 5 —A2 &I 3LER b Xt 4t
ABAEFHIE A LEENE AEARHNOERIXFTABLEEZIRAARIEX
LHARIER .
HELA P not dl"RFFEE
as if/though: “as if” F1“as though” B X #2%, FREURA L E L
e.g.It looks as if/though it is going to rain. FFRET W,
She looks as if/though she is going to cry. fH L XEBREER,
% LU as if,as though 31§ B 43R 3L 7T LU A R BLIE S
e.g.She talks as if she knew a lot about him. 5T RO RE T AT IR X b T IR E
She treats me as if | were a stranger. MFFRIFH4EA—H,
care about: X L»
e.g. He cares much about money. B 7E F 4R o
I never care about what others think of me. BM REFHAEAF K.
of. care for: HR(BERMMEEDE)
e.g.1 don’t really care for coffee. T E 4 WMEE,
How could she possibly care for an old man like him? i /6 4 BT BB B R — A X HE R 3L LT
The department is made up of writers, editors, photographic and picture experts, and researchers.
(Para.5) XAEBITHAER WE BEANLEERRFRARAM,
be made up of: B+ ¥R
e.g.The United kingdom is made up of Great Britain and Northern Ireland. HEHKFFIBAL
FIRZM AL
Animal bodies are made up of cells. 3479 5 & 2 by 4 ML LAY o
There are many ways to reveal a company’s activities and character. (Para.6) [A4MAF—A4AE]
MESHMRERTFEZIE.
reveal: 77 ; B (LRI N AR KRB HHIRT)
e.g.I promised to him not to reveal his secret. AR IEA R FE R X,
I can’t reveal who told me. R AL BB R B L HFRH,
Ant. conceal: to keep from being known B
e.g.He tried to conceal his heavy drinking from his family. R AXMBEABRRE B CBENSE,
Printed pamphlets and booklets, including the company magazine and the annual report of the man-
agement to the shareholders, also help inform the public about a company . (Para.6) BREIRIA/D
T AEA RS S RRANEETERE 0F B FLARMER XA ANEE.
A company may also, as a public service, undertake projects not directly connected with its busi-
ness, to help make society better. (Para.6) —AANFETUARBE— SR FRAHEXR
BT B E XA RIS, LA AL 2R R
A1 8 “to help make society better” i H FARIE
undertake: T, AEE
e.g.No one is willing to undertake the leadership of the team. 18 ABRABAF X TAHRK,
She undertook the organization of the whole scheme. s ¥ % 1>t % AR LIE,

- 5 -
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14. Besides using their own public relations staffs, many companies hire independent public relations
firms, which work for several clients at once.(Para.7) IFZ AR THAH A S HWATL X EMIMA
Sh BB ARRRAE , XHAA RN AIANEFIRS
A8 which U\/ﬁ]@’ﬁﬁ“independem public relations firms”,
staff: 2 {KHLR
e.g.We need more staffl in the office. 1M AEFEWMAR

I have a staff of ten. IF TH 10 MR,
of. 1) staff REA L ERARPOER. KR HM saffs"$E5“ 2 EPH",
2) staff FHAE E 18RS, 155 3h iR T AR, AT R 8o
e.g.The school staff are the teachers. 2E R B ER I,
The office staff is efficient and excellent. X HAFH R THABEM B A,
at once: [A]HF; & 1
e.g. | cannot do two things at once. /A BE [l o4 F 1+ H o
of. T'll begin doing my homework at once. &5 L thifE L,

15 . Specially trained outsiders often see trends or problems that people inside a company might miss be-
cause they are too close to the situation. (Para.7) Z ¥ %] G EEATHARE HHEEE
A4S ) 6 A BT X4 3 3 0 T R 22 1R A SR K 5 ) (B AR
4] ) “they” 48 1L, “ people inside a company” o

16. Anyone who plans to do public relations work should get as broad an education as possible . ( Para.8)
EMITEMNEAT LR THEMANZEZRAE ZENEFE
A NER B, HEEER T as...os..., BEHRA not as(so) .. as. .., EAH
MEBEUTILA ;

1) B iR %R

e.g.This is as far as the bus goes. XEREMERECKRTA so far as)o

2) BZEWHRMIEEIR A same &, FIE A theo

e.g.You look just the same as before. HR— B ILEE,

3) WinEH PRI R IRIREETR S FE AN ERERERFANLE .

e.g.She’s as good an actress as she is a singer. M AR YT

4) HEEHIPINE just, almost, twice, three times S HOARIBR, XSGR RLHTE RN as,50 Z B0
e.g.This dress is twice as expensive as that. XA EARE AR 15

Text B

1. Let us suppose that your letter of application for a job has been received by your prospective employer
and you have been asked to go to the office for an interview. (Para.1) fRIGARECRIEC B BT
R R EUCE, R B B A LB EE K.

2. How do you prepare yourself and behave during this interview? (Para.1) ¥R 04 Fy do sk (54T HE &
e 7 K Y R R
behave: &I
e.g.The father was pleased to hear that his son had behaved well. XA FEWBILFRABRE

AR R

3. The following advice should help you get through this most important first step towards getting a job.
(Para.1) T M EILH BB BR R BOR BB + A B RIS —F
get through: 18 id
e.g.Do you think the Bill will get through parliament? PRI AR IR (I £) Rl RS 2
of . get through with: 58 i
e.g.As soon as I get through with my work I"1l join you. R TAE— e BB RRMNT o

4. Equip yourself with all your certificates and other relevant documents, a list of all the examinations

- 6 -
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you have passed, denoting subjects and credits, all the schools you have attended, sports you have
played and any positions of responsibility you held at school. (Para.2) # b 1B fIIE 45 F1 2 Ath
BRI, FF— G5 O B8 B IR R R BIIRBE ) R B B AT
B FREHEER DR %S
equip. ..with: - %%
e.g.They equipped themselves with some guns and set out for the forest. A3 4 BRSEME &,
Please equip yourself with a sharp pencil and a rubber for the exam. i H#E& —TRMEEM
—RBESMER,
document; 3L
e.g.The spy stole secret government documents. (] 57 & T BUF B 85 304
5. If you have had a job before, then you should list details of this as well and your reasons for leaving.
(Para.2) H0SRYREARTA AL BRML , R 0 B0 VE 4 5 1Ok, SRR BT IR IR A .
detail : ﬂﬂ—‘?f
e.g.Don’t go into details, just tell me the main idea. AR REY, RELSFRAKERTLU,
as well:
e.g.She is a talented musician and a photographer as well . R —F K XA, [Riat e — R,
6. You may already have supplied these details but you should have a copy with you in case you are
asked for it. (Para.2) WiFHRE S RU T 4B, B0 RS — G BIA, AT — 377
FERRE
in case: LAPj,—EH
e.g.Take an umbrella with you in case it rains. WL THE,
In case anybody calls for me, I’1l be back at three o’ clock. WMEHEARE, (RMEOREE=
A B,
7. Tt shows efficiency on your part. (Para.2) X & BR HEK R R,
on one’s part/on the part of sb: TEX 75
e.g.lt is an error on my part. X REHIH .
I’m friendly on my part, but she’s still hostile to me. REXFEBRELE, B RIODAHE,
of .for(my, his, etc) part: BL-- T &
e.g.For my part, I don’t mind where we eat. Sk SUMEL PN AL A
8. At the same time check the times of buses and ferries so that you are sure to arrive on time. (Para.3)
[ o 25 B 2 36 1K AN B AR O B IR, XRE AR A R TR AR 1A Bk
on time: A&}
e.g. Everybody should be on time at the meeting. B NEN RN F &
cf. in time: KRB}
e.g.Will I be in time to catch the train? LB LARBE K 7
9. Read through your curriculum vitae again so that it is fresh in your mind. (Para.4) BiE—RHKK
i, B EER I ERE R,
curriculum vitae: {8 Fi
cf . resume; (US) = curriculum vitae
fresh in one’s mind: EZEHICTERTH
e.g.Though it is a long time, this experience is still fresh in my mind. REBEHHZRAT JB X B
BFHRIEILES .
She wrote down the figures while they were still fresh in her mind. TE i iF fE S 2 DB X S
F W ENBET T X
10. Do not show impatience if you feel the interviewer is repeating things or asking questions that have no

relevance to the matter in hand. (Para.6) ﬁu%%@ﬂﬁﬁﬁiﬁ%‘ﬁﬁﬁ&ﬂﬁlﬁ]&—&‘é

H R X X 10 R B, SR A W
in hand: ZEALEEZ




Unit 1 ,Qf

e.g. Let’s focus our attention on the matter in hand, leaving other questions aside. {14 F% 8
—TFTFENHE, R EERE L.
The work is in hand and will soon be completed. X TAEZEBFTH , RA BT TR
cf.on hand: 7EMHIE, 7EF R EIA
e.g. When you study, you should have a dictionary on hand. %¥J B T 35 BB — A< 8,
11. If you are asked what salary you expect, state the figure mentioned in the advertisement you replied
to. (Para.7) TNRAGPFE KB EHAELEH K, BIRFEFIN & LBROBF R K,
salary: K
e.g.Should doctors’ salaries be higher? BE A (49 377K N % i 42 15 7
Has your salary been paid yet? ¥R & ¥ T 157

cf. wage: (/A KBREYPRTAERHEMN)BEF AF

e.g.We expect a fair day’s wage for a fair day’s work . FA'1fU4F — K TAE, REEFE—-X
18 LB o
The workers are demanding to be paid a living wage. TAERBIABBEREBTNIHE,

12. Do not lay undue emphasis on questions about holidays, day off, lunch breaks, sports facilities , etc.
(Para.7) AE it 458 A L BH R B B E 3 3B R R
lay. . .emphasis on; 3RV ;
e.g.Our English course lays great emphasis on conversational skills. RN FERBEATERETT

The emphasis here is laid on hard work, not enjoyment. X B EXEENRE N T, MARER.

13. Ask first of all about promotion prospects, other examinations you can take to get ahead and so on.
(Para.7) HEREHMAAXZTANHBR.NITSERNERERES MHH AL HXFHESR -
X B a9 shia R & X B BRE.
get ahead: BTN
e.g.She’s keen to get ahead in her career. MBS b A Sk,

By doing extra homework, he soon got ahead of his class — mates. flo i & MR EEL, BR

Y EAFEIHF,
{m%%%ﬁ&#ﬁ%
Text A

1.Ci#: REXRER-TIRBHABESHBUEBFRIFHEIAR, EREF-BR
E—AmE BB DB,

2. A% AR EFRRAAARNTH. T AREB &

3.D 3% MBS RME. EREE R, AB.CEX,

4B, AREXARE(RIEEIEM EEBRERN, E.ATEBNEB-FTRE;C
AR ZBRELITRI;D TASZRBNTRE,

5.D % REAKREHE,BAETIEHA, EAB.CRTLUERARTRE

1. T##: —AAFAMEERERNLEEALXRIE, B REB_BB-TERZN.
2. T#: MBATR—AAFMES GHRRBE, A TREREM. RE\ERZ
&ﬁfé“‘/ﬁ]o
3. F %, AR EEBERLLHRBA ARG A ABNB NI AREE, T4
BE = BBATT, AR AREESERNFENEBR SBUFRFREXR,
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4. TRMAARTUAZBABANGH MBERER, IMHRRLEH 4L,

5.

& REE BB =T EFH AT,
FiF:FEAFRIRRAMIMAXRAR, BNE B CHITEANRTRIEK AR %
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I.

V.

. Introduction

The importance of gaining the confidence of other people.

The Main Concemn of Public Relations

A. Winning the confidence and goodwill of people

B. Giving others the necessary information about a company
C. Telling others about a company’s activities, plans or ideas

. The Public

Any company, if it is to develop successfully, must pay attention to the opinions of the public,
large or small.
Activities of Public Relations:
A. The Way to Gain the Confidence of the Public
The thoughtfulness about other people’s beliefs, interests, and feelings is the important
factor in gaining the confidence of others
B. The Ways to Reveal a Company’s Activities and Character
1) speeches
2) printed pamphlets and booklets
3) motion—picture films
4) undertaking projects _
5) hiring independent public relations firms

1.
8.

e W 2. g HET;EHF 3. jER 4. hHME 5. i8BF 6. bk 7.4d85F
f—fE—KK 9.a NF 10.c £EHR

1.

FEHEMEATTEN; take independent actions;
TR AL BN SR BLAY 4738l ; regret one’s bad actions

. RSP A K ; affect the development of industry;

ZPSMEHE W ; be affected by the situation

. T B35 T ¥ ; survive on the desert;

FE Pt S 4 T HE; survive the car accident

. JBR/ABIMYER; reveal her musical ability;

I N EHE; reveal the truth

Exercise 7

00 =1 N N bW N -

. action ¥ : MR RB R BR B L 24730,

. commerce ¥ : AL ENH T AELZRINXR,

. survived 3 : ZERE LN EYERGEARKKPZET K,
. revealed IF: ZRLMHRERE R~ —E S ABEHHFL,

. affected ¥ RETMANBEZHHEELORENRWE,

. location ¥ Nk T & BEL M,

. staff 7% HEEEES , 2EITEREA PR,

. annual ¥ BEXNHR, EF-BEHKELZ=T,



