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a) Which of the following is true according to the talk?

b) Which of the following is mentioned (as a reason/case for...) in the
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¢) What is the only. . . according to the talk?

ERRERTTHAEMERR? BR,EEASERREEHE NN,
BIHR, A MESETERM R FER, A=A BRBER, AR £
HETHTME .ﬁ%*ﬁﬁﬁﬁ@%iﬁﬁ%‘ﬁﬁ%ﬁﬁﬂ#i%ﬁﬁﬁﬁ%ﬁﬁﬁ
WES BREE, REE R TR XRERAP, EEARDR %
TR Rt BT, D RERERERIRER. ANPGRS RP,—
B f A AP TEXRE N R R P 3 — B A IO T ZE IR B R A R S B,
Bl TFREENHE T ZASHIRRAEET AR AR,

@HEER A (exclusive)

WTRTENI SR, B A SRR AT — B9 (R




¥* -
TAMNKEE

a) Which of the following is not mentioned as the -*-for-:-in the talk?

b) All the following statements are true for ---except:++?

XEABEREER ZANABFRNART SR B BIEIFNER, %
AR A R SR BTN E BT HREESTHAT KB
EEHE EE LY e R EAEIC S RN R, HE, X BBR R d % 4
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BERMI“FFEE AL HR 2003 08" R 6], FF NPT LB H
BpLEfE R :
1.Which of the following statements about offices is NOT true according to the

talk?

A Offices throughout the world are basically alike.

B. There are primarily two kinds of office layout.

C. Office surmmoundings used to depend on company size.
D. Office atmosphere influences workers’ performance.

2. We can infer from the talk that harmonious work relations may have a direct im-
pact on your . A
A.promotion B. colleagues C. management D.union

3. Supposing you were working in a sinall firm, which of the following would you
do when you had some grievances?

A.Request a formal special meeting with the boss.
B.Draft a formal agenda for a special meeting.
C.Contact a consultative committee first.

D. Ask to see the boss for a talk immediately.

4. According to the talk, the union plays the following roles EXCEPT .
A mediation B. arbitration C. negotiation D. representa-
tion.

5.Which topic is NOT covered in the talk?

A.Role of the union. B. Work relations.
C.Company structure, D. Office layout.

B ERHER ARG, HET “which of the following statements about of-
fices is not true according to the talk?” — B T 4R , B i %5 £ A9 % IR /R0 8 01
lﬁﬂ A HAFEB R “. .. office—alike. . . ; two layouts; surrounding—size;
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When we talk about a modem company, we usually have managers, employ-
ees, products, research & development or marketing in mind. However, in reali-
ty, a company is not just made up of these elements. There are other things that
make a company what it is. This moming we’ re going to look at some other as-
pects of a company.

Let’s first take a look at the offices. The physical surroundings of most mod-
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em companies, especially offices, are becoming more and more similar. Although
there are some differences from country to country, one office looks much like
another. Office furniture and equipment tends to be similar: desks, chairs, filing
cabinets, computers, etc. What is important about offices, you may ask? Well,
the atimosphere of the workplace can often influence the effectiveness of a compa-
ny’s employees. Modem offices are more spacious, and better lit, heated, venti-
lated, and air conditioned than in the past. But of course this is a feature that
varies from firm to firm and may be dependent on the size of the company and its
corporate philosophy. In some companies, the employees work in large open-
planned offices without walls between the departments. In others, the staff mem-
bers work more privately in individual offices. No matter what the office layout is
like, modermn companies pay special attention to the physical surroundings in order
to create an atmosphere conducive to higher working efficiency.

Another related point when talking about offices is the work relations with
other people at the place of work. They include relationships with fellow employ-
ees, workers, or colleagues. A great part of work or job satisfaction, some peo-
ple say the major portion, comes from getting on with others at work. Work rela-
tions will also include those between management and employees. These relations
are not always straightforward, particularly as the management’ s assessment of
how you’ re performing can be crucial to your futuire career.

Now I'd like to say a bit more about the relations between management and
employees. There’ 1l also be matters about which the employees want to talk to
the management. In small businesses, the boss will probably work alongside his
or her workers. Anything that needs to be sorted out will be done face to face as
soon as the problem arises. There will be no formal meetings or procedures. But
the larger the business, the less direct contact there will be between employees
and management. Special meeting have to be held and procedures set up to say
when, where, how, and in what circumstances the employees can talk to the
management. Some companies have specially-organized consultative committees
for this purpose. In many countries of the world today, particularly in large firms,
ermployees join a trade union and ask the union to represent them to the manage-
ment. Through the union all categories of employees can pass on the complaints




HEEBAAR
A 5FB1F 20+20

they have and try to get things changed. The process through which unions nego-
- iate with managetnent on behalf of their members is called collective bargaining.
Instead of each employee trying to bargain alone with the company, the employees
Join together and collectively put forward their views. Occasionally a firm will
refuse to recognize the right of a union to negotiate for its members and a dispute
ovefmionrecogniﬁonwillaﬁse. Where there is disagreement, bargaining or ne-
gotiation will take place. A compromised agreement may be reached. Where this
is not possible, the sides can go to arbitration and bring in a third party from out-
side to say what they think should happen. However, sometimes one of the sides
decides to take industrial action. The management ¢an lock out employees and
prevent them from coming to work. This used to be quite common but is rarely
..used today. The main courses of action open to a trade union are strike, a ban on
working overtime, work to rule, that is, employees work according to the compa-
- ny rule book, go slows, which means that an employee may spend more time do-
ing the same job, and piqueting, which means that the employees stand outside
the entrance to the business location, holding up signs to show they are in conflict
with the management. Every country has its own tradition of industrial relations,
so it’ s difficult to generalize. In some businesses, unions are not welcomed by
-the management, but in others, the unions play an important role both in the ev-
eryday working relations of individual companies, and also in the social and politi-
cal life of the country-:- (fade out)
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