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In this unit, you will acquire the abilities to:

name office facilities and common positions in a company.
take telephone messages.

make business appointments.

give directions in the workplace.

receive visitors.

understand and illustrate business tables.

write business memos.

\ J

Getting Familiar with Office Routines

R e e

Task | Naming These Facilities

Write proper words in the blanks according to the pictures, then listen and

check.
‘notice board filing cabinet file folder shredder
photocopier fax machine computer stapler

UNIT 1 Working in the Office | 1



1. Can you bring me the documents in the second from the
right?

2. Sarah, this is about the regulations of using the new meeting room. Can you
stick it on the ?

; |

3. Paper work by cutting sheets of paper into many very
small pieces.

4. Please put these away, Miss Wang. Some of the documents
in them are confidential.

5. I was wondering if you could show me how to use the new
and scanner?

6. Sorry. There is something wrong with the . I’1l fax the
catalog to you as soon as it is fixed.

7.A is a mechanical device that joins sheets of paper or
similar material by driving a thin metal staple through the sheets and folding
the ends.

8. Using a , you can keep millions of records for customers in
a space as small as a hard disk. )




Task 2 Taking a Message

Listen to the dialogue about taking a message and fill in the blanks with the
missing words, phrases or sentences.

Susan:
Jim:

Susan:

Jim:
Susan:
Jim:
Susa:

Jim:

Susan:

Jim:

Susan:

Jim:

Susan:
Jim:
Susan:
Jim:

Susan:

Good morning! Sparkle Electronics Company. May I help you?

Hello! This is Jim Carter from Macon Trading Company. Could I speak to Mr. White?

) , please ... I'm sorry, but he is on another line this moment. Would
you care to hold?

Well, I need to leave in a minute. @ ?

Yes, certainly. 3 . I’ll get a pen. (pause) OK, please carry on.

I’'m the @ of Macon Trading Company.

OK.

I was ® to meet Mr. White for lunch at 12:00 with a guest from

America, Miss Robinson.
Miss Robinson. OK.

But Miss Robinson’s flight © , she won’t be here until 12:30. So please
tell him that the time is (7) to 1:00.
One o’clock.

And I heard that Miss Robinson likes to eat Chinese food, so I want to
her at Oriental Restaurant.

Orierital Restaurant.

If there’s any problem with Mr. White, please call me at Q)

OK. Mr. Carter. Thanks for calling. 40
Thank you. Good-bye!

Good-bye!

Task 3 Having a Meeting

Listen to the conversation about a meeting and finish the tasks.
1. Match the English words with their Chinese equivalents.

1) financial crisis A. i

2) promotion B. #5r#h

3) motion C. £&Rtfadl

4) compromise D. 5k

5) after-sale service E. ZWh, rh e s

6) partially F. B, il

UNIT 1 Working in the Office
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7) objection G. {4
8) transfer H. %%

2. Listen to the conversation and decide what the suggestions are made by the participants of the
meeting to increase the sales of cars? Please tick the correct answers in the following list.

|| A. cut the number of employees || B. improve the quality
|| C. reduce the price || D. reduce the production of cars
|| E. improve the sale service || F. improve the after-sale service

3. Listen to the conversation again and choose the best answer to each question.
1) What is the purpose of the meeting?
A. To expand the international market.
B. To discuss the sales of the cars.
C. To discuss the effect of financial crisis.
D. To make plans for the next quarter.
2) What problem is the company facing?
A. The company has to reduce the price of cars because the sales drop sharply.
B. The sales of cars are so good but the company doesn’t have enough cars in stock.
C. The sales of cars drop sharply because of the ineffective promotion strategy.
D. The sales of cars drop sharply because of the financial crisis.
3) Why is it practical to have cut-price sale?
A. Having cut-price sale helps to reduce inventory ( 47 ).
B. Having cut-price sale helps to ease the economic situation.
C. Having cut-price sale transfers part of profit to consumers and lets them have the real
benefit.
D.Both A & C.
4. Think about it.

1) Do you have any other good suggestions for the problem in the meeting?

2) What are the key factors to a successful meeting?




Working in the Office

Task | Table Reading

Read the table carefully and finish the sentences with the information you get from
the table.

Sales and market share of mobile phone companies

t 2Q08 2Q08 2Q09 2Q09
7(730mpa;)7'7 & gales ($T B Market Share(%) H Sales($) Market Share(%)
| l _Noki;:i ) ;:7 ;‘120 322 ; 39.5 i 71705,4713737 o g =
| Samsung | 463760 | 152 | 55,430.2 193 . |
LG 26,698.9 8.8 1 30,497.0 10.7
Motorola —~| - 30,371.8 i 10.0 \ 15,947; | ‘ 5.6
SonyEricsson | 229517 7.5 o 13s1a2 4.7
Others 57,970.6 | : ;97 . 65,260.2 23.0
7Toitai7 7 k 7 ;074,7722377'7 ]()F 7 j 77286,122.7 \W 100
Note: 2Q= the second quarter
1. 5 and , these three company’s sales and

market share decreased during this period.

2. The company that achieved the greatest increase in

market shareis \_
3. witnessed the greatest decrease in sales

and market share.

4. The market shareof Samsung by 2.8%. “'""‘!'
5. The sales of LG company $30,497.0 in '
the second quarter of 2009.

Task 2 Passage Reading
Read the passage and finish the tasks followed.

First Day at a New Job

Starting a new job can make us feel like we’ve gone back in
time to our first day of junior high school. We want people to like us, |

UNIT 1 Working in the Office
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nerve /na:v/ n. A% %

stressful /'stresful/ adj. A /&
7184

cheesy /'tfi:z1/ adj. 164,44
mellow /melov/ adj. % 3 &
hyper /'hatpa/ adj. 7CA4-#4

phony /founy/ n. AV #
A

crucial /kru:fal/ adj. & &4

overwhelming
Jouvva'hwelmin/ adj. /E45]
PRy, Rk

observe /ab'za:v/ v. WLEL

assumption /o'sampfon/ n.
B, XA

irregularly /r'regjulaly/ adv.
AL e

attire /o'tara/ n. AR

cue /kju/ n. B

gossip /'gosip/ n. A&
banter /banto/ v. i 7

but we don’t want to seem too eager. We hope we’ve worn the right
clothes and dressed up enough, but not too much. The self-confidence
we had in the interview that landed us the job is slowly taken over
by nerves as our first day approaches, and we worry about making a
good first impression.

But new jobs should be exciting, not stressful. We’re taking on
a new role, a fresh start, one filled with opportunities and a future —

we’re not going to the dentist'"!

.Use the following five ways to fit in at
your new job.
1. Show your true colors — it got you the job, after all.

Before any big “first day,” remember what our parents always
told us, “Just be yourself!” It sounds cheesy, but it’s true. For
example, if you’re more of a calm, mellow kind of person and -on
your first few days at the office you’re overly friendly, hyper, and
super smiley, chances are your act won’t last. When your true colors
show a few weeks down the line, people might think you’re a phony
The classic rule of being polite and smiling goes a long way.

2. Let people talk about themselves.

In a new job, it’s crucial to remember people’s names and titles, so
meeting all your new coworkers on the same day can be overwhelming,
Try writing things you want to remember in a note book. When meeting
a new coworker, simply ask, “So tell me about yourself. How did you
end up at this company?” The person’s reaction and answer can tell you
a lot about him/her. Hearing a little bit of his/her story will help you to
remember his/her name, position, as well as his/her manner.

3. Observe company culture.

Learn the company’s culture through observation — never
make assumptions. Your last job might have allowed coffee breaks
throughout the day, but your new one might not encourage leaving
the office irregularly when there’s work to be done. Does everyone
leave at five o’clock sharp? Is there a separate area for taking personal
calls? As for work attire, always dress a little nicer than expected; it’s
better than being underdressed. Take cues from your coworkers and
follow their lead. Remember, you’re new — you kinda have to be a
sheep® (for a little while, anyway).

4. Stay away from gossip, and be professional.

Avoid gossip at all costs. Even if it seems like friendly banter,



remain professional, and steer clear of water cooler gossip. Be above
it, ignore it, and move on. You’ll earn a lot of respect by doing so
and influence others to do it less. A better way to learn workplace
personalities is to ask questions about preferences and processes. A
good indicator is to study people’s email etiquette. For example, Mrs.
Smith always includes a “Good Morning!” and “Thanks so much for
your help!”, while Mrs. Simmons never greets people in her emails.
Learn by example and study how employees write and communicate
with one another and between departments. You should do the same.
5. Your moment to shine will come. '

However much you want to shed the rookie status, realize that
your coworkers have been there longer than you have — they deserve
your respect and full attention. Resist the impulse of trying to impress
everyone with all your new ideas.

Stick to the job you were hired for. In time, you’ll earn
your coworkers’ trust and they will help guide you through the
company. Save up those ideas and perfect them until it’s your time
to shine.

First day nerves are inevitable, but remember, you got the job —
the hard part is over. And although there will always be bullies and
brown-nosers" (just like in junior high), stressful days, and mistakes,
remember that you are a professional. Walk into that first day and

simply observe, adapt, learn, and succeed. In the end, your first day \

only lasts eight hours — it will be over before you know it.

Notes

[1] we’re not going to the dentist: iX /)i & R BV ERKEK,
[2] sheep: 3X B8R TG AN o

personality /ipa:sa'nzlaty/ n.
3

preference /'prefarans/ n.
1 &

etiquette /etiket/ n. L%

rookie /'ruki/ n. #7F
deserve /dr'za:v/ v. 154%F
impulse /xmpals/ n.

inevitable /in'evitabl/ adj
7T 7T 8 %o 64
bully /buly/ n. # % 55 %

[3] brown-noser: SJEEXE ., AT LAfEBhiA], 40 . He brown noses his supervisor. fi#Afth_I 7 #

Sl

Exercises

1. Are the following statements true (T) or false (F) according to the passage?

(1) 1) “Just be yourself!” means you can say whatever you want to say and do whatever you

want to do.

() 2) You can remember people better by writing things you want to remember on a note book

UNIT 1 Working in the Office



and asking them to talk about themselves.
() 3) You will know how to act in a new company by observing your colleagues.
() 4) According to the author, gossip is a good way to learn about your colleagues and the company.
() 5) You should grasp every possible opportunity to impress your coworkers.
2. Translate the following sentences into Chinese.
1) The self-confidence we had in the interview that landed us the job is slowly taken over by
nerves as our first day approaches.

2) The classic rule of being polite and smiling goes a long way.

3) Hearing a little bit of his/her story will help you to remember his/her name, position, as well
as his/her manner.

4) Learn the company’s culture through observation — never make assumptions.

5) Save up those ideas and perfect them until it’s your time to shine.

3. Read the following charts about corporate culture and answer the questions.

Four Basic Types of Corporate Culture

Egalitarian

(FE 5k FF 1Y)

Fulfilim ent-oriented Project-oriented
INCUBATOR GUIDED MISSILE
(W7 fL 25 AY) (FoiAy)

Person

Task

FAMILY EIFFEL TOWER
(FpER) (RAERERIERY)

Power-oriented Role-oriented

Hierarchal

(53 LR H)



Incubator Guided Missile

* organizations secondary to individual fulfillment | = highly Egalitarian

* existence precedes organization » task-oriented, impersonal

« aim at self-expression and self-fulfillment ‘ * team approach emphasized

» personal and egalitarian * cross-disciplinary

* minimal structure; minimal hierarchy * performance emphasized

* emotional commitment * loyalty to professions / project greater than to
* creative, innovative ‘ company

(Sweden) ‘ * Motivation intrinsic

(USA, UK, Canada)

Family Eiffel Tower
* personal, close face-to-face relationship ‘ * hierarchal
* hierarchal (“father knows best”) * structure more important than function
» power-oriented (leader is fatherly figure) * leader is boss (not father)
* home-like work atmosphere * relationships specific; status ascribed

\
* long-term relationships of employee to

company; high loyalty
* values, norms, atmosphere set by “father” or | * careers depend upon professional qualifications
“elder brother” * symbolic of machine age
(Japan, Singapore, South Korea, Spain, Italy, India) ; (Germany, Austria)

* highly bureaucratic, depersonalized
* rules dominate; roles before people

1) What are the four different types of corporate culture and what are the basic features of each?
2) What type does China belong to?

3) Which corporate culture do you want the company you work in to have? Why?

Accomplishing These Office Routines
Task | Making Appointments

Cultural Awareness
Business people always make an appointment before they go to see or visit their clients
or potential customers so that they can make their work more efficient. The most important
thing to remember when making appointments is that you are selling the appointment, not your
product or services. Therefore, you do not want to be talking too much. You can expand on

what you have to offer when you get to the appointment.

UNIT 1 Working in the Office
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