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Part One Business English: Guided Reading and Writing
1 Business People |

Passage 1 The Right Job and the Right Person

1.1 Warm —up: Answer the following questions before reading the passage in detail.
1) If you want to enter business, which field do you want to enter?
2) Where can you usually find job vacancies as advertised?
3) Which kind of person do the companies often welcome?
1.2 Intensive Reading:
The Right Job and the Right Person

Finding the Right Job '

The young people who are thinking of going into business just need to look at.the adver-
tisement pages of the newspapers. Most of the big firms now realize the need to employ tal-
ents for management, and a few are even looking for top business people.

In order to attract graduates, the leading companies have for some years been advertis-
ing on a half or a whole page in such papers as the Guardian or the Times. They set forth the
advantages to be got by a keen young person from joining the company. He is likely to be
told as follows ‘

For young people who want an exciting and different career, .the future is here.

We need you because, in a large organization like ours, we must never stand still.
Today’s outstanding career opportunity offers a future as big as you are big enough to
make it. '

We are a progressive organization operating in a continually expanding world mar-
ket. We offer opportunities to responsible young people who are seeking a worthwhile
career,

If you feel you would be interested in working with the team that achieved these
successes for Great Britain, write to us. |
It is noticeable that the companies give no definite indication of salaries in their adver-

tisements. What the companies stress is the prestige of their name and the prospects of their
firm or industry. The aircraft industry has high prestige, while oil, especially international
oil, is almost like going into the civil service. The manufacturer of consumer goods is even
lower in prestige.

Finding the Right Person )

Some companies consider that their management trainee schemes are useful to catch able

employees. These schemes do give the graduate who is unused to industry a chance to look

— 1 —




round before taking a particplar job. But the trouble with such schemes is that graduates of
any worth quickly get bored, going frorﬁ department to depatment without a job to do.

Sometimes, businessmen may say that university education simply -spoils yéung people,
destroys their simple enthusiasm and makes them too sophisticated to be loyal to the firm.

' Ambn'g the traits mentioned as essential for the young person applying for his first job in
an industrial empire are; drive, decisiveness, determination, push, an inquiring mind, ana-
lytical ability, and the ability to get on with colleagues. The last is highly regarded by busi-
nessmen as the “dependable, combinable type” in the words of Andrew Carnegie.

Above all. they want good mixers and. of course, drive. These afe the alpha and omega
of desirable traits for entering management and going into business. There is wide agreement
that academic distinction is less important than personality.

1.3 Notes.
1) go into business 2§
2) firm /fo:m/ n. a business company W 5,17
company /\f] corporation %A;{/_}ﬂ(‘%) incorporated HE{R A PR 2 A]
3) talent / 'telant/ n. man with ability A7
4) the Guardian ¢ T »(3)
5) the Times (FIFLMH(ED)
6) set forth; state clearly HEHMH,RKF*
7) career /ka'ria/ n. profession, vocation - Elik
8) stand still; remain where one is {ZHREA AT
9) progressive /pro’ gresiv/ adj. keeping up with new developments _L3#)
10) operate /'oporeit/ v. manage 2§
11) noticeable /'nautisabl/ adj. that can be noticed, worth noticing {H B E#
—able; that can be (done) TJseeree  BEG oeen
washable TJ¥E#y reliable TJ3EHT respectable {H1H M )
12) give indication of ; indicate, show #§Hi
13) prestige /pres’ti:3/ n. respect from good reputation F¥HE
14) prospect /' prospekt/ n. sth. expected or hoped for BT &
.15) go into the civil service I, U A% R
16) consumer goods . 78 $} &k
17) trainee scheme: plans to train employees L3t X
—ee: a person to whom the stated action is done oo By N,y REH
trainee ZillF employee RBHR examinee F4 -
18) enthusiasm /in'Qju:ziezom/ n. strong emotion or interest MH , >
19) sophisticated /sa'fistikeitid/ adj. worldly - wise HE¥(#Yy, & %M
20) trait /treit/ n. characteristic &, 35
21) push n. aggressiveness, determination to succeed it
22) drive n. energy ¥ H
23) inquiring mind; having the habit of asking questions and not being content with
ready - made answers Blj2F 4] . ‘
24) combinable /kem’bainebl/ adj. getting on well with others 5 ARG
J— 2 J—



25) Andrew Carnegic R#EH - FHE . ,
26) gooddmixers FHETZZERAY A
27) alpha and omege /' ®lfs oand 'sumiga/ H#&K,L%F
28) academc distinction: success in university studies 2gd)
1.4 Exercises. .
1. 4.1 Analysis of Ideas and Relationships ; Circle the best choice according to the passage.
1) Young men can find out about business jobs in the
A. advertisements .- - B. newspapers C. big firms .~
2) Leading companies try to attract graduates by
A. publishing newspapers
B. advertising on a whole newspaper page
C. making .clear the advantages to be got
3) In the advertisement, the companies lay stress on - o
A. salaries B. their prestige and prospects- . -
C. their names ‘ B
4) The value of the management trainee schemeis . - . ..
A. that it is useful.to catch able employees
B. that it does give the graduate a chance for a job -
C. both A and B '
5) Management trainee schemes run into such difficulties as boring the «
A. worthless graduates B. worthy graduates: . C. the companies
6) Some business men say that university education .
A. spoils young business graduates
B. destroys the product : S L e
C. makes young men disloyal to the firm - ' :
7) The essential traits for those entering management are _
A. dependable and combinable | ’ '
B. drive, decisiveness and determination’, ete. S ‘
C. good mixers and drive
8) For those entering management, the more important trait is".
A. personality B. academic distinction C. neither A nor B.

1.4.2 Vocabulary: Match the words in Column A with their.synonyms in Column B

A . , B . . o Do
1) firm : a. emphasize

2) keen - o .b.-expectation . . .

3) stress. . , . C, company ..

4) prospect .d. ‘increase’

5) expand ‘e. extraordinary

6) opportunity . f. chance

7) outstanding » “g. necessary - .-

8) drive h. make clear

9) set forth i. energy



10) definite j. look for .

11) seek ‘ k. plan

12) consider " L strong interest.

13) dependable . m. aggressiveness -
14) scheme n. characteristic

15) essential - S o. clear

16) enthusiasm p. reliable

17) push. . . g. think about

18) trait r. worldly ~ wise J
19) particular s. exact

[ad
.

20) sophisticated ‘ :
1. 4.3 Structure: Fill in the blanks with the appropriate phrases listed below.
set forth, go into, apply to -~ for, be used to, be bored of, in the words of, look

eager.

round, alpha and-omega, be loyal to, above all

1) This young man is thinking of big business.

2) Leading companies  the advantages of joining them.

3) He is a good mixer, ‘most of his colleagues.

4) A trainee scheme gives.a graduate a change.to . - before making the final
) decision. '

5) Those who are '__industry have to-attend the training course.’

6> _the companies need good mixers.

7) Why do you _us this job?

8) An employee is required to be his firm.

9) Graduates quickly get going from department to department.

10) He was on the spot and saw'the __ . of the negotiation.

AN

Passage 2 Building a Stroﬁger Voéﬂlﬁulary

2.1 Reading Skills: Ways to work out and remember the meanings of words
Building a Stronger Vocabulary

To read well, you need a stronger vocabulary. To.build a stronger vocabulary, you need
to read well. : S

Most . of us have vocabularies that allow us 10 read widely from the everyday sources of
information that surround us. These sources are newspapers, magazines, signs, advertise-
ments, credit card and job applications. The person with the richest and most useful vocabu-
lary , however, can read more complicated.and varied sources of information easily. You may
not be as confident about reading a psychology textbook, a history journal, or an encyclope-
dia entry as you are about reading other kinds of material. Still supplementing your familiar
and usual resources with a wide variety of materials offers you the opportunity to expand '
your knowledge of words as it improves your reading skills.

Here are some ways to find the meanings of difficult words.

1) Learn to use the context——that.is, clues that surrounding sentences sometimes give

about the meanings of new words.
— 4 —_—



2) In a word you don’t know, look for parts within the word, parts whose meanings
you might know. L e ' '
3) Learn the difference between what a word means-and what a word suggests or makes
you feel. o Wl e
4) Learn to use a dictionary so you can find ‘meanings. easily. S
5) Keep a list of words you want to add to your:vocabulary.. - - R
Once you’ ve learned a new word and you think you understand it; try to make sure that
yrn Ann’t forget it. To remember new words, you may. make use of the {oHowing. methods.
1) Learn to pronounce the word correctly, - &
2) Make up a phrase or a sentence that uses the word in.a way you understand.-
3) Use the word when you talk or write in classy on the job or at home.
4) Spell the word and say its meaning over and over.again in your mind.:
5) Don’t try to learn long lists of new werds. Study:just a few words ¢ach day for sev-
erdl days so that you can learn by repeating.. BRRE
2.2 Exercises. ’
2.2.1 List your own steps to learn new words. .. . ]
1) : REP K .
2) '
3) S R
~Now compare your steps with those in the passage'and revise your steps below.
D
2)
3
4)
5
2.2.2 List your own steps to remember new words.:
D
2)
3 )
Now compare your steps with those in the passage and revise your steps below.
1
2)
k)]
4)
5)
2.2.3 Work out the meanings of the problem words taken from Passage 1 and Passage 2,

and remember them by pronouncing, spelling and using them correctly.

1) leading ‘ '2) progressive . ‘

3) worthwhile " 4) prestige

5) sophisticated 6) psychology

7) encyclopedia - : “8)entry - . B
9) supplement o 10) context - i



Passage 3 Good huéinesé Writing

3.1 Writing Practice; Writing correct sentences
Good Business Writing

What is good business writing? Why is.it important? How do you achieve it?

You might answer that good business writing is grammatically correct, the:sentences
are well written, and the choice of words is precise. In addition, such mechanics as spelling
and punctuation are correct; otherwise, the reader’s attention can be diverted from the con-
tent of the letter by these errors. However, there are other factors. Good business writing is
coherent. The sentences go.together, the parts of the sentences are parallel and the message
or purpose of the letter is easily understood and can’t possibly be misunderstood.  There is a
directness to the sentences and to the meanings of the sentences that stresses the right points
and conveys a clear meaning. The letter ot report contains everything the reader needs to
know but nothing that he or she does not: need.or want to know.

The next question that arises is how to achieve good business writing. To do so, you
must get rid of the major problems and frequent errors in business writing and become famil-
iar with the important writing devices that can be used to convey certain meanings.

3.2 Exercises. '
3.2.1 Correct the mistakes in the following sentences.
1) Gopod business writing is grammatically correct, all the sentences are well writ-
ten.
2) Good business writing is grammatically correct, in addition, spelling and punc-
tuation should also be correct.
3) The sentences go together the parts of the sentences are parallel the message of
the letter is easily understood.
4) The letter or report containing everything the reader needs to know.
5) The next question is how to achieve good business writing?
3.2.2 Join the following pairs of sentences with the relatives or conjunctions given within
the brackets. ,
1) Big firms:advertise johs in-newspapers. They realize the need to employ talents
for management. (since)
2) The aircraft industry has high prestige. Qil is like going into the civil service.
(but)
3) The sentences are well-written. The choice of words is precise. (and)
4) The reader’s attention can be diverted. Business writing should be correct and
* -precise. (otherwise) L S
5) The letter contains everything. The reader needs to, know. (that)
3.2.3 Answer the [ollowing questions on Passage 1 in complete sentences, leaving out the
question numbers. Your answers together will make a complete paragraph.
1) Can young men find out about business jobs in newspapers or not?
2) Do leading companies try to-attract graduates by taking a half:or a whole page in
such papers as the Guardian and the Times or not?

;o
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3) Do the companies usually emphasize their prestige and prospects instead of set-
ting forth the salaries in their advertisements or don’t they? '

4) Does prestige vary greatly between industries such as aircraft and petroleum or
not?

5) Do some companies ; therefore, carry out trainee schemes to attract able employ-
ees and provide graduates with job opportunities or don’t they?

6) Is it essential for those entering business to be dependable ‘and combinable or
not? ‘

7) Is there wide agreement that personality is more important than academic dis-

tinction or isn’t there?
Passage 4 A Great Success as a Businessman

4.1 Warm ~up: Answer the following questions before skimming over ‘the passage.
1) Can you name several world-famous businessmen?
2) Do you know who Ronald McDonald is?
3) Why is McDonald’s so famous?
4.2 Extensive Reading:
A Great Success as a Businessman

Who is Ronald McDonald? The question might be hard for some grown-ups to answer,
but not hard for American school-children. Even many children in other countries know the
name. In the U. S. A., almost 96 percent of children could identify Ronald McDonald—
only Santa Claus has a higher rating.

McDonald’s is a most successful American corporation today. And we owe it all to Ray
A. Kroc. In the 1940s Kroc became the exclusive salesman for a new invention, a milk-
shake machine. Once a small hamburger restaurant owned by two brothers named McDonald
attracted his attention. They bought eight of his machines. Kroc thought that a chain of sim-
ilar restaurants would use many such machines, so he began his own hamburger restaurants
under a royalty arrangement with the two brothers. '

As McDonald’s restaurants began appearing across the country, Kroc soon realized that
his future would be in the restaurant and not the machine business. 'He bought out the Mc-
Donald brothers at last. “I needed the McDonald name ««+” he said. “What are you going to
do with a name like Kroc?” : 4

Since then McDonald’s has established outlets all over the world, from New York to
Paris to Tokyo. Operating under a strict set of rules the units provide high-quality service
and good food for the whole family. By connecting his operations to consumer needs and, at
the same time, making McDonald’s a household word, Ray A. Kroc succeeded’'as a busi-
nessman. Millions who left his units would say, “Nobody can do it like McDonald’s can. ”
4.3 Notes. ‘

1) Ronald McDonald /'ronald mek'donald/ n. FHM - ERZHEH
2) identify /ai'dentifai/ v. recognize A ' :
3) Santa Claus /'santa 'klo:z/ n. Father Christmas X#E# A
4) rating /reitin/ n. rank 4R o



5) owe e+ tQ o+ ;E......Eyjai ......
6) Ray A. Kroc /'rei’ei 'krok/ n. B+ -HFH '
7) exclusive /iksk'lussiv/ adj. not shared with others IR A4
8) a clain of ; a series of — E%|
9) royalty /'roislti/ n. money paid to use a certain patent EF|NEHR
10) buy out; pay sb. to give up all his property X TFTREANLIBZR
11) outlet /'autlit/ n. shop ®G/E, @Rk
12) Tokyo /'taukisu/ n. FHF (B AXEHH)
13) a set of rules —EHEF o
14) a household word: a household name, well-known ZXMy /- BEET17]

4. 4 Comprehension Exercise: Circle the best choice based on your understanding of the

passage.
1) McDonald’s is the family of
A. Mr. McDonald B. Ray A. Kroc C. neither A nor B
2) Most of the American children know Ronald ‘McDonald.
A. Right. B. Wrong. C. Doesn’t say.
3) Who is the most well-known to American children?
A. McDonald. B. Ray A. Kroc. C. Santa Claus.
4) McDonald’s is a most successful American corporation today owing to |
A. McDonald B. Hamburger C. Ray A. Kroc-

5) In the 1940s Kroc alone
A. invented a milk-shake machine
B. sold a kind of milk-shake machine
C. attracted a small hamburger restaurant
6) The McDonald brothers sold their small hamburger restaurant because
A. they bought eight machines from Kroc
B. Kroc was richer C. doesn’t say
7) Kroc realized that his future would be in the restaurant
A. after he bought out McDonald’
B. when he got tired of the machine business
C. as McDonald’s began appearing all over the country
8) Kroc bought out the McDonald brothers because
A. the McDonald name was familiar to the customers
B. he didn’t like his own name
C. he was a rich man
9) McDonald’s provides customers with . ,
A. good food B. high-quality service C. both
10) Ray A. Kroc succeeded as a businessman because
A. nobody else could do it

B. he connected his management with the consumér needs and made McDonald a
household name

C. he was working under strict rules
— 8 _



Passage 1 The Boss and His Secretary

1.1 Warm-up: Answer the following questions before reading the passage in detail.
1) Are all bosses men and secretaries women? Why?
2) Can you list some essential qualities of a boss and a secretary?
3) What is the relationship between a boss and a secretary?
1.2 Intensive Reading:
The Boss and His Secretary

A recent article in a business newspaper reports that a good secretary can make a
$ 15,000-a-year man worth $ 20,000. The article also says that a bad secretary can reduce
his value to $10,000. Any executive should recognize this as the truth.

Backed by a good secretary, many a man without spectacular talents, but with the good
sense not to prevent her, has achieved success and power undreamed of by his less fortunate
colleagues. On the other hand, anyone who has had the experience of ill-typed letters and
often-missed appointments will know that the personal secretary makes the difference be-
tween riches and ruin. '

What, then, would every man consciously or unconsciously like to find in his secretary?

Loyalty is the first requirement. If a man can’t trust his secretary , whom can he trust?
No relationship in business involves a higher degree of trust and responsibility between two
persons than the secretary-boss-team.

Next, conscience. Secretaries are seldom paid what they deserve or what they are
worth, though conditions are improving. Consequently, there is little except her conscience
to insure that long hours are kept when necessary, things are done properly, and no loose
ends are left untied.

Then we come to initiative. A secretary should be able to act for her boss in his absence
in many of the fields in which he operates. In fact, true initiative is the ability to know when
to act on your own and when to consult.

Ability to write. Every secretary should at least be able to handle routine correspon-
dence for her boss and avoid mistakes in English and in spelling. It is preferable, of course,
if she has a real ability to write——to do reports and summaries and take good minutes of
meetings. Well-educated women often have considerable talent in this direction, and whatev-
er talent there is should be used to the full.

Tact and charm. Business can be tense, and tempers often get lost. A girl who can not

only avoid friction but actually reduce it is of great value,
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Good dress sense and presentation. This involves looking and sounding attractive, yet
never cause unnecessary attention. A secretary is a man’s status symbol. You may not a-
gree, but it is a fact of life, and a man’s income and success depend on his status.

Psychological insight is another requirement. It involves understanding what makes peo-
ple tick, being able to make predictions about their behavior in certain situations and under-
standing the boss’s moods.

A good educational background is another plus value. It is greatly useful to have people
who know things around you.

Of course. the executive who finds all these traits in his secretary is fortunate indeed.
1.3 Notes.

1) executive /ig'zekjutiv/ n. a chief manager WM, HH
2) back /bzek/ v. support Li¥
3) many a man; many men HEA
4) spectacular /spek’tzkjule/ adj. extraordinary, outstanding 7RtH#Y
5) loyalty /'lsialti/ n. being [aithful E K
6) conscience /'konfans/ n. an inner sense that knows the difference between right
and wrong B
7) consequently /' konsikwantli/ adv. as a result  ZE
8) loose ends left untied: work or business that should be completed is left undone
it G R
9) initiative /i'nifistiv/ n. ability to see what should be done and to do it  E3htk, 8l
b))
10) handle routine correspondence A3 H # {5 &
11) preferable /pri'farabl/ adj. superior to, better than FJEHY, LR HY
12) minutes /' minits/ n. records of what is said and decided at a meeting &IIiCH
13) to the full; at the greatest extent X KPREE
14) tact /taekt/ n. skill shown in dealing with other people without offending them -
[ 5
15) tense /tens/ adj. nervous ‘&K
16) lose one’s temper; become angry KK ~
17) friction /'frikfan/ n. difficult situation leading to quarrels 7ASFil, w138
18) dress sense: ability to dress well FXEGE
19) presentation /pri'zenteifon/ n. being suitable in appearance or manner fT#p15{%
20) status symbol H{IZR L
21) insight /'insait/ n. powet to sce into and understand JRAEE
22) what makes people tick; what makes people act as they do {4 E&,&k%)\ﬁ]
23) mood /mud/ n. state of mind {§%
24) plus value; additional worth E{¥M{E
1.4 Exercises.
1. 4.1 Analysis of Ideas and Relationships; Circle the best choice accordmg to the passage.
1) This article, most probably appeared in

A. a newspaper - B. a magazine C. doesn’t say



