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Chapter One

Human Resource

TEARER, {RATLLT A
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Activity 1

Make a chair and
take a seat.




Do you know IKEA?

Have you had a job interview before?

Activity 2

The following pictures are some familiar jobs. Can you recognize them?

Can you choose a correct name for each of them?

F ORI g

s flight attendance chef program director engineer
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Can you choose a possible company for each of them?

111 1111111 11111 1 11 .

; Disney ~ HBO  Air China ~ KFC!
4
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Activity 3

Every company may have different kinds of job. Choose from the list below the jobs that Dis-

ney, HBO, Air China,and KFC may all have,and circle your answers.
2
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¢ teacher administrative director secretary :
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; attorney assistant personnel officer ~ vice-president of sales ¢
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¢ production manager  applications programmer translator H
4 accounting assistant ’
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Sometimes,an allowance (HE5)just isn’t enough. If you need some more pocket money to
catch the latest movies, take out your new girlfriend/boyfriend,or just to start saving up,you
might have to get a job. It can be difficult to get one when you are a teenager, but not impossi-
ble. As a teenager,you’re starting out brand new,and although most companies do request ex-
perience, the key to getting “THE” job is to sell yourself. Here are some steps to help you:
(1) Start researching;

(2) Get the word out;

(3) Use your connections;

(4) Volunteer;

(5) Write a resume;

(6) Go to an interview.
Activity 4

Why it is so difficult to get the job when you are a teenager?

Activity 5

Please match the following steps with the corresponding sentences.

1. start researching a. Find organizations and other places that you know pay
teens (F/P4E) to work.

2. get the word out b. It makes filling out applications (HiE#) much easier.

3. use your connections c. Talk to friends and family about any paying jobs they

might know of.
4. volunteer d. One of the most often asked questions is: why do you

feel you are qualified for this?




5. write a resume e. Post 3 x 5 cards-at local stores and other places with no-
tice-boards (%75 #) telling of the services you’re will-
ing to do.

6. go to an interview f. You may have to give some of your time for free to make

money in the long run.

Activity 6

Please fill in the blanks with the given words.

research(es) catch save up resume request volunteer(s)
key teenager  connection pocket money brand new
il is money for incidental or minor expenses.
2. Tdon’t your meaning.
3. I want to money.
4. means a person between the age of 13 to 19.
5. This is a car.
6. References are available on
7. The for the eighty-year-old professor to keep fit is to jog three kilometres every
morning.
8. He into the causes of an illness.
9. There appeared to be no between the two crimes.
10. We want some to help paint the house.
11. There are many free examples on the Internet.
TIPS

Once you’ ve done good work for someone, ask if you
can use them as a reference for future jobs.
Try to get a job in something that you are interested in;

as it may help you get a career later in life

(¢
If you need to employ someone,consider what you want the employee to do and what skills you

require. Also consider the employment conditions, level of pay and other costs of employment,

including the accommodation of the worker.




Prepare a job description that defines the responsibilities and functions of a job. This will help
you identify the knowledge, experience and skills required for the job. When you advertise a job
remember that, by law,you must not use discriminatory (7 #f f)) language that may exclude

potential employees on the basis of race,age,sex, marital status(ZFHARIL) , family status,preg-

nancy,religious and political beliefs,disability,or sexual orientation.

Your recruitment (F4H#)process will run more smoothly if you know how to:

(1) advertise;
(2) interview;

(3) select the right applicant;

(4) draw up a formal offer of employment.

employ [im'ploi | vt. JEAH

consider [ kon'sido | vt. #JE
employee [im'ploii] n. J&fi

require [rikwais | vt. B3R

condition [ kendifon]| n. &4

cost [kost] n. JliAs

employment [im'ploiment | n. T.4E
accommodation [ skomadeifon]| n. {F15
job description & {3 Bl 3¢ 4

define [difain] vt. & X
responsibility [risponsabiliti] n. FtfF
identify [aidentifai] v. &

‘ Notes

advertise ['sedvotaiz | v. ) 4
exclude [ikskluid | vt. FE---HEBRTE LD
potential [ paten[(a)1] adj. ¥ALEM
race [reis| n. %

status ['steitos] n. By

pregnancy [ 'pregnensi] n. PfF%
religious [rilidzes] adj. FZ# K
disability [ disobiliti| n. #R¥
orientation [ o(:)rienteifon | n. {if [m] 14
applicant ['seplikont | n. HiiF#
draw up EHE

1. Prepare a job description that defines the responsibilities and functions of a job.
AEE—ORUFER. INKRUFTEREEPXANTHERALNFEMINE,
2. This will help you identify the knowledge, experience and skills required for the job.

XEBPREATERALABTOMIR ERAKRIT,

3. When you advertise a job remember that,by law, you must not use discriminatory language that

may excluyde potential employees on the basis of race, age, sex, marital status, family status,

pregnancy, religious and political beliefs, disability,or sexual orientation.

HIRA TARRAIHERIS &0, BILE, AR REABUAMNES . X7 TREMEK. FER.
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Activity 7

Guess what jobs do they have? Do you know what their responsibilities are?

Activity 8

Match the following steps with the pictures,and put the steps into the right order.
a. draw up a formal offer of employment b. interview

c.” advertise d. select the right applicant

(Win32 Application Wizard - SDI_Test

Application Settings
Spedfy the type of application you wil buiid with this praject and the options ar libraries you
want supported.




Activity 9

Can you select the correct job descriptions for the pictures in Activity 77

a

b

Typical responsibilities include:

<> organising, preparing agendas

<> taking minutes of meetings

<> communicate with internal and external
people

<> writing reports

<> taking responsibility for the health and

safety of employees

Typical responsibilities include:

<> planning,preparing and delivering lessons
<> marking work

<> researching new subject knowledge

<> selecting different learning resources

<> managing pupil behavior in the classroom

Activity 10

What’s your father’s (mother’s) job? Try to write his (her) job description.




Chapter Two

Marketing Research

FEAER, {RATLLT A2
—H AR T HER?
— R T R N HIER?

Activity 1

Do you know this company and this product?

Have you heard about KFC’s market research in China?




Activity 2

The following pictures are some familiar products. Can you recognize them?

Can you choose a correct name for them?

‘un’uw-umw—‘ P

coke rice soup stock cube shampoo
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-

Can you choose a correct company for them?

KECG P&.G Pepsi Nestle
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il




Activity 3

Every aspect of marketing needs research. Line up the picture on the left with the marketing

stages on the right.

a. package development

b. product development

c. brand name development

d. acquisition




Market research is a most valuable (A #H{E %) tool for all businesses. It’s the process (id#2)
of gathering information to help you make informed ‘ i ’ -
decisions about the marketing of your business.
There are two types of market research:
® Primary research
Information collected for you through surveys
(7] %), interviews, talking to customers and
businesses.
® Secondary research

Information collected for other purposes,such as

government statistics (4 1) , trade publications
G D .
Market analysis (43r#7)includes:
(1) Who is your customer?
(2) What product or service are you selling?
(3) Who is your competition?
(4) What is your target market?
(5) What are your distribution channels (4344 %iE) 7
(6) What is the price of your product or service?
(7) How do you promote and sell the product (f£44) ?

Activity 4

How many kinds of market analysis are there in the article, what are they?

Activity 5

Please match the market analysis on the left with the corresponding questions on the right.

1. Who is your customer? a. Who will buy your product?

2. What product or service are you selling? b. Can you sell your products at different
prices into different markets?

3. Who is your competition? c. What packaging is required?

4. What is your target market? : d. What is the overall market size?

T



