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X. Reading, Writing & Translating

1. Practice through reading

Passage 1

® Pre-reading questions

1. How much do you know about customer relations?
2. Why do we usually call the customers “God™?

Do you want to become a public-relations officer for a company after your graduation? If you are interested in
this area, now please read the following passage which will provide you with some knowledge about it.

Are you ready to read? Don't forget your starting time: ___h__m__s

Customer Relations

No wheels turn, no factory works, no goods are distributed, no profits are earned or dividends paid
until a sale is made. The most important single individual to any company is the person who makes that sale
possible — the customer. On his or her shoulders rests the entire corporate superstructure ({5%&, Z%r).
Without the customer, there is no company.

Customer relations must spread over every phase of the public-
relations program as well as every phase of corporate life. From the
worker in the mine or factory, through the salespeople and
management staff, to the chairman and president the customer must be
the “main man”,

You, as a public-relations officer for your company, have the most
complete knowledge of your primary customers. They serve the
ultimate consumer you wish to reach. You know if you sell to dealers,
shopkeepers, wholesalers, or jobbers (&ZZ£2 40 7). You know where
they are located and what their position is in the industry. In short, you know who your customers are.

However, it might be advantageous to clarify (#i#) your relationship with them in your own mind
and to assess (F{f) in what ways that relationship can be improved. Determine, once more, which of
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them has the possibility of becoming a more important purchaser. Consider, again, potential new
customers — those people to whom you should be selling. If you have not already done so, list all present
customers, indicating those who should be more active, and then list, as well, firms that might become
customers. (You probably already have such lists. Make sure that they are current).

This does not presume to suggest sales approaches. That is not our area of expertise. But public
relations can reinforce your company’s sales effort to make the prospect a customer and the moderate
purchaser an important one.

{ 292 words)
EndingTime: _ _h__m___s If you have spent
Total Time: ___m s a) less than 5 minutes, you are a wonderful reader.
BN b) around 6 minutes, you are OK at reading.

c) more than 7 minutes, you need more practice

in reading.

® Comprehension
Decide whether the following statements are True or False according to the passage.

O1. The most important person to a company is the one who sells goods for the company.

0J2. Customer relations should be paid attention to through the whole progress of the public-relations
program.

[J3. As a public-relations officer, you should know something about your customers in detail.

O4. You should always think about how to improve the relationship between you and your company.

O5. The purpose of this passage is to provide a good way of selling.

Passage 2
® Pre-reading activities

Please rearrange the following sentences according to the steps of a job interview.

A. Make a little extra effort with your appearance.

B. Write a letter of application for the job.

C. Ask the interviewer some questions about the job.

D. Stand still until you are invited to sit down when you are interviewed.
E. You are informed to have the interview.

F. Do everything you can to prepare for the interview.

G. Answer the questions simply, directly and honestly.

H. Find out all you can about your prospective employer.

1. 2. 3. 4. 5. 6. 7. 8.



Are you ready to read? Don't forget your starting time: ____ h m s

The Job Interview

Job interviews are unusual types of conversations because they are not really exchanges of information:

the interviewer often has much of the information available in the job application or resume. The job

candidate is asked to expand upon or explain some of the information, but the interview is really more an
opportunity to find out how well the candidate presents himself or herself. Although the dialogue below is

shorter than the usual interview, several of the techniques shown are common to the job interview situation.

For example, the interviewee should explain and offer information, rather than just giving “yes” and “no”

responses. A team of interviewers often works together to ask questions and evaluate the prospective
employee.

Marie:

Ingrid Bekker? Please come in and sit down.

Ingnid: Thank you. . .

Marie: My name is Marie Baruzzi and this is Allison Leclair, the head of
the museum’s Children Programs Division. 1 —

Ingrid: Pleased to meet you. c—

Marie: Before we begin, I'd like to go over a few particulars of the
position. Your official title would be Museum Interpreter. - -
Essentially, that means working in our live history exhibits, - -
explaining the displays, and giving tours through the museum.
Are you familiar with our institution?

Ingrid: Oh, yes. I’ve seen museum interpreters at work many times.

Marie: Fine. As you know, this is a part-time job, 10—15 hours a week. Many of our interpreters are
students and we give them the opportunity to schedule their work hours around their class times.
On your resume, it says that you are a student at St. Laurent University. Could you tell us
something about your studies?

Ingrid: Certainly. I'm majoring in history —early Canadian history, mostly. My interest in the pioneer
settlements in Canada is what led me to apply for this job.

Allison: How do you feel about working with the public, especially children?

Ingrid: I enjoy being with children—1I come from a large family, so I've done my share of baby-sitting. The
chance to work with the public is an aspect of this job that really appeals to me.

Allison: Well, it seems as if you are well-prepared to deal with the challenges of this job. Do you have any
questions?

Ingrid: No, [ don’t think so.

Marie: Well, we do have a lot of applicants still to see. We should be able to let you know one way or the
other sometime next week. Thank you for coming.

Ingrid: Thank you for taking the time to see me. Good-bye.

(412 words)
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EndingTime: __h__m__ s if you have spent
Total Time: _ m__ s a) less than 7 minutes, you are a wonderful reader.
e b) around 8 minutes, you are OK at reading.

O K c) more than 9 minutes, you need more practice
w in reading.

® Comprehension
Complete the following sentences with the information you get from the passage.

1. The interview is more an opportunity to find out how well the candidate

than of information.
2. To present himself well, the candidate should information instead of
responses.
3. By going over of the position, the interviewer just wants to know how
well Ingrid she applies for.
4. Ingrid is a student of , s0 her led her to
the job.
5. Ingrid will get to know the of the interview sometime

Passage 3

® Pre-reading activities
Suppose you are a boss, and want fo hire an assistant, which of the following factors do you consider

important?
a. age b. sex c. appearance  d. education e. intelligence
f. ability g. experience h. honesty J- loyalty k. creativity
You may have a discussion with your classmates.

Are you ready to read? Don't forget your starting time: h m S

Who Gets Promoted

Zachary Hightower is a manager in a medium-sized computer company,
TechnoBits Inc. His assistant manager has just resigned because his wife is
being transferred to another city. Hightower is trying to make a choice
among several promising candidates for the vacant position. The job
requires good leadership and organizational skills. Technical knowledge is
not necessary, but familiarity with the product is helpful. Please consider

the qualifications and characteristics of each of the candidates below. Decide which person you think would
be best suited to the job.
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The Candidates

Drew Austin was hired as a management trainee after he completed his B.Sc. He has been working at
TechnoBits for eight months in a senior clerical position. He is 24 years old and single. He is also
Hightower’s nephew. His supervisor says that he is hard-working and conscientious, but that he lacks
creativity and that his work is not outstanding. He is very quiet and has not yet made friends with his co-
workers.

Amelia Jelinski is Hightower’s executive secretary. She has been with the company for 20 years and
has worked her way up from the typing pool. While she didn’t attend university, she did one year at a
business college after high school, before coming to TechnoBits. Since then, Jelinski has taken many night
courses in both business and computers. She is well liked by all the staff and keeps things running smoothly
in the office. She is 40 years old, is married and has two children.

Winona Ho has applied for the job from another company where she has worked in a position similar to
the assistant manager’s for 7 years. She wants to leave the other company because she feels that TechnoBits
will offer her more chance for promotion. She feels that she has hit the “glass ceiling” (the limit for
promotions for women) at her company. Ho is 30 years old, is married and has no children. She is bright
and ambitious.

Pierre Sauve is an assistant manager in a small branch office of the company. He has been with the
company for five years. He is 50 years old, is divorced and has three adult children. He is interested in his
Job because it would give him an opportunity to move to a large city. His strong sales skills have made him
successful in the branch office, but they would not be as important in the position at head office.

(400 words)
EndingTime: __h__m_s if you have spent
Total Time: __ _m__s a) less than 7 minutes, you are a wonderful reader.
/’\ ~~~~ e b) around 8 minutes, you are OK at reading.
{/ O XK ¢) more than 9 minutes, you need more practice
in reading.

® Comprehension

Fill in the table with the information you get from the passage.

The personal information of the candidates

Name Age | Sex IS\:::::?] ‘Z?;‘kel:l%nl:)giltzd g:zis;z:l Charli\:[c::::'istics
Drew
Amelia
Winona
Pierre

® Translation
Translate the following sentences into Chinese.

1. Technical knowledge is not necessary, but.familiarity with the product is helpful.
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2. He is very quiet and has not yet made friends with his co-workers.

3. She has been with the company for 20 years and has worked her way up from the typing pool.
4. She feels that she has hit the “glass ceiling” at her company.

5. His strong sales skills have made him successful in the branch office.

2. Writing practice

Following the writing samples given in Unit 1 of your Textbook 2, fill in the blanks to complete the following
short notes so that they are functionally equivalent to those given in Chinese.

1. | REMRFHEE:
AR (R AER) ERAILR? 6, BRRAWE. B,
W
Dear >
Will you please for a few days?
I hope you will let the bearer
2.
A BB ERE T,
iy
19977 H 15 H

e

15 July, 1997
To




