T PSR
T e 3 2

B usiness English. Listening and Speaking

H B BEE AWNT 4

‘:F *xﬁk*gﬂjﬁﬁ$i




X

S

r3
r & 0
J

Big TR 1E

F K w B REE ANL
Bl¥®m £ £ #» H

R R F H ARt



EHENSE (CIP) ¥

KB A B SR/ Mg, IR, AN EE. — K
B RS K% R 2007, 7
ISBN 978-7-81105-533-7

I.2...1.0/M...0%...OF... .= EFERS —%iE—
Wi —#4t V. H319.9

P AR A< B 518 CIP 388 (2007) 55 107145 B

TAMARBEREHRE
(R(RAEHRBGSHESEHH))

£ & H B BEgE EAxg
BlEm B B % A

DRERE #Fns
LRENH LK
LDHREST bk F kit

A KUY TRUEH W 42 : 410083
K 4744 % .0731-8876770 # J:0731-8710482
g B NHAEFRALAT LD MBI R

mE; A 787X1092 1/16 [Pk 28.5 M 748 % A
W O2007ETHABIMK [I20074E7 A 1 ER

WE:; £ ISBN 978-7-81105-533-7

#r 48.00 ¢

B H MR 0 5 28 R R




1

HI

HBIAHFRASAALK, REXIIIEHAEDH SR, XFHERNFFAARET
BHIBEAR : M1 LAN BRARIE S RWE R BN ERRZE, DARBERGERBIERL
EXREERESTENESRAS . FERETHXMESEAAN  ZHHESEK, R
WS TR ARE R HEE) — .

AR AFTERAELUTILNE:

L pteas. (CCARARBIREB) ARFRERFRETARBASL. A3IWE
B, BEEEEEBESHKENREN, 2R THEEAEIFTHNEERY, BRRESFRR
BEho. ABBEMEE, NFWEAX, BRIALREF - AARXGTHAENINEFE
H, ALk, THES. RFES. BULWE. BH5RA, %%, AmAFRBME
il

LEABRK. AEHMILAI0R, B-RUBA -BH" HEIBIRER, BEEHT
Uris B IBEEREAMOEBEESIWKES . WHRIEERRE/NESCEXE, BWET
BSATE, #HERIAERRERNEEARARE, M ERXERITTIiRMmRE, Eid
BRSNS, FERTHESSEITEEAXN TR, BHFILINERE, BEESHEEH
TSR T 4 30 A RIAE A 20 ~ 30 MEXEF. AABREBEFWANEM L, ZHOES
3, BT OEXREFHUELLHEFCRERIESN, URGASTAISR, B¥IE
EREEFEFHEBRDREFERTFEET TR, REREBI.

3. B MER. AP ERR AR E R 24 R BEE LR RAER A PR Z R
OGN, RELT RESEIENTEMNGE, FTUAESH L JREEE SRS %k
T —tk. LHEV S FHERMEOHE T HREF L. BHILAAEXLEREH
B, RKEB T AE i8R,

EHBRREMEESTHOT:

T YRE Lesson 1 ~3, Lesson 10 ~11; B4R E Lesson 4 ~9; HIELE Lesson 12 ~
18; IRMEHEIRE Lesson 19 ~23 | Lesson 30; LI 4RE Lesson 24 ~29, Shree Veeraragoo ]
Brindah Veeraragoo 84 T 4= % I T4E .

AFEHES, BRI UMENEREZHR . BRSSPI NS EEHM, LT
YERITER W RS B E, WA DMEN K EIGERBIRHA . MBA 24 SEERBH
B TN, W LMERIRE SR S E . & E¥>) MBA sl AL BRI A R &9
HIHMURT REERIFE . BFENT RS, BEBWEER—k, g FEH08H
R AT AR,

Bl THEIMGEQKFAR, BETLHEZENTE, HRAHRZL, BiFt
PHEIE!

¥
2007 £ 5 A



Unit One The ABC of Business Career ---:cccccocceeerrecctasciieatcarisnesasnas feeesireraianes (1)
Iesson 1 Resume llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll ( l)
Iesson 2 Job Interview ........................................................................ ( 12)
I_csson 3 Recmitment ........................................................................ ( 22 )
Igsson 4 Appointment and Recepﬁon ...................................................... (32)
Lesson 5 Accommodation and Entertainment +cciecceccesccscsosrasacssasscsscacssessanees (41)
Lesson 6 Sightseeing and Shopplng ......................................................... (49)
Lesson 7 Travel by AL ceverteeeeetateetieeturessseessscssassssscssasesssasnsssnsnsassssosssans (57)

Unit Two A Bird’ s-eye View of Company -----ccoccoveviimiiiiiiiiiiiiiiiiiii. (66)
Lesson 8 Company SLIUCLULE +errsressrescassstecsoctescansosrsossassacscscsasasssssrsnarsanses (66)
Lesson 9 Organlzational Culture seesrisessscersrescscesccacasesnesasssascnsssesaccnssnssnase (76)
Lesson 10 Management ........................................................................ (85 )
Lesson 11 Products and Opemtions ......................................................... (95 )

Unit Three Markeﬁng CommMURnICAION <+ccrveresrerterisntarittataesrsesascsscsssnecnnnanns (105)
Lesson 12  AdvertiSement csseosreersessessessssissetesaestasassssasossasesecsacscasasaassonsns ( 105)
Lesson 13 Marketing ........................................................................ ( 115 )
Lesson 14  Promotion  eccseecescascseseetcsesetssnessacerescesssssosssssssssssssassssanssasss ( 127)
Lesson 15  E-BUSINESS ccreorosectessetstorerssntsosacecsssassscccsccncssasasnesssssascasassons ( 138)

Unit Four Meetings and Parties ----ccccoeiiiiiiiiiiiii i e (150)
Lesson 160 Trade FAIr ccececeerrocsteeittescrctiocarassssacssessscsncassonnssssaasnssssscssns ( 1 50)
Lesson 17 Business Meeting ............................................................... ( 161 )
Lesson 18 Party .............................................................................. ( 174)

Unit Five Business Negoﬁaﬁon ............................................................... ( 185)
Lesson 19 Inquiries and Offers --c-ccceeerieiiniiiiiiiiiiiiiiiiiii ( 185)
Lesson 20 Price and Quality ............................................................... ( 195)
Lesson 21 Packing and Sh]pment ......................................................... (204)
Lesson 22 Payment ANA CONITACE  ++-+rreserervercssoresrscrsrssesassssssssssssscscssossans (213)
Lesson 23 Insurance and Claim -cccccccvorriroseretenicinrarecsssessesssscessssasasseaseon (222)



Unit Six Cross-cultural Business COMMUNICALION -+« +reortreecccanaanarrrrssrnsresssees (232)

Lesson 24 Cultural Shock  cercrerercerittiieiiiiiiiiietiitiiniierreriosisicossssssenseannncas (232)
IABSSOI] 25 Global Eﬁquette .................................................................. (242)
14885011 26 Genderlect ........................................................................ ( 252 )
Lesson 27 Communication for Management ............................................. (261)
Unit Seven Business Writing ............... R T LT LTI LI CLPCTOPPP P (271 )
Lesson 28 Business Reports ............................................................... (271 )
Lesson 29 Using Graphs and Other Visuals «eceeersriniiiaiiiiiiniiniiriiiiieian. (281)
Lesson 30 Business Social Correspondence ............................................. (29] )



Unit One The ABC of Business Career

Lesson1 Resume

A resume is a concise business-style report that displays your job qualifications to a
prospective employer. It is a very important document read by the recruiters on which rests your
hopes and dreams for the future, your next step up the career ladder, a better position, more
money, new challenges, etc. Therefore, your resume has to represent the best you have to offer if
you do not want to miss out on that job you saw which was “perfect” for you. How to create a

perfect, error-free resume is a key to a successful job search.
Part One Listening and Speaking

Section A How to Write a Resume for a Business School

In this section, you will hear a passage about how to write a resume. Listen carefully and do
the exercises as required.

Vocabulary

submit to %'l

career objective R BR
notify[ 'noutifai]v. A
inappropriate [ ino'proupriit] a. RiE XM4/9
bullet items ZEFIIHER
key accomplishments FERS
academic awards FAR IR

Exercise 1  Listen to the passage and answer the following questions.
1. What does a job resume usually begin with?

2. What is a “narrative” resume?

3. Why doesn’ t the business school want college students?



4. What items can be included in your personal interests?

5. What is the correet order in structuring your resume?

Exercise 2  Listen to the passage again and complete the statements below.

1. It is becoming increasingly common for schools to by E-mail, though, so
be sure to include and a telephone number at which the school can reach you.

2. Start each with the name of the company on the left side of the page. Under
that company name write your job title, and on the right side of that same line write

3. List your in bullet item format. Then write the name of the company you
worked for your current employer, and repeat the above process.

4. If you have , it’ s good to include it in your resume just after your werk

experience but before your
5. While writing about your education, you should list school first, and then list the
and the year it was received on the following line. And remember to list

you received.

Section B Tips for a Successful Resume

In this section, you will hear a passage about some tips for a successful resume. Listen carefully

and do the exercises as required.

Vocabulary

recruiter| ri'kru:ta(r) ] n. HE AR

job description HEiEw

format{ 'formet] n. B

chronological resume Y235 il s E: )]
functional resume PAFCRE . M SRek TAEMERR =
showcase[ 'foukeis ] v. BIHER

tangible( 'teendzabl a. i fe: )

highlight[ 'hailait I n. mFEX
credential[ kri'denfal Jn. 2205, 35
polished[ 'polift ] a. =2

Exercise 1  Listen to the passage and answer the following questions.
1. Why is the job description important?

2. If the company does not provide a formal job description, what would you do?



3. What is a functional resume best for?

4. If the job description emphasizes strong sales experience, how to divide your resume?

5. Where is the highlight section?

Exercise 2  Listen to the passage again and complete the statements below.
1. Your resume must convince the employer in a that you are

and should be interviewed.

2. A chronological resume organizes by date and is best for emphasizing
experiences that directly apply to

3. Third, present the of your accomplishments. Many people forget to
explain how their past employment to their companies bottom lines.

4. Fourth, . A resume expert Yank Parker recommends that it should cover

these bases: number of years experience in the field or line of work; relevant credcntials or
training; an accomplishment that directly relates to the job; or characteristic that
relates to the job.

5. At last, do not forget to . Typing mistakes, misprints and

will likely land your resume in the trash before the recruiter cven sees your qualifications.

Part Two Reading and Speaking

Passage 1 Selecting Your Resume Format
Pre-reading Questions
1. How many kinds of resume format are mentioned in the passage? What are they?
What are the advantages and disadvantages of chronological resume?
What is the difference between a chronological resume and a functional resume?

What attention should be paid when writing a targeted resume?

“ ok woe

How many things should be addressed in your cover letter? What are they?

Resumes may be written in various formats, several are outlined below. Also listed are a few
skills you may have acquired along the way. The paragraphs below will give you a brief

description of a chronological format and skill based, functional format, as well as tips on cover

letter writing.



Chronological resume documents work experience and education in chronological order, with
the most recent dates first. Major categories are; Work Experience, Education, Professional
Affiliations and Awards. This format is generally used by candidates applying for jobs in
“traditional” organizations or for those who are staying in the same field. This type of resume is
best used when your job history reflects growth, when the prior employment has been with a
prestigious employer, and you want to emphasize that work experience, or when a prior job title
may be considered impressive to the reader. This format may not be the most appropriate to use
when your job history is irregular: you are changing careers, you have changed employment
frequently, or you have little employment history.

Functional resume intends to highlight your specific skills and accomplishments which have
been demonstrated through specific work related achievements. Note that your skills do not
necessarily have to be presented in the order in which they were accomplished; list them by order
of importance as they relate to the job for which you are applying. Major categories are: Technical
Abilities, Work History, Education, and Professional Affiliations. This format is best used when
you want to change careers, when you are returning to the job market after a long absence, when
your career growth has not been good, or when you believe extended work experience is not
needed or desired for the job for which you are applying. The functional resume should be avoided
in traditional fields such as teaching or government or when continuous growth is important to
demonstrate.

Combination of Chronological and Functional resume is being used increasingly by candidates
to highlight special accomplishments while giving employment history in chronological order. The
combination resume also seems to be popular with employment offices. Major categories are:
Professional Objectives, Education, Honors, Work Experience, and Summary.

Targeted resume focuses on a specific position that you are seeking. Major categories are
Job Target, Capabilities, Achievements, Work Experience, and Education. This format should
be used when your job goal is clear. Since this type of format is focused on one career field, it
may not be useful to you if you are exploring multiple job options and do not have time to develop
more than one resume.

Curriculum Vitae format is used for academic positions. The brevity required in a resume for
business type employment does not necessarily apply in academy. It is important in a curriculum
vitae to include all published works, presentations made at professional meetings, awards,
professional achievements, and more details about educational studies.

The Cover Letter should amplify the points that you may or may not have covered in your
resume; it serves as your introduction to an organization. It should be brief and informative.
Several things should be addressed :

* Explain why you are writing to the organization. Whenever possible, the letter should be

addressed to a specific person with the full name and title. Make sure the name of the person
4



addressed is spelled correctly. This person could be the Chief Operating Officer, the Human
Resources Director, or one of the line managers.

* If responding to an advertisement, give the date of the ad, the publication in which the ad
was run, and the title of the position for which you are enclosing an application. Analyze your
skills, acquired both on the job and in volunteer work, and make every effort to match ydur skills
with those emphasized in the ad.

* If sending an unsolicited resume, make every effort to explore the goals of the
organization, its regular and continuing job needs, and the climate of the organization to permit
you to match your accomplishments with the goals and objectives of the organization.

* In closing, express a desire to arrange a time for an interview and state that you will

telephone to request a time for an appointment.

Vocabulary

chronological[ krona'ladzikal] a. fAERIFEHEF A
affiliation[ o/fili'eifen]n. BE

candidate[ 'kandidat ] n. 735
prestigious[ pres'tiidzas ] a. FHEAER

job title B, B
demonstrate [ 'demanstreit ] v. Nl

multiple[ 'maltipl ] a. ZHK, BEMN
curriculum vitae[ 'virtai ] n. B, &H
brevity[ 'breviti ] n. &

cover letter RERfE

amplify[ 'emplifai ] v. K

Passage 2 Sample Letters

Pre-reading Questions;

1. Is there anything missing in Sample 17 What is it?

2. Do you think it is appropriate for Wang Xiaobin to put his Education in the first place?
Why or why not?

3. Which format does Xu Jie choose in Sample 27 Is it well chosen? Why?

4. I you are the recruiter, which resume do you prefer? Give your reasons.

5. Can you give some suggestions on how to improve these resumes.



Sample 1

Resume

Name: Wang Xiaobin

Tel: (86 -731)8883111 (H) MP: 139 -731 -83111

E-mail ; wangxiaobin@ sina. com

Address: Beijing Dongcheng District Hua Yuan Road No.35 100027
Date of Birth: July 23, 1981

Birth Place: Beijing

Gender: Male

. Marital Status: Unmarried

Education .

I graduated from Beijing International Business Institute and I have a bachelor’ s degree in
Economics.

I have learned International Trade, Economics, Marketing, Accounting, Import & Export,
Business Law, Public Relations, Management,etc. in college. I have been there from September,
1996 to July, 2000.

I was a high school student in Beijing No.25 High School from September,1993 to July,1996.

Work Experience :

When I was a product manager in Beijing HaoYu Technology Development Lid, Co. from
July, 2002 to now, I was responsible for product A/B/C/D. I managed a team in which were five
members and led them to execute the marketing plans. I set the budget of the products and
achieved the target in a year. I developed three new products and kept a good working relationship
with all the cooperators. I sold the new products to 20 provinces of China within three months.

When I was a market assistant in DDC Company from March, 2000 to June, 2002, I helped
the marketing manager to prepare, implement, evaluate marketing plans and marketing programs
and also [ helped the marketing manager to collect customer feedback. One of my responsibilities
is updating the marketing information, including market data, product trends, consumer habits
and competitive information when the marketing manager asked.

I have several years’ experience of e-business market and also knowledge of marketing and
sales. I am a good team worker and able to work under pressure. I have pleasant personality. I
am an honest person.

Computer Level: I’ m familiar with Windows software such as Word, Fxcel, PowerPoint,
and worked with e-commerce procedures for a long time. Also, I’ m familiar with E-mail usage in

office environment.

English level: passed CET 4 & CET 6, able to communicate in spoken and written English

in business.
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Sample 2

Resume
Xu Jie
81 Xuan Wu Road Nanjing
Telephone; (025)4641598
OBJECTIVE

Sales Manager in a large electronics company

WORK EXPERIENCE
1999 to Present
Sales Manager, Great Wall Electronics Corp. , Nanjing
Supervised sales force of 40 men selling electrical household appliances.
Responsible for recruitment, training and fulfillment of sales goal. During this period, sales
rose an average of 25% annually.

Presently employed in the company, but the size of the company prevents rising in the
foreseeable future.

1996 to 1999

Salesman

Shuang-an Sales and Service Co. , Nanjing.

Sold radio and TV components to supermarkets, opened up new territory after ten months on
the job.

Left to assume a better-paying job with Great Wall Electronics Corp.

1995 to 1996

Assistant Engineer

Haier Electrical Household Appliances based in Nanjing.

Repaired electrical household appliances.

Left in order to become a full-time sclesman.

EDUCATION
College
Beijing University, Beijing Associate’ s degree in Engineering, 1995
High School
Nanjing High School, Nanjing, 1992 ~ 1995

PERSONAL

Age: 30
Height: 175cm
Health: Excellent

REFERENCES

Available on request



Vocabulary
bachelor’ s degree

accounting| o'kauntip }n.

be responsible for. . .
execute[ 'eksikju:t ]v.
budget[ 'bad3it ] n.

cooperator| kou'opareita ] n.

implement| 'implimont ] n.

evaluate[ i'valjueit ] v.
feedback[ 'firdbaek | n.

B2y

£t

e i B, TR HOEE
AT

ik

aEE

IR, #8

Y, VR4

R, R

E-commerce( Electronic Commerce) B, 7/ %

sales goal
annually{ '&enjuali ] ad.
foreseeable[ fo:'sizabl ] a.

component[ kom'paunsnt | n.

territory[ 'teritori | n.

e B
—FE—K, BF
ABAIE, BRI
FHMF

G

Part Three Language Accumulation

Useful Expressions
educational background

curriculum

major

minor

part-time jobs
vacation jobs
social activities
scholarship

“Three Goods” student
excellent leader
student council
educational system
academic year
president

dean

Related Sentences

HEBE
e
*&
Al

WRTHE

B L
Hesh
RES
Z¥E
HFETE
FHE
#H
FE
LS
(4

Stating Your Job Objective

1. I’ m now in an entry-level position in sales. My eventual goal is the manager of marketing

department.
8

research fellow
supervisor

tutor

commissar in charge of studies
Party branch secretary
degree

post doctorate

doctor (Ph. D)
master

bachelor

abroad student
returned student
foreign student

guest student

intern

B3R
WS
FEZ BT
2IER
#XWHIE
2
5
18+

Bt

24
Ea

[E] [ BR e A
ShEg
T4 (3)
L%



AANBESEF mMMRTL, BXERIHERITNEE,

2. I’ m looking for a position as a computer programmer in a medium-sized firm.

A AR — K PR R B HUEF IR

3. I’ ve served as sales promoter in a multinational corporation with a view to promotion in
position and assignment in parent company’s branch abroad.

A NG BB EA R SR, HEARN EARE IR A A
A ET1E,

4. 1 begin as an accounting trainee and eventually become a manager.

AAMNE SRS TG, BG4,

5. Professor Liu suggested that I should write to you in regard to my interests in computer
sciences. He thought your company might need someone in my field.

XBERBURBFARGRRBITH BRI ER MR, ANRARTREERLS
WRIAR o

6. Learning from Mr. Li that you are looking for a sales manager, I would like to apply for the
position.

MZHAABE, HARIEARBE—LZ V523, RENEIE,

Stating Your Education

7. Among the pertinent courses I have taken are: office administration, secretarial
procedures, business communication, psychology, data-processing, typing, shorthand.
F . Eido

8.1 am 25 years old, currently in the third year of graduate study in Central South
University.

FAN25 %, BRIRPEKENTIRA.

9. I am a graduate student in the Mathematics Department of Hunan Normal University and
will receive my Master’ s degree in March this year.

ARV KERERWBIRLE, 543 BHRM¥E40,

10. As an undergraduate, I had a double major of Chinese and Mass Communication.

BRAEEKEARE, B EBIUERARERE,

11. I have received an ordinary English education, and have a slight knowledge of Japanese.

AANEZ TN EHET, FFRELIE.

Stating Your Work Experience

12. T clerked at One-and-One Clothes Store in charge of sales in 1992 and employed at
Guangzhou Restaurant as a waitress in 1993.

1992 EF‘ ,E—‘flﬂ—‘ﬂﬁ%ﬂg %Eﬁ ’ﬁﬁ%'%o 1993 ﬁoﬁriﬂﬁ%gﬁmlj\MO

13. I am twenty years old, female, and have had three year’ s experience in reception at
Beijing Hotel.

REFE0%, Tk, YA FAEILRRELEEFNZER,

14. For three years after graduation in 1998, I have been working as a research worker in a

9



designing institute in Shanghai.

AN 1998 SRR S Y 3 4ERAE, —HAE BN —R BB YRR

15. For the past five years, I have been and am still an assistant to the general manager at
Silverlion Group Corporation Ltd. .

TFERS F8, R—EERMREAFRAFAHESEHEEE,

Stating Your Qualifications

16. I believe that my English is good enough for your needs. My typing speed is about 85
words per minute in English.

FABEEXBIRE, FEEHTE. RAWFITFEHERTH4h 85 17,

17. 1 have a good command of two foreign languages: English and Spanish.

RABERWAIME . HLEMTPTE

18. Being well acquainted with office work, I could make myself generally useful should
there be any opportunity of your requiring my services.

EAMPAETAEEERE. MANSARAERS, SREEMZHNL/THE,

19. I have rich experience in word processing of both Chinese and English.

AAFPEXCFRBEEFEETNER

20. I am experienced in operating Windows system.

A A BERSRBAE Windows R4E.

21. I enjoy working with people, tackling challenges and accepting responsibilities.

RER S5 AIE, WK REFRE,

Stating Your Salary

22. As regards to salary, I leave it to you to decide after experience of my capacity.

ETHK, BERFANBIERE.

23. Although it is difficult for me to say what compensation I should deserve, I should
consider 2 000 yuan a month a fair initial salary.

REGHENBRAEHENZRELLD, HRIANFKEAH 2 000 THRAH

24. The commencing salary of 1 000 dollars per month will be acceptable if your company
houses me.

HERABAEANRMAES, EFEA 1000 £, HaJLIE2,

25. My salary for the past three years has been 3 000 yuan per month, and I should not

make a change for less.

E=4E%, R AAFHEIE3 000 5T, BAEEL .

Part Four Oral Activities

1. Listen to Section B in Part One again, take some notes and then retell the passage.
2. Discuss the following questions in groups.
* How long does it take to write a resume?

10



* What material should be prepared before writing a resume?
* What are the steps of writing a resume?
* What should not appear in a resume?

3. How can you make the recruiter continue reading your resume in 30 seconds?

11



