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Foreword

ew Zealand was the first
country to support
China's accession to

membership of the WTO and
the seconder of the successful
motion to admit China.

Assisting China join the World
Trade Organisation was a high
point in my time as Director-
General of the WTO. I have
visited China many times.
Every visit I learn something
new, or another fantastic fact
jumps out of the newspaper or
from a conversation. The sheer
magnitude of the opportunities

stuns and amazes me.

More than 200 million people have been lifted from extreme
poverty over the past 15 years. This is the most substantial
lifting of living standards of huge numbers in the history of our
species.

Such rapid advances mean that civil servants in China must be
highly trained and qualified to meet the new demands of a
global economy. They will be key players in ensuring that
change is managed for the good of all the people. Mastering
English is an essential part of succeeding in this new world.

The new global citizen must understand economic and business
ideas and trends. The key to greater understanding is the
universal language — English.

[ am in a unique position of being an adviser to both the New
Zealand and Chinese Governments. It's great to see history
unfold. New Zealand and China have a long history of
friendship and co-operation.

This book is unique. New Zealand has a world class education
system with high standards of spoken and written English.
Chinese civil servants who study this book will be assisted by
the focus on their needs and the inclusion of high quality
Chinese translations. This is yet another excellent example of
co-operation between our two countries.

I send my congratulations on the publication of this important

book. My best wishes in your studies and for your bright future
as a citizen and servant of a great nation.

Mike Moore

Former Director-General of the WTO and Prime Minister of New Zealand
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Preface

his book is designed
to help improve the
English skills of civil

servants. Learning the
lessons will help the civil
servant operate effectively in
the modern world, both at

Sun Tzu, the great militarist
and strategist in ancient
China, believed that the
moral strength and
intellectual faculty of people
were decisive in war. The
same moral strength and
intellectual faculty are also vital in peace and are most needed
by those who serve the people — civil servants.

Civil servants are essential to good government. The higher the
standard of performance of public officials, the greater the
success of the government in building a strong, healthy society
and economy.

Good communication skills are essential for a civil servant to
perform at a high level in the modern world. If duties include
contact with foreigners, knowledge of English provides a
universally understood language.

Globalism will be a key influence in the world of the 21st
century. Instead of one or two nations controlling world
commerce while other nations struggle for inclusion, globalism
depends on the participation of every country so that every
human being can benefit from the combined advantages of al/
the world's resources, knowledge, talents, technology and
environmental efforts.

Well-informed, modern public servants working in the interests
of their country, and in the interests of their world, are a vital
component in the promotion of international trade, international
understanding and a high standard of living for all people. This
is a serious and honorable role that public servants are entrusted
with.

Of all the trends that help to shape our effectiveness in
international activities, the stature of English as the global
language is universally acknowledged. Building English skills
is a vital component in preparing for international
communications.

Linda Braun
Educationist

F&E

home and in foreign countries.
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Introduction z|=

elcome to Modern English for Civil

Servants. The main purpose of this course

is to teach you basic English for your work
as a civil servant in the era of WTO. The course is
also designed to be a guide to management and

leadership in the modern public service.

Successful learning

Adult education requires a different approach from
textbooks designed for school students. As people age,
learning becomes more difficult, especially with the
pressures of work and home life limiting time for
study.

Brain research

Modern brain research, however, tells us that the
brain continues to grow even as we get older. We can
learn effectively at any age but our brain needs cues
and clues to help our learning become part of our
long-term memory.

Both volumes use many proven devices to make
learning the English language accessible and
enjoyable. For instance, brain research tells us that we
learn better when we are enjoying our learning. For
this reason, the book is colorful with many pictures
and illustrations. These help to imprint the language
in the brain, reinforcing in graphic form the
knowledge contained in the words and sentences. A
book that is pleasing to the eye will also be attractive
to the brain and assist with better learning.

English proficiency

We have begun with the assumption that officials will
already have a basic grounding in English, perhaps
from school or university. The basic dialogues will
refresh that knowledge and should be studied first by

the reader. The advanced dialogues employ higher-level

vocabulary and syntax and should be able to be
quickly mastered.

Much of the language learning is placed in the context
of knowledge needed for the modern world. Readers
will find these sections interesting and informative
while improving their English skills.

The way we behave is closely linked to the way we
speak.

Learning the English in this book will assist you to
behave like a modern, global professional.

“The limits of your language are the limits of your
world.” (Wittgenstein)

Modern English for Civil Servants takes the English
language out of the school textbook into the real
world!
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The format of each chapter s=n %88

Objectives AZBFR
At the beginning of each chapter you will be told 23 AGEMES—SHTFG, BSTRAS
what you can expect to learn. MESARNE, BEEBLENSE.

Dialogue *HiE

Each dialogue is a conversation using common

. BREBMENLNRAEDFROIIE, WHiE
expressions and useful vocabulary. You will learn BB ERNEGIARNEBELMEESE.
English the way English speakers use it. The SHEAMEIESWIEMEEE, AEFEHEME

dialogues are written in everyday speech so that 5, iERKORAIKE.
you can learn colloquial speech patterns.

Imagine you are the people in the dialogues and

practice the way they speak.

Vocabulary =

The vocabulary list helps you to understand the SR ETI I — BT, B SRR

dialogue and will also introduce you to new words TR, SHMEERMIERE, ¥V AFIZES.
to learn. The vocabulary is directly underneath WICEERTESHEXANRZE, HREMNE

the dialogue so you can refer to it easily. nggoﬁk!#ﬁﬂ’t 8875 3 o £

RZMERPLILKERMIRE. ERHENIRCN

English has a huge number of words but in daily R AR F B A R

speech you will use the most common words
most frequently. The vocabulary you will need is
determined by why you need to be able to speak
and understand English.

Fill in the questionnaire below to help you identify what uses you will have for English.

WG HUE PRI, o e S8 A

Why I am learning English AfF 23 224 2) 45157

To help me gain new qualifications AT RHREHNAENFEE

Because I want to work with foreigners RANRBFINEAFLSE

So Ican apply for a higher position A TEBEESHVARNL

\

To read books and watch movies in English A TaaSEER, SEEEE

To improve my communication skills 3 38R IREVAIFREETD



®RFTEZE

Useful expressions

Putting vocabulary words together is the key to
using English with confidence. You can learn these
useful expressions related to everyday situations.

Language lesson

The language lesson in each chapter shows you
how to use the language correctly. You will find the
emphasis is on how English is used in normal
speech and writing so you can learn English the
way native speakers use it.

Cultural notes

BIEACRPHBRARE—ERAEMERR
BRXRE. XEMBRIEALAURBET R
BB R X BE 1R

BE HRNEE

BERRBAFTER. TAMESIRNMR
2, A IFENAERBERZE LRI
BTRGERRATERSZTRMESPEE
ZEAMZEE, AmiEsIEFIEREENIRN
®iE.

MR

One of the best parts of learning a foreign language
is learning about different ways of life, different
attitudes and new ideas. By understanding cultural
differences we break down barriers and ignorance.
The cultural notes will help you understand
western life and customs as well increase your
knowledge and understanding. You will discover
that the differences between nationalities are less
important than the similarities all human beings
share.

Management file

Modern management ideas help civil servants
improve their work standards. Understanding
western management ideas enables Chinese civil
servants to work effectively with foreigners.

Practice

In each chapter you will be given ideas for
practicing the lessons you have learned. They are
designed to help you learn and not to be too
difficult. By constant practice, you will make rapid
progress with your understanding of English. It is
always good to work with a partner so you and a
colleague can test each other. A few minutes every
day will soon show results!

Idioms

FIEEREEN—IAHERR T RMES]
BEURXUAEMNESR, NMHMRDE LAE
BRI, XURRSHEETRAFTEEIR
TS, HBBENZFMANER. B2E
REEXL B ERETT L FHRIEMLEZ L.

IR BRIk

DREEERIA LB LS RESMHENMNT
ek FFYER. TRESAREBRLEINER
LURfEPEAFRAEAY. EREHLESINE
H.

INER 3]

BERR&HELMNNES, BHEREACS
M3 XEESZARMBIMENIEFS, i
IER AE S, BHIRME. BIHFENES, &
[ERFFEIPRPAE, WEEREZERMN
. HHTEERGS) ISR FMEBS N T,
HRNE. SXEFLOMHRESES, ESiL
BEI R !

Idioms are expressions that give color and life to a
language. English, like Chinese, has many
interesting idioms and you will enjoy learning
them. To get you started, there are idioms at the

SiE

SEREEREAROIE, RTESH
EMAMRE RS, 5IGE—#, REEREE
BEOSIE, RBELBITELIMRE. HTiL
EHEEDBE—EMINR, AEE—BEEN



end of chapter 1 to chapter 8. Learn these and use
them so they become part of your language.

BEARREANLANSAFEMBXNSNE. FI37F
EAEN, LEMNBAMRMNEHIELRZR.

Readings iR B grigEn

The final part contains readings on important
topics like WTO and the Olympic Games. Leaders
are readers. Through these readings you can
broaden your horizons, learn new ideas and be able
to discuss with Westerners important aspects of life
in modern China.

ABRE—EHWNAT —LIEERE. LR
BRWMIENE, FRREMETEMER LR
BHFEE. FHRASLARETIEBHA. XL
B E A AR B IE Y KSR, T REIAOML,
i E B EMRE R AL BN 5F 7
AfRAR T

Sun Tzu NF

Sun Tzu wrote The Art of War 2500 years ago. His
book is regarded throughout the modern world as a
work of enduring genius. Although Sun Tzu wrote
about making war, his ideas have a universal
meaning and can be usefully applied to modern
management. Indeed, if Sun Tzu were alive today
he would probably be a civil servant himself. And,
just as the King of the ancient kingdom of Wu
recognized his brilliance, so today he would be
regarded as a leader with much to teach us all.

Although we live in a time of great changes, we
can always learn from the wisdom of the ancient
masters. Sun Tzu's writings about war provide us
with an insight into the ways modern civil servants
can think and act strategically for the greater
success of their organization and the nation they
serve.

You will find a quotation from Sun Tzu at the
beginning of each chapter. They are words of great
wisdom, and they remind us that all our modermn
knowledge is built on the genius of our ancestors.

Every part of the course is fully translated into
Chinese. This will help you increase your
understanding of English and build your
vocabulary.

Our book will be a wonderful friend for
you—the modern civil servant!

IFF2500E/EET (VFEZE) - 1tH
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Chapter On

The general that hears to my counsel and acts upon it, will conquer
Sun Tzu

such aone be retained in command.

—=F

ik,

Mzelk, WMz

e Getting started
Jeilk 2 )

let

Read this chapter carefully to gain a basic understanding of how English works.

IWEFIEXE eI SEBEFRERIEEIZI.

is a fascinating language with
English g languag

an enormous vocabulary, a
wealth of great literature and the proud distinction of
becoming THE international language. With motivation,
effort and, of course, the assistance of this book, you can
master this challenging language and learn to
communicate effectively with foreigners from many
different countries.

S NIDLE T 22 5

The structure of words is different. Chinese words are
composed of characters with different strokes, but English
words are combinations of the 26 letters of the alphabet.

Many words in English are made up of a base word to which a
prefix and/or suffix is added. Learning some of the most
common combinations will help you expand your vocabulary.

English words have more inflexions to show singular and plural,

tense and other language features.

Chinese has an elegant simplicity and integrity while English is
full of words and structures borrowed from many other
languages.

But both Chinese and English are ancient and noble languages
that preserve history and culture as well as enabling us to
communicate with one another in speech and writing.

You have started on a challenging journey but you will find it to
be immensely satisfying, especially when you first have a
successful conversation with a foreigner, or you are able to find
your way around in a foreign city.
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© DIFFERENCES BETWEEN ENGLISH AND CHINESE
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© PRONUNCIATION ‘K%

English pronunciation can be a challenge for new

speakers of the language.

language.

\
<

There are five vowels (a,e,i,0o,u) but 20 vowel sounds.

There are 26 letters in the alphabet and 44 sounds in the {

There are 21 consonants but 24 consonant sounds.
Spelling is not always a good guide to pronunciation so i

is best to listen carefully to spoken English so you can
remember the sounds.

t
Even English speakers need help with pronouncing

words and will ask for a word to be spelt so they can (
understand it correctly.

j

PO RS R T F S A
PPk -

PETEA 26 T-REFI44 T 5

PEA SN ILEFEE (a,e,1,0,0)
F204 e & & %

FOEAT 21N & R4 4
HE.
SV I (S A AN R L A
TR R, BT A S B i
R WL, HEGR AT O

A B A REE AT IN AN
56 4 13 fE B 1] 5 R ) o 3
B NAC AR DF LS A Re 8 BEAR .

© THE SOUNDS OF ENGLISH  YiBEk %

20 vowel and diphthong sounds

204N JCH H R ARG R

O 00 3 N L B W N~

—
=)

11
12
13
14
15
16
17
18
19
20

Please freeze my cheese

Hit the split lip

That fat cat

Never ever say never

Far stars and fast cars
Mother's other brother
Bertha's dirty shirt

A new address

Naughty daughter in the water
Tom watched a dog

Sue's new blue shoes

Look at the cook in the book
Stay away today

Mike slides on ice

Joan go home alone

Shout out loud

Noise annoys an oyster

I fear the beer is dear

Fair hair is rare

The pure tour cure

24 consonant sounds

24l

0 NN L AW N~

N RN N NN = = e e et e e = = = O
A WN—~O OOV ,AWND—=O

Pat and Percy played pass the parcel
Barley is a better bargain
Take time to tell the tale

Dad digs the daisy garden
Cold kids carry candles
Ghastly groans from great big girls
Fear of foreigners is foolish
Very vital vegetables

Think thankfully of three
They bother father

Sing silly songs

Zebras in the zoo

Shiny shells shimmer
Pleasure in leisure

Choose cherries in China
Jolly giants gyrate jelly
Make many merry melodies
Never notice negative notions
Long wrong ring

Racing like a red rocket
Lovely little lollipops

Hit the hammer hard

Your yellow yacht

We want warmer weather



Chapter 1 Getting started (3)
X

© THE INTERNATIONAL PRONOUNCING ALPHABET
[EIPR % - B

It is easy to confuse some sounds so we can use an international phonetic alphabet, especially on the

telephone. This is the alphabet used by international airline pilots to make sure they are not
misunderstood.

PEE A R R A S IR, BT AR R G A R R bR A RER, U TSR . R AT REER
HALEER AT RER R, DAL RERE A SR b 1S 2SR

You will find this is fun to learn and use. FEEF /K

A Alpha B & Charlie D Delta

M N November

Sierra T Ta

Hotel 1 India Juliet

E
H J K Kilo L
o Oscar P Q Quebec R Romeo S
¥ X X z

Yankee Zulu

Victor w Whisky X-Ray

Example /5315

Nokia N for November, O for Oscar, K for Kilo, I for India, A for Alpha

Audi A for Alpha, U for Uniform, D for Delta, I for India

Brown B for Bravo, R for Romeo, O for Oscar, W for Whisky, N for November
Vim V for Victor, I for India, M for Mike

Practice 'VeR>)

Spell the following names using the International Phonetic Alphabet
China

America

Mary

Peter

© INTONATION {E

Intonation is very important in

pronouncing English. For instance: EREEERS S

; : : FEEEE. fHlu:
» At the end of a question your voice should rise - . i
slightly; > AERE iR R JE %R T
> ARSI T E
S ], Bt 44 e R Bh e
A e i “ the” 23

» You should emphasise the important words in a
sentence, like the nouns and verbs, not words like "the";

» Strong attitudes and feelings are shown by’ strong [ B3
voice movements; > o )T R R Rk
» When there is very little intonation, the speaker is AU A LB

> WX TTE R, W]
HE 2 WAt 6 EA: AN IO
W e AR,
Language is used to communicate information. It is also used to communicate feelings.

We use the rise and fall of pitch (intonation) to communicate meaning and feelings.
EEANHTEEE R, EHRREREE. AT LR T R ok A 158 & .

probably not very interested or has a negative attitude.

® [n standard English, nouns are given the first stress.
EARHEDEE T, A A I AR R .

Boys like girls.



4 BLARZ 55 DL H L i
® When we change the nouns to pronouns, we place the stress on the verb.
W R A A A AR, A 8 bl .
They like them.

® [fthe nouns are in a list, each one, except for the last, will have a rising tone.
R E —HAWNATHES, BT &Ja AN Ziash, A4 1 &N AE T T .

® [n a question, the intonation rises at the end.
I 1) f 2 N A A .

Do boys like girls?
® [n a comparison we stress the words we are contrasting.
TEAL S BB B R0 1o, B L () 9 AN i S DA TR e

Boys like girls but some boys like cars better.

® We use stress to make information clear.
N 13 T O R A A B e L

It is my opinion that boys like sports better until they are older.

® We use stress to argue a point.
AT RYIA KM A, A 0 UL E

I think young boys are far more interested in sports.

® We use stress to show our feelings.
AR ok £ W B O

It makes me mad to see boys wasting their time with cars.

We use stress to change meaning.
AR )T XU E AR & X .

Ldidn't think he would ask her to the game. (but you did)
Ididn't think he would ask her to the game. (whatever you say)

Ididn't think he would ask her to the game. (1 knew he would).
Ididn't think he would ask her to the game. (I thought someone else would)
Ididn't think he would ask her to the game. (I thought he'd chicken out)

I'didn't think he would ask her to the game. (he would just assume she was coming)

Ididn't think he would ask her to the game. (he'd ask someone else)
Ididn't think he would ask her to_the game. (the mostimportant game of the season)

Ididn't think he would ask her to the game. (but to the movies)

© WORD STRESS Minii7

In English, stress is an important part of pronouncing a B ZL)\E'P HERS T e

word correctly. In every word with more than one syllable, ﬁgiﬁ? %%%ﬁﬁgﬁ@%ég
X . . . LT ) H 1) BB

one of the syllables is stressed, that is, we say it slightly W, AR s e

louder and longer. |

advertise advertisement photograph photography

contribute contribution responsible responsibility

information informative various variety



Chapter 1 Getting started
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By listening carefully to the stress placed on words, you will soon become familiar with the
usual patterns of English. You can also learn a few simple rules.

IWELHEAT A b (3, IR D BB IOE B F R R . 28R, IRt AT DU R — S8 5 e A )

Compound words: in compound nouns, we generally place the stress on the first part of the

word. eg

B B, R AR E S, fl.
hairbrush homemade
handbag midnight

Compound verbs (phrasal verbs) usually consist of a verb and a preposition. We stress the
preposition. eg

A CRTERN D W A A, EE A, B

check in (at the airport)

turn on (the switch)

look for

Some words look the same but can be two different parts of speech. The stress sometimes

changes when we say these words to show their different function. eg
WEREPEE R, EIRA R AR E S R AR F s RS R, B

record V. refuse V.

record n refuse n.

© GRAMMAR AND WORD ORDER &) 5%

Because there are few inflexions (word
changes) to show meaning in English words,
word order is very important to understand
what is meant.

S BA I E R RSN i
RAEM) . EBRASEFRREA TS
X.

® EEA)TEA LEE -G, BED
W MISEIE (: 1 eat vegetables FI7 i3k ;
they speak English 4/ 1353535 ) .

® HEPMEFAESIERLIEEEE, U
Ve EATE N E-X R & G RN
chairs 7N#EHFT) ZdiA (W: a chair —
¥, the chair XIEHT) .

® ZinfFhin i B E R GE D EEWE
#44 (4: chair, chairs; I am coming, we
are coming) o

® N X LE#, ¥iERF=FE: BE
i} Che talks) , it 2K Che talked) FI¥fsk

® Most sentences have a subject, verb and
object (I eat vegetables; they speak English).

® Number and identification are also
important so most nouns will either be
preceded by a number (six chairs) or by an
article (a chair, the chair).

® Singular and plural forms of nouns and
verbs are important inflexions in English
(chair, chairs; I am coming-we are coming).

® English has only three main tenses: present,

(he talks) past (he talked) and future

( he will talk) but it is important to use the
correct form of the verb because tense is
important to English speakers.

® Usually adjectives are placed before the
noun (pretty girls) and adverbs are placed
after the verb (walk slowly).

® Negative verbs are usually formed using
the word 'not' (he will not help; they won't
understand).

i Che will talk) . {B{# F 58] (1) 1E 7 B =X,
X TIGEEE N S A EER. .
He talks. (BRZERF) A ifi%.
He talked. G20 fhifiidig T .
He will talk. CKFRE) AthZE 5 .

®  JLIE i 2 ] 3 R TRCAE 4% 3] B AT T
(pretty girls FEFE & 8%) ,  Flla]HCEE BhiR] ()
JaT (walk slowly ZE/518) .

® )i [ E & R £ & SE Bl id not
(f: he will not help b AL Hf:;  they
won't understand ffi IR SHEfR) .



