BRESE  E4

ﬁ%ﬁiﬁﬁﬁ ARZE

Business English

BRmE & MH =ZHA &E




FRigmE A2

189k % wipmit



REE N

ARATAY G S SR T U LB A A B IR AL AA R IR HAR L A A 57450, B 7R
2 e U L A AR R AT SR R, R AR R A O RE ) R SR ARRIAE
G T “Topgh e TR o S AN TR I H L BT H LSS SRR R 5524 AT 55
Rl , 5 ZO A B ~ S B PR RS e AR A3 AT 5 038 I P ) 2 2 5 /AT 55 1) I
oL, LB R ——R 55 ST SO BB R —— R 55 IR —— R i 7
(19 TAE AR B TP I RR AL A B, B AERE IR A AR B R 25 ST A 1 g«

AR A AT v e L B A 5 e b B T 20kt , T o M R 55 3 s N L &k =
ZHA.




i =

Cr 95 Do 18T W B0RE ) LASE I BRI AR 1 (15 5 2R M B, WA BB S5 TR s 45 A BR 1 B 55 3
TE R ERAS R 7 2 b 25 0 0 22 2 A I K R BE 7, T 22 B0 J2 1) 2 A A% 35— T v O 9 4 ol 4 B A
ARG B, L2 ey M E T 2838 , Aol A AT T & 4 « AR LA B A AT i A 0 2T 16045, SRR BE i
X L A AE SCAR R A LY

AR5 4 55 1 A SR S A ke AN B A O 5 A AT TARAT 55 AR B8 1 A A A SRl L AR S 4
AT FRAH I R T K2 1 ) s 1 45l B B b o R 56 T AR B A B o L 3T 0 DA A B )RR
RNLRNEG G LR T80 . W H S AR EE I & B B LT AT 55 o0 1 gL R
PIZE, L2 A 7 58 LRI 3 R v 2% 45 58 IO B 1 TAEAT 55, A A DG BIE JiR, & JR IRLIL fig
e F R LU DA H A A T R 12 S S, ZE PR AR SR T (22 ) At b, DUR R Y T AR AR
SOl A IS S S SC IS SR — Mk, R — Rk

AR5 F TG T 2 BB AR 2 Bt 1 45 S0 1 BAR T 9 A 22 =2 FH 5 VI LA B A3 Y Tl P, K 27 7k B = Ui 2
TG IR G ER . g5 NG5 TR : T8 T2 I B AR 24 B R TN 3 2 U (2 2) 4003 1,22
AU 5) L IR TR X BH A U (2 2 4503 2) , o8 T2 Rl 4 AR 22 g 22 2 P U (2 > 433k 3. 2%
AR 4) o AATRENA) TE RIS AT AR L N % B TC B T2 Bl R 2 B e R T K ) SRR Ok
s

RPERE LR, % THEZLRFENEE. BARRNESH R T X EEMES,
B E S A BT B 7RG 10 A8 452 2% 19 B VR PR A1 3R B Bl 380, i T B /KA R, B
Hr A R A T G, BT R R AR IE .

m &
2014 £ 9 A



Contents

Learning Situation 1 Career Starting ( #J{3H1%)

ltem 1 Applying for @ Job ( BZBETE)  «+eeeerrerrsrsssrsmmrsmniniiiiiii 1
Task 1 Job Application ( g‘zg/n\) .................................................................................... 1
Task 2 The Curriculum Vitae ( CV) ( fgﬁjﬁ) .................................................................. 15
Task 3 Job Interview ( JHTIE)  +vverersreresrrrnmsesnn ettt 30

ltem 2 Knowing Career ( BRMETATE) «eeveeererrmmmmmmmmimiiiiiiii 42
Task 1 Adapting to Working Surroundings ( ZAZEIREE) «veereverremrermmennmmmnnii 42
Task 2 Introduction of Products ( 2 IANZE)  wrererereemmrmmme 55

Learning Situation 2 Business Reception ( i554%4F)

ltem 1 Daily Business ( BB EESIER)  vvrrrrrrrrrrrrmre 68
Task 1 Meeting at the Airport ( HLIGFERE) ooeereeerermmmmm 68
Task 2 Arranging Accommodations ( JFJE ALT) weereremsrrmermnmmmmm 80
Task 3 Factory Tour ( Ir%xﬂ) ................................................................................. 95
Task 4 Dealing with Emergencies ( %%%ﬁ‘ﬂ‘fi) ......................................................... 107

ltem 2 Special Business ( STMEEEE) »esssven s sonvs vonnrrsvers vsvws sonnes sevs s swwes passrs saevs ssves sguves s 118
Task 1 Business Meeting Reception ( £ FBTE)  wrrrerrererreremmmmiii 118
Task 2 Trade Show Reception ( /i\@ﬁ;ﬁ:) .................................................................. 137
Task 3 Business Dining Reception ( B 45 EEAE) ++rrrerrrrrrerrnrsrrsnersinitiiiii e 153

Learning Situation 3 Developing Foreign Trade Marketing Channel

(FFRIMEEHIRIE)

ltem 1 Looking for Business Opportunities ( SERRTHL) «rrrrvrrrrrrrrrrermmmmm 170
Task 1 Market Research ( THT3ZYEHIE) -+vevveervvemsmmmmmmminiii 170
Task 2 Quality Research ( FRmRIHZE) «+ooorrrrverrrerereemesiniiiiiii e 188
Task 3 After-sales Services ( BEJGRST)  wvevvreremrrmremmmsmmnniiiii i 200

ltem 2 Developing Marketing Channel ( FE& B G SEIE) wereeervrrrreeesmrmmmereemiiiie e 210
Task 1 Advertising Marketing ( J725E4H)  coverrrreeeeressmmmii 210
Task 2 Blog Marketing (fHZZTEAY) +oooerrerrrrmrmrmrermeee e 222
Task 3 E-marketing ( HLTFFRIZE)  wooerererrrrmmmmemsrresre s 235

Task 4 Exhibition Marketing ( 2 JBEFHY) «+vvvevrrererreerrmmmmi s 250



2 EEESRIE ¢

Learning Situation 4 Business Negotiation ( Fi55i%H])

ltem 1 Negotiation Preparation ( HREIAEE) ------reererrereersserrmmmmmnrrree s e cneess 264
Task 1 Investment Research ( HEHEYEIF)  wrvvrrrrrrrermrmmmmmn e 264
Task 2 Negotiation Preparation ( PRFIVEAT) wrvererrrerernmmemmii 278
Task 3 Business Negotiation ( 45 IRH])  +oovrvrrerrmmmemmmmem 202

ltem 2 Negotiation Process { PERISTARL) s o e usnss vuss somonn ssous  cuvis kusss doues oasis s iwens ansst 303
Task 1 Registration of Trademark ( BRI <ooveererrremmemmmm 303
Task 2 Price Negotiation ( m*%ﬁ@fﬂ) ........................................................................ 317
Task 3 Contract ( Zr[R]) wreeererrenmmrn e 329

Learning Situation 5 Goods Export ( g )

ltern1 Customs Declaration { BIGRHESE] o omrs ssrmsenmes soxss sommms vonue s sooms ssxms snmmes sosss swngns soxoe 346
Task 1 Commodity Inspection ( BIFARAG)  +oorererrerrmmmmmn e 346
Task 2 Going Through to Clear the Customs ( JFJEIIE)  wooerrerrerreeeeeeeme e 365

ltem 2 Logistics Distribution ( B EAERIE)  ++oererrrrrrrrrrererrrrrrri 379
Task 1 Warehouse and Storage (ASFEFFA) vvrvrrrrrrrreremmmemeness e 379
Task 2 Physical Distribution ( FREEIBHI) ++vvvrrerrerrrrmmmmmmere e 392
Task 3 Insurance ( fRLG) ««eeeveeersseeeeermmmmmiiiiiiit i 407
Task 4 Claim and Arbitration (BRI G HER) ++ooerrrrrrrmrmmmrre e 423



Learning Situation 1  Career Starting ( #J{31H1%)

tem 1 Applying for a Job (VI T 4E)

Task 1  Job Application ( ZKHH)

Knowledge Objectives

e To learn how to apply for a satisfied job for yourself and master the formats and components of a job
application.

o To master the useful expressions for an effective job application.

Skill Objective

e To know how to apply for a satisfied job through different channels.

Thinking & Discussing

e What is a job application?
o What are the important points you should pay attention to when you apply for a job?
e How to apply for a job you want to get?

I. Item Presentation

Wang Ling, a saleswoman in a small cosmic company, is responding to a recent advertisement for a sales
manager in another company. She graduated from Jiangnan University in 2006. Having obtained the Bachelor of
Management, she has seven years of practical experience as a saleswoman. She wants to improve her abilities
related to her major. In order to have more chance to get the new job, she is going to take some measures to get
the relevant news. Firstly, she is going to scan the latest information of recruitment in the newspapers or on the
Internet. Through this way, she may send her application letter coupled with her resume and wait for the possible
interview. Secondly, she is going to tell her intention of seeking employment to all her friends, teachers and
relatives and require their assistance. If they have any information, they may immediately notify her or even
recommend her to the personnel manager. Whats more, she may publicize her job application letter or resume on
the Internet for the reference of prospective employers. Thirdly, she is going to attend the recruiting fairs in which
she may send her job application letter or resume to the companies she desires and even be given an immediate
interview.

Now, she sits down with a piece of paper and doesnt get up until she has listed all the things she is proud to

have accomplished.

Wang Ling, as a job applicant, is required to accomplish the following tasks:
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Task 1: To understand the text of job analysis accurately.

Task 2: To think about the following main elements: position, department, salary/pay grade, work time, job
summary, responsibilities or daily tasks, qualifications, and relations of the position to others in the
company.

Task 3: To write an effective job application letter.

Task 4: To know what type of career she is leaning toward.

II. Instructors Demonstration

Step 1: To understand the advertisement in the newspapers about offering a position of sales department
accurately
FEF KA A N AR 2 AR, QSR 885 AT BUE BEAS o Mot AR AR b 1 ik 3 584 R Rt
H 3 F IEZEFR IS g 8 2 1
] R TAEAREE R B B8 AR A AR Z 1 5 TIPS DA KA 5 BRI R R T2
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Step 2: To discuss the main points you should avoid when you seek a satisfied job

In such a fiercely competitive world, finishing the task your boss has assigned you is not enough. If you want
to maintain your achievement, you are supposed to offer better work.

So, you should know what type of career you are leaning toward. A well — prepared, qualified job seeker can
increase his/her likelihood of landing a job by avoiding the behaviors employers hate. In order to magnify their
chances of hiring a superior employee, employers will avoid job seekers who make these fatal errors.

If the job seeker fails to follow instructions, his/her application may never reach the people with the power to
hire.
<> Failure to describe personal information properly.

The job seeker should provide his/her name and contact information of references. Depending on this basic
personal information, the employers, especially the direct supervisors can learn about the applicant’s social
security application, the job application number and the applicants available work schedule. The employers can
know whether the job seeker has ever been convicted of a crime. The military record is also requested in a job
application.

The job or employment application is the official form that employers ask all applicants for a position to fill
out. The job application is asked to be filled out offline in a pen/paper format or, increasingly, online. The job
application ( see a variety of sample job applications) provides a consistent format with the same questions that
must be answered by each person who applies for an open position. The job application is a legally defensible
listing of job applicant’s employment history, educational background, degrees, qualifications, references, and
more.
<> Failure to answer questions about salary requirements.

For example, if the job seeker does not comply with the salary requirements, the employers may relegate
his/her application to the “no” pile. Why? A job application that fails to follow directions is not considered a
valid application and need not receive consideration for the position. Employers must evaluate whether the job
seeker’s behavior will be acceptable in their workplace.

<> Failure to comply with job seeker’s skills and experience.
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Sometimes, job seekers apply indiscriminately for jobs that their skills and experience dont match.
Employers are spammed by unqualified and marginally qualified people who apply for each posted job. Yet,
reviewing every resume, and hoping for a gem, an interesting applicant who doesn quite fit the hiring profile, is
critical to find superior employees. So, the employer is stuck evaluating them all, and this means — they are all
gone in 30 seconds.
<> Unprepared to interview.

Job seekers are unprepared to fill out the job application during their scheduled interview. This makes them
seem unprepared. It will hold up the employers background checking process if the job seeker is a viable
candidate. Companies often use the application as a literacy screen, so taking the application home is not an

option.

Step 3: A sample

Warm — up:

1. I am looking for a suitable job in another company.

2. I am seeking a position as Department Store Manager.

3. The working conditions must be pleasant.

4. 1 saw your advertisement in the... magazine.

5. I noticed on your website that you are inviting application for the post of...

6. For this reason, I would like to work for you.

7. 1 think my experience and qualifications are suitable for...

8. Mr. XXX should be particularly well suited for such employment.

9. I have... years of accounting experience and am responding to your recent advertisement for an Accounting

Manager.

H
e

I have learned from the advertisement in The Japan Times on June 8, 2013, that you are now hiring an

English Chinese speaker to fill in a teaching position.

Sample:

Wang Ling

Address: 99 Jingyi Road, Wuxi City, China
Tel: (0510) 81711098

Telex: (0510) 81711812

Email: wangling88@ 163. com

Date: August 30, 2013

David Smith
Title: Human Resource Manager

Address: Nanjing City, Jiangsu Province

Dear Mr. Smith,
I am writing to apply for the position of Sales Manager that you advertised in The Guardian on 18 July,

2013, as I believe it offers the career challenge which T am seeking.

( To be continued)
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( Continued)

As you can see from my enclosed curriculum vitae, I graduated from Jiangnan University in 2006 and
since then I have had a successful year working in a business environment with a foreign business group.

I would like to highlight the following skills which I believe would add value to your organization.

Organizational skills — developed in my current job with XXX Chemical Sales.

Accounting skills — developed in my role as University Entertainment officer where 1 prepared annual
reports and accounts. During that time, I was responsible for a budget of $ ... per annum.

Interpersonal skills — developed through working in an environment at the team in my current role and
through a number of holiday vacation positions.

I have a keen interest in sales products and would appreciate the opportunity of an interview to discuss
why I believe I am a good match for your requirements.

I look forward to hearing from you.

Yours sincerely,

Wang Ling

II. Language Focus

1) advertise vt. & vi. JApee+-+- (< I

<> They try every means to advertise their products. fif] 14—V FB A ABATH R S i) -
advertise extensively R ML 45 advertise for HfERK - =
heavily advertise in papers 7E4R4%_E R4

advertisement n. | 45

<> The choice of media depends upon the product and the audience the advertisement is aimed at. A1 EPE

O T 205 A7 i LB X R AR

blind advertisement 1 45 classified advertisement /3245
a neon light advertisement 55l XT )45 outdoor advertisement J1 4N

a patent medicine advertisement & F| 25445
place/put in/insert an advertisement in a magazine fEZ¢5 BT 45
advertising n. |45 Tk
<> With your advertising facilities, you can perhaps work up a big demand for them. ¥-fF| FI/RATHI 451
it , WP RE IS B X Lt My 4t — MR R T 75 5K

advertising agency J 45/ TS advertising budget |45 A
Advertising Association | {5 p4x advertising campaign | 4512 5
advertising column |~ 4544 advertising contract | &5-& [
advertising effectiveness | 45 5 advertising exhibition |45 & Y5 2
advertising manager | 4523, L4 N window advertising % | &

2) career n. A:zEE; FHilk

<> More and more career women hold a high position in a company. #3259 & W AE A 7 B JE
T

3) highlight vr. i {3 2; R SR

<> The key words in the contract are highlighted. -5 [F]F Fif) 48 1R 9% 2 HH 58 34
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4) entertainment n. FEFF; IR

<> We encourage our employees to organize groups for recreational and social entertainment purposes. F {185 il
A8 51 TAH A FEA A AL IR AR T 3l
entertain vt FXTF; SR FINGE) , FEEZ(ITHE)

<> We are too heavily committed to being able to entertain fresh orders. FAJHIHKNE , AN GEIEZHIT K-

5) budget n. THHE; A T v, & vi. PE

<> We have to budget for our advertising campaign before Christmas from now on. AT M ELAE T 46 M 3
VTR A T

budget accounts FE K F1; FiE I H budget allocations TH& & 3¢

budget allotments T 45 it budget allowance T %4 , T RR 4
budget amount & &4 % budget control T 151l

budget deficit & 55 budget document FHE 5

budget making 5. 25 i budget period T 1

6) annual a. —4E—IKH)

<> The winners of the Annual Award for the Excellent Businessmen are Tom Wang and Tony Zhang. A4
HEFRL R A Rl + EREE » 3K
annually adv. AR

annual allowance 4F & 3% annual advance 4F 5
annual budget 4F-FE & annual audit 47 & %1
annual financial statement 4F J& 44 32 annual expenditure £ JT 3¢
annual quota 4F & FE &5 annual interest rate 45 F1] %
annual return %, 45 annual report £ FE 45
annual salary 4F-3; annual symposium 4F-4x

IV. Competence Practice

Mike Smith, a foreign trade salesperson from Jiangsu Sheng Da Garment Co., Ltd., wants to change his job.
He goes through the advertisements in the newspapers and has just found a new position in a new company. The
followings are some sections included in the advertisement in the newspaper.
<> Job summary.
<> Responsibilities or daily tasks he should finish every day.
<> Qualifications which he should possess in the new company.
<> Relations of the position to others in the new company.
COMPANY NAME: Cambodia Industrial Textile Co., Ltd.
COMPANY ADDRESS: No. 999, Street 217 Chom Chao, Toul Pongror Viaalage, Sangkat Chom Chao,
Cambodia
Tel: 023 —424512

Email: paco_bermejo@ yahoo. com

Mike Smith, as a job seeker, is required to accomplish the following tasks:
Task 1: To understand the content of the advertisement in the newspaper.

Task 2: To write an efficient job application letter according to the above requirements.
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Task 3: To make group discussion on job application letters written by learners, then instructors make the

summary of key writing points such as expressions, patterns and structures in the application letters.

V. Knowledge Extension

1. Useful sentences

1) I would like to apply to your company for the position of sales manager. FAE L B8 57/ &) 41 8 28 3 A BV

2) My experience and qualifications indicate that I am the very person you are seeking. F&HZ 5 5% A L)
Ui TR I

3) 1 was trained in Britain as a graduate student majoring in Linguistics for English Language Teaching and held
a MA degree in this field. FAEDEFE BT 5 20w, R4 30001220

4) T am eager to gain summer employment related to my ongoing educational and career goals of a career and
degree in physical education. F&i& 2G| — RS IRAENRE BUF L 12 2 LA J5 BRI A O 1) 22
BTN

5) 1 am seeking a new position where my abilities can be utilized more fully. H 73k 1E/E TR GEM TR AT AE
P S 5803 KA T A0 o

6) 1 believe this background provides the management skills which you require for this position. I would

welcome the opportunity for a personal interview to further discuss my qualifications. FAH(E LA _E 75 H it

TSR — A A B R . RARA — DIl e, U dE— BT HE T A B -

7) The position I am looking for should have a salary in the range of $... to $... F& 53K 097 37 4 hf
FE e ETE T e LTI B o

8) My experience as... and... is, I believe, readily adaptable to your needs. F¢AH{FEFAE R -+ 7S IEEE 22
JJ3 6 it P 35 o7 R A1 T 1) o 2

9) Please accept this letter as application for the Cost Accounting Supervisor position currently available with
your company, as advertised in Sunday’s... Globe. IR MEHAH €+ IRBRARD 1) o3R8, Falt 58
IETEFRIS A 2 THI 32 FR A H 37

10) I have spent five years in a position... and have capitalized on my ability to undertake... FH fL4ENH-----
M TARZR . FRLIFAIRE S &I 1o

2. Some reasons for difficulties related to finding a new job after going out of the campus

Nowadays, more and more university graduates complain that graduation does not equate to employment. It
is said more than one million Chinese college graduates didnt have jobs last year. The situation is probably worse
this year, because there are more students who will graduate. Now the job markets are all very crowded, but only
a limited percentage of the students can find a job there. They experience great difficulties finding satisfactory
jobs. On the other hand, many students choose to take part in postgraduate entrance examinations. In fact
graduate study is just a buffer for employment. Graduate students also confront the problem of employment. What
causes the employment difficulty of the college students on earth? In my opinion, before finding a job, they
should do some preparations.

First, when they are at school, they should make good use of their time and put their heart into their
studies. They can hold part — time jobs in their spare time to get some work experience. Second, they should take
part in some social activities and provide themselves with special training so that they are more confident and
courageous to face fairly good jobs or certain position requirements.

Having done those things above, I believe once they go out of the campus, they wont feel bewildered.
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However, that is not all. A good application letter and a job interview are also important. On the other hand,
they can ask for jobs by email, friends and other ways. In a word, to find a good job, they should catch every
chance and keep learning. Last but not least, the more confident they are the more chances they will have. In
fact, there are at least seven things that we should avoid:
<> Job seekers present their credentials unprofessionally.

Their job application letters and some other personal materials contain typos, grammatical errors, incomplete
thoughts, portions copied and pasted from prior applications to different employers, and details not requested for
the current job. Recently, a governmental employer added the caveat that applications mailed in stationery
belonging to the current employer would not be considered. The same applies to emailed applications from the
current employer’s address.
<> Job seekers lie on their resume or bolster their credentials by blurring details or leaving out pertinent facts.

In a recent research, 64% of HR professionals did not extend a job offer to a potential employee because
their background reference check showed inaccurate dates of previous employment. Lies of omission or
commission will haunt a job seeker. Commonly, employers consider lying on application materials grounds for
dismissal — even years after the employees were hired. Employers should dig deeply to check the accuracy of
applicant credentials such as claimed degrees.
<> Job seekers fail to research the company.

In one recent interview for a software development company, a job seeker hadnt visited the company website
or become familiar with the products. How can a job seeker tell an employer how well he or she will fit the job
and the company when the applicant didnt even visit the website? In fact, how can the job seeker even apply?
This is hardly to present to a potential employer. And, it speaks volumes for potential job performance.
<> Job seekers try to get to hiring managers in an effort to circumvent the hiring process.

Read number two above. Then, ignore this advice provided by supposedly informed career professionals.
Applications sent to hiring manager end up on HRs desk. The note says, ‘T dont know this applicant. ” Or, the
note says, ‘I cant vouch for this person, but someone I know recommended him. ” Rest assured, if a current
employee is enthused about a candidate, the “right” people know. And, the job seeker doesn't risk pissing off
HR staff that moves qualified applicants on through the review process.
<> Job seekers that “bug” hiring managers and HR staff quickly wear out their welcome.

HR has a name for candidates whose calls, emails, and visits interrupt work and steal time and attention
from overworked staff. They call them “stalkers”. These job seekers gain no points with the hiring decision
makers — and this ought to be the consequence of such behavior. Get my drift?
<$>  Job seekers indulge in unprofessional interview behavior.

Why would any serious job candidates blow their chances so badly when their foot is already in the door? Job
searchers arrive late, dress improperly, wreak of cologne, and sport dirty finger nails. They are unprepared to
answer predictable questions. They chew gum, take calls on cell phones, and leave items they need in their cars.

One interviewee asked the employer the name of the company where he was interviewing; he said he forgot to
read the sign on his way in. Another asked an interviewer if she wanted to see his belly scar to verify a boat
accident was the reason for his unemployment. Smart employers notice and make appropriate hiring decisions.
<> Job seekers fail to practice common courtesy.

They arrive late, fail to follow instructions, bombard employers with emails and calls, and talk down to
lower level employees. Employers should consider courtesies such as thank you letters when making a hiring

decision. Candidate behaviors do reappear in the workplace.
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VI. Exercises for Business English

Section A

Directions: Choose the best answer for each statement from the four choices marked A, B, C and D.

1. Improper packing may _ local customs to either reject the goods or levy a fine.
A. make B. force C. cause D. give
2. The exporter must pack the goods ~ strict conformity _ the contract stipulations.
A. on, on B. on, with C. in, with D. of, of
3. To avoid possible dispute _ quality, both parties should describe the goods exactly as the buyer and the
seller intend them to be.
A. on B. in C. of D. at
4. The shipped fruits may _ because of the long journey.
A. change B. deteriorate C. eat D. rots
5. An agreement is __ as a result of the process of offer and acceptance.
A. included B. reached C. had D. resulted
6. Which of the following courses would be useful for a doctor?
A. Improving your interpersonal skills. B. Managing people.
C. Basic computer skills. D. All of the above.
7. Which of the following skills would be useful when doing a distance course?
A. Interpersonal skills. B. Presentation skills.
C. Listening skills. D. Computer skills.
8. When applying for a Masters course, which of the following would you not be expected to supply?
A. Supporting references. B. Official transcripts of qualifications.
C. Personal statement. D. Social security number.

9. The currency to be denominated in the contract is called

A. cost term B. interest clause
C. cost escalation clause D. payment term
10. As a general rule, the export goods are always inspected by the before shipment.
A. shipper B. buyer C. agent D. distributor
Section B

Directions: Read the following passage. Fill each gap with the best answer from the four choices marked A, B, C
and D.
The Provincial Bank is one of the biggest financial institutions in the UK. With its 1,900 branches and 58,

000 employees, it has 1  a household name. Almost 4,000 of these employees 2 managerial or executive

positions. The bank has outstanding 3 of profitability, which has been achieved by introducing innovations at
the same time as maintaining leadership of the 4 . The bank’s comprehensive training programme concentrates
on 5  the most important skills that graduates need in order to 6  early management responsibility.
Trainees take responsibility for their own continuous self — development through visiting other branches and
departments, and by 7  courses in management skills. They also receive training in order to increase their
knowledge of the bank’s 8 . The bank supports 9  of staff who wish to take professional examinations,

and its Graduate Training Scheme is 10  to the nationally recognized Diploma in Management. Obviously the
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quality of its mangers is of 11  importance to the banks performance. It welcomes good graduates in any
subject area, 12 they can demonstrate the ability to influence events, and have the potential to 13 both
as leaders and as part of a team. Most graduate trainees join the Retail Banking division initially. Those starting
on this programme will soon have the 14  to work in other parts of the bank and can 15  a varied and

flexible working life.

1. A. opened B. entered C. turned D. become
2. A. hold B. do C. keep D. own

3. A. career B. catalogue C. record D. experience
4. A. area B. trade C. record D. market

5. A. making B. reaching C. developing D. heightening
6. A. present B. treat C. deal D. handle

7. A. observing B. attending C. involving D. staying

8. A. services B. goods C. creations D. abilities
9. A. colleague B. members C. people D. persons
10. A. qualified B. combined C. fastened D. linked
11. A. main B. vital C. necessary D. superior
12. A. therefore B. thus C. provided D. only

13. A. succeed B. realize C. gain D. overcome
14. A. choice B. chance C. likelihood D. probability
15. A. forecast B. believe C. suppose D. expect
Section C

Directions: Read the following two passages. Choose the best answer for each statement or question from the four
choices marked A, B, C and D.
Passage One

The promotion and development of performance management processes by HR can make an important
contribution to knowledge management, by providing for behavioral expectations which are related to knowledge
sharing to be defined, and ensuring that actual behaviors are reviewed and, where appropriate, rewarded by
financial or non — financial means. Performance management reviews can identify weaknesses and development
needs in this aspect, and initiate personal development plans, which are designed to meet these needs.

One starting point for the process could be the cascading of corporate core values for knowledge sharing to
individuals, so that they understand what they are expected to do to support those core values. Knowledge sharing
can be included as an element of a competency framework, and the desired behavior would be spelt out and
reviewed. For example, positive indicators such as those listed below could be used as a basis for agreeing
competency requirements and assessing the extent to which they are met. The following are examples of positive
behaviors in meeting competency expectations for knowledge sharing:

Is eager to share knowledge with colleagues;

Takes positive steps to set up group meetings to exchange relevant information and knowledge;

Builds networks which provide for knowledge sharing;

Ensures that knowledge is captured, codified, recorded and disseminated through the intranet and/or other
means of communication.

Hansen ( 1999) mentioned that at Ernst & Young, consultants are evaluated at performance reviews along
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five dimensions, one of which is their “contribution to and utilization of the knowledge asset of the firm”. At
Bain, partners are evaluated each year on a variety of dimensions, including how much direct help they have

given colleagues.

1. The best title for this article is
A. Knowledge Sharing
B. Performance Management Reviews
C. Performance Management Processes
D. Performance Management for Knowledge Workers
2. The following are examples of positive behavior in meeting competency expectations for knowledge sharing
except for
A. being reluctant to share knowledge with colleagues
B. taking positive steps to exchange relevant information and knowledge
C. building networks which provide for knowledge sharing
D. ensuring as appropriate that knowledge is captured, codified, recorded and disseminated through some
means of communication
3. Which of the following is NOT mentioned by Hansen at all?
A. At Bain, direct help that partners have given colleagues will be evaluated.
B. At Ernst & Young, consultants” contribution to the knowledge asset of the firm will be evaluated.
C. At Bain, partners are eager to share knowledge with colleagues.
D. At Ernst & Young, consultants are evaluated at performance reviews along five dimensions.
4. The author of this passage would most likely agree that
A. performance management processes by HR can make little contribution to knowledge management
B. the cascading of corporate core values for knowledge sharing to individuals could be one starting point for
the performance management process
C. knowledge sharing cant be included as an element of a competency framework
D. taking positive steps to exchange relevant information and knowledge isnt an example of positive behavior
in meeting competency expectations for knowledge sharing
5. According to the passage, performance management processes by HR can make an important contribution to
knowledge management through the following measures except
A. by providing for behavioral expectations which are related to knowledge sharing to be defined
B. by ensuring that actual behaviors are reviewed
C. by ensuring that actual behaviors are rewarded by financial or non — financial means
D.

by building networks which provide for knowledge sharing

Passage Two

Human resource management ( HRM) is the strategic and coherent approach to the management of an
organization’s most valued assets — the people working there who individually and collectively contribute to the
achievement of the objectives of the business. The terms “human resource management” and “human resources”
(HR) have largely replaced the term “personnel management” as a description of the processes involved in
managing people in organizations. Being evolving rapidly, human resource management is both an academic
theory and a business practice that addresses the theoretical and practical techniques of managing a workforce.

If we move to actual definitions, Torrington and Hall ( 1987) define “personnel management” as being “a
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series of activities which first enable working people and their employing organizations to agree about the
objectives and the nature of their working relationship and, secondly, ensure that the agreement is fulfilled. ”

While Miller ( 1987) suggests that HRM relates to “... those decisions and actions which concern the
management of employees at all levels in the business and which are related to the implementation of strategies
directed towards creating and sustaining competitive advantage. ”

Management Expert Peter Drucker has said that the typical business will soon bear little resemblance to the
typical manufacturing company of 30 years ago. As Drucker predicts it, “The typical business will be knowledge
—based, and an organization composed largely of specialists who direct and discipline their own performance
through organized feedback from colleagues, customers and headquarters. For this reason, it will be what T call
an information — based organization. ” As a result, the distinguishing characteristic of companies today and
tomorrow, say many experts, is the growing emphasis on human capital — the knowledge, education, training
skills and expertise of a firms workers — at the expense of physical capital like equipment, machinery, and the
physical plant.

This growing emphasis on education and human capital reflects several social and economic factors. One is
the increase in the service oriented nature of the US economy. ( Service jobs like consulting put a bigger premium
on worker education and knowledge than do traditional manufacturing jobs.) Another is the fact that
manufacturing jobs are changing, too. Particularly in the United States, manufacturing intensive jobs in the steel,
auto, rubber, and textile industries are being replaced by what one expect calls “knowledge intensive high — tech
manufacturing in  such industries as aerospace, computers, telecommunications, home electronics,
pharmaceuticals, and medical instruments”. At the same time, even heavy manufacturing jobs are becoming one
high — tech: at Alcoa Aluminum’s Davenport, lowa plant, for instance, a computer stands at each work post to
help each employee control his or her machines or communicate data. As Fortune magazine recently put it,
“practically every package deliverer, bank teller, retail clerk, telephone operator, and bill collector in America
works with a computer today”. Jobs today thus demand a level of expertise far beyond that required of most
workers 20 or 30 years age, so that human capital is quickly replacing machines as the basis for most firms”
success.

Furthermore, it is not unusual for more than one fourth of many firms” sales coming from products less than
five years old. As a result, ‘innovating creating new products, new services, and new ways of turning out goods
more cheaply — has become the most urgent concern of corporations everywhere. ” This means that companies are
relying on more employees” creativity and skills, thus placing more stress on the employees” brain power.

For managers, the challenges of fostering intellectual or human capital lie in the fact that such workers must
be managed differently than were those of previous generations. As one expert put this, ‘the center of gravity in
employment is moving fast from manual and clerical workers to knowledge workers, who resist the command and
control model that business took from the military 100 years ago. ” Workers like these, in other words, cannot
just be ordered around and closely monitored. New human resources management systems and skills will be
required to select and train such employees and to win their self — discipline and commitment.

Trends like globalization and technological innovation are changing the way firms are managed. Organization
today must grapple with revolutionary trends, accelerating product and technological change, globalized
competition, deregulation, demographic changes, and trends toward a service society and the information age.
These trends have changed the playing field in which firms must compete. In particular, they have dramatically
increased the degree of competition in virtually all industries, while forcing firms to cope with unprecedented

product innovation and technological change.



