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Keys to Unit 1

Reading [

Pr'e—heading Task

1.

Someone think it’s during the interview that a company decides if it wants to hire. It’s a chance for
a company to see whether their future employees are smart or not; whether they are able to
communicate clearly and effectively or not; whether they are technically qualified to do the job or
not; whether they are honest or not; whether they can fit in the company's organizational structure
and team or not. Others disagree with it. They think that some applicants cannot perform well during
the interview. They will feel nervous because they are under too much stress.

The interviewer wants to know their qualifications for the job, their personality traits, their physical
appearance , their personal background including their interests, hobbies and awareness of the world
events, their attitudes and personal style, their communication skills, their expected salary, their
goals in career, eic.

To some people, it is very important to please the interviewer. They think it can give a good
impression on the interviewers while doing it. But it is not true to others. In their point of view,
giving answers that just suit the potential employer will get them nowhere. They will lose touch with
their own feelings. Of course, don’t be hostile to the interviewers because nobody wants to  hire
someone disagreeable .

In order to make a good impression on the interviewer, you should dress smartly for the interview.
You should be courteous to all the employees of the company. At the interview itself you must be
positive about yourself and your abilities, and your attitude might influence the interviewer to feel

good about you.
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Before an interview

During an interview

After an interview

. investigate as much as

can about the

company ;

you

. predict some questions

you could be asked;

. prepare some questions

you could ask about
the specific
and the company;

position

. rehearse answering the

questions;

. write down the

strengths that you
possess for this job;

. be yourself, but emphasize
. make good eye contact and

. volunteer any information

. don't hesitate to bring up

. be honest but tactful when

. be careful not to exaggerate

your strengths;
posture ;

that is relevant to the

interviewer’s questions;

the important points skipped
in the discussion;

answering the questions;

or be aggressive;

. write a brief note of thanks;
. touch base with the prospective

employer either by phone or in
showing that you
really want the job and are
determined to get it, bringing
your name to the interviewer’'s

writing,

attention once again, and
reminding him or her that
you're waiting to know the
decision;

. make an inquiry if you are not

of the
decision by the promised date
or within two weeks;

advised interviewer’s

Comprehension

A cosy fireside chat and an intimidating interrogation.

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

8)

9)

10)

Face-to-face interview between the boss-to-be and employee-to-be.

Interviews.

No.

The motivation for the job and how well you will fit into the organization and its culture.

Yes, he/she can.

Because the interviewers use this approach to give interviewees a chance to provide practical
examples of how they would tackle particular situations, whether or not they have had any
direct experience of them.

Yes, they are. Because this kind of interview can let people feel relaxed so that they can open
up and do as much talking as possible. It also reflects the decreasing importance attached to
hierarchy within organizations.

No, they can’t. Because though the interview remains the centerpiece of organizations’
selection procedures, it is in fact a highly unreliable predictor of a candidate’s suitability .
The author thinks that interviews are becoming part of a multilayered quasi-scientific selection.

They are becoming high-tech, less formal, situational and structured events as well.
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Items

Information

Process of interviews

mudtilayered and quasi-scientific

Interviewers trained psychologically
Means hi-tech, such as video conferencing

Influence of interviews

on employing and appointing staff

Other methods of recruitment

1) aptitude tests
2) personality questionnaires

3) evaluation at assessment centers

Focuses of interviews

1) your motivation
2) the degree of your suitability
3) inner values

Tasks in interviews

1) selecting
2) ranking
3) discussing

Questions and answers

structured and situational

Forms of imerviews

1) neither cosy nor frightening
2) less formal conversation between equals

Reliability of interviews

low

Vocabulary

Column A Column B

bias prejudice, opinion that favors one side

encounter a sudden meeting, usu. either unexpected or dangerous

probe to investigate, explore or examine

aptitude natural ability or skill

criterion standard

take on to decide to do, undertake

in terms of as regards

on the grounds of with the reasons of

in short supply not plentiful, scarce

take place to_happen
1) bias 2) tock on 3) probe 4)  encounter
5) criteria/criterions 6) in terms of 7)  on the grounds of 8) in short supply

9) aptitude

2. 1) put many Asian companies through great challenges during the economic crisis, but most of them

10) took place




survived
2) to be expressed in terms of US dollars, not in RMB
3) on the grounds of the heavy pollution caused by the U.S. to the global environment
4) that they are likely to open up after a few drinks
5) (to) bring the information of stock markets and currency exchange up to date easily
6) one out of a hundred candidates might be qualified
7) the proportion of female employees to male ones is five to one

8) get underground water in areas where water is in short supply

3. 1) a. meeting b. encounter 2) a. personnel b. personal
3) a. devised b. device 4) a. efficient, sufficient b. sufficient
5) a. process b. procedure

4. 1) reliable 2) disapproved 3) prediction 4) interviewee, interviewer
5) current 6) determination 7) recruiting 8) employment, suitable

AEFRIBEEHESLER

5. 1) appointment szﬁéﬁlluﬂ’ﬂ%ﬁ(ﬁﬁ%ﬂﬁﬂ%’?ﬁ%’f}%fﬁ%ﬁ , SATHIERA 7 F,

2)  Scoring (8 AT 1160 4, BB AN BNE KAMHEF .
3) ranks WK BERGESLESIIMR FREEHAZ B,

4)  score FATHEERBARIG K 5:0, XfERTR MR T2 5

S5)  appoinument fl 8 F1 A m1 S BRR — RS2 UGE IR A

6) ranks 751 BJZ I AR 45 S B9 A A RURTE AL

7) supply BRI R MEERAMAT B IR FREE, NS TR, MY HR R R,

s 2 bk,
8)  points " H ¥ FLUSER K AN SRR RIE I T 1
9)  score A MM LA 20 ASEEB 7, AEFRLIE T,
10) point #LAZAT A5 S, MITMAEHE:.

11) supplied, supply /S8 AT Bl &+ A4RGE T K F125 5, (HE A AL B RS AT 8%

{1 N7 e ke
12) point FLAE AL I 16 B4R ¥ BB RHE, R T H £,
13) rank BEIAR A ST 52 RAFE A I8 . ERT Mg,
14) pointed BRI X} I T A Y Sh (A T — B8R ZIPETS

Translation

I am afraid we'll be in for a bear market soon.

- We have never discovered what took place in that negotiation on price.
. The trainee staff will be put through an exhausting sales course.

. Think of it in termns of an investment, and you can expect a profitable future.

[ T S S R S

- She took on greater responsibilities when she was promoted to general manager.
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6. Her claim was disallowed on the grounds of unpaid premium.

7. After some casual remarks with the interviewer, the interviewee began to open up a bit.

8. He boasts skills in short supply in the current labor market and therefore becomes a senior manager of
a big company.

9. He pointed out that the list was up to date because all the new employees’ names had been added to it.

10. Afier a strict evaluation, the panel of judges concluded that nine out of ten employees were qualified

for their jobs.

Reading Il

&5 Dictation

The job interview is the moment of truth in job hunting. In addition to how the interviewer sees your
qualifications and personal qualities, much will depend on how they evaluate your interview performance
in general. Therefore, it is helpful to consider it a performance or a game whose goal is to sell the
interviewer on the idea that you are the best person for the job. A better approach is to take control, give

the interviewer what you want to give and inspire confidence.

Exercises

Comprehension Checkup
1. F 2. T 3. F 4. T 5. T 6. NM 7. T 8. F 9. T 10. F

Vocabulary
I. ¢ 2. b 3. a 4, ¢ 5. a 6. d 7. b 8 a 9. b 10.d

Cloze

I. b 2. ¢ 3. d 4. ¢ 5. a 6. a 7. 4 8 b 9. b 10. ¢
11. d 12. b 13. d 14. ¢ 15. a

Post—reading Task
Task 1.
a. What do you know about our new company?
b. Why do you want to work for us?
¢. Why do you think you would be good at this job?

d. What personal characteristics are necessary for success in this job?
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. Have you had practical experience in connection with this job?

Which is more important — being satisfied and happy with your work or being on a good wage ,

whatever the job involves?

. Do you prefer working with others or by yourself?

. What is your major weakness?

- What do you think determines a person’s progress in a good company?
- Do you think grades and marks should be considered by employers? Why or why not?

k. What kind of boss do you like best?
Task 2. Omitted
Task 3.
Dos Don’ts
a. Be on time. a. Don’t be late.
b. Be brief and clear. b. Don’t chatter.
c. Be self-confident and courageous. c. Don’t be shy.
d. Be enthusiastic but polite. d. Don’t appear humble or haughty.
e. Be frank and truthful. e. Don't brag or boast.
f. Proclaim your own competence and f.~ Don't .clajm kinshipor ~ personal
qualifications. .connefctlons to anyone known to the
interviewer.
g. Be realistic. g- Don’t be choosy.
h. Ask about pays tactfully if necessary . h. }l])(?;l’:oazl; ib:):: tfi{;ly; unless you know
i._Use your facial expressions and gestures. i. Don't fidget.
J- Make yourself look firm and reliable. J- Don't dress like a queen or a dandy .
Extension

¥ rransiation Skills

1.

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

1)

HAS LMok s,

BUE I 2 SHERN T 4R 2 430 4,
FATAFIMATLS =) 4 2

A HPLES R A b4,

As soon as you reach a decision, please drop us a line.

We have been many years in the silk line.

We enjoy your cooperation.

Their corporation enjoys a good reputation in the world.

PRA TR 763X ARG
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2)  HERHIXFRRY ah X FEA R ULEIT A 4 B

3) KEREBIREEHEMBIZER,

4) HHEEWTR R,

5) There is a sharp contrast between the poorest and the richest.

6) The shares are quoted on the Stock Exchange at 15 cents.
7) We have learned that now is favourable for the disposal of the goods.
8) The proposal met with general acceptance.

3.0 B\ELE, ERENBEEDMER, A RaERET,

2) MrERBE RS AT, F A AT,

3) RMAFFEEL RENMELE,

4) FrEHEREEEERE — N ERERN L.

5) MEBRSER T HHRIER AR LR .

6) IXLEIL.LoIEHLE B T oA T A G 2

7) HIFEE, REBERIABEEE A,

8) MBEMBER, A THE LMH S,

< special Usage

1. 1) There was a car ready for them.
2) There will be a good film on at the Red Star next week .
3) 'There were several trains coming into the station at the same time.
4) There is a convenience shop open to business round the clock beneath our apartment.
5)  There is likely to be a large audience to Professor Smith’s lecture .
6) There should be a stronger light on the staircase.
7)  There were people who believed that the software company would go bankrupt sooner or later.
8) There must have been a mistake.
9) There happened to be no multimeter in the laboratory .
10) There expected to be more fierce competition .

2. 1) There rose 2) There seems 3) there happens
4) there lies 5)  there stands/stood 6) ‘There exists
7)  There lived 8) There remains 9) There appears/appeared

10) there occurred

R>Practical Reading
l.e 22b 3. b 4 d 5 ¢ 6. d 7.d 8 a 9 d 10 o

Fowrtting strategy
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Résumé

Personal Information

Nanie: Joanna Alan Hopkins

Date of Birth: August 3rd, 1975

Marital Status: Married

Address:352 MeadowView Drive, Powell, Ohio 43065 USA
Tel: (614)465-6586 Fax: (877)536-8107

E-mail : joanna @ yahoo . com

Job Objective & Self Assessment

I"'m sociable and energetic with rich sales experience and good Japanese proficiency. I expect to

secure a challenging position as a marketing manager in any company with an eye to tapping the

Japanese market .

Education
Sept. 1998 ~ Apr.2000
MBA (Master of Business Administration) Degree , Pomona College , Claremont, CA

Major: International Business Management
Sept. 1993 ~ June 1997
B.A.(Bachelor of Arts)Degree, University of California, Los Angeles

Major: Japanese Language and Literature

Minor: Intemational Finance

Work Experience

Aug.2001 ~ present Sales Manager, Elton’s Consulting Firm
Sept . 2000 ~ July 2001 Sales Representative, Pacific Customer Service Co. , Lid.
Aug. 1997 ~ Apr. 1998 Bilingual Teacher, Marsh Adult School

Honors and Awards

Second Prize Scholarship( 1998—1999)

Honorary Title of “Excellent Student of the School Year” (1995—1996)
President of the Student Union{ 1994—1996)

Language & Computer Skills

Japanese: Fluent/ Excellent

Good at Windows Operating System, Word , Excel , Power Point, Internet, etc .
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2.

Résumé

Personal Information

Name: Sarah E.Madison

Age:30

Marital Status: Single

Address: 278 Riverdale Avenue, Athens, Georgia 30618, USA
Tel: (706)201-2434

E-mail : smadison @ mindspring . com

Education
1995 ~ 1999 BBA (Bachelor of Business Administration)
The University of Georgia, Athens, Georgia
Major: International Business Management
Related Coursework : International Strategic Managenment, Accounting 1
and II, Advanced Business English, Intemational
Marketing , Finance
1992 ~ 1994 Civil Engineering Studies
Georgia Institute of Technology, Atlanta, Georgia

Work Experience

Jan. 2001 ~ present Customer Service Representative, American Express
Sept. 1999 ~ Nov. 2000 Trade Consultant, US Export Assistance Center

Honors and Awards
Elite Scholarship(Georgia Institute of Technology)
Founder of University of Georgia International Student Street Festival

Skills
Computer Skill: Macintosh , Internet, Microsoft Office, and Visual Basic
Language Skill: Good at French

Hobbies and Interests
> Playing the piano

»  Playing tennis
»  Leaming foreign languages
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3. Omitted.

Supplementary Reading
[. I.b a a d ¢ 2.a ¢ d a d 3.b a d a b 4. b d ¢ b d

L1 5H—0fsekH: — P AEHEABTENDMUG, G281 % 0.5 £,

2. 1790 FRIFFE—RAIELEG AR 400 FHER, HPAEEORAHER =,

3. REEHA LM T, FOYIH B TERE L ASE, AN ERAER
REBRMEN,

4. FUEHT EARE N —BE A RERT £, KL E, WA R s
O EY: P ol 3 I

5. AHUERIEPHE R AR A E B WA A B AR R 0 8 AN T T A B,k 2 )
ATRESAF RN M E A LS A
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Reading [

Pre—readlng Task

Cultural diversity includes the differences of such aspects as social values, ideas of status,
decision-making habits, attitudes toward time, use of space, body language, manners, ethical
standards, social customs, etiquette, etc. between different countries.

Each country has its own folkways, norms and taboos. Companies must examine the ways consumers
in different countries think about and use certain product before planning a marketing program.
Companies that ignore such differences can make some expensive and embarrassing mistakes.
Understanding cultural traditions, preferences and behaviors can help companies to avoid
embarrassing mistakes and to take advantage of cross-cultural opportunities when positioning their
products internationally .

Consumers in different countries have widely varied cultural backgrounds, needs and wants,
spending power, product preferences and shopping patterns. Because these differences are hard to
change, most companies adjust their products, prices, and promotions to each target market
bearing more costs but hoping for a larger market share and return. However, some companies
believe that people around the world want basically the same products and lifestyles. Despite what
consumers say they want, all consumers want good products at low prices. So companies should
look for more standardization to help keep down costs and prices and to offer consumers higher
quality and more reliable products at low prices.

Numerous problems result from the failure to adapt packaging for other cultures. Sometimes only the
color of the package needs to be altered to enhance a product’s sales. Using the wrong color in
some countries might produce negative reactions. Some product names travel poorly because the
name might have another negative meaning in other cultures. This is called the “language barrier” .
So try to find a word that was pronounceable everywhere but had no specific meaning anywhere.
Promotion is also an important issue to be considered. Sometimes the ad could hardly be expected
to boost sales of the product in other cultures. Social norms vary greatly from country to country and
it is difficult for any outsider to be knowledgeable about all of them, so local input is vital. The
best translations of an advertising message convey the concept of the original but do not precisely
duplicate the original. So try to avoid translation problems when doing business abroad. In short,
companies need to do market research to reduce or eliminate most international business blunders .

When people move to a completely new place, they encounter many new and confusing situations.
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They are forced to meet in unfamiliar ways their everyday needs such as langnage, climate, food,
cleanliness and companionship. All of this may lead to stress and strains. They don’t know what is
appropriate or inappropriale in a new environment. They don’t know when to shake hands and what
to say when they meet people, when and how to give tips, how to make purchases, when to
accept and when to refuse invitations, and when to take statements seriously and when not. They
lose all familiar signs and symbols of social intercourse.

People suffering from culture shock should be patient to adjust themselves to the new environment
and to make a successful transition to living in a new culture. Firstly, they should know as much
about the host country as possible before going abroad. As soon as they arrive at the host city, they
should resort to the city’s map to find out the grocery store, posl office, bus stop, bank,
hospital, etc. Secondly, they should keep an open mind about the different culture and lifestyle
and try to adapt themselves to them. They shouldn’t compare everything to home. Lastly, they
should try to make friends with the local residents so that they can find what and how people do

things as well as what their interests are.

' Exercises

Comprehension

1.

1) People often bring music, food, and family members to work .

2) No. Because according to his or her culture, he or she was just being polite.

3) Because a large number of women, minorities, and immigrants enter the American work force.

4) Tt refers to the differences among people in a work force due to race, ethnicity, and gender.

5) No, it isn't. Because more and more companies have come to believe that diversity, like
quality and customer service, is a competitive edge.

6) Ways for encouraging diversity include recruiting at historically black colleges and universities,
training and development, mentoring and revamped promotion review policies.

7)  He implements the strategies for enhancing diversity and works closely with the company’s
Diversity Network .

8) Du Pont has established several programs, including training workshops, mentoring, establishing
over 100 multicultural networks through which employees share work and life experiences and strive
to help women and minorities reach higher levels of leadership and responsibility within the
organization.

9) Dr. Martin [uther King's Birthday, Asian-Pacific Heritage Month, Hispanic Heritage Month,
Disability Awareness Month, and Native American Heritage Month.

10) First, these programs can help eliminate prejudice in workplace and remove barriers to
advancement. Second, diversity programs require commitment from the leaders of the company

and a culture that supports an inclusive environment instead of being only the latest corporate
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2. D)
2)

13

buzzword .
b d a ¢
Company Cultural Diversity Programs Effects
a. an aggressive recruiting plan a. share ideas
b. diversity training b. solicit support
Texas . ..
Tnstruments | & mentoring . butld coalitions
ns -
d. an incentive compensation program
e. Diversity Network
a. training workshops share work and life
b. mentoring experiences
Du Pont . .
c. over 100 muldticultural networks b. help and hire women
and minorities
Disney a. reflection of diversity in theme parks
World b. a variety of diversity celebrations better understanding

Vocabulary

1.  implement flourish assume incentive
motivate imperative solicit prejudice
1) supervising 2) motivate 3) imperative  4) initiative
6) incentive 7) solicit 8) prejudice 9) flourishing
2. 1) is made up of 2)  refers to 3)  believe in
5)  an African immigrant  6) defer to 7)  a cultural heritage
9) foster 10) implementing
3. 1) a. apply b. application c.
2)  a. unable b. disable c.
3) a. creation b. creative c.
4) a. competitors b. competitive c.
5)  a. diversify b. diversity c.
4. cultural diversity challenge authority
make eye contact competitive edge

foster creativity and innovation

hold a variety of celebrations

supervise
initiative
5) implemented

10) assume

4)  stand out well
8) cultural diversity

applies, applicable
disability

creativity
competition

diversification, diverse

implement the strategies

remove the barriers to advancement
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solicit support build a coalition
1) competitive edge 2) build a coalition
3) fostering creativity and innovation 4) implement the strategies

5) solicit support

5. 1) value v. RIBEMAEERE PN, BSINEFZEM,
2) defer v. B FIREFEME, H17THRER TR,
3) approach n. B TR HEDY LRI IWPIFRE R EMER, RIVERA SRk,
4) contact v. WIRBATRERMITT R, FHREMBIWER,
5) approaching v. WRIRIGIREMERTING, HREEHBNIETETEE R 5 AR B,
6) value n. WEX, EITXERITHHTHMETFET .
7)  challenge v. A NBEHML TS 55 K545 FALL 2
8)  approach v. AbFX - [A] BEIK B 1 iR 45 R S B— 1 A0 5 1T 35 R B SR LR T 3
9) challenges n. /N E 2 R BUFE A HEE > —,
10) contact n. AEERIUHRGE FIBLBIR B AR (M H R BS, (HEXTa e A BAER,
11) defer v. RERABE, BXFIHFEENRE, RABRZERNWEL,
12) contact n. f'ﬂE/\ﬂ]ﬁE&ﬁﬁEE?HWFT@X%%FH%%E%/\o
13) defer v. Vo%éﬁl%?ﬁi&@]?’l\%ﬁ}iﬁﬁﬁ&%?
14) approach n. XIS REE T HE 1, EHEETHSEZTE,

Translation

Human beings possess different cultures. Western culture and eastern culture make up a diversified
world. Cultural diversity refers to the differences among people of different countries due to race,
ethnicity, beliefs, and their unique traditions. All cultures are equal in essence. Therefore, it is not
justified to say that one culture stands out from the rest as the best. At present, some international
businessmen increasingly find themselves working in multicultural environments. If businesses want 1o
survive in the intense competition, they must establish and implement the strategies for strengthening
cultural diversity, which will go a long way toward eliminating the cultural prejudice resulting from the
misunderstandings between cultures and forcing managers to motivate employees with a broader range of

values system.

Reading [

4% Dictation
To succeed in today’s global marketplace, it is essential to leam as much as possible about the
conditions in overseas markets. Modem trade, however, demands more. Today the company seeking

international success must also understand the people who live and work in countries they deal with, how



