|

1 )




njjenis -E

BaXiliz

ARAEWRSIDLAFARRTRBTERS 4%

¥ % ﬂ&éﬁ%

MES: WX

¥ % #k

% & XA® KKiE H #
& BEY FER

56
(REHE)

S
FOREIGN LANGUAGE TEACHING AND RESEARCH PRESS



(RFEF15 5

TR S B (cP) Biig

ROBBUERS A/ REF T 4. - LR SMEHE SRR AR, 2002
ISBN 7~ 5600 —2684 2

I 3% I % 0.%EE-SEER:-FUWHEF -84 V.H31
[ A B 31E CIP #4845 (2002) %5 008104 &

KIFHIE FOH

EH/: REF

HIEREB: BARE

HARE 1T SMEHE ST R

: AETAE=FALEE 19 5 (100089)
: http: //www. fltrp. com. cr.

D AR KREERIT

: 787%1092 1/16

: 13.5

: 183 T

D20024E2 A 1R 20024E 2 A% 1 KEPR
: 1—31000 1}

: ISBN 7 ~ 5600 — 2684 — 2/(3*1270

: 14.90 ¢

AR YT R B (RIS AR M S TR e
WEERL WAL
BRALER DI A SEREIRHLIE ¢ (010)68917519

* G O FHNHIHIA R
* Soun BN BRI ER



H hR 3% BA

FMEBRIHREAZRHER TR P ITHERERNRS., AE
FaAR, EEBHFIABERT ., FRAAXLEBANERS AT, &3
EHMRT —SETHERFTHM, PREKR LS, AASRETHEHE
EMUAEZ, RSBERSHAEERA AR EHM, M2 R EE T
SEREERTOHERATE, A, 1000 5K THRAEHNT T (SRS EH
AABREHAFERAER) (U TRAAR(EAXEL ) (HRGERFT L L
AT 35 B AR ARBAE YA T Rk (G2 0U6)). B4 B Rk, 4
BT —RERAKEZ, RFELRFF, SREHBORF, LT “&F
HHERSHEFALNHM HEMME, FAF X B RAGRMEST, fk—
B CHFFREREEAINHM,

‘BERHE S EFARNHM” T RIBEIKS00 A, A5 LE HETA&,
HIRE EM A LGRS ERHFT IR RAF LT H LR, R A
2-3 FHIHE], LBRARAZR, FEFIARFEREMERARNL
BE, AQEBEILFRERFRARFERRALARETALT T BR
BORALE, BEFHHULTHRIETHFTHEMOH LEA, REAR
2-3 F AR, A (FELIZRFERTAL I R ENTERLIL
FE5REABIX]) LAFRAHERE, BIHT. KEMEER, B —
KK F RS EHFTHEM, KA M RMALER 2655305 R F MK
%,

‘HARSRSTARNHEM 8B (AAEK) o GEXAR) &
ZR, AR EBSR, SEFRARTFFRARFEFIMAEAREEIA
T A ERFORNGEAKERRBE AR, EATHFRLER, &
FEHFER AAGERAHARRFSIG AR LBERFERA RIS E
A,

BERHFEHF 8
2000 % 4 F 3 1



Zui Ty L W]

ABMAE CRAEHEFRL B SRRERREALER N (Rl T TR s
REEATRY BE, AEBLMROM, 1, 2,3 BOERKT JHERMXES LR
SR AE F R B R ARSI

AR AR B B AL BARAR —E B ERL b, ESRT R D A
AFIE L XE .

BMRmE R

AEE S ERFR AR EIR T EARER TR D . B R R
REGRFFHIER LERIE, HEshsebad M. AEEMEE AR LIESRMES,
i HELE HE, A%, PREES WSS ERR. Eotb i REEETan. it
HEARTANEIELH, FREIANIBIES SRR A, CRICEENDA,
REER. BB, AELOZREEE.

EEE MR, TARSENN SRRy, 2 T ISR e
e, R—-RBULES. HEBBIGEZASE, FAR5RIAMLE. fRdeX, £
EEF I RAE TR L.

BETi

TN 2O R ) R A BB G, IR E B R R B AR
FRIEHE . RIERbRELAELTRE, AEBLE A1 R s
e, REWTAERE, RS, BOHESEARIRE, @I REIRYE L T RBOmEE HIR 4R > R
WHRGFERPCHRYESR>], LOKEI “ONE” A HiE S0, RERENSRTA
IR AR AEBMELH ET LR, AESNHETIA, RERPEUE-THE
i, FIEIEMEE.

T B
o EMAMES MW, KiEHRSHFHINGA



AR B HIRAE SRR A VIR AERE L, AR AN RE D BEE. R
BrOMRERR SR B R A S, 7B A b MAG R F I, LA AEERE R
WGP R ERE,

o LA BT

G LU TR A £ BRI IR 2 1 IR FIE S F R TR TR, A
WEREMERENT DRV ERE b BRI I 2], T RS ). B
FHERNOR ), TN R AT A BN & FEED, AU R
2, ERERITEE A S TSR B IR B R At B

o KELRERTATRIEY:

FELRITR A8 5 %5 BB RHE L IRAOHE AR . SRR AD B8 G S B i ik bt
BORAME NS BRER R AR FERETRARENLHLENS,
MHARIERBE AR EER A0, KGR R, IRRERAR, LIRS
A ER TR e RETA D, Mg - EE SRR RMERNIE TS,
AEGA . SHER. REME. 40%5% UEERDINE.

o EEERIA

EEb. BRTIESRIRN, B UiHARI0NE % B e . ARt
RRSHENR L, ENBEZHINRN, EHAAERRLERS TR,
i PR i e OV A R P R T TR S (e Bes, (S 5 P e
EHEH, MEHERY,

AHHEETEMEFRLEFT A LR R IERAAESS, LUMNRIERE 4%
HBRALES, IR . ALUOMEE R RS . S ENR R 5O R
A:

AR TR A F BB (Unit | & 3);

JEFSNEE H AL 3 (Unit 2, 13, 14);

ALRSPE G X F M (Unit 4 & 5);

IR B A SR G (Unit 6 & 7);

JERSNEE Rk (Unit 8 & 9);



BB A SR ER . AUNEIER PRI (Unit 10 & 11)

HMGHIRER AR B XIRE (Unit 12)

fEmEEEY, ZFERE THEH S EE A2 E LERSRALRT R E%
EREMAFRTR. XF, B-h =R ABME T TAERERIR N, SMER
FERRLNHS TRIVES B, £l RIONZREONBA,

MTHESHERE, ATAR, Brlsamreeimd. BiF RIEREEH
PRHIE.

G &
2001 2£ 12 H



Unit One
Unit Two

Unit Three

Unit Four

Unit Five

Unit Six

Unit Seven

Unit Eight

Unit Nine

Unit Ten

Unit Eleven

CONTENTS

How to Use This Book Successfully .......c.ccocerivniiininnins 1
Organizing Your Learning ........cccccceevciinennenniieerennnen. 11
Pleased to Meet YOU ....c.occeevieeniiiineecncececeneee e 23
Self-assessment for Unit 3. ..cccoeiveinieneniiivinecnee 37
Jobs and Responsibilities..........c..coeverveveenerinincinencncens 39
Daily Routines and Feelings about Jobs ..............c.c........ 53
Self-assessment for Unit 4 & 5....ovveeiivieievievvccieen 65
Our COMPANY ...couviveiiiieeiiiiiniete e e e reee e eve e e e eaians 69
Organizational SIrUCtUIe .......c...ceeviveeeivverienreeeeeeeeeneee 79
Self-assessment for Unit 6 & 7 ......ccoovveevriveieineriecenennn. 89
I Prefer to Stay in .......cocovveeieieeicieiieeeeee e 93
TWIIFLY £0 .. oot 107
Self-assessment for Unit 8 & 9.....c.oveevevvevveiveieie 119
Enjoying a Business Dinner ............cccooeeeeeeevieerennnnn.. 123
Travel and Sightseeing ...........c.coocooveiieeieivcieeieeeeen. 135
Self-assessment for Unit 10 & 11 ........ocvvvviveeinennne.. 147



Unit Twelve

Unit Thirteen

Unit Fourteen

Appendix

Made in ChINA ..ccoooeevieeiee e 153
Guangzhou Trade Fair ......cc.ccocvvviiiiiiiiiiiiiii, 165
Self-assessment for Unit 12 & 13 ..cooeeiieiieeiiiieeeeeennn, 177
I’'m the Right Person ... 183
WOIA LISE oot e e et e e eens oo 195



Use
Successfully

Welcome to this Business English course.

The textbook is specially written for you as higher
vocational education students. We hope that you
enjoy it as well as learn from it.

However, in this unit, instead of getting down to
business, we would first try to help you get to
know this book. We hope you will be able to use
this book successfully.




1.1 A general introduction to the book and a comparison
. withthe previous books.

.. Books ' N
T In the previous three books This book
Items

~ e N - . et s ,. o ) T oy - . ..,_.,,E.. - 1: hf
Aim of the  To lay a good foundation for your . © Tmprove your Engiish for
Enelish “ business and professional

books nglis ' purposes
To improve the reading skills and < To improve your listening,

to practise the listening and speaking skills in a business

Focus of the

books speaking skills environment, and practise
reading skills and enlarge
your vocabulary
Role of a ) ) _ )
: . . instructor, supervisor, teacher, classroom manager, information
teacher in . .
provider and friend
class R
Require- Before and after class:
ments to 1. To prepare for the next unit: to find out relevant information for
* the next unit, look up new words, read through the new materials,
the students

etc.

2. To review the previous unit: to finish the homework assignment,
memorize the new words and expressions, read the material you
have learned, practice the conversations with your classmates as
much as you can so as to be able to do role-play before all your
classmates in the next class period, etc.

- During class:

! To learn actively. Instead of only using your ears and eyes, use

‘ your head, your hand, your eyes, your ears and your mouth at the
same time.

Remember: Language can only be learned by practice.




1.2 Samples of the oral exercises

Y Pair work il

Step 1. Name card

Take out a piece of paper. Write down your name and other information on the card as in
the example below. Fold it along the folding lines Put it on your desk so that your teacher

can easily read your name.
For example: Y

Age:19

Hometown: Xi'an City, Shanxi Province

Major: computer application

Future job: network enginzer

Hobhbies: reading, listening to pop songs, playing badminten

chatting with friends, surfing the net, etc.

(the folding line)

=3 \r &

Step 2. Model conversation

Listen to the following conversation between two students, Wang Gang and Li Xiaohua.

Write down all the questions asked about one’s hometown, major, future job and hobbies.

Wang: Hi, my name is Wang Gang.
Li: How do you do, Wang Gang? My name is Li Xiaohua.
Wang: How do you do, Li Xiaohua? Where are you from?
Li: I'm from Xi'an of Shaanxi Province.
Wang: It’s the capital of Shaanxi Province, isn’t it?
Li: Right. It’s a beautiful city with a long history.
Wang: What do you major in?
Li: Computer application.
Wang: It’s interesting and useful. Do you like it?
Li: Sure.



Wang: What are you going to do after graduation?

Li: Well, I would like to be a network engineer. But | know I need to work very
very hard in school to realize my dream.

Wang: I do believe one day you will become a successful network engineer.

Li: Thank you.

Wang: What do you like to do in your spare time?

Li: Er..., I have alot to do when I'm free. I often read magazines and newspapers
in the library, and read novels in my dormitory. When possible, I listen to the
pop songs while reading. Sometimes I play badminton with my friends before
supper. ] also like chatting with my friends and surfing the net.

Step 3. Getting to know your speaking partner

Following the same pattern of the previous conversation, have a conversation with your
partner. Try to know your partner’s name, hometown, major, future job, hobbies and other
information you warit to know.

Step 4. Demonstration

Stand up and tell your classmates what you know about your partner.

B8 Grouping and group identity

Step 1. Grouping

You will be divided into several groups. Each group has three or more members. Each
group will elect a group leader and a group secretary. The responsibility of a group leader
is to keep the discussion of his/her group under control, and the responsibility of a group
secretary is to note down what his/her group members have said/discussed.



Step 2. Group discussion

Work in groups. Discuss and find a name for your own group. For example, your group
can be called “The Sun”, “The Dream”, “Back-street Boys”, “The Winner”, etc. Think of

at least three reasons why you choose such a name.

Step 3. Group presentation

Each group should select a group representative to report their group’s name to the class
and give the reasons. The group leader has the right to appoint the representative.

§-3 Vocabularylearning

A Methods

To get a large vocabulary is very important and necessary if you are going to master a
language. Good methods of learning vocabulary will help you a lot.

Here are some tips:

1. Learn new words from sentences or passages. Don’t just memorize new words from a
word list or a dictionary.

2. Review the words you have learned as often as you can. Have a little, easy-to-carry
notebook as a new-word book, so that you can often take it out and look at the words
whenever you are free.

3. Try to use the words you have learned in your speaking and writing.

4. Try to memorize as mzny word-roots, suffixes and prefixes as you can. Doing this will
help you understand and memorize many words faster and better.

B8 Word power

In this book, the first part of each unit (Unit 3 — 14) is a series of exercises entitled Word
power. This introduces you to the new words you will learn to use in that unit. The
following is one of the ways in which new words are introduced in this book.



Matching the picturres with the words.

Write the names of the clothes in the lines provided under the pictures. Choose from the
following list.

A. jacket B. sweater C. shorts D. trousers E.jeans
F. straight-skirt ~ G. mini-skirt H. dress 1. sportswear J. T-shirt
2 3




1.4 Reading for different purposes

In real life, our reading purposes are different and we use different skills to best fulfill the
purposes. In learning we need to practise the different reading skills to be competent

readers in English.

A Reading for general information

Pre-reading:

Some companies in Beijing set rules about what kinds of clothes can be worn in the office
and what can not be wormn in the office in the working hours. Have you ever heard of any
companies in your city that have done this?

Now read the following text and answer the questions below.

Fashion designers may be telling you that the most “in” dresses next summer will be shorts
and mini-skirts, but think twice before you decide to wear them to the office. Bosses in
the US and Britain dislike: casual dress at work. It is said that these clothes cause lateness
and improper behavior. Therefore, jeans, shorts, mini-skirts, and sportswear are on many
companies’ blacklists.

Tick (+/) the correct answer:

1. What is the best topic for the text?
A. Companies like fashion clothes.
B. Casual dress not welcome.

C. Jeans still blacklisted.

2. According to the text, which girl do you think is most suitably dressed for a job?
A. Alice, who is wearing a mini-skirt and a sweater.
B. Carol, who is wearing jeans and T-shirt.
C. Lucy, who is wearing a shirt and a straight-skirt.

& Reading for specific information

You are in Beijing Railway Station to meet your boss, who is arriving home from a
business trip to Nanjing. The TIME NOW is 12: 20. You are standing before the large
information board, trying to find out whether the train has arrived.



Information Board

From | Ducto arrive ; Platiorie N friormanion -
Shanghai ; 1 12: 10 ' g ”6 o " Dela&gd 30 minutesﬂ
Tiamjing | 1215 2 Cancelled
Nanjing 12: 25 ‘3 3 ~ Ontime

Tick (+/) the correct answer:

Having got the information you want, you should

A. run to platform 2 as quickly as possible because you are already late
B. walk to platform 5 and wait for another 10 minutes

C. run to platform 3. You are just in time

C Reading in order to learn a particular language structure
Read the following conversation about plans. Underline the sentences which are about

future plans.

Counselor: Only three more months to go! So, what are you going to do after you
graduate, Donna?
Donna: I'm going to go to college in Ohio.
Counselor: Have you decided what you're going to major in?
Donna: Uh-huh. I'm planning to study engineering.
Counselor: That’s & good field. And what about you, Simon?
Simon: My father is going to give me a job in his company. "1l probably work there
about a year so I can leam the basics.
Counselor: And what are you doing after that?
Simon: After that I’m going back school to get my degree in business.
Counselor: That sounds very practical. How about you, Fong? What do you plan to do
next year?
Fong: I'm planning to take it easy for a while. I’'m going to spend some time
traveling in Europe, but I'm coming back after that to study.
Counselor: How long will you be there?
Fong: Well, I'm leaving in June, and I'm coming home for Christmas, so I'1l be
away about six months.



