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1.1 Business Topic Ways of working

= BFERAR IEAN

ENFEIER
o #H A AKX
° FLXARFLHHFXX—5H
o 4L AT FRLAKGEE
o FIRE KA AL

regular hours 1F % T {ERT[H]

flexible hours ¥4 T /(8]

freelance n. H HEL

teleworking n. HFLMAF K, BHFHPA

job-share vi. & n. ZMHTAE, TAES4E

job-sharing n. 43}H T AE

shift work $PETAE, BIPEHI

part-time n. & adj. FH

temping n. MIEE T, {EiEAETRE G

consultancy n. AR, HiRIAR, REFHRS

specialist advice F )% if]

flexitime n. 3PETAE ( EBE) BfE] (IRE flextime)

hotdesking (hot-desking) — n. MARERHA (FHHERTHRARKIER, LIMEMAIIEE
HH—RIDPAE. —KDARERM—EIHEN)

office gossip IMAZE/PNEHEE, MAE REREK

office news I/~ ZEHIH

credit n. ¥, 57

managing director @&, DL (EEKIEWFR chief executive 5 president)

brainpower n. £ HE

worst-case  adj. YERINFTHEN, IERFORH, HEARFMAR

scenario n. HX, HHE

full-time adj. 4 H A%

delegate vt. #ZAL, IR TAE

availability n. FIf (SFKGH) wTEetE, TRRAKA (), AR, YRHRIE

job-sharer n. 5 A4rHTAERIA

parental leave SCHHE, & ILME, BBUHALLE



MRUNESREGTHE (PR

distractions n. (E AFEBENAHEL (40) HHFEY
contact n. ARk, AEMWMMBAN, HHIHEXRE
case-load n. TAEH

daily log Hik

voice mail HF{EH, BT R
self-organisation n. HIXHLIEES

disruptive  adj. & BIEELAY

work-life balance  T4F55 4 1 i) - iy

redefine  HHTE L

shift system % HE T /EH

core hours  HiE ) TAERTE], #.O TAERTE]
time-keeping 1

in liew R, FMK

busy times of the year —4FH ) T /EREZE

quiet times of the year —ﬂ‘:':F‘E’:JIﬂE?ﬁi
unpaid leave TCEIRE

= Different ways of working AREITIEHFR
HxE=MIA:

FHIEF X

ATHRERIEIE, KE. ARXZXFFTELRAERNA R, BROXRBE
B, ZFBITAERERE, FRIEMECIHE, BERARIRGE, RGN T EFH
MAHNEE, RE24 PERE, FEAARATRESHEEREIETR, HF
FTEHAUTILE:

BT E (flexiplace), A TRL WM AN AMBEBRTZERIHE
(homeworking) , R T ¥ A ER AW, EhFEREHNTX LG EAIT %
VYWRT, flinXFHE. RERER. RTI%E. X%,

M T e B (flexitime), 7R4E “flexible working hours” “flextime”, 3t & # R
TIHHESNZOHEfBEEE, ZORE (Ao EF10 Z2 12 &, TF2
BRE4K) ARTUAIErtE, HRuEELEME, PRI CHRBHITHE
BHE, XERIMRERE L THEFRE, RISXITAREMER (Flng X8 A
i), BRI AE LN EESXTR,

JE % T4E J8l ( compressed work weeks), B EUHE AR K T/EH E & THH,
BHRERARINIEE, AIWRTHEAFTELHI N, EEHFTHRALHT,
RIFA—EIHS K, BX8 /M, I THEFEXRITHEI0 M, FALHE
4 X,

K#FI (permanent part-time) , BIEH — S F R A XREZERE TH, WK
FRABLHEIHNALT, HIHHEHELZEXER, THhHEHEHLE (4
WEAMALYEHERAL T FESGNTHB THEAELERSFKE),

A ITHE (job-sharing), B - 2B I BEFEALHE, BAANKHFERR
I, #FELIRITHERE., TH. BREREF,



Module 1 E—E8T - 3-

1 HRFHERABH TEAXRAR?
o IEW T bt THET 7
o VIFIBA bR H B 7
* EREREINAZE?
* ARAITILERAC HEMR?
(s B O B9 & SR HEB)

SERIFMRIL:

routine type of person FZRHELPEAI A

have flexible management of time and work R 7% HE H C AYAF[A] #1 T4k

get support from each other #{ H % ¥

co-operate with each other i H & 1E

share ideas A2 JfiAH =

learn from other people’s strong points 2t A AT £

Working in a team needs to have good interpersonal skills and is not necessarily
efficient. 7EMIPA TYET EA REFHIANPREELRE, A —EBEN .

can be more concentrated and thus more efficient in an office ZEIVANE BB 5 E T ks
1R A R

have more flexibility 24 B L1 R {5

feel more relaxed /B B A2

a dependent type of person and never make decisions myself YA&IKHi, AEXHCD
Ry

an independent type of person and would like to make decisions myself #E#&J., =

K HEAERE
don’t want to work under someone AAEFEF AT F T4E

2 BUT1~-8HMITEAXS A~THBREEL,
SEERNBUMABYE 16 7T,

3 UT—E¥AZERRARTEFTXOFIE, B%5 2 PH I HTEAX SRR
HABEL, AERBTRESGALE—MIERN,
SHERWBITHAHE 16 ~17 5T,

4 343, A% 2 PHEMTEFXBEH A,
SHBER BT 17 7o

253 5 EETX, BT MAMEEAS—BE.
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SHEERWBIMABE 17 5,
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A%5]5 BEC P AOR A RN E —F5£M, AL XERFLLNEWE
HIXK—BAONREHBERIE, REREMEMLaToimist, A¥4—
Ehl, EHRSMXA LA ZEIRT FRERXREFALKELNRS,

(1) & %15 B 1E “.. establishing certain times...when everyone has to work...a good
idea” iAW A E F— > Bf B R A 53 AR 0 A B4 [ 7€ i e] . [T
I, ERERR “HE LR X EE TAERE

(2) BZE{5B 7 “to offer staff...spend one day a week working from home”, 1 EJl
“don’t need to come in”, FEM, EWERHK “SRAARKRLIET”,

(3) BE(EBETE “offering...to take extra days off instead of...” “responsible for their
own time-keeping” , ¥ISH 5FMARMCHINE, Bk, ERERN “FMK”,

(4) 5 E{5 B 7 “the real area...you should concentrate on...achieving your main
goals...” , I ERLEMEENZRENRARANFET/EEREELH, W
I, EWERRM “REGRMARITE"

(5) BE(E B A “Two people working...gives rise to increased opportunity to share

ideas” . A, IEWERRN “AZHEK",

(6) ZE {5 BFE “unpaid leave...for a few months...” “let ...leave, and return re-
freshed, bearing new ideas”, B[] “extended breaks” , (Hltt, [EHERN “HEK
B o

(7) BE{5B7F “everyone knows...and everyone is kept up to date...” “...believe your
staff can take responsibility...” . HIt, [EHERN “WHEAGEZEXEE",
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BELEREETHRE, CFREAMNSH2NEEFLAZETAEXIR T4
Bk, ALEARE-IHE, WP F, AEMRIHLATHHERHE,

(2) 4XFRKEHT

A-—NEFRLATIERARIHE - RO 2o T A%JLF 22 KH K
HENTHE, RERIHRYHUEAERTHE, TEEATULAEXALXEERNT

@ #§ “BEC Vantage”, £H[F,
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BFH, RFTHEREER,

(3) #hk

NTRLETIAREEFFRRFILNRIRHE, A8 TUFRAMNREH
MBS, TARSABEMIER, IHEEFAHTERA, AHLRAHART
WEMNEE, LN EREEMCRKE CHIERE,

(4) REHRTAE N

EINEGHMEN T E G, F2EMSEN Y H O ANMTEH T 45
GRE-RIE, HAAEMUEH, AT, ANEENZXCHEATNEIEER
REXE, WENEARN, LHEXARITHEEE, LGB HTRES,
HRERER

(5) A HEX

ERRLLY, PEIFEEERA AN ERAR. REFALRIABE R
HEANKNEELE THE, ETULERN-—HBITHE, HALFKiE, BERRATHHE
HEE MRS, HRITGHA, FARER -—THh4mT 2FHEBNIL,

(6) ZEKBM

EHNEWNFEIHE, AURITRSEREHFRBR, XAMORT UL
MAME R EH - BARANER, hokfT, 5HECEE-ANFE, Tk
RAMABKEI S, LRTEEEF, AEERFW, FHEUFELSEHFEZ
N o

(7) HEMEHEEXREE

FHITHTARAEBLATIRMEET MAANEMMS 2, BEMABTL 2 H?
TREHFAEFATALAK, AHAACAANEMETEFTR, EHEZEAN. R
ENHBEEWRIMUBEATECH T ERE, #il—2S U EF ML 5% T U
B K o

B R :

Bif: “flexibility” — A EABAMB “RibH, BH", HEALHE
B, THIERMAWALRE, #4 “ THBR",

(1) “travel” ZEHRIBHRARARE “IRIT" ZB, BTLUFERERN k7 5 “£7, 6
4. How did you travel here today? #R4K&EEATHKH?

(2) “attitude to...” BH: JfTHF------ HIZASE, AR “towards” #% “about”, f5#:
£ 183N 417, #)l; Her attitude towards this matter coincides with mine. Bl %X
HEEOSEMEN—B

(3) “working hours” TAERF[E], HA “hours” —id], ANFE “/pEt, #pk”, &
8 ¢ (TAER) BEErta” (FHE%), Blan: business hours Fp/AHT[E], kA
[8]; opening hours FF At [6] 45

(4) “industries” F7Mk, “industry” —iRER T “TAL”, 4E AR 7.
BilGn . music industry B8 F )l ; convention and exhibition industry £ &\l ,

(5) “come in” AFEH “HER", EARICGERT, 18 “BHLAEEK",

(6) “the middle of the day” FH XA “—KEHFE”, WA “PF7, XBEHK—
MRS R . REEEFIRE TN FEE G R, BN EF9 SBT
5 mH 8 /NI, P BRAIEETTIEREIN, EARGRKE. METE, BN



-6 - MRUFTESRBRALTHE (PR)
ZHNATFRIM, BRI A R/ A IRES ],
(7) “take days off in lieu” FHPFRFHML . “take days off” #§ “4RKR”, “in lieu” #§
B AMRT, GaEE, Wik “AMK7.
(8) “manager” FEHL L H A “someone who manages a business”, W[3§ “ZH”
waldg “EHHZE",
(9) “Two heads are better than one” RE—HiEZIE, A “WAFEH-A. AZH
’A, AZHEI". BAGHMENR" FX.
(10) “job-sharing” —iRBEA]YEShiA M AT{EA TR, YEBhialds “/r4HTAE”, fE&IAIRT
AHEAER “a”, B CTAESEET . ZIAEX BAEAEMEA,
(11) “work part-time” , ZHHEA “4Tihh T, HERE" Z&, HH0H, W2
“MFEELBTEEdES H T/E”, FEASGER T MY,
(12) “get along”, ZMIER “HHAARE" ZE, BIH0: Not just the people you like,
or the people get along with, but everyone. AV ZARE-WK ) A B2 SRAHAL 1)
A, TRFA AN
(13) “extended breaks” 1 “breaks” —iAlfg “/NEH, BHKE” ZE, EAUE
Birp, AIfERE CHEERME” . “extended breaks” BIFE “ KRR,
(14) “unpaid leave” , fETEFRMEAFZHRME, 5 “paid leave” (HFFRMER) HXT,
- 6 INEZS), BERITERRAFGNLEIITHEMHIEFNE, E€—kRK, EAX
%36 8% EFHREMERESHEE, JIHZHFITENNLR, AR LEEKFEAES

BEC & & W
HPEBEEEE
MEIXEE,

B o

SERIA:

You may enjoy flexibility to determine your own work hours by working from home so
that you could have better balance between work and life. 7EZ TAER LA RIGERE HE W
TAERSE], 7R TAEFIA: G 2 18] $ 3 58 4 6474

You save on many hidden costs associated with going to work, such as costs of commuting,
car wear and tear, fuel, road taxes and parking. 7E % TAEW AT A IFL S FHAH LRI
A, HAnR BB A | IR . R GEBSBURE RS

There may be less distractions caused by unnecessary interruptions by coworkers and
unimportant meetings. ] fESXU/K A [FHMALER T, FHASMARZERNS.

There may be less stress of commuting in busy traffic when the workplace is far from
your home. WIRTAESFT SEREERIE, XK TR LIBEHSFRZES LT
BER) ST o

People may be happier, healthier and a lot more productive when they are removed
from the stresses and distractions of the workplace and working independently in their own
preferred environment at their own pace. Afi]—HZR THEFRHEAMTI, £ECE
REREE RS, TAE, ATRES TR . B, HARCER,

Some people working from home may feel isolated and lonely without meeting people
and making friends. —S5FE R TAEH) R TA 5 ARZESBRB UM AR E,

There may be different distractions, for instance, interruptions from children, work,
neighbours, friends and family. 7£ % TAE W Al gEF =4 AN KT, Fln, &#F. T
e 4B AR

difficulty in separating home from work and the temptation to engage in household matters



