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Unit One

.| Objectives

In this unit, you shall

® learn how to express your ideas about your ideal work environment;

® be able to start a conversation about work environment;

* learn how to identify numbers;

* test your ability to understand main ideas and detailed factual information.




by Gladys Stone & Fred Wbelan\

People are happiest and most productive when they work in an environment that suits
them. By the same token, companies have different personalities, so it’s important for them to
hire people who fit in the company’s environment.

Many job seekers stumble when asked in an interview to describe their ideal work
environment. Remember, when you’re being interviewed, you are being screened for a certain
skill set and cultural fit. Here are some tips on how to formulate your answer to this job
interview question.

Small vs. Large

A very common question is whether you are most productive and comfortable in a
small or large company. Both have benefits, so you need to think about which environment
best suits you and your work style. If you like small companies, you might say, “I want to
work for a small company because you get exposed to more things faster.” However, if you
like the greater resources and more formalized training of a large organization, you should
communicate that when being interviewed.

Your preference may also depend on where you are in your career. If you're just starting
out, a large company may be the place to learn processes. If that’s how you feel, say, “I want
to own my own company someday and want to learn the best methodologies for running a
business.” If you have a number of years under your belt and believe you already know how
to manage all or part of a business successfully, then a small company might be the place for
you. In your answer, you might say, “I've had great training from large companies and want to
import those practices into a small company so I can have a greater impact.” Typical interview
questions like small company versus large company are designed to determine where you
will be best-suited to perform and contribute. Let the interviewer know why you prefer one
environment over another.

Formal vs. Informal

Of the most typical interview questions, this one is designed to illuminate the
environment in which you like to work. Everyone has a preferred way of working. Some
people like the formality of processes. If that’s you, say, “I like when processes are in place so
I know what steps to take.” Others may prefer a more informal work environment in which
there is less structure in the way the company operates. If that’s your preferred environment,
you might say you like extemporaneous meetings in hallways and business decisions made

over a casual lunch.

A y,
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Work-life Balance

How you respond to this question may be a litmus test for how well you’ll fit into the
organization. For some people, the ideal work environment has set hours, with people
arriving at 9 a.m. and leaving at 5 p.m. For those with family responsibilities, this may
represent the ideal environment. If this is what you want to convey, you could say, “I think it’s
important to be productive by 9 a.m., so I can feel good about leaving at 5 p.m.” For others,
work is their life, so their ideal environment is the one in which most of the other employees
feel the same way. If that’s you, you might say, “When I'm on a roll, I like to work late, so I
like it when there are other people around.” Many people like an environment where they
can work remotely, while others prefer the interactions that can happen only at the office.
Work-life balance is a typical interview question, so you should give it a great deal of thought
because your work environment will have many implications for your long-term happiness.

Mission Statement

Some companies look for people who share their values and may expect you to address
that in your interview. Review the company’s mission statement to understand how it
addresses its long-term goals and the way it does business. Let the interviewer know how the
company’s mission reflects your values. You might say, “I want to work for a company that
cares about the environment, and that’s why I’'m so interested in this opportunity.”

We all spend the bulk of our day at work, so making sure the work environment is
right for you is critical. When being interviewed, spend a few minutes describing your ideal

environment so both sides can make an informed decision.

http://career-advice.monster.com/job-interview/interview-questions/ideal-work-

environment-question/article.aspx
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Part One 7
A - Listening Practice
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Identifying Numbers

There’s often confusion when people hear the numbers like 15, 50, 18, 80 and so on. We
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may sometimes ask, “Did you just say 15 or 50?” How to distinguish these numbers? We use

different stress patterns. In the “-teen” numbers, it’s the last syllable which is stressed. In the
“.ty” numbers, it’s the first syllable which is stressed. When a syllable is stressed, its vowel is
lengthened. When a syllable is not stressed, its vowel is shorter.

When you are listening to a telephone number in English:

1. 0 is pronounced “oh” and you are most unlikely to hear “zero”;

2. if there is a double number (e.g. 77), we say “double 77;

3. we don’t say the numbers one by one, rather we read them in groups of 3 or 4. So
13554684756 would be probably said “13-double 5-468-4756.”

@ Listen carefully to the sentences and underline the numbers you heard.
1. Mrs. Taylor lives at 14 / 40 Bridge Street.
2. My laptop only costs 5,719 / 5,790 yuan.
3. His flat is on the 1st / 4th floor.
4. Her annual turnover is around £17,000 / £70,000.
5. You can reach me at 137-5918-5544 / 137-5918-4455.

@ Listen to the sentences and fill in the missing numbers.
1. The answers may be found on page __in your textbook.
2. A one-way ticket to Washington costs dollars.
3. The rate of exchange is

4. Please feel free to contact us at

5. The population of China was expected to reach in 2012.

- N, °
—~4_ <« Words and Expressions

overwork o (ffi) THESEE; () 797 R
underpaid adj. FTHRMRIRE ; TR WK

harass ovt. BRI GHE

distraction ». ZMEEESINE; FASOKE
drawback n R BEFE; RIS

turn against  (ffi) - RH; () R (ff) sk
make a fuss KBU/IME; KMHOCE

block out AZEAH; wEEIC




Task o

Listen to the sentences and decide whether the speakers are satisfied with their work
environment or not. Put “v” in the blank.

Satisfied Dissatisfied

z
ele[e|o ¢
R[N N e

Task 0

Listen to the dialogues and fill in the blanks.

Dialogue 1

A: How do you like your job, Jessica?
B: 1) . I always have to work late at night.

A: You must have a handsome salary.
B: I'm underpaid.

Dialogue 2

A: Why don’t you quit and find a career you enjoy?
B: I am old-fashioned. 2)
A: You are old at heart. You should try something new.

B: I admire you.

Dialogue 3

A: How long have you been doing this job?

B: About 30 years.

A: Oh, really? 30 years doing the same work?

B: 3) . I like what I’'m doing.
A: The dishes you cook always remind me of my mother.
B: I'm glad to hear that.

Dialogue 4

A: T can’t bear Cathy any more. Every time she talks to me, she leans over my desk.
B: Why don’t you just tell her how you feel?
A: 4)

e
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B: And then she’ll never know.

Did he just say the word? I can hardly believe my ears.
: That's what he said. I feel like I got sexually harassed.
Will you report it to the boss?

5)
It’s not the first time for him.

Task o

Listen to the dialogue and choose the best answer to each question.

P Erw>

1. What's the possible relationship between the two people?
A. Teacher and student. B. Manager and secretary.
C. Colleagues. D. Interviewer and interviewee.

2. Where does the dialogue probably take place?

A. In the class. B. In the office.

C. On the phone. D. On the street.
3. Who is Joe?

A. An experienced sales rep. B. A new comer.

C. A waiter in a cafe. D. An accountant.

4. What do people usually wear on casual Friday?
A. Suits. B. Ties.

C. Business shirts. D. Jeans.

Task o

Listen to the dialogue and decide whether the following statements are true or false. Write
T (true) or F (false) in the brackets.

( ) 1. Antonio is about to get fired.

() 2. Antonio quits because he’s offered a better paid.

() 3. All the management positions in Luke’s company are full.

() 4. Luke is not happy about Antonio’s decision.
(

) 5. Antonio would be willing to provide training on his areas within two weeks.

Task o

Listen to the conversation and answer the following questions.
1. Where does Neil work?




2. How does Neil usually communicate with the office?

3. Is it difficult for Neil to concentrate on his work?

4. How does Neil deal with distractions at work?

5. According to Neil, what’s the drawback of working in 2 home office?

—
b
[ = R
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i ~JI7_ 7 Words and Expressions )
proliferation ». %, WH; Y
physical adj. SKN; PRER; JKIKT
compensation #n. Mz, % BIE
motivate vt ¥k, W, KfE
supervisor n HHF, WEX, 189&
prestige n. FHE; BHE; G
incentive ». Hl¥; Wh; %
inordinate adj. WJEN); AERH; SRR
alienate " vr. fHBE; AL
Lsa.l'casl:ll n. iﬂf‘]; ng]%; %%

J
Task 0
Listen to the passage and fill in the blanks.
Al is the location at which an employee provides work for an employer. The
workplace is located in a variety of 2) including offices, manufacturing facilities or

factories, stores, farms, out-of-doors, and in any location where work is performed.

With the proliferation of electronic communication, employers are no longer expected to
always provide a workplace with a 3) location at which employees work. Home offices,
telecommuting work arrangements, and world-wide employment relationships mean that almost

any location, including the employee’s 4) , may serve as and accurately be called, a

T\

workplace.
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If an employer provides a physical location for an employee to work, the workplace is
subject, in the US, to workplace 5) and 6) regulations and other guidelines
provided by the US Department of Labor (DOL). The DOL also 7) a variety of
workplace programs, some of which are in effect for workplaces that include an employee’s home
office.

The DOL provides guidance and regulations for the workplace in such areas as workers

8) , breaks and lunch requirements, leave requirements, equal employment
9) , and unemployment compensation. See the DOL website for a complete list of
regulations and guidelines to 10) employer and workplace requirements.

Task Q

Listen to the conversation and decide whether the following statements are true or false.
Write T (true) or F (false) in the brackets.

) 1. The colleagues seem alright and friendly.

) 2. Daisy works in the human resources department now.

) 3. Team work is highly valued in this new company.

) 4. The boss here is easy to get along with. He treats everybody with respect and appreciation.

~ N A~~~

) 5. The new supervisor was extremely controlling and overbearing.

Task o

Listen to the conversation and answer the following questions.
1. What do you think of Johnson Company?

2. How did Johnson Company establish itself in such a solid position on top?

3. How about the pay rate of the company?

4. What about the work environment there?

Task @)

Listen to the passage and complete the sentences.
Develop Effective Work Relationships

You can submarine your career and work relationships by the actions you take and the




behaviors you exhibit at work. No matter your education, your experience, or your title, if you
can’t play well with others, you will never accomplish your work mission.

Effective work relationships form the cornerstone for success and satisfaction with your
job and your career. How important are effective work relationships? They form the basis for
promotion, pay increases, goal accomplishment, and job satisfaction.

There are the top seven ways you can play well with others at work. They form the basis
for effective work relationships. These are the actions you want to take to create a positive,
empowering, motivational work environment for people.

1) . Some employees spend

an inordinate amount of time identifying problems. Honestly? That’s the easy part. Thoughtful
solutions are the challenge that will earn respect and admiration from coworkers and bosses.
2) . You alienate coworkers, supervisors, and reporting staff.

Yes, you may need to identify who was involved in a problem. You may even ask the question:
what about the work system caused the employee to fail? But, not my fault and publicly
identifying and blaming others for failures will earn enemies. These enemies will, in turn, help
you to fail. You do need allies at work.

3) . If you talk down to another employee, use sarcasm, or

sound nasty, the other employee hears you. We are all radar machines that constantly scope out
our environment. In one organization a high level manager said to me, “I know you don’t think
I should scream at my employees. But, sometimes, they make me so mad. When is it appropriate
for me to scream at the employees?” Answer? Never, of course, if respect for people is a hallmark
of your organization.

4) . If the first time a coworker hears about a

problem is at a staff meeting or from an e-mail sent to his supervisor, you have blind-sided the
coworker. Always discuss problems, first, with the people directly involved who “own” the work
system. Also called lynching or ambushing your coworkers, you will never build effective work
alliances unless your coworkers trust you. And, without alliances, you never accomplish the most
important goals.

5) . In an organization, work is interconnected. If you fail

to meet deadlines and commitments, you affect the work of other employees. Always keep
commitments, and if you can’t, make sure all affected employees know what happened. Provide a
new due date and make every possible effort to honor the new deadline.

6) . How often do you accomplish a goal or

complete a project with no help from others? If you are a manager, how many of the great ideas
you promote were contributed by staff members? Take the time, and expend the energy, to thank,
reward, recognize and specify contributions of the people who help you succeed. This is a no-fail

approach to building effective work relationships.
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7) . Every employee in your organization has

talents, skills, and experience. If you can help fellow employees harness their best abilities, you
benefit the organization immeasurably. The growth of individual employees benefits the whole.
Compliment, recognize, praise, and notice contributions. You don’t have to be a manager to help
create a positive, motivating environment for employees. In this environment, employees do find
and contribute their greatness.

If you regularly carry out these seven actions, you will play well with others and develop
effective work relationships. Coworkers will value you as a colleague. Bosses will believe you
play on the right team. You'll accomplish your work goals, and you may even experience fun,
recognition, and personal motivation. Work can’t get any better than that.

Part Two -
' 8 e O B

T
o B

=

1. Getting to know the internal environment.

Could you tell me where the conference room is?

Is there a cafeteria on this floor?

Are the elevators before or after the stairwell?

Excuse me, is this the way to the executive’s office?

How do I use this copy machine?

The conference room is down the hall on the right, across from the copy room.
The elevator is on the other side of the restroom. A

The executive’s office is directly above us, on the second floor.

The cafeteria is two floors down.

Just type in the quantity of copies and push the green button.

2. Getting familiar with the surrounding environment.

How long does it take to get to downtown from here?
Is there a parking garage nearby?

What companies do we have in our neighborhood?
Do we have our own staff restaurant?

I was wondering if there are any places to shop around here.

-



