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Unit |

What is the Training Like?

Learning Objectives

1. To get to know the purposes of personnel training
2. To know general features of personnel training
3. To get to know how to dress professionally

4. To be able to talk about personnel training



Part | warming Up

Work in groups and discuss the following questions

1. Do you think all companies ought to provide training opportunities for staff? Why or why not?
2. What kind of training would you prefer to get from a company you are going to work for?

~ Words and phrases you may use: L
training program seminar

knowledge skill
session lecturer in-house training off-site training
valuable productive motivated cohesive

Part Il Active Listening

Section A

The Eight Golden Rules for Businessmen

Words and Expressions
FE, Eigk
AL, ALF
Wy, k&
(AR Y ) FAR R4

consultant [kan'saltent | 7.
etiquette [ ‘etrket] n.
marital ['maerrtl ] adj.
religious [rr'lid3es] adj.
stickpin ['sttkpIn] .

w HLEHERIFITIRHIE (ZLEI



escalator ['eskalerts(r)] 7. B ZhkHh, B3eH
golden rule FaEn, 2R
radio hostess W&k EH

Listen to the recording and decide whether the statements are true (T) or false (F). Corre«

statement It it Is false.

() 1. The two speakers are colleagues.

() 2.“Lady first” is the “first custom” in the international society.

() 3. The “Three A” principles in social communications are “Accept, Appreciate and Acquire”.

() 4. You need to make a phone call first before visiting a foreign friend.

() 5. If the suit is buttoned, the stickpin should be between the second button and the third
button of the shirt.

ling again and fill in the blanks

1. Age, (1) , salary, experience, address, personal life, (2) , politics and
opinions about other people should be (3)

2. Generally speaking, (4) say hello first to ladies, young men say hello first to
(5) and the employees say hello to the (6)

3. If the suit is (7) , the stickpin should be between the third button and the fourth button
of the (8)

4. When taking the (9) , you should stand on the (10) side. Leave the left side

for someone in a rush.

Section B

Staff Motivation and Training

T, AELN, HFEAELSN
motivate ['mautivert] vz. RAHI, R, BE, #F
criticize ['kritisaiz ] vt. ST, TEAE, BiE

significant [ s1g'nifikent] adj.

Unit 1 = 3
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Listen to the recording and fill in the table.

What Do We Do in Staff Motivation and Training?  *

staf motivation be very (1) in motivating his staff members

7 1. (27) examinations of our staff who attend the pr(7>gr:71mis and
3) the results to see if the (4) of our training programs‘I

“have been (5)
. ‘2. hand out (6) to find out how our (7) liked their

staff training o
training programs.

13. (8) everyone attending the programs to give us his
9) , which we can use to improve the (10) of our future
o programs. N I

Listen to the recording again and answer the following questions.

1. What’s the requirement for a personnel management manager?

2. What’s the most important and easiest strategy about staff motivation in someone’s eyes?

3. What will happen if we always criticize our staff for the small errors?

4. What will make staff uncomfortable?

5. What will happen if we always praise our staff?

Dress Guide for Newcomers

Words and Expressions

conservative [kan's3:vativ] adj. HRFH, THH

wardrobe ['wo:draub] . RAE, RAF
pinstriped [ 'pinstraipt] adj. m A
navy ['neivi] n. BEE, REE
charcoal ['tfa:kaul] . F k&

4 m HEFHHEFBWFRERE (ZWED)



calf [ka:f] n. QN3

lace up oxfords R &

loafer ['laufa] 7. P IR 3

dignified ['dignifard] adj. EE, EE
slacks [sleeks] n. 124k ; TAMG K&
pumps [pAmps] n. *XEx g
slingbacks ['slinbeeks] 7. (BEHZHkey) ERkc#
unpolished ['An'palift] adj. A&

dressy ['dresi] adj. REH T

blazer ['bleiza(r)] n. EH kL

cardigan ['ka:digen] n. Vil I

khaki slacks ¥ 2 A AT

plain color 4,

3

Listen to the recording and fill in the table.

Dress Guide ‘foi' Newgbniers : ‘
Being a professional means (1)
7 ‘The suit must be worn with a dress shirt that can be a (2) or
Men’s Clothes
Skirts and (5) are both acceptable. (6) are |
the choice for the office in either (7) or (8) o
Soft, smooth (9) are great at the beach butz
(10) at the office. \

|
\
| (3) . Shirt colors must be conservative, such as (4) .l
[ \

Women'’s Clothes

Listen to the recording again and decide whether the statements are true (T) or false (F). Correct

the statement if it is false.

Unit1 = 5



) 1. Casual clothes convey an image that you’re not taking the job seriously.
) 2. For men’s clothes, shirt colors must be navy, black, gray or charcoal.
) 3. Women’s professional clothes are different from men’s.

) 4. Women are supposed to have soft and smooth exposed legs at the office.

Y e e

) 5. On casual day, you can wear jeans, shorts and T-shirts.

Part Ill Fun Break I_—

Are They Subject Taboos or Not?

Friendships with your co-workers are inevitable — and a great way to connect to your
workplace — but it’s important to set a few conversation boundaries. You should avoid some
topics to maintain a sense of professionalism and keep your office relationships work-appropriate.

Discuss the following four topics and tell whether they are subject taboos or not

A. dollars and cents B. office rumors C. job status D. intimate issues

Part IV Listening and Speaking I__"

Training Programs

- e Words and Expressions
initiate [1'n1f 1ert] vt. s, KA

6 = HLEFFSHIEWRHKE(ZWEN)



ensure [1n'[fua(r)] vt.
attribute [a'tribju:t] ve.
impressive [1m'presiv] adj.
calculate ['keelkjulert] vz.

rehire ['riz’hara] vz.

incompetence [in'komprtans] .

in-house [ in'haus] adj.
training program

put the finishing touches on

BRI R

I, it

EHRA, —KkRR

RAE, FFHe

A ARG, EA R EREATE
1t %)

e

Listen to the recording and answer the following questions.

1. What training programs did the woman initiate this year?

2. What are the results of this year’s training programs?

3. What training programs are available to everyone next year?

4. Can you really calculate the value of these training programs?

5. What training programs are available to IT Department, Accounting Department and Sales

Department respectively next year?

Make a dialogue according to the situation and role-play it with your partner.

Situation:

Suppose you are the public relations manager in ABC Company and your partner is
a manager of another department. You are supposed to talk about the training program for
next year.

Unit 1 = 7/



Part VV Situation Performance I

» Can you tell me something about ... training?

» Do companies offer training opportunities to their management employees?

» How long does the training last?

» What is the training like?

» What kind of training courses have you taken?

» Have you ever taken a training course?

e What do you think is most important when you choose a training course?

» What do you usually expect from a training course?

» Training is valuable for your staff.

» Increased knowledge and skill make the employees more productive in their workplace
and thus more valuable.

» Training helps keep your staff motivated and breaks up their normal routine.

* My job is to arrange a training course for your company.

= Our purpose is to give a brief introduction of the office software.

» We put a huge emphasis on computer operation.

e I’m responsible for training the new staff.

o We’ll present the skills in computer operation.

e ~ Words and Expressions e
preliminary [ prr'liminari] adj. M, MBN, &N
intermediate [ ,inte'mi:diat] adj. FlEey, PHEY

8 = WERBHHFRIBEIRHIZ (ZUWHEN)




