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@L Warming-up Exercises

Direction
Objective: Following directions and describing relationships

Look at the following map. Each numberéd arrow in the map shows a cer-
tain direction. Under the map you'll find some phrases of directions. Li-
sten carefully and write the correct number on the line beside each phrase.

For example:

Across the street. Look at the map. Can you guess which number shows across
the street? Number 5 shows across the street. Write 5 on the correct line at the
bottom of the page. Follow the same procedure for the remainder of the

exercise.

Around the corner (right or left). (number 3)
At the intersection of 1st and Main . (number 9)
Back down the street . (number 13)
Beside the bank . (number 7)
In the middle of the block . (number 14)

In the middle of the street . . (number 8)



Into the street. (number 10)

Next door to the theatre. (number 11)
On both sides of the street . (number 4)
On the corner. ' (number 6)
Turn to the right. , (number 2)
Turn to the left. (number 1)
Up the street . (number 12)

Al

Conversations

ﬂ Listen to the following short conversations twice and fill in
the blanks with the missing words.

1. Woman .

Man

Man

3. Man

Woman

4. Woman .

Man

How did you find your new job?

: I went to an employment agency.
2. Woman ;

I read your ad in the paper about the job opening. I’m ‘very much
interested in that position, and would like to know if it’s still avail-
able.

: I'm sorry but the position has just been filled. But we’ll keep your

résumé in our active file and get in touch with you if another open-
ing is available.

: Are you going to tell Ms. Martin that you’re looking for another

job?

: No, not yet. Besides, if I don’t find one, I'll probably stay here a

while longer.
Will you need an experienced desk clerk for your hotel next sum-
mer?

: Do you have experience in secretarial work?
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5. Man  : Do you think your English is good enough to do desk work?

Woman : T have just left school, but have a good knowledge of English.

% Listen to the following short conversations once and choose
the right answer to each question you hear on the tape.

1. Man

Woman
Question .
2. Woman
Man
Question ;
3. Man
Woman
Question ;
4. Woman
Man
Question ;
5. Man
Woman
Question :

: Good morning. I’'m Jack, Jack Brown. My father asked me to

come over and see you about a vacation job.

: Oh, come in, Jack. I haven’t seen you for ages.

What does the man want? (A)

: Wasn’t Ben hired for the job he wanted?
: No. And he just can’t seem to get over the disappointment.

What is the man saying about Ben? (B)

: Have you any vacancies for full-time waiters?
: No, but we need a weekend barman.

What job can the man have? (B)

: Have you found a summer job yet?

: No. I’m going to have to step up my efforts.

What is the man planning to do?  (A)

: Laura’s getting a part-time job this week.
: Shouldn’t she concentrate on doing her schoolwork instead?

What does the woman suggest? (C)

@ Listen to the following longer conversation twice and answer
the questions you hear on the tape.

Woman ; T was wondering whether you needed any part-timers.
Man . What were you thinking of?
Woman ; A hotel job of some sort.

Man . Have you ever done anything similar?

Woman ; Not so far, no.

Man . There’s nothing at present, but look back in a week.



Questions:
1. What does the woman want?
2. Can she get a job of this kind? Why or why not?

Answers:;
1. A part time job at a hotel.
2. No. Because there are no openings now.

@ Listen to the following longer conversation twice and fill in
the blanks with the missing words.

: What kind of work have you done in the past?

: I used to be a door-to-door salesman.

: What made you quit that job?

: I recently moved to this area.

: You seem well qualified. Can you start work tomorrow?

: Yes, I can, sir. By the way, do you pay commissions on sales?

: Sure. You'll receive a small salary plus sales commissions as well as other
fringe benefits.

> O > U > T >

E Listen to the following longer conversation twice and answer
the questions you hear on the tape.

Woman ; Could I talk to the manager, please?

Man . Yes, I am the manager here.

Woman : T understand you have an opening for a secretarial position.

Man . Yes. Who referred you to this company?

Woman ; T saw your newspaper ad in the L. A. Times.

Man . Have you worked anywhere else?

Woman : Yes, I worked for two years at an engineering consulting firm. I can
operate a personal computer, too.

Man . Can you furnish a letter of recommendation from them?

Woman ; Sure, I can.
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Man  : Do you have a résumé with you?
Woman : Yes, here it is.

Questions:
1. Who is the man speaker?
2. What kind of job is available in this company?
3. How did the woman know about it?
4. Do you think the woman has any working experience? How do you know?

Answers;
1. He is the manager.
. A secretarial position.
. She read the company’s ad on a newspaper.
. Yes. She said she worked for two years at an engineering consuiting firm.

W DN

m Passages

Listen to the passage twice and fill In the blanks with the
words you hear on the tape.

Today, growing numbers of people are changing careers or getting second
starts in careers that have greater appeal to them. Society no longer attaches the
stigma of “instability” to the idea of career hopping, as it once did. Motives or
reasons for changing careers vary widely, but many people move because they
feel stale or fed up with a grinding or dull routine. For some, a second start
grows out of the realization that what they want out of life is not what they are
doing, and they decide to do those things they enjoy and believe to be impor-
tant. Certainly, time spent in one occupation is likely to narrow the range of
later occupational choices, very few people have the motivation and financial

L70QRY



resources to start a completely new career in mid-life. Most people move to a
related field that involves a minimum of new training.

Career planning does not guarantee that all the problems, difficulties, or
decision-making situations that face you in the future will be solved or made any
easier. Nor can any formula be given to do that. But career planning should
help you to approach and cope better with new problems, such as deciding
whether or not to enter educational or training programs, deciding whether or
not to change jobs, and analyzing the difficulties you are having with a situation
or a person.

Listen to the passage twice and decide whether the state-
ments are true or false. Write “T” for true or “F” for false.

Working in a pleasant atmosphere, occupying the right post — in short,
finding the right job — is an important part, perhaps the most important, of
every man’s life. Job hunting is the hardest of all types of work, and it can be
the most interesting. An orderly, planned approach is essential.

The first thing to do in seeking a position is to determine exactly what you
want to do — not in terms of some vague objective, such as “I want to become a
member of the management group,” but with a definite and immediate goal.
Though you have done quite a few jobs, there must be one that you have
enjoyed and have done well. So you should be able to pick out the type of work
you can do best. Then take out a piece of paper and list your strengths and
weaknesses while evaluating past performance honestly. A judgement of this
sort might profitably be discussed with a friend to obtain a fresh, objective
viewpoint on what you should try to do.

The second is to find the target. Draw a circle around the locality desired,
or pick all the companies in the type of industry you wish to join — in fact, use
every means at your disposal to find the target at which you are going to shoot.
Once those companies are selected, let them know of your availability. This
should be done, where possible, through a personal contact or by letter to the
head of the firm or department where you think you are most likely to fit. You
can enclose a résumé, but at this stage of the game a provocative letter alone
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may be better, since résumés can be tailored for the particular opening.
1. T 2. F 3. F 4. T 5. T 6. F

@ Listen to the passage twice and answer the following ques-
tions according to the information you get from the tape.

The résumé is extremely important for a job seeker. It is nearly always an
essential in securing a position. Interviews, however long, are necessarily limit-
ed by the interviewer’s time. Management likes to have the facts on paper to
read at leisure. Résumés are generally either functional or chronological. Func-
tional résumés, after giving personal data (age, education, marital status),
relate what duties have been performed in what fields and do not usually dwell
on employers’ names and dates. Such résumés can be helpful in adding to a
chronological résumé. The chronological résumé is more common. It should be
concise, again giving personal data, and should list in reverse chronological or-
der the names of past employers and dates of employment, together with a short
summary of the responsibilities involved. It is often worthwhile to prepare sev-
eral different résumés stressing different aspects of your background or apti-
tudes. Be honest. Confine your résumé to two typewritten pages or less. Be as-
sured. Don’t dress up your résumé to look as if it belonged in a rare-book collec-
tion, nor make it so “different” that it automatically labels you an odd person.
List references, but ask that they not be contacted without your permission.

Answers:

1. It is nearly always an essential in securing a position.

2. Résumés are generally either functional or chronological.

3. The chronological résumé is more common.

4. Tt should give personal data and list in reverse chronological order the
names of past employers and dates of employment, together with a short
summary of the responsibilities involved.

5. Two typewritten pages or less.
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@ Listen to the passage twice and choose A, B, C or D to com-
plete the following statements.

In a modern society work is very important. It is regarded as the primary
human activity. For most of us work is the most important means of survival.
As the Chinese saying goes, he who does not work, neither shall he eat. A
person’s standard of living and his or her place in society mainly depends on
what kind of job he or she does. However, that does not mean we should do any
job that is given to us so long as we are paid for what we do. The ideal situation
is that we do the kind of job that we know is worth doing and that also gives us
lots of satisfaction.

We used to do the job we were assigned. We were asked to put the needs of
society first and individual needs second. Now we are trying to combine both so
that most people will get the job they want. Nowadays if you are not happy in
your work, you are allowed to change jobs. There are regular job fairs or labor
markets where people usually go to look for jobs.

It used to be quite an embarrassing thing in China for a person to be dis-
missed by his or her employer. But things are different now. Many people leave
their work place by resigning or having their employers dismiss them.

Enterprise leaders hold that many things account for the changing of jobs.
Some people are not satisfied with the situation in their work units; some are at-
tracted by the higher income of self-employed workers and those who work for
foreign interest-involved businesses.

Thé frequent change of jobs among employees represents a challenge to the
years-old job allocation system in China, revealing the fact that people have be-
gun to pay attention to their personal values and have a sense of competition.
The flow of personnel in the form of quitting old jobs to find new ones cannot
be stopped by mere administrative means. Such a flow is inevitable in the devel-
opment of a commodity economy. |

1. B 2. A 3.B 4. C 5.D
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Exercises

Listen to the fotlowing telephone conversations twice and fill
the table below with the information you hear on the tape.

: Power Record Store. Can I help you?
: Yes, are you still looking for salespeople?
. Yes, we are. It’s a weekend job. Eight hours a day, Saturday and Sun-

day. Do you want to leave your name? The store manager will call you
back later.

: Sure. My name’s Kevin Washington, that’s K-E-V-I-N W-A-S-H-I-N-G-

T-O-N. My telephone number’s 642-5623.

: Ross Hotel.

: Oh, I'm calling about the ad for a bartender. Is that still available?

: Yes, it is. What kind of experience do you have?

. Well, I’ve worked in a number of hotels and bars around town.

. Fine. OK, well, you’d be working nights, starting on Thursday, five or

six days a week. Why don’t you come in for an interview?

: OK. My name’s Philip Peterson, that’s P-H-I-L-I-P P-E-T-E-R-S-O-N.

My number is 625-4335.

: Queen’s Hotel.

. Hello. I’'m calling about the receptionist’s job.

: OK. '

: Is that a full-time job?

. No, it’s just a weekend job, three evenings a week. I think the hours

are five to midnight. Why don’t you leave your name, and I’ll ask the
manager to call you back?

. All right. My name’s Dee Hilton, that’s D-E-E H-I-L-T-O-N, and my

number’s 879-0257.

: White Swan Restaurant. Can I help you?



