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Unit One Understanding Company

Section One: Listen and Warm up

%fm-aﬁxfm&
In this section, you will hear a short conversation about American Businesses. When you

listen for the first time, try to catch the main idea. While listening for the second time, try
to fill in the blanks with missing information.

.scale A

. output Fﬁﬁ

.account for f#RE, 5H
.outnumber  FEEE
-receipt  WCE A, S

b A W N =

American Businesses

Tom: What do you know about American businesses? Are they all of a large [1 ]
?

Mary: No. Actually, most businesses in America are quite small. For example, in 2002,
2] of the nation’s 5. 7 million businesses [3 ] fewer than 20
people, and 99. 7 percent employed fewer than 500 people.

Tom: Does it mean the vast [4 ] of Americans work in small companies?

Mary: Not really. Almost half of all Americans
work for companies that employ more than
500 people, and [5] work

for companies that employ over 100

people.
Tom: What about these companies” share of the
nation’s [6 ] ?
Mary: Big companies [7 ] a larger
share of the nations output than small
firms although small ones [8 ] large ones. The largest ones—those with
more than [9 ] employees— [10 | 50 percent of all receipts.
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Section Two: Listen and Make Choices

m Choice Jast
Listen to the following passage about Writing a Business Plan, and pay attention to the

details while listening. Please choose the right answers when some questions are asked about

the passage.

. prudent [EEE ]
.evaluate TPl
. prospect A5

. objective  H#»

.solicit 23K, fiEsR
. entrepreneur AV
.sidestep  MFL— A1
. foster 5

10. template 54

1
2
3
4
5. omission I
6
7
8
9

Writing a Business Plan

1. A. Writing a business letter. B. Drawing a business map.
C. Writing a business plan. D. Making a decision.

2. A. To create a written outline. B. To create a written work.
C. To define an objective. D. To focus an objective.

3. A. Your objectives. B. Your subjective.
C. Your idea. D. Your determination.

4. A. A selling tool. B. A buying tool.
C. A selling factor. D. A buying factor.

5. A. Serious mistakes. B. Omissions and weaknesses.
C. Advantages. D. Disadvantages.

6. A. Valueless advice. B. Good advice.
C. Proper advice. D. Very valuable advice.

7. A. Because they are too lazy.
B. Because they are very confident of themselves.
C. Because they havent enough experience about the format and content of a good plan.
D. Because they do it on purpose.
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8. A. Free photos. B. Free templates.
C. Free plans. D. Free guides.

Section Three: Listen and Fill in Blanks

In this section, you will hear some information about How fo Operate a Business. Fill in

the blanks with proper words.

How to Operate a Business

Owning and operating a successful business can be a very satisfying way to [1 ] a
living and, at the same time, become financially [2 ] . But before starting, one should
take careful [3 ] of some of the factors that can nurture [4 ] and minimize
failure. People who are successful at operating businesses of their own [5 ] will score

high marks on the following attributes:

* possessing a strong [6 ] to be self—reliant;

* enjoying and gaining [7 ] from operating the business;

e focusing on a specialized [8 ] or product that fills an ongoing need;

* possessing previous hands-on [9 ] in the business;

* possessing a basic [10 ] of accounting and cash flow control.

There are some important [11 ] in starting a business on a part-time basis before
quitting your present job. During the early and uncertain [12 ] of start-up, your present
job can continue to provide (13 ] and benefits.

Perhaps family members, already a built-in organization [14 ] , can help run the
business while you are at your job. And your children can learn about the [15 ] and

benefits of being in business.

Section Four: Listen and Dictate

/ééofwﬁwn/ Fast
In this section, you will hear a passage about How to Promote Your Business. You may
listen to it for several times, and then write down the missing information. Afterwards check

your work with your instructor.

How to Promote Your Business

Most business sectors have specific marketing strategies that work best and have already been
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put into practice.

[1]

by copying their successful

marketing plans, including selling methods, pricing,

and advertising. [2 ]

Consider using a pre-opening checklist to evaluate
your market readiness. Your checklist might consider the

following:

* Will your customers be looking for convenience,
pricing, quality, and service?
- B3] ?

* Do you have the necessary e-commerce tools in place, including an informative Web site and

provision to market your product or service online?

- [4] , is your credit-rating

policy in place?

* Have you test-marketed your product before launching a broad marketing program?

* Does your one-year cash flow projection indicate that there will be ongoing money in the
bank during your start-up period?

[5] , you are ready to begin the exciting

journey to success in your own business.

Section Five: Listen and Make Judgments

/j;wa{g/m/m& Tast
In this section, you will hear something about The Modern Corporation. While listening

to the text, decide whether the statements are True or False. Put “T”( True) or “F’( False)

in the brackets.

liability  5E4F, 55

liable AR TTAEMY

. corporate NEIE L EAR

cevie  TTECHY, TR

- dominant  FEHY, L SZHCHBAL Y
. republicanism  FH: 13 ¥

AN W W N =
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liberalism HHF X
The Modern Corporation

] 1. The term—the modern corporation, was coined by one person.

] 2. The modern corporation is an unlimited liability company.

] 3. Limited liability means that the owners are not personally responsible for the debts of
the company.

] 4. Limited liability means that the owners are not personally responsible for any legal
obligations of the company.

] 5.1n a limited liability company, management is separated from ownership.

] 6. The corporate control falls into the hands of the workers.

] 7. The separation of ownership from management results in the loss of direct owner
involvement in the company.

] 8. The separation of ownership from management forced many people to reconsider the
conventional wisdom.

1 9. According to the passage, a free society can promise equality and fairness for all.

] 10. According to the passage, two main historical theories are civic republicanism and

nineteenth-century liberalism.

Section Six: Listen and Understand

/éozmﬁa&/&m@'ow st

In this section, you will hear a passage about The Differences between Corporations. You

will listen to it twice and then try to answer the questions briefly in the spaces provided.

hn B~ W N =

1.

. institutional  HLAG Y, 2B 1)

. shareholder 1% %<

. gross national product [FE A= BH
doan  BEF, Ak

. governing board FHEH L HH S

The Differences between Corporations

Compared with the ownership of U. S. corporations, what is talked about the ownership of

German corporations?



2. According to the passage, what kind of culture does Germany not have?

3. Which country has the largest percentage of the market capitalization of listed stocks in gross
national product?

4. What is the second major difference between the American system and the German system?

5. Compared with the relationship between American firms and American banks, what is the

relationship between German firms and German banks?
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Unit Two Job Interview

Section One: Listen and Warm up

%fm-aﬁ/ Tast
In this section, you will hear a short conversation about Getting to an Interview Earlier.

When you listen for the first time, try to catch the main idea. While listening for the second
time, try to fill in the blanks with missing information.

1. upcoming  BRE Il 11
2. remains &Y
3. reception desk EfAL

Getting to an Interview Earlier

Tom: Mary, tomorrow I have a [1 ] at your company. What advice would you
give?

Mary: Please arrive at the company ten to [2 ] before the scheduled interview,
otherwise you will be [3 ] and lose the advantage for a positive first
(4] . You had better arrive fortyfive minutes to an hour early. Go to the
company 5] so that you will know exactly where it is, and walk or drive
to the nearest [6] . Buy a coffee or something comparably light, and just
7] for half an hour.

Tom: Oh, thats a good idea.
Mary: Review your notes and think [8]
thoughts  about  the
upcoming interview. Before you leave
the coffee shop, go to the [9 ]
and take a last minute to look at

yourself, particularly your smile. That

will be your most widely used [10 ]
during the interview, so
make sure there are no food remains. Arrive at the reception desk about ten minutes

before the scheduled time.
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Tom: Thank you for your helpful advice.

Mary: YouTe welcome.

Section Two: Listen and Make Choices

W Choice Tast

Listen to the following passage about Last-ninute Preparation for Interviews, and pay
attention to the details while listening. Please choose the right answers when some questions
are asked about the passage.

.critical  F I EE
.notepad 0 FFA

. ballpoint pen [RIZRZE
.résumé A

. attaché case N 3CHJ

. non-controversial AZ2=5|EE LK

AN Lt A W N~

Last-minute Preparation for Interviews

1. A. Make sure of the location of the company.
B. Make sure you take computers.
C. Make sure you have handed in your résumé.
D. Make sure you have everything needed.
2. A. Interviewer and receptionist names. B. Address.
C. Cell phone. D. Telephone number.
3. A. One. B. Two. C. Three. D. Four.
4. A. One. B. Two. C. Three. D. Four.
5. A. Only if asked. B. When you arrive.
C. When you leave. D. During the interview.
6. A. In good condition. B. In a backpack.
C. In an attaché case. D. In a computer.
7. A. So that you are able to read these notes.
B. So that you are able to write notes.
C. So that you are not nervous.
D. So that you can draw some pictures on it.
8. A. To keep yourself well-informed.
B. For amusement.
C. To calm yourself down.
D. To read it for any interesting stories that might be brought up in the course of conversation.
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Section Three: Listen and Fill in Blanks

In this section, you will hear some information about How to Respond to Illegal

Questions. Fill in the blanks with proper words.

How to Respond to Illegal Questions

You're probably [1 ] that certain questions
cannot be asked by an [2 ] prior to hiring an
3] . These include questions that directly or
4] probe race, color, [5 ] R
national origin, age, gender, marital status, physical
handicap, [6 ] , arrest information, or other

7] criteria.

In spite of the law, [8] questions get
asked every day, and company [9 ] and
interviewer prejudices creep into every personnel [10 ] . You can choose not to
respond, you can tell the interviewer you intend to file [11 ] of discrimination, or you
can [12] to the interviewer about [13 ] . These things might make you feel
better momentarily, but they will likely result in an [14 ] , not an offer.

Wouldnt you rather answer the question, get the job, and change the employer’s attitude?

Everybody will win if you get [15]

Section Four: Listen and Dictate

/éw{wﬁom/ Fast
In this section, you will hear a passage about Education Pays off. You may listen to it
for several times, and then write down the missing information. Afterwards check your work

with your instructor.

Education Pays off

My education gave me the tools to succeed, and [1]

. Before I really knew what my job entailed, 2]

The training gave me the opportunity to apply my education. [3 ]




