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Introductions and Greetings

Unit 1

Understanding Conversations

1. Introductions

Brussels i@ /R (AN EE)

New Delhi HTEHE (EEHE -
Colombia (EMEHI)

Listen to these guests registering for the conference. Match the guest’s
name to the office.

'No Name Office No

1 Anopow Brussels

2 Brown Beijing

3 Hernadndez New Delhi

4 Singh Colombia

5 Narayan Moscow 1

6 Yin : New Delhi

7 Pousset New York
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2. Knowing about People

make up itk _
thriller writer 17 K EWITER

With the information on the tape, decide if the statements are True
and tick ( v ) them.

Guest Name Occupation J
1 Simon Cash Artist
2 Martha Frost Lawyer
3 Jenny O’Brien Actress
4 Pete Smith Businessman
5 Rosie Lee Student
6 James Carter ‘ Teacher
7 Beryl Lee Writer
8 Polly Adams Dé)ctor -
9 Major Bray Member of Parliament
10 Arthur Lee Accountant
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Understanding Passages‘

1. The Introduction of Logistics

logistics #J¥it dilemma 3318 B5 3 1Y R THi
concept 2 budget T

acquisition K75 inflationary & 5% B2k
integrated 5E ¥ Y procurement 3k 73

I. Listen to the passage and answer the following questions.
1. Historically, what does logistics stem from?

2. In the industrial or commercial sector, how has logistics been defined?

3. In recent years, what have become complex technology advances?

4. What have been increasing at an alarming rate?

5. Why is the situation that there is less money available for both the
procurement of new systems and for the maintenance and support of
those items already in use?
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Il. Listen to the passage again and decide whether the
following statements are True or False.
O 1. Logistics is a new subject area.
O 2. The requirements for logistics have been vety well defined or
integrated.
O 3. In the military sense, logistics is concerned with the various
aspects of maintenance and S);stem /product support.
O 4. In recent years, systems and products have become less complex
then technology advances.
O 5. The costs associated with system/product acquisition decreased
significantly in the past decade.

2. Communication

flow i 5h appeal ¥ iF
filter 1818 /£ 7+ enhance &7, ¥4
clarity 5 % perception Ef#

I. Listen to the passage and answer the following questions.
1. How many different views are there on the definition of good
communication? What are they?

2. If trust in an organization is low, how are messages taken by the
employees?
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3. What is the answer to improving the communication atmosphere?

4. What is the most important factor in stimulating upward
communication?

5. How can communication be greatly enhanced?

Il. Listen to the passage again and decide whether the
following statements are True or False.

[J 1. A situation in which employees are reacting negatively to or
simply ignoring communications may be remedied by seeking
to improve the communication atmosphere.

O 2. Large quantities of downward-flowing information satisfy
employee communication needs.

[ 3. An important factor in stimulating an upward flow of
communication is a positive attitude by management toward
communication.

[J 4. Oral messages are informal communication while written
messages are formal communication.

[J 5. Grievance procedures allow employees to appeal a supervisor’s
decision to higher management levels.



