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Aims

At the end of this unit, you should be able to:

1. Design a business card that gives information about you and your company.
2. Talk about company organization.
3. Make a presentation about company organization and development.

4. Understand and describe company hierarchy.

Situation .
Today the Smart Company is holding the 15th Anniversary Ceremony inviting its business partners,
clients and suppliers. The President gives a speech about the company’s history and development. Sun

Long attends the party and meets some of the guests from different lines of business.

Cart | Business cards

Word Bank

associate ; supplier

Task 1 Pre-listening activity
Discuss the following questions.
1. What is a business card? What is the use of business cards?

2. What information must be contained in a business card?

Task 2 While-listening activity
Sun Long meets some people at the party. The following business cards belong to them. What
information is missing? Listen and find the missing information, then fill in the missing information in

proper place.

Unit 1




1. 2,
Smart Company Future Software Ltd.
Sarah Dai Peter Huang
Torch Industry Zone No.381
Beijing,China, 100025
Tel:010-6864987
Fax:010-6598743 Wuyuan St.22 Fax:0592-5891233
Sarah@msn.com Xiamen,China Peter@futuresoft.cn
www.smartcompany.com 361003 www.futuresoftware.com
3.

Lister Steetley Pharmaceuticals

Johns Cotten

Becton House
Cole Street
EC43AF

Tel:0207 563 4925

i Fax:0207 563 4933
i Cotton@Ilsp.com

Smart Company

Li Hua

Torch Industry Zone NO.381
Beijing,China, 100025

Task 3 Post-listening activity

Teli010-6864987
Fax:010-6598743(
Lihva@msn.com
www.smartcompany.com

Design a business card for yourself. Suppose you and your partner are meeting for the first time,

introduce yourself to each other and exchange your business card.

Part || Company organization

Word Bank

%efe, %

AN
BlEHK

dispatch maintenance

personnel n.
section n. vice-president  n.

quality control

Task 1 Pre-listening activity

Sun Long introduces the company organization to Mr. Cotton. Look at the following company
organizational chart. Discuss with your partner about what the missing information might be. Then
listen and complete the organizational chart.




SMART

COMPANY
| | |
Human Sales &
Resources Marketing
Dep. Dep. Dep. Dep
| 1 | |
Maintenance | |~ Pacl‘<ag1ng &
Section - Disp ?tCh
S Section
Task 2 While-listening activity

Listen again and complete the following sentences.

1. Ms. Fang production.

2. Our company four departments.

3. The Training Center HR Department.

4. The Technicians, Maintenance Officers and Quality Controllers all Mr. Zhang.

5. Finance department the Chief Accountant, Ms. Chen.

Task 3 Post-listening activity

Describe the company organization according to the organization chart given below.

( Mike Rota(CEO) )
Operations HR IT
Vincent Salias Betsy Parker Tai Nguyen

Elizabeth Flowers Kristen Baker Pat Farley
Gary Spurr Lisa Bello Megan Nussbaum
William Choo Michacl Davis Eric Gilmore

Unit 1
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Cart |l ‘C'ompong vhivsflog and déue\opmenf

Word Bank

anniversary 3 branch . X, g
coordinate 1 float . kT (BRE, AREF)
merger . sportswear . BAhdE

subsidiary ; Stock Exchange IEHAR B

"Task 1 Pre-listening activity

Translate the following structures used to talk about company history into English. The first one
had been done for you as an example. Then listen to the president of Smart Company giving a speech
and check your answers.

1. gar The company was establishedin ... at ...

2. BHMLEE

.Y RS

4. K e A

5. AT A FRA

Vhile-listening activity

Listen again and decide whether the following statements are true or false. Write “T” for true
and “F” for false.

1. () The company was founded in 1996.

2. ( ) Canned goods are included in its product range.

3. () It now exports to South America and Europe.

4. () There are more than 300 employees in the company.

5.( ) Itis now a public company on Stock Exchange Market.

]

1 Task 3 Post-listening activity

Do a research about a company you are interested in by using newspaper or Internet to prepare

a report and present it to the class.

T

a

N

O] 75 T 53




Cart |\ Company hierarchy

Word Bank
branch . -3 coordinate . i

division . =i executive ) SZEEEANR
hierarchy . MrE, 9% implement A $1T

Task 1 Pre-listening activity
Match the following words with their meanings on the right column.

1. hierarchy A. afactory

2. plant B. to harmonize in a common action or effort

3. overall C. a series in which each element is graded or ranked
4. authority . D. to carry out

5. coordinate E. power

6. implement F. general

Task 2 While-listening activity
There are three levels of a corporate hierarchy-top, middle and bottom. Listen and write down

the job titles belong to the three levels of corporate hierarchy in the corresponding box.

The Management Pyramid

Top
Managers

Middle
Managers
First-line
Managers

Unit o (&)




Task 3 Post-listening activity
Describe the different responsibilities of the three levels of corporate hierarchy by using the

above Management Pyramid.

Part V Business news

Word Bank

charity S #E mainframe , KRB

operating system BERS

Task 1 Pre-listening activity
Look at the picture and discuss the following questions.

1. Do you recognize this man?

2. What do you know about him?

BB Task 2 While-listening activity

Listen to the VOA report on 3 July, 2008 about Bill Gates and answer the following questions.
1. When was Microsoft established?

2. How old is Bill Gates?

3. Who is Steve Ballmer?

4. Will Bill Gates still have influence on Microsoft? Why?

5. What will Bill Gates focus on after retirement?

Task 3 Post-listening activity -

Listen again and fill in the blanks.
This is the VOA Special English Economics Report.
Last week, Bill Gates retired from (1) at the world’s biggest computer software

company, Microsoft. He will (2) he established with Paul Allen in nineteen

seventy-five.
Mister Gates leaves Microsoft at a time of change in the computing industry. Microsoft grew at a

j 6 B 4R IEITHLI




time when personal computers, or PCs, (3) as the main
computing tools. He showed that huge profits could be made in software as PCs increasingly were
found (4)« 7.

Early on, Microsoft understood the importance of the “network effect”. That is, software is the
kind of product that (5) as more people buy and use it.

Now, free Internet software threatens to replace PC-based software. Devices like “smart
phones” connect people to the Internet. Google (6) in Internet Web searching
and advertising. Microsoft has struggled to change with the new computer environment. Its efforts to
sell music and its latest operating system, Vista, (7) . And an attempt this year
to buy Yahoo for over forty-seven billion dollars failed.

In the last several years, Bill Gates (8) . In two
thousand, he gave the job of chief executive officer to Steve Ballmer, a friend of his since their years

at Harvard University. Mister Ballmer has been (9)

Still, it is hard to overestimate the influence of Bill Gates on computing. He (10)
that put the Windows operating system on about ninety percent of the world’s

one billion PCs. Microsoft now has almost ninety thousand employees.

At fifty-two years old, Bill Gates is currently (11) . He is
worth about fifty-eight billion dollars. He remains Microsoft’s biggest shareholder.

Mister Gates will now spend most of his time working at his charity organization, the Bill and
Melinda Gates Foundation. The foundation is the world’s largest charity with over thirty-seven billion

dollars. It provides money (12)
And that’s the VOA Special English Economics Report, written by Mario Ritter.

Useful Expressions

1. I’ve been with Smart Company for years, and I’ve just got promoted to be the export sales
manager.

REHDRA R LIESE, RINEALH 0SS,

2. Afters thorough market research the company diversified and added sports shoes and other
sports products such as basketball and badminton to its product range.
SiFsmITHAEZE, ARYKRTERIER, WHiNT @A R ik
FIFEK.,

3. Although the company does nbt have subsidiaries or foreign offices, it has been evolving a
worldwide network of commercial agents to expand the international markets.

BIRARNEA S ARSI AL, (BR R T A 5 A b i AR R 6 R E PR .

4. There are three levels of a corporate hierarchy—top, middle and bottom. It is commonly
known as the management pyramid. Top managers establish the structure for the organization

as a whole, and they select the people who fill the upper-level positions.

KAEEFHAZBR—R LR, PEMKE, XMENIEHNEEREFE, & LEN




ST A TR, FikE R R SRR L,

5. First-line managers oversee the work of operating employees, and they put into action the

plans developed at higher levels.

R AR VE A TR TR, JEETE EHlEr iR,
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