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Unit One Lead-in Cyo—
Looking for Activities

a Job 1. Find suitable
- About interview jobs
-Resume writing 2. Application
-Job ads writing process
-Sell yourself at...

Identify your
strengths and
weaknesses

Lead-in
Activities
Listening:
prepare for
your interview

Write your
own job

ads with
information...

Lead-in

Activities

1. Reading: an
email letter
resume...

2. Listening:
discussion
of interview

Role Play:
Sell yourself at
the cocktail

party




Unit Two | Lead-in 1. Introduce Write a letter
A Day in Office Activities yourself to to report...
-Office work | Introduction: your
Nl names and colleagues
.Office etiquette | JEESSUINE 2. Say how to
-Memo writing | adapt to the
-Coworkers and newy
associates environment  -b
page 31 -make eﬁ"frté
to
Write a memo
Activities to...
Listening:
phone calls:
numbers /
extension...
Lead-in 1. Fill in the
Activities chart:
Listening: position,
interview responsibili-
with a ties
manager... and...
2. Acquain-
tances...




Unit Three
Team Spirit
-Dealing with

people of ...

-Team building 3

skills
:Design team
building

e 5

Activities

1. Choose and
discuss basic
elements for
team spirit

2. Listening: ‘work-able,
build openness,
relationships  respect,
to... keenness...

What kind of
people
would you
welcome to
your team?

-a healthy part
of

Activities

1. Discussion:
team
building
elements

2. Consult for a
design of
the coming
team
building

Write an
announcement
by pointing
out...

Activities
Listento a
short lecture
on the spirit of
team work

Write a letter
to your friend
about the
problems...

About
building
trust

in team

-equitable
)




Unit Four

Being a Salesman
-Sales techniques
-Negotiation
techniques

,+Sales report and

presentation
writing
- Simulation:

business
negotiation

Complete the
contract based
on the above...

Have a short
negotiation
by preparing...

Lead-in

Activities

1. Common
factors
involved in a
negotiation

2. Negotiation
process

_close the

transaction
according to

Write a sales
report

Simulate a
business
meeting

Lead-in
Activities
Listening:
prepare for

the sales report

Sign a contract
selling
electronic
components

Activities

1. Read and
answer

2. Listening: a
negotiation
about
purchase
amount
and prices




Further Study

Unit Five

1. Short Write a letter

Entertaining Activities discussion of invitation
Clients | 1. Look at the about based on...
-Entertaining pictures and seat-taking
-Talking about decide styles 2. Short report
entertaining of clothing about
Slonia suitable for what kind of
-Entertaining tips ﬂ'}e businEss drmk.s are
-Writing a letter e . hestin..
e 2. Stages in
of invitation and ot
mnviting
a thank-you guests
letter
s . to...
- Simulation:
. business dinner
party
page 123
Lead-in 1. Simulate an Write a thank-
Activities occasion: you letter
Listening: gift gifts giving based on...
giving Do’ s to the guests
and Don’ ts when...
2. Dialogue:
gifts giving
when...
Lead-in Group
Activities discussion:
1. Read and choose the
answer way of
2. Listening: entertaining
recreation people
activities
arrangement
for...




Unit Six
Cross—cultural
Awareness
-Cross—cultural
awareness

- Cross—cultural
communication
-Dealing with
different culture
-Suggestions on
cultural clashes

page 151

- 10 -

Lead-in
Activities

Do a culture
quiz: polite/
impolite/shak-
ing hands/
eating/dress-
ing/number...

Lead-in
Activities
Listening: a
dialogue
about
differences in
business
communica-
tion

Lead-in
Activities
Listening: a
lecture on
cultural
differences in...

Talking about
business
etiquette...
based on
given items

Give an
introduction
to the training
course with
the hints
given

From English
into Chinese...

Design a notice
of a lecture on
cross-cultural
competence for
attracting...

Write a fax
about arrange-
ment for a visit
with some
cultural issues
of..




Unit Seven Lead-in
New Face of Activities
Marketing 1. Reading:
+Advertising definition of
-Different media advertising
-Micromarketing 2. Matching:
-Description of pictures and
names

ads and meeting
minutes
-Simulation: a
meeting

page 1

Lead-in

Activities

1. Listening:
Audio of ads:
Procter &
Gamble...

2. Listening:
Nokia’s
advertisement

Lead-in

Activities

1. Reading:
news

2. Deciding: a
fast food
restaurant
advertised...

1. Describing:
TV
commercials
to...and
explaining...

2. Discussing
advantages
and
disadvan-
tages of
different

media with...

3. Role-play:
meeting...

Write the
minutes of the
meeting
mentioned in
Speaking
Task 3

Speaking:
create your
own ads with
slogans
given...

Speaking:
celebrity
endorsement...

Write a
composition
about the
influence of
public service
ads

« 11 -




‘Unit Eight

Customer

Service

- Customer
service
-Complaint
-Customer loyalty

-Writing:
customer survey
& letter of
complaint

-Simulation: staff
rpeeting

page 211

« 12

Lead-in

Activities

1. Shopping
habits

2. Make a list of
the factors
which
guarantee
customer
loyalty to a
company

3. Efficiency or
ability
to form a
friendly
relationship

Lead-in

Activities

1. Listening: a
dialogue

2. Speaking:
procedure
to solve the
problem

3. Speaking:
the best
ways
to complain

Activities

1. Label each
picture
with a word
or...

2. Speaking:
the most
useful ways

3. Match the
verbs with
...to form
collocation

Your Sales

Comp!

be inclined to

Design a
customer
service survey
questionnaire
to...

Write a letter
to complain the
unsatisfactory
service.




Unit Nine

Business Trip

- About business
trip
+Appropriate
behavior on a

business trip
-Writing: event
description
-Simulation: a
visit to Hong
Kong

Lead-in

Activities

1. Preparing for
one’s first
business trip:
find out...

2. Listening: a
humorous
story and
answer
questions

Lead-in

Activities

1. Listen to...
and fill in
the blanks
with...

2. Speaking:
unpleasant or
embarrassing
traveling

Lead-in
" Activities

1. Listening: Ms.
Eliot
talking to...
about
weather,
journey, hotel..

2. Listening and
choosing
the best answer
to...

Listen to...and
speak with your
partner using
useful words
and expressions
you heard

Role Play:
Ask and tell
about Hong
Kong:
entertainment,
restaurant,
transportation
and weather

transportation

.

A description
about your
own traveling
experience
according to...

Complete a
traveling chart

o 15




Unit Ten

+ Positive
corporate culture
examples

+Elements of
corporate culture

- Writing:
Introduction of
corporate culture
and company
history

- Simulation: talk
show 2

page 269

o T4

Activities

1. Look at
pictures and
form your
idea about
corporate
culture

2. Read...and
decide
which
program is
about...

Activities
Listening:
Toyota’s woes
unsettle
corporate
culture in
Japan

Activities
Listening: two
notices about
pension and
vacation

1. Talk with
your partner
to find what
qualities
a successful
leader

should have.

2. Debate: Is
leadership
something
inborn or
can it be
learnt?

Write a
passage about
a company’s
history

Deliver a
speech at
a retirement

party

Role Play:
Do you play
Farm Ville at
work?

Introduce the
corporate
culture of a
firm based on
the...
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Unit One
Looking for a Job

‘, ¥ ™

OBJECTIVES

_In this unit you will learn: |

m business vocabulary — job hunting

m business language — talking about
interviews | o

| m business focus — interview questions

m business writing — resume and job
advertisement

= simulation — cocktail party



