E R K F H AR

ZHONGGUONONGYEDAXUE CHUBANSHE




o

i
.




BAEERS%E (CIP) ¥ B

B SR R/ R R ES. —JbR . P ER L K AR 2008. 8
ISBN 978-7-81117-534-9

I. % 0.8 . %EOE V.H319.3

o R A B H1E CIP 888 F (2008) 5 107800 B

¥ OB FEIXEOE
£ # ®AR EH

e O A S e N N A )

RYRE EE H & EERE HEH

Rt EE BEREI K F EER

HmEigit X )

HIEEST PEREKEHEGE

3 H EETEREEXEREERE 2S5 BBIEI4RHS 100193

;| & KfTE 010-62731190,2620 EERSE 010-62732336
I 010-62732617,2618 R &P 010-62733440

b Ht  http://www. cau. edu. cn/caup e-mail cbsszs @ cau. edu. cn

73 HOFHEE

Ep B GREFEEDNEFRLA

B & 2008 B8AFEIM 2008 8 A% 1 KERR

M ¥ 787X1 092 16 & 5.25 Eigk 126 F=%

7E # 19.00 T

EHnERREAEEL L TR KRS

AR T N



G

& ¢

H
&
S

o

B EE
it 22 3%
(MBKEEXF)
T = £ %
FREELT Ak
BiEKk T =

EBE®] Jonathan Blank



=2

ERNART, &R BUA . XS FHELREEBHARNEL, B2 M up-to-date FE [
up-to-hour B} up-to-minute, FEKEBHFEE A¥ZBHFHES IR TREGFHFTH
BN, FEHESEEDEIRTZRE . GEMERERF , EHRILE, BRMAMAA

(FHEAKENELEAE—UEENPL UE—H K, ERPTRIEELEEK
R R T A B R R BT B, AR A B A RO, A FRIEERFENT R NEBME
o

(FESEIEDBERRER world wide watch: A& s — M HRITH G EE L&, H
AR B S, R BE N A B 1 — BOHE BB O I R R B B UROR L T R LB LR AR IR 4
T 2 5 1018 % DL IE 5 50 B B0 Tk D 15 0 Y B 16 R Sh B = S B BC A, MM B 3L &
FENMEHSEH EFER—BRATHREOCRNITLNE., BRERENER, BUHME
MAERRRERTER BRTRE BT EIR. 1 EREL%E S EEE .

(FEASEBNIEHABA —AFANLSRLERAS ARFMAERANESTHE. B
RUOFEERURAFEHREESAENAR U RSB,

(FEAFEBEOERNESHE —d THEM S B AR B % XE, 5 RE L5 &
REB AL HEER FEE. EEANTLt RS BN ZEBEMEEE, T
R A B R SN ERRAMT R, (FESRIBE BB AR AN AR R, ]
b g 2 PR .

GEBSAMBURS, RS T B SHESHIEMBEKE, B LR EEREFEEL
AR B BRI R EE, AU IEH B YRk A TR S T E WAL ER AT RER
BRE EALFEMKTASESRR, FRAEAKINANSEERBEEERANKROR
%,

UENF EUMES X, SEELS.

BI&K
2008 4 5 A



{ERWER

A RGBSR N IEM RS RE B, CEREE AR E SRR T RS
UREE BEBWIAERNES - EZELZMETRAME., NEABRET RS BB .E
HOBRW R RS IR EE .

AP FENEES Y BEERATSFEBEEHM:2F .05 . &8 FH8 . EH TEN.
Y A B SR Al KBNS AU REEFEKEN B 2R LW HRE
B A RAT W AR AT R FE LW AERARGEFINHEE.

AF& BT HEOESEAR NERFIRAF . FIHIES, ABRAK, EERAR B R
Fitig , A & % presentation, HHITEH AR 24 TES), REKXERMRFIC, RHFF
FIE ER RN A .

AMBhE. P FEHMREE EX&R MHEH  EEARRAMMMEEER ZL2ENR
AMMERBRER. Unit l HBHTAHE B EHRE T Unit 2,Unit 5. Unit 11 T =HE,
B KRBT Unit 4,Unit 8, Unit 7 B4 S , Unit 6,Unit 9 B2 HEHE, Unit 3.Unit
10 HEFHREKRAHE T Unit 12,

& F 5B ITHERA LA R, b /MEHUT Jonathan Blank ff FiF MBS K RRERT
HEEF http: //www. ntac. edu. cn,

w® &
2007 4£ 8 A



g -

r
e
-

. Contents 7

Unit 1 Job Interview

Unit 2 Terms and Conditions of Employment oo
- 13
UNIT 4 Brand POWEPR «+-eeeerrr it it e e e et e e et e
Unit B Public RelGTions -« ocvveveeimmmerrimieeiiiiiieeieeeans

Unit 3  Work Roles

Unit 6 Advertising Campaign

Unit 8 Stocks and Shares
Unit 9 Investment

. 52

Unit 11 Corporate Hospitality

Test 1
Test 2
Test 3
Test 4
Test 5
Test 6

Reference

19

.. 23
- 28
URBIT 7 C-BUSTIEES s = oo wm oo 5 owmas 5 s s s0ms 8 3902 3 755 5. 55 o Ml § S8 i » 1K o B
.. 38
- 43

32

47

57



-
%

-. Unit 17 Job Interview

Part A Background Knowledge

1. What is the role of job interview in applying for a job?
2. Read the following job interview dialogue and tell what each part
tells about according to the information given below.

Opening Remarks

Work Experience

Questions to Ask The iInterviewee
Your Ability

The End of The Interview

Educational Background

Reasons for Leaving or for Application

ATatae PR T T u e RRE  B

Black:Now,let me ask you some questions, Miss Wang. Where do you
live?
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Wang:The West District.

Black:
Wang:
Black:
Wang:
Black:
Wang

Black:
Wang:
Black:
Wang:
Black:
Wang:

Black:

Wang:

Black:

Wang:
Black:

Wang:
Black:

Wang:

Where are you going to school?

Beijing Normal University.

What is your major?

I major in English.

I see.Have you taken any business classes or anything?

:Yes.I've studied in a computer training program and a business

english program.

Have you ever worked in an office before?

Yes,I had a part-time job for two months at a local joint-
venture company working as a secretary.

Oh, really?

Yes, it was a very interesting experience.

So, what did you do? Office work?

Yes, mostly typing and answering the phones.

OK.But you know we are looking for a bilingual secretary. Why
did you answer our ad?

Well,for me the most important thing is to find work where I
can meet and deal with people from other cultures.

I see.Good.Now,do you have any questions you'd like to ask me
about the company?

Yes, I'd like to ask about the salary.How is it determined?
Well,all new clerical employees begin at a standard salary of
RMB 600 per month. Then, after a training period of three
months,you are given a assignment,and then you would get a
higher monthly salary.

What about other benefits?

All the employees must join the health insurance program and
there are many other benefits.I think that most of them are
explained in your brochure.Did you get a copy?

Yes, I did. Thank you.
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Black: Any more questions?

Wang:No thank youI'm sorry to have taken so much of your time.

Black:Not at all.Very glad to have met you.We'll be letting you know
the result of the interview sometime next week.Thank you very
much for coming.

Wang: Thank you for your time Mr.Black.

Black:You're welcome.Good-bye.

Wang: Bye-bye.

Part B Short Passage

Congratulations! The company you want to work for wants to interview
you.That means they are interested in hiring you! But the job isn't yours,
yet.The company will be interviewing several people.You'll need to convince
them that your are the right person for the job.And the first step toward
convincing them is being prepared.Getting ready for the interview starts
before you walk in the door.Don't get nervous.Get busy! Here's how to
prepare:

To learn as much as you can about the company.Go to the library and
read up on the company.When you answer questions,try to work in some of
the information you've learned.Then the interviewer will notice that you
are well prepared.

To plan answers to common questions.Prepare answers for questions
like “What can you offer our company” or “What are your strengths and
your weaknesses”. Then you can answer your interviewer's questions with
more confidence.

To practice.Sit down and practice with a friend who has interview
experience.Act as if you're in real interview.Dress up. Take notes. Try
videotaping yourself Remember experience is the best teacher.

1. Why does the company you want to work for want fo interview you?

2. What do you need to do when you have the chance to be interviewed?

3. What is the first step on your way to your goal?

4. How can you learn about the company?

5. Why do you need to plan answers to common questions being inter -
viewed?
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6. What should you do when practicing your interview?

Part C Group Work

How to attend a job interview successfully? Discuss the topic with
your partner.

RESUME
\1éJ
o

Arriving Too Early May

Make You Nervous

i Ty
R | @

1. Get ready for the interview.(self-introduction,resume clothing:+)

2. Appearance gives the first impression.( smile speech,clothes: )

3. Be punctual.

4. Don't take more of the interviewer's time than he is apparently
willing to give.

5. Good communication tactics.

Part D Supplementary Story

Brown: Well. Can you sell yourself in fwo minutes? Go for it.

Peter: With my qualifications and experiences,I feel I am hardworking,
responsible and diligent in many projects I undertake. Your
organization could benefit from my synthetical and interpersonal
skills.

Brown:So why did you leave your last job?

Peter: Well,I'm hoping to get an offer of a better position.If an
opportunity knocks,I will take it.I feel I have reached the
“glass ceiling” in my current job.I feel there's no opportunity
for advancement.
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Brown:Now what makes you think you would be successful in this position?
Peter: My graduate school training combined with my internship should
qualify me for this particular job.I am sure I will be successful.

Brown: Are you a multi-tasked individual,that is to say,do you work well
under stress and pressure?
Peter:Yes,I think so.

Brown:What personality traits do you admire,then?
Peter:I admire an honest, flexible and easy-going person who possesses
the“can do” spirit.

Brown: What leadership qualities have you developed as an administration
personnel?

Peter.I feel that I'm good at motivating people and leading them to
work together as a team.

Brown: What do you find frustrating in a work situation?
Peter: Sometimes the narrow-minded people who are not receptive to
new ideas make me feel frustrated.

Brown:How do you handle conflicts with your colleagues in your work?
Peter:I will try to present my new ideas in a more clear and civilized
manner in order to get my points across.

Brown:How do you handle your failure?
Peter:None of us was born “perfect”.I am sure I will be given a
second chance to correct my mistake.

Brown:How long would you like to stay with this company?
Peter:I will stay as long as I can continue to learn and to grow in my
field.

Brown: What range of pay-scale are you interested in?
Peter:Money is important,but the responsibility that goes along with
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this job is what inferests me the most.To be frank and open
with you,I like this job,but I have a family to support.

Brown: We will let you know the result probably next Wednesday.I
hope to give you a positive reply.
Peter:OK,thank you very much.Bye-bye.

1. Why did Peter leave his last job?

2. What personality traits does Peter admire and what is his personali-
ty?

3. What leadership qualities has Peter developed as an administration
personnel?

4. What does Peter find frustrating in a work situation?

5. How does Peter handle conflicts with his colleagues in work?

6. How will Peter handle his failure?

7. How long would Peter like to stay with this company?

8. How does Peter answer the question about pay?

Part E EXxercise

In this conversation,Sally Fraser,a Human Resources officer for a me-
dium-size hotel on the West coast,is interviewing Victoria Jones for a
position as night manager.

Sally:I see from your resume that you certainly have the educational
background and work background to handle this job.In fact,you
seem to be somewhat overqualified for this job.It's not as high a
position as head manager of a major hotel like you had on the
East coast.Why are you applying here?

Victoria: From what I know your hotel is very progressive and in a good
position for expansion,and I think I can help you do that.I
consider time management to be one of my key strengths.As
night manager,I think I can maximize my time to ensure that
night operations run at top efficiency,and at the same time
help you to plan your expansion.

Sally:I'm impressed with your advance knowledge of our business.Your
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cover letter shows that you've done your homework,and you
have all the qualifications we're looking for.But I'm still a little
worried that you'll leave if a higher position opens up at a more
prominent hotel.

Victoria:I came to the West coast for a change of pace.The night
position suits my goals for the present,and I'm looking
forward to the challenge of helping to make your hotel one
of the key players here.

Sally:I like your attitude,and it looks like you're the person for the
job.The position's open two weeks from Monday.Can you start
then?

Victoria:No problem!

1. What position did Victoria apply for?

2. What did Victoria know about the hotel?

3. Did Victoria leave a good impression on Sally Fraser,the Human Re -

sources officer? Why and how?
4. Did Victoria get the job at last?

1. Work in pairs.Look at the interview questions below.How would you
answer them?

1) What don't you like about your current position?

2) Where does your employer think you are today?

3) What are your professional objectives?

4) What are your weaknesses?

2. Suppose you are the personnel manager in global £~
TV and your partner is applying a job at your company. °
Try to make a job interview.

Globalrv
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Unn‘ 2 ; Terms and Conditions of
—~— Employment

Part A Main Terms and Conditions of Employment

CONTRACT OF EMPLOYMENT

1. Commencement

This contract will begin on and continue
until ferminated as set out in clause 4.

2. Place of work:

3. Job description

Job Title:

Duties:

4. Termination of employment

Either party can terminate this agreement with four weeks written
notice.In the case where an employee is illiterate notice may be given by
that employee verbally.

5. Wage:

6. Hours of work

1)Normal working hours will be from a.m.to .p.m.
on Mondays to Fridays and from a.m. to p. m.on
Saturdays.

2)Overtime will only be worked if agreed upon between the parties
from time to time.

3)The employee will be paid for overtime at the rate of one and a half
times his/her total wage

7. Sunday work
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Any work on Sundays will be by agreement between the parties from time fo time.

If the employee works on a Sunday he/she shall be paid double the
wage for each hour work.

8. Public Holidays

The employee will be entitled to all official public holidays on full
pay.

If the employee works on a public holiday he/she shall be paid tri-
ple.

9. Annual Leave

The employee is entitled to days paid leave after every
12 months of continuous service.Such leave is to be taken at times
convenient to the employer and the employer may require the employee
to take his/her leave at such times as coincide with that of the
employer.

10. Sick leave

1)During every sick leave cycle of 36 months the employee will be
entitled to an amount of paid sick leave equal to the number of days
the employee would normally work during a period of six weeks.

2)During the first six months of employment the employee will be
entitled to one day's paid sick leave for every 26 days worked.

11. The employee is to notify the employer as soon as possible in case
of his/her absence from work through illness.

12. Maternity leave :
13. Family responsibility leave
The employee will be entitled to three

days family responsibility leave during each e

leave cycle.

Part B Case Study

Case 1 If you have a contract which
states you are only entitled o one week’s paid holiday per year when,by
law ,all full-time employees are entitled to 14 days' paid holiday per year,
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what will be the result? What if your contract gives you six weeks’ paid
holiday per year?

Case 2 Suppose you have been with a company for 6 months without
getting one Yuan.The HR manager explains that you are still on probation
and you will get your pay when they find you are qualified for the job.How
can you protect yourself from being cheated?

Case 3 Say your daily wage is 100 Yuan.You did not take your Mayday
holiday and you worked overtime every weekend this month.How much will
you get at the end of this month?

Case 4 Tom works for a small mill.One day,he had his thumb cut by the
machine.The boss,however,refused to pay for his medical treatment by
arguing that it was Tom himself who pressed the wrong button.On the
other hand Tom held that the cause for his mistake was the undue noise.
How many options does Tom have to solve this problem?

Part C Further Discussion

1. Look at the picture to spot the difference and consider how to
improve the work condition of the home workers.

SPOT THE DIFFERENCE ...

7' e

R s & o VTP
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2. Among all the terms and conditions what do you value most?



