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Unit 1 Workplace

Warming-up

Task 1 Work in pairs. Look at the following layout. Discuss with your partner and identify
the marked rooms.

-

1 washroom 2 department manager’s office
3 meeting room 4 staff office
5 multifunction meeting room 6 hallway 7 reception room

Task 2 Look at the above layout again. Mary is at the company gate. Please tell her how
to find Mike and Jack in the office. '



Warming-up

Task 1
Objective: Ss can identify different rooms in an
office.

Steps:
* Ss read Warming-up Task 1.
* Get Ss to look at the layout of the office.
« Ask Ss to identify different rooms.
* Give the suggested answers.

Suggested Answers
B—4 C—5 D—3 E—6 F—2 G—7

Tips

There are many different ways of arranging
the space in an office and while these vary
according to function, managerial fashions and the
culture of specific companies can be even more
important. Choices include how many people will
work within the same room. At one extreme, each
individual worker will have their own room; at the
other extreme a large open plan office (FT =11
THE 1IN /AZ) can be made up of one main room
with tens or hundreds of people working in the
same space. Open plan offices put multiple workers
together in the same space, and some studies
have shown that they can improve short-term
productivity, i.e. within a single software project.
At the same time, the loss of privacy and security
can increase the incidence of theft and loss of
company secrets. A type of compromise between
open plan and individual rooms is provided by
the cubicle, which solves visual privacy to some
extent, but often fails on acoustic separation and
security. Most cubicles also require the occupant
to sit with their back towards anyone who might
be approaching; workers in walled offices almost
always try to position their normal work seats and
desks so that they can see someone entering, and in
some instances, install tiny mirrors on things such
as computer monitors.

Workplace Unit 1

Task 2
Objective: Ss can give directions.

Steps:
* Ss read Warming-up Task 2.
* Get Ss to look at the picture of Task 1.
 Ask Ss to work in pairs and tell each other
how to find Mike and Jack in the office.
» Ask some Ss to report in class.
* Give the suggested answers.

Suggested Answers

Go through the reception room to the hallway.
The first room on your left is the multifunction
meeting room. Mike is having a meeting there.
Keep going straight along the hallway till you get
to the end of it. Jack is working in the last staff
office on your left.

T-2



Unit 1 Workplace

Reading A

Each day, many people are looking for
trends in workplace clothing, so that they can
“fit in” with the fashionable or well-dressed
crowd. They believe that dressing in the latest
fashion trends may give them the reputation
of being fashionable and trendy. While it is
more than possible to do this, you need to
display caution.

What many people do not realize is that
there are a number of pros and cons of relying
on workplace fashion trends. One of those
pros was mentioned above. When you wear
a fashionable outfit to work, there is a good
chance that you will receive a lot of compliments
on your outfit. This is a nice feeling and it is one
that makes many feel proud.

But the truth is that there are many more
cons of relying on workplace fashion trends
than there are pros. For instance, workplace
fashion trends do not always distinguish
between jobs and careers. If you work at a
trendy coffee shop or retail store, chances are
that the dress code would be casual clothing.
However, if you work at a law office or an
insurance company, you may be required
to dress more professionally. Unfortunately,
many workplace fashion trends are designed
for the working population in general, not

specific careers. This is where you can run

into trouble if you are not careful.

Before relying on workplace fashion
trends, you will want to take a good, close
look at the trend in question. For instance,
does the trend require the wearing of a skirt
or a dress, no matter what the length? If so,
it is important that you look at what you do
for a living. If you are in a professional office
setting, a dress may be perfect for you. On the
other hand though, if you work in a retail store
as a manager, a dress or skirt may actually get
in the way and hamper your efforts to work
and be productive.

By wearing trendy workplace fashion
pieces, many people are given compliments,
but not always. The last thing that you want
to do is get a bad name for yourself instead
of compliments. That is why it is also advised
that you take what others may think of you
into consideration. You need to make sure that
the impression that you would be making is a
good one.

The decision as to whether or not you
want to incorporate the latest workplace
fashion trends into your wardrobe is yours to
make, but please take the above-mentioned
points into consideration before doing so.



Workplace Unit 1

Reading A

Translation
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Unit 1 Workplace

T S T Y S e R T
Words

reputation /,repju'terfon/ n. ZE; 4
trendy /'trend1/ a. B 821 ; FEEETEERY
n. ZRTERA
display /dis'pler/ v. f@/r; I
caution /'ka:fan/ n. /N[>, E1H
outfit /'avtfit/ n. &R L
compliment /'kompliment/ n. #3 (%) ; 7§
4t (i)
retail /'ristenl/ n.
casual /'ke3judl/ a. JEIEREY, HHEMEARK
professionally /prav'fefonaly/ ad. Bl B bkt

et e e N e S s e S
setting /'setin/ n. J75g; FH5:
hamper /'h&mpa(r)/ v. Hjii5, FHAE
productive /prav'daktiv/ a. Z7=); B A AL
incorporate /in'korparert/ v. WU, W44
wardrobe /'woidraub/ n. (NAY) EEFIREE; &K
LER

Phrases & Expressions
fitin with £F &5 &R S —F
pros and cons FIJ-5#K
rely on i
in question {HEHHY; HIEHH
for instance 311
T A SR S S T e e

Task 1 Put the following statements in the correct order according to the passage.

A. Though what we wear is important, we should make good decisions.

Mmooy 0w

>0

There are more cons than pros of relying on workplace fashion trends.

Lots of people nowadays are looking for workplace fashion trends.

By wearing fashionable clothes to work, people may receive compliments and feel good.
It is important that a good impression is made by wearing workplace fashion pieces.

People should think about a workplace fashion trend very carefully before relying on it.

>0_>0

o_>0_>0

Tosk 2 Decide whether the following statements are true (T) or false (F) according to the

passage.

]

OO

to work and be productive.

OO

. Dressing in the latest fashion trends may give you the reputation of being efficient.
2. There are many more pros of relying on workplace fashion trends than there are cons.

. If you work in a retail store as a manager, dressing in uniform may hamper your efforts

. Many people are always given compliments by wearing trendy workplace fashion pieces.

5. Other people’s opinions are important when we choose workplace clothing.



Language Points

Paragraph 1

fit in with: o live, work, etc. in an easy and
natural way with someone/something

e.g. He’s never done this type of work before; I'm
not sure how he’ll fit in with the other people.
Our national policy fits in with the changed
international situation.

reputation: n. the opinion that people have about

what someone/something is like, based on what

has happened in the past

¢.g. The school has a good reputation for
examination results.
He earned the reputation of being a hard
worker.

Paragraph 2

pros and cons: the advantages and disadvantages
of something

e.g. What comment do you have on the pros and
cons of studying abroad?
We weighed up the pros and cons of starting
up our own business.

outfit: n. a set of clothes, especially one that you
wear for a special occasion

e.g. She was dressed in a white outfit.
On the opening ceremony of the sports meet,
all of us wore sports outfits.
The football team members were wearing
orange outfits.

compliment: n. a remark that shows vou admire
someone/something

e.g. Thank you very much for your compliment.
He knew that he had just been paid a great
compliment.
She took his acceptance as a great compliment.

Paragraph 3

Jfor instance: for example

e.g. What would you do, for instance, if you found
a member of staff stealing?
His spelling is terrible. For instance, look at
this word!
For instance, an electric fire is a relatively
expensive method of heating a room.

Workplace Unit 1

casual: a. informal

e.g. He was wearing casual clothes, not his school
ones.
We don’t like his casual behavior.

Paragraph 4

setting: n. a set of surroundings; the place at which
something happens

e.g. It was the perfect setting for a wonderful
Christmas.
People tend to behave differently in different
social settings.
The old castle would have provided the perfect
setting for a horror story.

productive: a. producing or achieving a lot

e.g. Agriculture and industry both grow more
productive.
There are a lot of productive workers in this
factory.

Paragraph 6

incorporate: v. to include something so that it
Jorms a part of something else

e.g. Many of your suggestions have been
incorporated into the plan.
We have incorporated all the latest safety
features into the design.
His picture had been incorporated without his
permission into an advertisement.



