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Unit 1

Text A What Is a Decision?

(Main Idea of the Text (1R HgE)

PR BHHESEMELRAR B, FISENER A REFE. BiRME®OARIE
B REAEMARTESE B E NI, ERENIBMEBARKNEXEE,
RFE UARSNE TR W] BetE R e B B T B, T 5 70 B A% B9 5 F0
HEM OIS ETRREEOMER. 4K FTERI PR 54 Xh R = 4 GT
HI, B 2K rEEE SR N LRI R IREE B R R

B#ERE RS B=5

Paras. 1—2 : The definition of decision g BIE X

Paras. 3—4 : The general process of making a decision YEZR% f— gt 72

Paras. 5—9: Various factors influencing decision making at the managerial level ZE45 T 2

KL, SHERREHENER

Eﬂm%'m Notes m the Text(RLiFRE)
1. A decision is a choice made from among alternative courses of action that are available.
PSR AT LBk 94T 3 R P 1EE =
1) make a choice “4E ik 8" ,4u;
—He made a careful choice of his friends. f. i35 A1 X fR £,
2) “made from among alternative courses of action” it %435 42 5 4F X 5 , 53T @ & “a
choice” , — A kHL, £/N598 ( .48 R L £ A 813591545 69 599 ) 4F 235 B AL PS4
#] % 3 A & 5 7 41842 1B AR R R R L AR FTIE N LA B B,
—There are no living things on the moon. A & L% A £ 4,
—This is a leaf fallen from that tree. iX 2 M ARAEH L3 T ko5 — B o+ F.
3) “that are available” & & 35 A 4] 15-4% “ courses of action” ,
4) “from among” 4 A3, £ 5 X A B E P fom KE A,
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—from behind the door A [1/5
—from above one’s glasses A ER 4% _E
- The reason for making a decision is that a problem exists, goals or objectives are wrong, or
something is standing in the way of accomplishing them.
TR R R BRI, BAnA IR, A SR AR TS TS,
1) % “... reason for doing... ” #=*“the reason why... ” 454 #
—You must give me your reasons for refusing. 4 5471 %) 4% 991 45 4,69 7 o
—What was the reason for him being late? #.iR #| 4552 & 2 4+ 47
—The reason why he doesn’t come is that he is ill. {32 A Kt REZ £ T .
2)in the way %5#%,3%i8
—The door was blocked, there was something in the way.
NATRFAFRA 2 A BDIBLET,
—If you are not going to help, at least don’t get in the way.
WmRIBFABRERE, ZEVHNGRAR,
[ BX#8 Jout of the way HI|34 %, INEEE . Move out of my way! FEIF, B4R B8
OFRImE
I have no idea what’ s standing accomplishing our goals and objectives. (2003 4
10 A s XA4)
A. in the way of B. on the way to C. by way of D. in one’s way of
[FA7] 3 2 AR o A 2 B T HATE AR B 4ro AMMN K2, 3 LK 5,
A “H5E FLFET B g # k7 ;C o “i@at----- R, FHER";DAL A
R—H 2R B one’s, LFik A,

The literary critics should be as as possible in analysis and judgment. (2002 4
10 A o484 )
A. positive B. negative C. subjective D. objective

[BAT] 3 L F MBI ES WA 5 B FER, AENRK AL S, A &
E#,B. FE6,C £965,D. By, £Fik D,

. Almost everything a manager does involves decisions, indeed, some suggest that the man-
agement process is decision making.

— N EEE T T E LT AR IO, S AR L S Bk

1) A & & 2352 everything, “a manager does” 2 everything 49 &M &, K88 T 3| 543
that, involve 2 i§i&3h3d, % 52 everything 2, everyone &}, ¥ 3% 3078 — A% /A 3 3%

2)indeed iL-5 84939, T sbubit, 5 &) F A CEH 4 XEZ,AREAFELY B,
OFEME

Almost everything a manager does decisions; indeed, some suggest that the man-

agement process is decision making. (2000 4 4 A 44 % XA )

A. imposes B. improvises C. involves D. indicates

(REAT) 38 — A A A8 T FHETL T4 8 R A s B AR K 539 2 57
2.
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A ZBw(fimESE) (M), B. &t #E, C.EF 64, D.3sh AW, £%
it C,

. Although managers cannot predict the future, many of their decisions require that they con-
sider possible future events.
BREHEEREIARE, BRMOMNEZHN R IRFTEMITE RRRTTRRELEN
B

1)iX & A5 4-4) ,although 3] §-iL F kB 8], £ 8) P 651815 require SR — AN FEENRED

2 ) require J& &1 &9 £3EM 6 E A “ (should) + S R 4 BB A &M, x4 T ¥
A58 should TVA &, 3% sb, % B At X #9932 F demand, order, suggest, propose,
ask, insist,command,request,desire %,

—We suggested he(should) attend the meeting. & 1178 334 A A3,

~—He ordered Tom (should), go with me. #uér4~i74gfo % —AR %

. Often managers must make a best guess at what the future will be and try to leave as little as

possible to chance...

B GO X SRR M E BLAE Hh B R RS, R T e o B
1)to make a guess at... ¥5 -+ ---
2)leave... to J&------ E 2 AT 7

—All right, leave it to me. #Fv& Jei X E XL K,
3)chance &4, , 185K 4
—Let’ s leave it to chance. H£AI# LI E G K,
. ... and many decisions have a broad range of choice.
"""" HERFAR BRI EEE
a broad range of & ¥ #9375 B
. Sometimes the consequences of a poor decision are slight; at other times they are serious.
A B — 4 8 PR I R SRR, A Bt AR &,
1) poor #8.% &5 , R4F 44
~—- a poor memory RIFHiCIC A
— in poor health 4 B R 1%
— poor soil {6 L3E
2)at other times /£ H A BH4Z, £ 5 — 349, £ 8
—Sometimes he is very friendly, at other times he can be very moody.
F AR LB AT, T A R ERAF
. For managers, every decision has constraints based on policies, procedures, laws, prece-
dents and the like. v
SHEEE RV, B PORE RO B F R SR A,
1) “based on... ”154% constraints, it % 554 & 15,
2)and the like J 145 ,‘{F\ G, EF-
—He love music: painting and the like. fo &2k F & .25 , %%,
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9.

10.

11.

12.

13.

14.

If there are no alternatives, there is no choice and, therefore, no decision.
WREA LT, BB A R, Wi BE T,
therefore, B st , & i# 3t , 1 8) FEAKE L H £,
For example, managers sometimes treat problems in an either/or fashion.
Biln, BEA R A= E T — 8977 e 4b 58 5] 51,
fashion K& P “ F X HF”,“in an either/or fashion” EERAU B —-F
K", 5 X, EEW &G,
—She greeted us in her usual friendly fashion. ¥ A Hulf A 69 & 4F 7 X, F4E H 41,
—She speaks in a very strange fashion. #ui%.3% 84 #-F 3£ & F 1%,
fashion L4 “ R4 6 £ 2 &,
—be in fashion i &8 i
—be out of fashion R-4&-Bf %
[BXA8 Jin... way F------Jr ik
But the tendency to simplify blinds them to other alternatives.
A 33 75 AT 2 0 G U 4 e A T 0 LA T 4B 6 % 4 S5 AN T RE MR T AR O
1)to simplify 2 7 & X 4 & 3%, #54% tendency,
2)blind vt. 4------ KR A KEH A
—The worker was blinded in the accident. AN LA LI RAER FLH T,
—Tom’ s feelings for Nancy blinded him to her faults. %43} d 4 49 Bt LA R 5 4
w8k 5
Frequently, departments or units within an organization make decisions that are good for
them individually but that are less than optimal for the larger organization.
SR, — A AR S S AR T B D T BB R AR A A (B
TIREPIR DR RN R BRIERET
1) “within an organization” #5-4%“ departments or units” , A\~ 42 5 4 % 35,
2) “that are good for them individually” =* that are less than optimal for the larger organi-
zation” Z F A E 5 M 8] 454% “decisions”
These trade-offs occur because there are many objectives that organizations wish to attain
simultaneously.
Z B AR BT , R — LA E RSB BARRZ .
“because” 5] F-— /A~ R B AKRIEM &) , kP XA —A“that” 3] 584 &M 8], 541 “ objec-
tives” o
Different managers define the same problem in different terms.
AN [R) 42 BEXT A8 7] [R) R B AR SR R R 1
1) “define” #------ TESL
2)term n. & %
—in plain terms VA 5] BA 44 3% 4

< 4.
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15.

16.

Words and Phrase:

When presented with a common case, sales managers tend to see sales problem, produc-
tion managers see production problems, and so on.

R MR, HESHENEHE NS, A2 BE R EE N
R, I %S

“when presented with a common case” & i1 “when + 33 22 4MAI & " ¥ AL A B [ELIRTE , H
4% they Fl be ZHAIBLA B, XA B A E WA FIE S F A K BRI A GE
Y A s WA 1B 5 AR 15K “ sales managers and production managers”
—When asked about that matter, he just kept silent. 3%k [a] & BR{4-Z4F BT, fth R A5 47
FRULRR

In many business situations different people’ s values about acceptable degrees of risk and
profitability cause disagreement about the correctness of decision.

RZRLIE Bh 7R [ B A T XU I 25 ) T B 32 8 B AT E A — B, XL 33
T AT R IEH S BB E R AR,

X7 — A5 3 8], “values cause disagreement” &) F  F A 4255,

goal , objective, accomplish, predict, accompany, tendency, attain, optimal, argue, scheme, de-

fine , alternative , available , fundamental , ongoing, entity , skilled , in the way, and the like, point

of view, the purpose of doing something, be beneficial to, vary from... to... ,depend on, in or-

der to, in part.

Exercises for the Text( 1234 3])

I

- DR R ER
1.d 2.¢c 3.¢ 4.d 5.d
- R T PR B TE B[R] SGR
1. alternative 2. fundamental 3. accompany 4. implement 5. precedent
6. attain 7. objectives 8. vary 9. multiple 10. isolate
N IR A R A TR S
l.c 2.d 3.1 4.j 5.g 6.e 7.h 8.a 9.f 10.b
. SERIHZS

our, helped, from, front, to, passed, it, same

AET AT RERE

1. Decision makers should be able to make the best guess in the future.
2. Some people think that everything managers do involves decision making. (or Some peo-
ple think that everything managers do has something to do with decision making. )

3. If there are no correct alternatives, there are no correct decisions to be made.
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4. Since different people have different ideas about the same problem, so the approaches to
it vary from person to person.

5. Decision makers usually hold the key to the business development of the company.

Vocabulary Exercises ( i/l %3] )
L. FF5RME S R s

1. a. be organized b. organizational c. organization
2. a. simple b. simplified c. simply d. simplification
3. a. profit b. profitable c. profitability
4. a. intention b. intended c. unintended

0. AT 3RS SR s
1. precedent 2. skilled 3. achievement 4. implement 5. optimal
6. goal 7. accomplish 8. accompanies 9. tendency 10. ongoing

. 2 F 3 A Fig R deis
1. His friend accompanied him to a concert.
2. He has argued her out of her decision.
3. he owed his success in part to luck.
4. According to his suggestion, the formalities have been much simplified.
5. The broadcasting station predicts that it will turn cold tomorrow.

6. Motion is defined as a change in position or place.
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Text B Secrets of Success at an Interview

Language P«
The subject of today’ s talk is interviews. '*']
The key words here are preparation and confidence, which will carry you far. [

Do your homework first. (!

Find out all you can about the job you are applying for and the organization you hope to
work for. ]

Many of the employers I interviewed made the same criticism of candidates. “They have
no idea what the day to day work of the job brings about. They have vague notions of furthering
the company’ s prospects or of serving the community, but have never taken the trouble to find
out the actual tasks they will be required to do.”

Do not let this be said of you. (®1It shows an unattractive indifference to your employer and
to your job.

Take the time to put yourself into the interviewer’s place. He wants somebody who is hard
— working with a pleasant personality and a real interest in the job.

Anything that you find out about the prospective employer can be used to your advantage
during the interview to show that you have bothered to master some facts about the people who
you hope to work for. ! '

Write down (and remember) the questions you want to ask the interviewer(s) so that you
are not speechless when they invite your questions. "' Make sure that holidays and pay are not
the first things you ask about. {1 If all your questions have been answered during the interview,
reply: “In fact, I did have several questions, but you have already answered them all. ”*’

Do not be afraid to ask for clarification of something that has been said during the interview
if you want to be sure what was implied, but do be polite. ™ ‘

Just before you go to the interview, look again at the original advertisement that you an-
swered, any correspondence from your prospective employer, photocopies of your letter of ap-
plication or application form and your resume.

Then you will remember what you said and what they want. This is very important if you
have applied for many jobs in a short time as it is easy to become confused and give an impres-

sion of inefficiency.
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Make sure you know where and when you have to report for the interview. Go to the build-
ing (but not inside the office) a day or two before, if necessary, to find out how long the jour-
ney takes and where exactly the place is.

Aim to arrive five or ten minutes early for the actual interview , ") then you will have a lit-
tle time in hand and you will not panic if you are delayed. You start at a disadvantage if you ar-
rive worried and ten minutes late. 2]

Dress in clean, neat, conservative clothes. Now is NOT the time to experiment with the
punk look or (girls) to wear low — cut dresses with miniskirts. Make sure that your shoes,
hands and hair (and teeth) are clean and neat.

Have the letter inviting you for an interview ready to show in case there is any difficulty in
communication. 1!

You may find yourself facing one interviewer or a panel. The latter is far more intimida-
ting, but do not let it worry you too much. The interviewer will probably have a table in front of
him/her. Do not put your things or arms on it.

If you have a bag or a case, put it on the floor beside your chair. Do not clutch it nervous-
ly or, worse still, drop it, spilling everything.

Shake hands if the interviewer offers his hand first. There is little likelihood that a panel of
five wants to go through the process of all shaking hands with you in turn. '**' So you do not be
upset if no one offers.

Shake hands firmly—a weak hand suggests a weak personality, and a crushing grip is ob-
viously painful. Do not drop the hand as soon as yours has touched it as this will seem to show
you do not like the other person. [**

Speak politely and naturally even if you are feeling shy. Think before you answer any
questions.

If you cannot understand, ask: “Would you mind rephrasing the question, please?” The
question will then be repeated in different words.

If you are not definitely accepted or turned down on the spot, ask: “When may I expect to
hear the results of this interview?” %!

If you do receive a letter offering you the job, you must reply by letter (keep a photocopy)
as soon as possible.

Good luck!

Exercises for the Text (23 %:3])

FIBT TSI A FHIER
L. T 2T 3 F 4F 5F 6F 7.F B8 F 9 F
10. T

. 8-
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I. RERLAFES

10.

R A o S e

preparation; confidence
idea
unattractive indifference
hardworking; personality; interest
speechless
holidays; pay
clean; neat; conservative
the floor beside your chair
politely ; naturally
“I beg your pardon?” =Y, “Could you please repeat it?” 4.

Vocabulary Exercises (ifiC%>])
I. MR B PR B 5T HEFHRILTH S BB EE

1.
5.
9.

at a disadvantage 2. conservative 3. indifference 4.
vague 6. clutched 7. turned down 8.
neat 10. prospects 11. take the trouble to 12.

Grammar Exercises (iF%%3])

[. #HTFHETH “as” WRAMMIELIIEE, H¥AFRRIUE:

1.

2.

3.

#iH; iEAPRIENA,
REAH-ICHE, WEECE—MT,
KEMNF; EREHEEN,

MR STRAT—FE, MFI MR,
Eid; HBRIEN,

XILARKA R, BARKEE.

- REMNI; BREEEENT,

NI R —

- REMAE; JEREEEEMA,

BIFZ ANMEIIRRE, ARSI IMERA AR RM
KEMNF; AEREHEEEMN,
WMEIETEL, BB R—EFEAN,
KEQE; FEREEEEN,

IEMFZEA IR EBIN, B SRPIRRR .

- RANA; EREWEENG CGEFERABHIER .

& ZBTA KRB AR BB R,
BI— 1 EEIA, F— M RER; hERENT,
g AN b JH 9H BB —HELF

make sure
to your advantage

place



RERFAFHE(T)BHSIS

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

i

A I e e

Eﬁ—hdb—an-ax)—a’—l
T Lk W N~ O

Bi—MRAE, F—REE; HEREN,
AT I s — o e
Hid); HERIEMA,
MBI 4%,
Fridl; B EPRIE AT
Hhid RN ETFHMES T E,
A B EPRE M,
BAREXIL, RN E—TF i8Rl 2
#id; JrRiEMA]
ML LAT AR R AR E P E
#E; J7oRiEM AT
SRS S THE, SR REIBES.
#id; rERIEMAA,
WEAXFFR, REEAXFIR,
Bl RiE
LRI ELE, BB,
iR, Jig; Z£ik.
REX AT HERFK,
Irifl; EiEEE,
A HEME RE—T REH A
i EEAEIE,
XIE AP 2B UR 7
“as” HATINEF
Can you throw a stone as far as that tree?
As regards that matter, I have no objection.
As to his mother, I know nothing about her.
As for you, I will never want to see you again.
She does not own him as her own husband.
He is a guest, and we should receive him as such.
I, as well as you , don’t lie.
As is the teacher, so is the pupil.

Badly wounded as he was, he never lost hope.

. Child as he is, he can tell right from wrong.

. As he was ill, I went there alone.

He reached out his hand as though he were trying to catch something.

. You had better manage the business as before.

We must study as long as we are alive.

. He has put his energy into literature—the same as his sisters have put theirs into mu-



