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:

Warm-up

1. Work in pairs. Match the following job titles with their corresponding
responsibilities.

. . a) receive visitors
(1) chief executive officer (@) . : .
(b) keep equipment or machinery in

(2) accountant good condition
(c) deal with records or perform
(3) electrician general office duties
(d) receive calls from customers and
(4) office clerk deal with related problems

P
o (e) make decisions and put them into
(5) technician ebioh
(f) maintain electrical wires

(6) receptionist .
(g) keep and examine the records of

(7) cashier SRS
(h) receive and pay out money in a
(8) telephone operator bank, shop, etc.

2. What is your ideal job? Why do you want to do it?

Listening & Speaking

Task 1: Listen to S short dialogues and complete the following chart with
related information.

New Words and Expressions

marketing specialist 137 % sunbonnet  n. A PH iE
 electronics factory HLF L) personmnel n AR;: BHR
transfer n. %) file n XM BZE; B85

T



Unit 1 Jobs and Responsibilities {3}
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Name Job Title Responsibility
Bob marketing specialist i intsint: resreanch a0
Catherine design fashion clothes, sunglasses,
technician machines, make sure the
machines work
manager of hire appropriate personnel, _
Jacaueline proposals for job training,
q promotion, , and salary
progression
in order,
manager assistant , deal with letters,
receive visitors

Task 2: Listen to the dialogue and decide if the following statements are
True (T) or False (F).

New Words and Expressions

be occupied with {=F, &

regional sales manager Hb[X #f5& 31
Sino-foreign joint venture H AR A Ak
satisfying adj. 4 AWREM

stressful adj. BiKH; EEM
overtime adv. HABETHL; PN A

( ) 1. Peter and Grace were colleagues
several years ago.

( ) 2. Grace is a regional sales manager.
Her company mainly sells shoes.

( ) 3. Grace has got a promotion
recently. Now she is busier than

before.
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SFLEN
( ) 4. Grace is mainly in charge of exploiting markets, collecting market
information and developing customer relations.
( ) 5. Peter works as an accountant in a Sino-America joint venture.
( ) 6. Both Grace and Peter work under a lot of pressures although their

income is quite substantial.

. Situational Dialogue

Bettie is a secretary of an HR manager. Today, a new colleague called Andrew
is coming to work. Bettie is asked to introduce the departments of the company and
Andrew’s main job responsibilities. First you are required to match each question
with its corresponding answer, and then make a dialogue by using the questions and

answers. After finishing the dialogue practice it with your partner.

1. How many departments are a. They manage supplies, raw materials
there in our company? and inventories. They are also

responsible for transportation of

products to wholesalers and retailers.

2 %at are the princip?l b. They are in charge of all financial and
duties of the Public taxation matters.
Relations Department? c. People in Public Relations Department

take charge in promoting the corporate

image, increasing public credit,

; organizing various activities etc.

3. How about the Finance d. As an assistant to the HR manager,
Department? your responsibilities are mainly
organizing interviews, assisting the
manager to do staff training and so on.

. . e. There are six main departments in our

4. What do people in Logistics company: Administration Department,
Department do? Public Relations Department, HR

. Department, Marking Department,

‘ ‘ Finance Department, and Logistics
5. What are my main duties? Department.

Listen to the passage about the departments and their descriptions in a

[ -4-



