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@ Section A Talk
@ Section B Conversation or Interview
@ Section C News Broadcast

@ Section D Note-taking and Gap-filling
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Talk
@) inclusive
a Which of the following is true according to the talk
b Which of the following is mentioned as a reason/case for... in the

talk
c What is the only. . . according to the talk

@ exclusive
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a Which of the following is not mentioned as the for in the talk
b All the following statements are true for  except

.Which of the following statements about offices is NOT true according to the
talk
A. Offices throughout the world are basically alike.
B. There are primarily two kinds of office layout.
C. Office surroundings used to depend on company size.
D. Office atmosphere influences workers' performance.
. We can infer from the talk that harmonious work relations may have a direct im-
pact on your
A. promotion B. colleagues C. management D. union
. Supposing you were working in a small firm which of the following would you
do when you had some grievances
A.Request a formal special meeting with the boss.
B. Draft a formal agenda for a special meeting.
C. Contact a consultative committee first.
D. Ask to see the boss for a talk immediately.
. According to the talk the union plays the following roles EXCEPT

A.mediation B. arbitration C. negotiation D. representa-
tion.

. Which topic is NOT covered in the talk

A.Role of the union. B. Work relations.

C. Company structure. D. Office layout.

“which of the following statements about of-
fices is not true according to the talk "

“...office—alike. .. two layouts surrounding—size
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atmosphere—performance. . .”

small firm”

mal” CD

“ direct impact of work condition ”

A
“work in a
“what to do when in grievance ”
AB “ for-
“informal "
“roles of union”
Talk
topic

When we talk about a moderm company we usually have managers employ-

ees products research & development or marketing in mind. However in reali-

ty a company is not just made up of these elements. There are other things that

make a company what it is. This morning we' re going to look at some other as-

pects of a company.

Let’ s first take a look at the offices. The physical surroundings of most mod-
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em companies especially offices are becoming more and more similar. Although
there are some differences from country to country one office looks much like
another. Office furniture and equipment tends to be similar desks chairs filing
cabinets computers etc. What is important about offices you may ask Well
the atmosphere of the workplace can often influence the effectiveness of a compa-
ny' s employees. Modern offices are more spacious and better lit heated venti-
lated and air conditioned than in the past. But of course this is a feature that
varies from firm to firm and may be dependent on the size of the company and its
corporate philosophy. In some companies the employees work in large open-
planned offices without walls between the departments. In others the staff mem-
bers work more privately in individual offices. No matter what the office layout is
like modern companies pay special attention to the physical surroundings in order
to create an atmosphere conducive to higher working efficiency.

Another related point when talking about offices is the work relations with
other people at the place of work. They include relationships with fellow employ-
ees workers or colleagues. A great part of work or job satisfaction some peo-
ple say the major portion comes from getting on with others at work. Work rela-
tions will also include those between management and employees. These relations
are not always straightforward particularly as the management’ s assessment of
how you' re performing can be crucial to your future career.

Now TI' d like to say a bit more about the relations between management and
employees. There' 1 also be matters about which the employees want to talk to
the management. In small businesses the boss will probably work alongside his
or her workers. Anything that needs to be sorted out will be done face to face as
soon as the problem arises. There will be no formal meetings or procedures. But
the larger the business the less direct contact there will be between employees
and management. Special meeting have to be held and procedures set up to say
when where how and in what circumstances the employees can talk to the
management. Some companies have specially-organized consultative committees
for this purpose. In many countries of the world today particularly in large firms
employees join a trade union and ask the union to represent them to the manage-

ment. Through the union all categories of employees can pass on the complaints



