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Lontents

Unit Topic Listening and Reading

Listening: An Example of a McDonald’s Human Resources

Lt L Management

Pagel Human . . i .
In-class Reading: Seven Skills for Qualified Employees in 21st

| resource

Pagel4 Century
Text: Human Resources in Foreign Companies

Unit 2 Listening: Self-introduction

P ag‘;e15 Recruitment In-class Reading: Research, Rehearse and Relax

Page28 Text: Modern Interview Techniques

Unit 3 Listening: Body Language

.. In -class Reading: Do American and British Speak the Same
Page29 Communication

\ Language
et Text: Getting the Message
Lt 2 Listening: How to Make a Great Impression
Pat‘ge43 Office Work In-class Reading: How to Make Your Current Job Your Dream Job
Page5b Text: How to Be an Office Star
Unit 5 Listening: Individual Behavior in Group Situations
Page56 . . In-class Reading: How to Tell Your Boss He Is Wrong
Relationships
| Text: Are You the Manager People Hate
Page71
Unit 6 Listening: Building Cooperative Ventures
Pat‘ge72 Cooperation In-class Reading: Strange Bedfellows:The Art of Partnering
Page87 Text: Collaborate with Your Competitors—and Win
Unit 7 Listening: What is Corporate Culture
Pagess Corporate In-class Reading: Uncovering a Company’s Corporate Culture Is a
\ Culture Critical Task for Job Seekers
Leegeli Text: Corporate Culture
Unit 8 Listening: Managerial Skills

P a"o’e103 Managerial Skills In-class Reading: How to Be a Good Manage
Pagell6 Text: Improving Managerial Skills
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Listening

Listen to the following passage twice and fill in the blanks with
what you hear on the tape. Then score yourself.

New Words: commitment potential progression

An Example of a McDonald’s Human Resources Management

McDonald’s places emphasis on the (1) and development of its
employees. It aims to (2) career opportunities for people to (3)
their potential. The firm offers both full-time and part-time (4)
opportunities, which helps staff to combine work with family or (5)

commitments.

Job progression is used to (6) employees who got their first job
in the company to (7) to management positions. These (8)
are based on the performance of the staff members. Over (9) percent

of McDonald’s managers started as hourly-paid staff members in the restau-
rants. Over half of the company’s middle and (10) managers have
moved up from restaurant-based positions.

(102 words) Score:

In-class Reading

Read the passage below and choose the best answer to each of the
questions within 15 minutes. Then score yourself.

Seven Skills for Qualified Employees in 21st Century

1 There are seven skills for qualified employees in the 2lst

Unit 1

2



century: technical and technological skills, visionary skills, numbers

and measurement skills, organization skills, persuasive skills,
communication skills and learning skills.
2 Technical and technological skills take

importance. There will be a growing need for people who can

will on greater
understand and fix systems—from computer systems to product
distribution systems to plumbing systems.

3 Visionary skills will be in demand. The ability to gather and
then use that knowledge,

absorb a wide range of input,

understanding, and perspeciive to guide an organization into the
future, will be vital.

4 Numbers and measurement skills will be important, of course,
but smoothing the flow from month to month, from quarter to
quarter will be essential for highly profitable long—term performance.
Practically every company will have to move away from today’s
obsession with looking ahead only as far as the next financial
reporting period.
will

5 Ability to organize definitely be in the

Everywhere there will be a need to

important
corporation of the future.
organize something: resources, workflow, marketing mix, financial
opportunities, and much more, all will demand high levels of
organization and reorganization.
skills will

corporation of the future.

the
The most effective individuals will be

6 Persuasive be wused in many ways by
those who know how to present information and ideas so that
Good

interactions

others can understand and support a particular position.
salesmanship will be more essential in many more
than we consider today, especially inside the organization.

7 Communication skills including careful listening, clear writing,

close reading, plain speaking, and accurale description will be

invaluable. In tomorrow’s fast-paced business environment there

will be very little time to correct any misunderstandings.

Communication breakdown may well become a fatal corporate
disease.

8 Ability to learn will be above everything else in importance. It
their

Some of this skill is innate,

empowers people to grow in effectiveness and helps

companies achieve desired objectives.

but many people enhance their ability to learn and to relate
different aspects of learning through college and university courses.

We believe the liberal arts education experience will prove to be

lady.

ady.

ady.

adyj.

n. n.

adj.



the most valuable type of education for tomorrow’s leaders.

9 The top employees in the 2Ist century will be flexible,
creative and motlivated toward making a positive difference in the adj.
world. They will seek balance, growth and fulfillment in both their
work and home environments. The corporation of the future must
respond to these needs and desires. Otherwise, they will find
themselves hampered by a lack of qualified people to accomplish . ,

the organization’s work.

(415 words) Score:

Comprehension Check

1. What kind of people with technical and technological skills will be
increasingly needed?
A. Those who can understand and fix computer systems and product distri-
bution systems.
B. Those who can understand and fix product distribution systems and
plumbing systems.

C. Those who can understand and fix plumbing systems and computer systems.
D. Those who can understand and fix computer systems, product distribution
systems and plumbing systems.

. The word “innate” (Para. 8) means * 7
A. inside B. natural C. private D. inward

. Which of the following is the most important skill for qualified
employees in the 21st century?
A. Ability to organize. B. Technical skills.

C. Ability to learn. D. Communication skills.

. Which of the following is NOT true according to the text?
A. Lack of technical and technological skills may be a fatal corporate disease.
B. The most effective employees know how to express their ideas so that
they can be understood and supported.
C. Ability to organize will be demanded in resources, workflow, marketing mix,
financial opportunities.

D. The top employees will be flexible, creative and motivated in 21st century.

. The tone of the writer in this passage is .
A. pessimistic B. subjective C. satirical D. objective

Unit 1
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Text

As we know, human resource management is very important in a company.
We’ve learned a lot about it in Chinese companies. The passage will show
us something different in foreign companies in China.

Human Resources in Foreign Companies

1 Since the Chinese standard of education and local human resources began to
match international norms, an increasing number of foreign enterprises have raised
their localization levels. Rich managerial experience does not equip foreign staff
with the capacity to understand the Chinese market, policies and laws within a
short period of time. Cultural and language barriers, differing mentality and
behavioral patterns hinder effective communication, and can lead to wrong
decisions. Another reason to look to local human resources is the huge saving to
be made on salaries. According to inside sources, Chinese employees earn one
tenth to one fifth the salary of their foreign counterparts in the same company.
Locals are not, however, without their shortcomings. Disparity between Chinese
and Western education still exists. Locals have less competitive acumen than, for
example, foreign senior executives whose accumulated experience overseas give
them a better understanding of the company’s operations.

2 Many foreign companies realize that their success in China depends on a
style of management and operation that suits the characteristic Chinese corporate
culture. They have consequently worked out appropriate policies and rules for their
local operations. Take Mr. Wang for example, Mr. Wang recently graduated from a
master’s program at a distinguished Chinese university and took up a post at a
foreign company. On his first day at the office, he was ushered to his desk by a
friendly receptionist, and everyone he saw on his way greeted him warmly. On his
desk, next to a cup of tea, he found his schedule and a vase filled with flowers.
At the end of the day there was a dinner party to welcome him. All in all, Mr.
Wang was made to feel completely at home. He later found out that this first day
treatment was standard practice at the Chinese branch of this company.

3 Remuneration plays a huge role within human resource management. Certain

foreign companies found that simply transposing their head office remuneration

Unit 1
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policies to China did not work. A system that complies with the Chinese situation
and provides incentive is vital for maintaining a competent work team.
Remuneration policies based on China’s scale of salaries, employees’ performance
and efficiency have been instrumental in bringing foreign companies success in
China.

4 Many have also instituted insurance and pension system reforms in
accordance with the Chinese situation. The IBM China job package includes
medical care, insurance, paid holidays, and housing subsidy. Another transnational
company stipulates that each employee pays 5 percent of their monthly salary into
a pension scheme that the company further subsidizes to the tune of 7.5 percent
of the salary in question. On retirement, or on having worked at the company for
more than five years, employees get back the total amount they have paid in as
well as the company subsidy. Those who serve less than five years get back the
amount they have deposited. Such policies fit the situation in China and are
welcomed by Chinese employees. Kentucky Fried Chicken has hit on the highly
efficient human resources localization plan of outsourcing recruitment, training and
remuneration of its non-managerial positions to a human resources company in
Shenzhen. This reduces its operating costs and avoids labor disputes.

5 Successful human resource management in foreign companies is based on
creating an organic link between Chinese employees and foreign employers, which
lays the foundations for long-term development in China.

(556 words)

Words and Expressions

accordance /EXCdENns/..................... n. ,

accumulate /Eiju:mjuleit/............... . make or become greater in number or
quantity s

acumen /EXju:mEn/............ n. ability to understand and judge things
quickly and clearly ,

capacity /KEPASIti/....oooi n. ,

comply /KEmPlai/........coooevviiiiii vi. obey and act in accordance ,

consequently /&xRnslkwEntll/............. adv. ,

disparity /disDATIti/ oo n. difference or inequality ,

distinguished /disSiN*wiFt/.............. adj. famous, remarkable , ,

enterprise /&ntEpraiz/...........c..c.......... n. ,

hinder /HindE/.......cc.cccooviiiii . prevent the progress of sb./sth. ,

incentive /inSentiv/...................... n.

Unit 1
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institute /Snstitju:t/............... vt.  establish ,

localization /TEukElaiZeiFEn/............. n. , ,

managerial /MANESMErEl/.............. adyj.

organic /CBANIK/ oo ady. s , ,

outsourcing /2utSRsIN ... n. ,

pension /HenFEn/. ... n. ,

recruitment /ri&rUtmEnt/.................. n. , ,

remuneration /rimju:nESeiFEn/........ n.

stipulate /Stipjuleit/.......c.cccoovii. . state, put forward, as a necessary
condition ,

subsidize /5Cbsidaiz/.............cc.c....... . ,

subsidy /SCbsidi/ ..o n. ,

transpose /{rAnNsHEUZ/.......c.cccoee. vt.  cause to change places , ,

usher /EFE/ ..o, vt.  lead, conduct ,

all inall.......................... considering everything

be instrumental in.....................

comply with........................ obey

hit on................ooi , , (= hit
upon)

in accordance with sth................ in agreement or conformity with ,

in question......................... being talked about ,

to the tune of...........................

I Can Do It

YW 4¥W = Read and Think

. Answer the questions with no more than 10 words.

1. Why do foreign enterprises look to local human resources?

Unit 1
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2. What are locals’ shortcomings?

3. What were remuneration policies in foreign companies based on?

4. What does the IBM China job package include?

5. According to the passage, what is the successful human resource manage-
ment in foreign companies based on?

4 Read and Develop

Il. Complete the following sentences with the phrases given below.
Change the form if necessary.

make up for be made up of make out make for be made from

1. Hard work can often a lack of intelligence.

2. The outline of the house could just

3. It’s late, we’d better turn and home.

4. all animal bodies cells?

5. Wine grapes.
look over look down upon look forward to look into look up

1. We must the house before we decide to rent it.

2. Please a fast train to Beijing.

3. His disappearance by the police.

4. When she married the boss, she the office girls she had worked
with.

5. We _ so much seeing you again.
get across get on with get together get through get over

1. As soon as I my work, I'll join you.

2. I spoke slowly, but my meaning didn’t

3. The new manager is easy to

4. She can’t her shyness.

5. The management and the union should to discuss their
differences.

Unit 1
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work on work out work into work away work up

1. 1 your share of the expenses at $5.

2. He at this job since breakfast.

3. Will the high figure for unemployment the conscience of the
Government?

4. The audience really by this time.

5. Can’t you a few jokes your story?
bring on bring forward bring in bring out bring up

1. Can you any proof of what you say?

2. If children badly , they behave badly.

3. When the publishers his new book?

4. Working out in the rain for a long time may a fever.

5. We a good grain harvest for three years on end.

Complete the following sentences with the proper forms of the
given words or phrases.

be instrumental in play...role comply with base on accumulate
in accordance with  in question distinguished  hit on incentive
1. The job is available for three months only.
2. 1T have much business that my answering your letter.
3. Every day you’d better some knowledge and make full use of it.
4. You cannot extend a standard that you don’t
5. Our artistic director persuading the orchestra to come and play for us.
6. He has had a career in the diplomatic service.
7. Securities shall be issued laws and administrative regulations.
8. Robert an idea that will get us out of our difficulty.
9. Direct taxation usually income.

10.Since creating the category of public service advertisements (PSAs) in 1942,

the Ad. Council an increasingly critical in our changing society.

IV. Recall the words learned before. Then choose one answer that

best completes the sentence.
1.

Without proper lessons, you could a lot of bad habits when playing
the piano.
A. keep up B. pick up C. draw up D. catch up

. All the key words in the article are printed in type so as to attract

readers’ attention.
A. dark B. dense C. black D. bold
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