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Learning Objectives:

In this unit, you will

© talk about work rules and work ethics;

© read about work ethics and the work code of conduct;
© write a product introduction in English;

© expand your vocabulary of work ethics;

© comprehend the connotation of dedication.

Unit 5

Devote Yourself to Your Work
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B Get with the program.

J

Classify the following work behaviors into two types: good work ethics and lack of
work ethics. Fill in the table with corresponding behaviors.

a. Devote to work.
c. Make a life about giving.
e. Misuse of state fund.

b. Be selfish.
d. Be honest.
f. Serve the masses.

g. Handle affairs fairly and justly. h. Come to work late and leave early.

Work Behaviors

Good Work Ethics

(1) a,¢,d,f,g

Lack of Work Ethics

(2) b, e h




. Get with the program.

What other work ethics do you know? Write them down to expand your
vocabulary.

Add More
be on time
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do your job with full honesty, take 1nitiatives in your job, respect
colleagues, be responsible for your task, work hard, persevere in efforts
in your job, be reliable...



<l Get with the program.

T

Everyone needs to comply with some code of ethics, and different jobs have
different codes of ethics. What code of ethics do you need to comply with for your
future job? Share your opinions with your classmates.

| =04

As alawn.., T weed to ..

teacher respect and take care of students
doctor heal the wonvded and rescue the dying
policeman/policewoman protect people’s life and property
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As a teacher, I need to respect and take care of students.
As a doctor, I need to heal the wounded and rescue the dying.

As a policeman, I need to protect people’s life and property.



. Get with the program.

For any company, the promotion of new products 1s the top priority. Do you know
how to promote new products? If you are appointed to hold a new product exhibition,

what will you do? Think about the following questions.

B What should I prepare before the new product exhibition?
B  How should I introduce the new product to customers?

B What should I say to persuade customers to buy the new product?

4
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. Let’s listen and speak! o
If your body is not upright, your orders will.
o hecomrtion st s aesions

Listen to the conversation and match the questions with the answers. Practice the conversation with
your partner.

Questions Answers

0 Why do you want to be a journalist? @ A journalist also has to know what's right and what's

@ What do you think are the worky wrong.

ethics of a journalist? X—@ A journalist must be honest and professional.

@ What do you mean by “b€ing @ | want to speak for people who need help.

——

- p’f
professional’ —@) If a journalist is not professional, he/she may publish

@) What other work ics should a news reports with false content to please and attract

journalist have? the public.

@ Why does a journalist also have (® Because a journalist’s report might influence the
to know what’s righ at’s public’s opinions.

wrong?



=

Smith: Why do you want to be a journalist?

L1 Tian: I want to speak for people who need help.

Smith: What do you think are the work ethics of a journalist?

L1 Tian: A journalist must be honest and professional.

Smith: What do you mean by “be professional?”

L1 Tian: If a journalist 1s not professional, he/she may publish news reports with false contents to please and
attract the public.

Smith: I see. What other work ethics should a journalist have?

L1 Tian: A journalist also has to know what’s right and what’s wrong.

Smith: Why?

L1 Tian: Because a journalist’s report might influence the public’s opinions.



s listen and speak! O

If your body is not upright, your orders will.

. . . . . . N
Listen to the discussion on the office rules and fill in the blanks with proper @
words. Role-play this conversation with your partner.

Peter:

Mary:

Peter:

Mary:

Peter:

Mary:

Hi Mary. How’s your first week of work going?

Hi Peter! It’s going really well. I love the job and the team.

That’s great! Are you busy? I want to discuss the (1) office rules with you.
Oh, okay!

Let’s first talk about the (2) working hours . Employees must
arrive at work by (3) 9 am. And they cannot leave work before 6
pm.

What if I need to leave earlier?



e

Let’s listen and speak!

If you need to leave before 6 pm, you should tell me first.

. T understand.

If you feel sick, you should (4) apply for  sick leave. You can apply on
our company’s app. And please tell me if you cannot come to work.

. Sure. No problem.

Peter: Now let’s talk about the (5) 9r€SS c0de you don’t need to wear a suit and

tie.

. Yeah... it’s pretty (6) formal

The office dress code 1s business casual. So you can wear a
(7) dressshirt and dress shoes.

. Okay. Tomorrow I will wear something less formal.



Peter:

Mary:

Peter:

Peter:

Let’s listen and speak!

But don’t wear sneakers or jeans. They’re (8) not allowed

those are the rules. Do you have any questions?
Not (9) atthe moment

If you do, don’t be afraid to ask.

. Sure. Thank you for (10) explaining the rules to me.

Of course!



Try to summarize the office management policies and talk about them
with your partner.

©
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* Every Friday, it 1s required that employees should clean their working area.

* All employees should turn off the computer power before leaving the company.
* All employees must greet the customer whether meeting them formally or

casually.

It 1s prohibited to accept any money, rebates, etc. related to business.
* Private video call in office 1s not allowed both at work and after work.

No food 1s allowed 1n office.

Employee ID (name badge) must be worn on the chest.



s listen and speak!

Useful Expressions

Work Rules

B During working hours, employees should wear uniforms and name badges.

B Office public space shall be used and kept clean and well-ordered at all times.
B Switch off the lights during lunch break and after work.
H

Turn oftf the lights when there 1s no one in the seat for a long time.



Let’s listen and speak!

Forbidden

B Employees must not be late or leave early.

B Employees are not allowed to act in a manner that harms the reputation of the
company.

B Long private calls, private chatting, playing games, watching movies are

forbidden during working hours.

B Smoking in office is strictly prohibited.




Let’s listen and speak!

Punishment

Punishment is divided into the following types:
B verbal warning

written warning

financial punishment

H
H
B downgrade/demotion
H

dismissal




s listen and speak! O

Listen to the passage about work ethics and fill in each blank with no more
as than three words. Then practice describing other work ethics with the useful @

@ expressions in the passage.

What Are Work Ethics?
Work ethics are(1) _standards or values  that generally are based on (2)  hard work
These ethics can include preserving (3)  social skills , being reliable, and being resourceful

wherever needed in a (4) Work environment
Possessing a good work ethic 1s very important for all aspects of people’s life. High quality
core values based on the moral virtues of hard work and perseverance (5) 2€ essential for

determining one’s value to an employer and hi or her own (6) self-image

Possessing a good work ethic means not being a (7)  clock watcher  doing whatever it
takes to (8) accomplishagoal 5,4 (9) takingpridein  gne’s activities and achievements.

People with a Good work ethic (10) compete only with themselves and keep trying to do
better.

O V9
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What Are Work Ethics?

Work ethics are standards or values that generally are based on hard
work. These ethics can include preserving social skills, being reliable, and
being resourceful wherever needed in a work environment.

Possessing a good work ethic is very important for all aspects of people’s
life. High quality core values based on the moral virtues of hard work and
perseverance are essential for determining one’s value to an employer and his
or her own self image.

Possessing a good work ethic means not being a clock watcher, doing
whatever it takes to accomplish a goal, and taking pride in one’s activity and
achievements. People with a good work ethic compete only with themselves
and keep trying to do better.
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Work selflessly for the public interest. @

The Code of Conduct 1n a Company @

1 Every company should have a code of conduct, which outlines how
workers are supposed to interact and behave while at work. By setting rules
and expectations, workers know how to act at work and can be more successful
in their roles. Bosses need to consider many things to write a well-rounded
code of conduct.

2 A code of conduct includes the policies and rules that both workers and
bosses must stick to. These guidelines outline how people should correctly
interact with one another at work. A company’s code of conduct 1s usually 1n its
worker guidebook. And human resources may also provide new workers with
training materials to help them learn the code of conduct. Each company has
different rules outlined 1n 1ts code of conduct.

O V9
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B etsreaar

3 A code of conduct 1s created by companies to ensure everyone can feel
comfortable at work. When workers treat each other with respect, they can
avoid conflicts and work together in harmony. A quality code of conduct can
help promote a better company culture, which leads to happier workers. In
addition, a good code of conduct can help show a company’s values, provide
guidelines for behavior, create a healthy working environment, increase
workers’ spirit, and create solid relationships with customers and other
business partners.
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B letsreaar S
ierisens boresors RO,

code of conduct 47 NHEN

outline /‘avtlam/ v. MR, HEIAR

interact / mtor'&ekt/ v. ACin; HiH; S1F
behave /br'herv/ v. R

set rules S RNFE, T E AN

well-rounded / wel 'ravndid/ a. 4=[H

stick to  EFF

correctly /ko'rektli/ ad.  1EffML; GiEHh; 154KH
training materials  E5YIIF4 K}
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Words and Expresions

conflict /'konflikt/ n. #M'58; FH; Fig
in harmony A& JG[H]

in addition 3 7h; IEAL

relationship /r1'leifnfip/n. KFR, KR



Work selflessly for the public interest.

Comprehension Check

Choose the best answer to fill in the blank in each statement below.

1. In order to write a/an code of conduct, bosses need to
consider a lot.
A. unprofessional B. important
C. draft ‘Well—rounded
2. should abide by the company’spolicies and rules.
A. Only workers B. Only bosses
’Both workers and bosses D. Neither workers nor bosses



B etsreaar

T

3. Employees can get training materials from to learn the code of

conduct.

A. operation departments B. logistics resources

C. marketing departments ‘human resources
4. When workers treat each other with respect, they can conflicts

and work together in harmony.

A. challenge B. meet @ avoid D. overtake
5. A good code of conduct can help create relationship with

customers and other business partners.

solid B. uneasy C. broken D. stormy



B letsreaat

Work selflessly for the public interest.

Vocabulary Focus

Fill in the blanks 1n the following sentences with the words in the box. Change the
form 1f necessary.

interact behave correctly conflict relationship

1. In the event of the machine not operating correctly an error code
will appear.

The president has a limited amount of time to Interact  \ith each child.

I have established a good working elationship  with my boss.

Employees already are in _Onflict  with management over job cuts.

He behaves  jike a true gentleman.

ook B




<8 Let’s read!

Work selflessly for the public interest.

Grammar Drill

Complete each sentence with the correct form of the word in brackets.

1. Mr. Wang isinvited (invite) to the meeting today.

2. The question Was discussed (djscuss) at the meeting yesterday.

3. Arailroad Will be built (pyild) here in three years.

4. Your idea sounds (sound) good.

5. Visitors arerequested (request) not to touch the exhibits.




Work selflessly for the public interest.

Grammar Notes

W EES
@ W ENESHIE AN SR “BizhiHE
be + L X7

® be AHTLHE S, EANS. AMAERIZ.
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Work selflessly for the public interest.

Task e Translation Practice

1.
2.

3.

Translate the words in brackets to complete the following sentences.

Why didn’t she stickto  dancing as a career? ( "&+F)
The newspaper breaks the code of conduct on privacy. ( 1T NN )

In addition  tg these arrangements, extra ambulances will be on duty
until midnight.( H4F; M)

If all of your friends work in your industry,  Setrules when you
socialize.( LA )

Tom learnt how to connect each wire so that all pieces will
work in harmony (A& GIH] )




B Letsreaar

Work selflessly for the public interest.

Text Summary

Summarize the text with the help of the useful expressions.

S——

[413C]

Every company should have a code of conduct, which outlines how workers are supposed
to interact and behave while at work. A code of conduct are the policies and rules that both
workers and bosses must stick to. These guidelines outline how people should correctly interact
with one another at work. A code of conduct is created by companies to ensure everyone can
feel comfortable at work. A good code of conduct can help show a company’s values, provide
guidelines for behavior, create a healthy working environment, increase workers’ spirit, and
create solid relationships with customers and other business partners.



Work selflessly for the public interest.

Useful Expressions

Every company should have a code of conduct, which outlines...
By doing..., sb. does...

A code of conduct is...

Th ese guidelines outline...

A code of conduct is created...

In addition, ...




.- _-Further Thinking" | TR R : il AP
In the workplace, we will encounter many codes of conduct. What Workmg attltucj,p
should an employee pay toward these codes? And what will you do if you think one of

the codes 1s unreasonable? Share your opinions with your classmates.
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By etsveasr

Work selflessly for the public interest.

"
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Benefits of Dedicating Yourself to Your Work

1 Having a dedication to work means that you want to produce high-
quality results for your company. When you’re dedicated to your job, your
own goals are in line with those of the company. You have strategies to stay
motivated during the workdays, attempting to get all of your tasks done on
time. Dedicated workers can inspire their team members to fight for success,
creating a more efficient work environment.
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B etsreaar

2 When you’re dedicated to your work, your boss may notice your extra
effort. Th 1s can increase your chances of getting a raise, promotion or exciting
extra responsibilities. Moreover, genuinely caring about your work can help
you feel more motivated to try new tasks. This can lead to you developing
valuable skills that may translate to other roles. Besides, feeling dedicated to
your work may help you meet more of your career goals. Examples of career
goals include learning a new skill, working on a new project or accepting a
high-level position. In addition, you can serve as a positive role model to your
colleagues by having a good work ethic. By seeing your dedication to work,
your team members may prefer to do the same.

3 Dedicate yourself to your work while constantly putting in the best eff ort,
and you will be sure to get what you want eventually.

o
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B letsreaar S
S lorisan resons RC)

dedication / dedr'keifn/n. MRE; ZEwk

in line with #F5; H......—2

motivated /'mootiverttd/ a. FtKHT, EBHH)

fight for A...... I AT

responsibility /r1 sppnsa'biloti/ n. T7/E; 5T
genuinely /'dzenjumli/ ad. H IEHH

valuable /'valjuobl/ a. BEHM; REER; Eool
serve as fHIE; dT...... PIAE H
colleague /'kpli:g/ n. [A]5F
work ethic TAE4T NHEN
constantly /'konstontli/ ad. IHZ; —




Work selflessly for the public interest.

Comprehension Check

1.

Choose the best answer to fill in the blank in each statement below.

Your own goals are those of the company when you’re
dedicated to your job.
A. opposite to ‘in line with
C. i conflict with D. helpful to

workers can inspire their team members to fight for
SUCCESS.
A. Lazy B. Clumsy ‘Dedicated D. Wise




B etsreaar

3. When your boss notices your extra effort, you may increase the following

O

T

opportunities EXCEPT
A. getting a raise B. getting exciting extra responsibilities
C. getting a promotion getting others’ jealousy

4. Trying new tasks can help you

A. 1mprove work efficiency develop valuable skills
C. strengthen your immune system  D. improve the mood

5. You can serve as a positive role model to your colleagues by

having a good work ethic B. helping others
C. Being strict with others D. pleasing others
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Work selflessly for the public interest.

Text Analysis

Summarize the text and fill in the blanks with proper words 1n the chart below.

Benefits of Your own goals are (1) those of the company.
Dedicating
Yourself to You stay motivated and try to finish tasks (2)

YWOrK You can (3) your team workers and create a more (4)
work environment.

. (5

You have the chance to get =

= oxtra (6)

promotion.
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Benefits of
Dedicating
Yourself to
Work

You feel more motivated and it leads you to develop (7)

learn a new skill

You meet more of your (9) 3 new project
~ Careergoals
W accept a high-level position

You can serve as a positive (10) to your colleagues.




Work selflessly for the public interest.

Task 6 Content Questions

Fill in the blanks with proper words to answer the questions.

1. What is the influence to your team members when you dedicate yourself to
the work?

You can inspire your team members to _ fight for success ' creating a
more efficient work environment.

2.  What opportunities will you get after being noticed by the boss?

Getting a raise ,promotion or exciting extra responsibilities.




By etsreaar

3.

T

How can genuinely caring about your work help you achieve other roles?

It can help you feel more motivated to try new tasks, which can lead to
developing valuable skills  that may translate to other roles.

How many examples of career goals are mentionedin the passage?
Three

How can you be a positive role model for your colleagues?

By having a good work ethic




Work selflessly for the public interest.

Task e Translation Practice

Translate the following sentences into Chinese.

1. Having a dedication to work means that you want to produce high-quality
results for your company.

X AR ZR RS M R R AR VR AR Dy 2 w6138 =) o & N

=

=

2. Dedicated workers can inspire their team members to fight for success.

BRI 5% AT LR B BA RS 53 O B T 5 <
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3. Genuinely caring about your work can help you feel more motivated to try
new tasks.

FAEAE R ARE) A o] MEAR AT 3 0 25 23 AL 55

T

4. Examples of career goals include learning a new skill, working on a
new project or accepting a high-level position.

P H AR LR 21 A . ST I H 2ld3e 32 s AT

5. You can serve as a positive role model to your colleagues by having a good
work ethic.

A RV IETE, IRAT RLSON RIS AR S T 554
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Vocabulary Expansion

Classify the following core socialist values into
appropriate categories according to national goals,
social goals and individual goals. Fill in the table with

corresponding values.

Core Socialist Values

(1) prosperity, democracy, civility, harmony

National Goals

Social Goals

(2) freedom, equality, justice, rule of law

Individual Goals

(3) patriotism, dedication, integrity, friendship

o
RE
SCHA
FE
I EH
D
ANIE
IR
% ]
AR
A
R’

prosperity
democracy
civility
harmony
freedom
equality
justice
rule of law
patriotism
dedication
integrity

friendship

O Qe
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Do you know the meaning of 24 words of core socialist values?

Exchange ideas with your classmates!

©
©
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* Prosperity means that the country 1s prosperous and the people are strong and powerful.

* Democracy is a beautiful pursuit of human society.

 Civility is not only an important symbol of social progress, but also an important feature of a
modern socialist country.

« Harmony embodies the vivid situation of learning with education, work with income,
medical care for the sick, support for the elderly and housing.

* Freedom refers to the freedom of human will, existence and development.

« Equality means that all citizens are equal before the law.

« Justice 1s social fairness and justice.

e Rule of law are the basic requirements of socialist democracy.

« Patriotism requires people to take the revitalization of China as their own responsibility,
promote national unity, safeguard the reunification of the motherland and consciously serve the
motherland.

» Dedication 1s the value evaluation of the professional code of conduct of citizens.

« Honesty emphasizes honest labor, keeping promises and treating people sincerely.

* Friendship means that citizens should respect each other, care for each other, help each other,
and be harmonious and friendly.
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Culture Notes
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(D Core Socialist Values (2 dedication
(3 settle down and get on with one’s pursuit
(@) register profound respect (5 Chinese miracle
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This Is our latest product.
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This Is our latest product.

Think about what product you would like to introduce and list the key information
Task
of the product below.

light and small

long battery life




@

.’*" Let’s write!
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Categorize your information listed above according to the following groups.

Product Name — Product Function

— Product
Product Positioning R Introduction i
u

Product Description K = Target Customers

Product Advantages




8 Let’s write!

Integrate all the information and write a complete introduction of your product. Here
1s an example for you.

Product Introduction

Product name: O-Pad tablet computer

Target customers: Customer base is very big, mainly young people.

Product description: The design of O-Pad is very fashionable. It is light and small, which only has four keys
connecting the body.

Product function: The function of O-Pad is very strong. You can use it to send and receive E-mails, watch
videos, chat, play the 3D games, and read e-books. It also can download all kinds of software in the app store.
Product features and sales advantages: The operation of O-Pad is very simple and it has a long battery life.

O-Pad has its own CPU operating system and core technology. These advantages make O-Pad sell well.

O L e

~— — ~—



Useful Expressions

B Appearance & Design

be attractive 1n appearance have elegant appearance
be bright in color colors are delightful
have fashionable styles be smart in design




Useful Expressions

B Material Quality

be safe and reliable be durable and easy to clean
be water proof be heat-resistant
have superior quality be fi ne in quality




—

Useful Expressions

B Functions

have multi-functions be flexible

be friendly in use can be folded in half and easy to carry
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. Let’s do a project!

Welcome your order.

A product introduction 1s pretty important in different
business situations. No matter in what occasions, the

final target 1s to convince your audience. Now, role-

play with your partner in the following situations

according to the steps.

Student A: a sales representative of the Rainbow Textile Import and Export Corporation

Student B: a customer at China International Textile Trade Fair



Let’s do a project!

Task 0 Inviting Customers

Student A’s company is going to hold a new product exhibition. Student A calls
Student B to invite him/her to attend the exhibition. You may consider the following
information:

B cxhibition time B cxhibition place

B the new product B cxhibition agenda




Let’s do a project!

Product Introduction

Student A introduces the new product — a new silk at the exhibition. Student B
should pay attention to the following aspects of the new product:

B Product Positioning B Product Function

B Product Advantages B Target Customers




B Let’s do a project! O
Communicating with Customers

Student A and Student B prepare separately for further communication. Student B
shows his/her interest in the new product and has the intention to establish business
relationship. Student A further explains the advantages of the new product to
Student B. Once prepared, you can begin your further communication. Th ¢
following expressions are for your reference.

My name 1s..., the representative of Rainbow Textile Import and Export
Corporation.

I must say I have been much impressed by your products.

I found some of the exhibits to be fi ne 1n quality and beautiful in design.

On display are most of our latest products, such as...



s do a project! O

The exhibition has successfully displayed to me what your corporation handles.
I’ve been much interested 1n...

You have bright eyes.

Our... 1s known for its fine quality.

They are well-received in the overseas market and are always in great demand.
Could you please give me the pamphlets so that I will have a further
knowledge of your products?

Here are some of our samples for you.

What are your goals for the future?

We are considering establishing business relationship with your

company.

Your desire coincides with ours.
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"] Reading 1 [iEE25])

1. outline / avtlam/ v.

A HER, Wk
~ sth (to sb)

e.g. We outlined our proposals to the committee.
BAI TR 22 i =R N B I 7 IFRATTHI R 5=

A Tox.CHBER: AL BIANE

e.g. They saw the huge building outlined against the sky.
f AT 1R WL 1 AR R S YA T I8 s RS S ) e BT




"] Reading 1 [iEE25])

2. 1nteract / mtor &kt/ v.

A i W S1F

e.g. The president has a limited amount of time to interact with each child.
A AN ARE A £ 1 1) 28 H I TA) A PR

A HHERZW; HEAER

¢.g. Perfume interacts with the skin’s natural chemicals.

7 KRR B IR B R AR = P oA BLAE




<] Reading 1 [iF52&~]

3. behave /b1 herv/ v.
A X1
e.g. They behaved very badly towards their guests. {4 1% 2 AATTIR A LS
A RIGE, B4
~ (yourself)

e.g. I want you to behave yourselves while I’'m away.

FATEZ I IRATT EE e AT ]




<) Reading 1 [ifE£ <]
4. well-rounded / wel raondid/ a.

A T

e.g. We will comprehensively promote well-rounded education.

FATR T HERE R R AE




<1 Reading 1 [iF5E£5]

5. correctly /ko rektli/ ad.
A EARh; SiEH; SR

c.g. All answers will be written on the whiteboard correctly.
FITA 18 SR OB S AE B b
He was looking correctly grave.

1"@%%‘%)“2» ) ?ﬂE‘{ZIK o




- K] Reading 1 BEEM]

6. conflict / konflikt/ n.

A T PG FiR

e.g. a conflict between two cultures PR AL B+ 58
She found herself 1n conflict with her parents over her future career.
i B H SAER SRR ] & 5 ACBRFAE S 77 B

A (FEZFE) Mo, &3

e.g. armed/military conflict 2% / 4 i =

A A T, A2

¢.g. The story tells of a classic conflict between love and duty.

XA UFHY 2 SR B 2 18 5 ST Z B R T &




"] Reading 1 [iEE25])

7. relationship /r1'ler/nfip/ n.

A <HR, KR

~ (between A and B)/ ~ (with sb)

¢.g. She has a very close relationship with her sister.

UL CE7R 7 E B S A

I have established a good working relationship with my boss.

THERCAL B TR B TIERR
A CEYIZIEED KREG, PR, KA
~ (between A and B)/ ~ (to sth)
¢.g. the relationship between mental and physical health

K L 1 A 2 191 00 R




