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1. SR —— RN EFIER
2. FA——1ER RIS, BROARR SAlIE What do you know about
yourself?
carpenter: artistic, creative, efficient, hardworking
kindergarten teacher: amiable, careful, patient, versatile sales
manager: customer-oriented, sociable, extroverted, persistent
librarian: communicative, disciplined, knowledgeable, orderly
3. RN AR O RZE GRMEATRITESE? D
What can you say in career counseling?
[#27R]1 job type, your qualifications, your puzzle
What factors could be considered in career planning?
[#27~] your personality, your skills, your education
How can you write an application letter for your desired position?
[H27R) W Let’s write ! itk
4. Wy 732521 ATRME AR TR HR ALY k)
You can schedule an appointment with a job counselor.
5. FEZRT . AT /x4, RiIR B S RYHRL L)
T AL ) i 25 45
How can I build on my strengths?
How can I improve my weaknesses?
What is the current job market for my industry?
Can you provide me with the feedback on my application letter
and résumé?
How can I make myself stand out against competitors?
Where can I find more information about my intended career?
How can I prepare for an upcoming interview?
How can I become a competitive candidate without job
experience?
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Unit 1 Here’s a Guide to Your Bright Future
Enabling
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¥& 132 To know oneself is true progress.
WY i
ROCH %
WL VHE: should, ought to F1 have to [ 7%
ARSI BH =5 XRBaPhRhETR
HME RS H Y
CRXEIR

[413C]
A good career plan can help you in your professional life. Ask your
friends and family to gain knowledge about career options. You can
also talk with experts and read online news to learn about the career
that interests you and watch for the latest news. You need to know
yourself as well. What technical skills and soft skills do you have?
For example, maybe you are extremely good at critical thinking. If
you are clear on yourself and your requirements, it would be much
more effectively to make decisions on your career.
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Unit 1 Here’s a Guide to Your Bright Future
Evaluating
Listening and Speaking: Greetings and Introductions
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* the position of administrative assistant at ABC Company * my
three years’ experience in office administration ¢ my passion for
your products
— WIRRERAL R, WO Ja SR B B T o A £
* scheduling appointments * maintaining records ¢ ordering supplies
* greeting customers
- W TAERLK., ZEER. EROEEEM A S5
* good at using all the usual administrative and collaboration
software packages ¢ a fast learner * always maintaining the good
cheer
— YA I
* [ have attached my résumé.
- AT RIS REREL.
* [ look forward to hearing from you. * Thank you so much for your
time and consideration.
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Unit 2 What Interests You About This Job?
Enlightening
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2. FA—RANE
dentist, ski instructor, mechanics, software programmer, interpreter,
tailor, automobile repairer, plumbing and heating technician, florist,
jeweler designer, beauty therapist, hairdresser, baker...
3. H3ki}i: What interests you about this job?

I want to be a hairdresser. I’'m interested in this job because I
have a talent for design.

I want to be a basketball coach. I'm interested in this job because
I like playing basketball, and I like teaching children.

I want to be a game designer. I’m interested in this job because
it’s my dream, and it’s well-paid.
4. Wr 114521 Zhniiak

I’m going to a job interview.

5. HIEZR>T: AU J0bs, BT d AR
T DL i) 25451

Tell me about yourself.

What interests you about this job?

What are you looking for in a new job?

What is your greatest strength/weakness?

How do you handle failure/success?

Can you describe your work style?

How does this job fit in with your career aspirations?

How would your co-workers describe your personality?
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Unit 2 What Interests You About This Job?
Enabling
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1) practical a. HHP), EHE; VISEAATH; SEhRi; LS
s 2 AFAE )
e.g. apractical little car  SEHF/NR S
e.g. It wouldn’t be practical for us to go all that way just for the
weekend.
BATREIB A8 Ry T 22 A JRR SEAEAR AT SEBR
e.g. to have gained practical experience of the work 345 5EFxR
TAEA S
practical advice/help/support VISEIPE / FBh / SCHF
practical problems SEZ[x ]
2) graspv. HIUE, ER; HFE e MG HE
e.g. He grasped my hand and shook it warmly. AihF#i5E HHTEF
T4 1 k.
Kay grasped him by the wrist. F1 & ST T i -
e.g. They failed to grasp the importance of his words. /135 A
AR At P U 1
She was unable to grasp how to do it. i FEAN B HIX FHZ B AW
grasp at sth S JHEIHEDY)
e.g. She grasped at his coat as he rushed past her.
i At By it 22N, Gt ASE B e At ) B AR S
3) competencen. fit/7; WEAT
~ (in sth) / ~ (in doing sth)
e.g. to gain a high level of competence in English 3845 = /K
[ oEiE e
professional/technical competence %Ml / FiARRE
[OPP] incompetence
4) generate v. F7rE; i
e.g. to generate electricity/heat/power &K Hi; FeE# / B
to generate income/profit F=AEURE / FlJfE
We need someone to generate new ideas.
BATTFEANEHEE.
5) accountn. MK/  CHERM. BEFEBEEERD KA, K5,
ks BUR;
e.g. 1don’t have a bank account. FE A HRITIK .
to have an account at/with a bank 7E£RATH K F
to open/close an account JF37. / Z5iE K F
What’s your account number please? 1% W] /R I 7 545 ?
e.g. an Internet/email account EHK / HE-FHFAIK 7
e.g. She gave the police a full account of the incident.
ol [r) 2 7 RIS HOBUR 1 T R AR R
6) ideal/a. FEAE[); FERMN): A& AR AUIERE
e.g. She’s the ideal candidate for the job. b & X I T1F & A&
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e.g. the search for ideal love XJHAE A1) %2 1) 5K
7) one-sided FLUTMINI; IR SETTERRAT; LB

1=

e.g. However, progress can’t be one-sided. #ATM, D ARE 2 H
JITH

e.g. atotally one-sided match S /73FE% Bk M L3

2. BRI

3. IR ARWE S, mEF
4. XWERFERTF: LIEAE#

5. M H UHg

6. WX E B

Good communication is the most practical skill in job hunting. It is
not just about your qualification. It’s also about the opportunity.
But it’s all about your competence to get the job. Get started with
group projects. Keep in touch with your group members, who may
bring great ideas to you. Prepare yourself since you will never
know when chances may come to you. Once you master the skill,
you will benefit a lot in your life. Make sure your communication
isn’t one-sided.
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Unit 2 What Interests You About This Job? Evaluating
Listening and Speaking: Invitations and Congratulations
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1. fai s R N A T GRATZR 522D
Personal Profile: name, birthday, gender, birthplace, etc.
Objective: work as.../seek to...etc.
Education: college, vocational school, high school, etc.
Skills: excellent interpersonal and leadership skills
adapt at planning, scheduling and coordinating complex processes
bilingual: English and French
Microsoft office, and other software, etc.
Honors and Awards: scholarship, winners of competitions, etc.
Contact information: phone number, email address, etc.
Additional information: part-time job experience, other internship
experience, and some other information relevant to the present
position application.
2. NHIES— AR, BEL PR
3. Wy 3l r——AE AL 5L
A. What would you say in the following situations?
a) When your friend invite you out for dinner and you’d like to go
with him/her.

Thank you for inviting me. I’d love to.

No problem. I will make it.

Yes. I’d be delighted.
b) When your friend invites you out for dinner and you have
already had another appointment.

I’d love to, but I have another appointment. Can we meet
another time?

I am really sorry. I can’t make it. I have another appointment.
¢) When you heard that your classmate won the first prize.

Congratulations.

Congratulations on your success.
B. Could you speak out your invitation to your classmate for your
birthday party this Friday? Remember to include the party time and
the place where it will be held.

You may use the following clues to help you:

I’d love to invite ...

It will be held at ...in ...
4. BTG, A BRIEITES
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Unit 3 Each Performs Its Own Functions
Enlightening
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1 BRATESS R — e ml A IR LE ] 2
2. FA——KIALERTTRE
Sales Department, Research Department, HR Department, Planning
Department, Purchasing Department, General Affairs Department,
Public Relations Department...
3. Hkitig:
Question: Do you know the corresponding responsibilities of your
position?
Answers: As a/an..., I’'m in charge of.../responsible for...
References:
General manager; management of the company
Assistant; the company’s work scheduling
Marketing director; business negotiating
Sales manager; developing promotion resources
Accountant; financial operation of the company
4. Wr 14521 RKALSHRTT
I’m going to start a new job.
Taskl1. Listen to the conversation and match the questions with the
answers.
Task2. Listen to the dialogue and then fill in each blank with no
more than three words.
Task3 Listen to the passage about a position description.
5. HHEZRT: U i, R KA T
D I e 2
What are your main duties?
» What kind of job do you do?
* What’s your occupation?
* What line of business are you in?
» What does your job involve?
* Who’s in charge of production?
* Who’s responsible for public relations?
* What position are you in?
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Unit 2 Each Performs Its Own Function
Enabling
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% 132--How to Excel at Work?
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Most of us want to be good employees, and most of us want to
excel at our jobs. However, it is not simply a matter of being good
at what you do. Here are several tips for how to excel at work.
First, take opportunities to learn new skills. Second, take practical
advice. Third, establish relationships. It’s important to make great
efforts to be the best worker and to excel at our jobs. It’s not
necessary to impress the bosses and obtain a promotion. It’s more
about having a sense of achievement for a job well done.
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Unit 2 Each Performs Its Own Functions
Evaluating
Listening and Speaking: On Campus
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Ask-for-a-leave Note

I beg to apply for a week’s leave from ... to...
Please excuse my absence from...

I hope my request will be given due consideration
I will resume my study/work if I feel better.
Thank-you Note

I can never thank you enough.

I value your hard work.

I really appreciate that...

Apology Note

I promise that won’t happen again.

I am awfully sorry that I cannot...

Please accept my heartfelt apology for my behavior yesterday.
Request Note

Would you do me a favor by...

Let’s go...

Please give me...

2. NHIES— AR, BEL PR
3. W il ——R AT

Task1 About studying efficiently.

Task2 About hobbies and interests

Task3 About Students’ Union
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Unit 4 To Choose Time is to Save Time
Enlightening
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WCA R W) (TR R  HiE CRTHAEZHE, "
L) AR

HFERES
R

SR

1RSSR Bk NIRRT B4k

B IR
PRI, S TARL IR —rds, AT

IR BEIRI A FATBUR DTSR = 1 A, SEBCH T I A I 1) A 2

4% UHEA RIS, B ATHRYE what to do- list (LARK

D SRR E, T HER AUV EE

L B PRED R & 17 30 T il A A AT B B ARSR Y H 8 55

W 20 7R, BEREARYEIX eI e B 22 SORMIAT HAER

M7 FSETEST AR P BT A 2 5 AT 12 R iL

A A I 8] FORSE T AL I DT, 7T H SRS A

EX(R TP

2. RERCREEMBEATE TR, TFR ST e e AT

WIS TR BT, RIFIVIE ST, 5l S T2

AR,
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BE T ZIRIT

FAEREUSTRMIE 1R H SR AR DT, AR AL a) B
ERZ TR E M XA R AT L R E & B AL,
B BINRE B QIR STAMESS, FARIt AR M F R E 2
RS Btk o

LORAMES I E: RIS EAT BB AR L H W 5557
2. FA—ABATEE B H 55
3. kg
Question: Do you know the common daily duties of an
administrative assistant?
Answers: As a/an..., I’'m in charge of.../responsible for...
References:
Make a Schedule, Attend the Staff Dinner, Answer the telephone,
Prepare for an Emergency Conference, Receive Customers,
Interview the Applicants Make an Appointment With the Clients,
Take Conference Records, make PPT...
4. Wr 714521 HT HRER
5. Would you like to know the schedule for tomorrow?
Taskl1. Listen to the conversation and match the questions with the
answers.
Task2. Listen to the dialogue and then fill in each blank with no
more than three words.
Task3 Listen to the passage about a position description.
5. HIEZRST: BN URHE, RIS T TIZ

B L 7] R A

What are your main duties?

* Are you free next Friday?

* Are you busy this evening?

*  When are you free?

*  What is your schedule like?

* May I ask you out?

* Do you have plans this night?

* Do you feel like going to have a drink?

*  Would you like to go to see movies with me?

6. PRE /NG, AT EAF

kR RES e

LA AR AR A 5, WS RS R . A SR T &
WA, XS T IREFEAETER. Mg E AR,
A WA RGO R 22 AR, O SAE 22 2T 20

2. BERFER N SEACT AR, A BRI EA, REE
ENELE R, PR, 2ol .
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11 xBFLHE

RIZRR AFLIHE— RIRFERT | 2 0 (90 43 ED
RIRE IR
— \E T e Unit 4 To Choose Time is to Save Time
*"x"'l%ETJ Enabling
pIINY=R
1. BRI B R BRI TR AR
2. B if | 3 ARE A I VR --- TR AN
3. BARE gUA) T I B AR
B 77 B A5
HFHFR 1. AEWE FHDETE 4> SO0 T WAl A R 8 2 B O B I [R) I AN 3
I N R
2. AEW OB AT LA H W AN T g TAEBCR A 50 4
R HAp:
1. EEFRET AT, $Ra TR, FEiFH oy A Mok
2. WF % 6T A R R
E¢=¥
Lo AEEERE, R H AR RS R RE
HFEWS |2 FEAEERTY
R e
PRI B8y, BHEE Bt PRSP eI
BT
RS IRBNE . SRERGRSIVE . TRV R gk
BERES | B
LI BRATE S, 12 AR 2R B S A R
P11 2 YHRIE LTS, SR ThEAE A
3B IR E /NS, 51 S5 S R AE R RN
4 JE AN B SCEORE, i AR X HR 7 SCAG B R
EA R ARG REEA AT S, BB SR HEANR
BRR BN R, B REA A S A RS A . AR
MR, Pz FHERY T, Mz, i
BHEIITEIT | E2UNE, MEELURICNE. FFETIRE M EM.

AR A AT A SEE 2 T A RR I E AR, R
PBAET AR T AANF . ANER TR Tr, ATHE
A H MRS,
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¥ 132--How to manage Your Time Effectively?

WY i

ROCH %

AR S if S RRIE A

AR IRRTT: RE Sl

HME RS H Y

WXEIE

Time treats everyone fairly for we all have 24 hours per day.
Good time management allows an individual to complete more in a
shorter period of time, reduces the amount of stress, and leads to
career success. Here is some advice on how to better manage your
time.

First of all, make a plan. This starts as a list of all the tasks that
are either worthy or vital for accomplishing your goals. Write them
down; don’t just rely on your memory. Secondly, beware of
distractions. Thirdly, learn to say ‘no’. If you blindly promise
others something but fail to do it well, these people will be more
disappointed than if you don’t promise them at first. Be realistic
with yourself, and honest with others. Lastly, give yourself a break.
Taking breaks is good for your brain. You will actually perform
better if you take breaks and develop other hobbies.

7. URE/NGS, AT EAR

SN kAW =

R ES e

LA R R A I . B R R 2 S, R
PUE, %], TH SRR, TRl

2. EATEIIEG S LS B, B £ R AN
7, QU SR, BRI A S A
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Unit 4 To Choose Time is to Save Time
Evaluating
Listening and Speaking: Asking the Way

HFHER

SR B AR:

1 ZER AR ZHR S,

2. B A ORI i ) S AT AN B A

KE71 B 5

1. AEus 15 IE I H AR 2 HE

2. AEfs HISEIRAL S R ] #,  HERR IS 0 N5 %
R E A5

1. BRI SRR T

2. IR AAR I A A i SR, WEMA, BRI
AR BE SRR T B N RGP o

HFEHRR

HA:

1 HH 2 HE R H AT SR

2. HHZHRE R F I

3. ARKEER, teanll, PRANGS)EIAT SR .
MR :

H b 2 W 6y

HFERES
R

SR

1RSSR BhiE . SLERGR ik R B Ak

AR

LB PRATIIB BT, koA 1 H R 2R S X

2. LSS, 5 HEZHPDFE T Ao E

3. BUMRPE, A PR NS, SERUE S B TR LR
438 REZRS], AT Bk, RTHr JI6E

BETELIT

REEEFRBMNINEFEZR DB REEFNZE
B2k, HNIZEKIMAEE. AR EE Z A H
FRMAE BN TAEMATR AR, IR L,
FERR TAF AL, T AA BRAR TR .
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1. AR HE R 28 H 4] 2

At 10:00 a.m., you will be meeting with the general manager of
3D Company to negotiate pricing.
At 1:30 p.m., you’ll interview five applicants. After that, discuss
the final selected personnel with personnel manager at 3:00 p.m.
Then at 3:20 p.m., you will be attending a meeting regarding the
launch of our new product line.

At 7:00 p.m., you will be having dinner with an important
importer from Canada.
2. AT I B AN ) SRR
Excuse me, can you tell me the way to the office building?

Do you know how to get to the theater?

Where is the nearest park?

23410
HFLRE Go straight for about two minutes, and then turn right. It is on the
left side.
Sorry, I am new here.
It is next to/opposite the post office.
Is this the road to the zoo?
I want to get to Classroom 102. Could you show me the way?
Which bus should I take if I want to get to the nearest hotel?
3. NHTES— AR, B, PR
4. Wr 3l Gr— ] g A
Taskl About Where is the woman going
Task2 About know how to ask a question
Task3 About Chinese famous sayings
4. BTG, A BRIEITES
1. ARZ A A B IR 2R H 28 o, He
TR 2 G RIS E], R SRBE S AR AR R
BREPER B EE NI MRS, R
KU EA], ARZETI, LIREEE ) H R =k
A BN P I )
R FE 5

2. BTN LSRRI A FRAT B AT 7 R i)
KIER], BRI G0 LRy ik N TR 0 e Ak
FIFHEAT, MBRH KK T, RNATEZEA
FlIE—ANH R, iR RERE AN Bl A,
S g AT TR LS B
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Unit 5 Devote Yourself to Your Work
Enlightening

HFEIR

FIRER:

1 B4R 5 LA 5 b8 1A 5 3R]V

2. 548 5 AR B Kl A ) 7

REF1 B 5

1REF St 5 BV IE 7 5 AR b i SR S Ul AR AT 0 U
2 5T IE T Ui RE

R B

LAgRE— B it R OB R R

2.4 e AR AR U R

HFEHRER

HA:

LARDC PV 4 5 0 DU AR SRV

2. Wy 3R B KSP

pii I

RETI: Wy (POSBRD 5 EHE CRRMPIERE 5 R0 AR S 1

&)

HERES
R

HEET5 ¥

FESS IR BE . SKERGR ik R B4k

eSS
VENMARIENIRYG, ShZ TARZ PRI B, A ATx L IE
TERMES KN EERZ 1R, WA 1A ]l — B AR
A5 2K

1. G PR R A 2 A R R O0 1 A 2R X ML TE £
5 TAERI T fig s ot o

2. g 7 AT AR R A IS TE LR RE ) ABOLIE
SN

BHT Rt

X OREEAE R Y, APNVE RS TARRMEAT — 2 1 g
HLER), AT A5 T, AR ik
TR L AT RGP IR S R A, J R R R
A BRI R S L TE R R
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L ARV HFR A

2. SA—HRVIEHEAE SGR)Y 5 R A

Work rules, work ethics, code of conduct, devote to work, misuse
of fund, punctuality, handle affairs fairly and justly

3. Hkitig:

Question: Do you know the corresponding work rules and ethics in
your possible future positions?

Answers: If I am ..., I must... and I mustn’t...

4. Wr 114521

Task1. Listen to the conversation and match the questions with the
answers.

Task2. Listen to the dialogue and then fill in each blank with no
more than three words.

Task3 Listen to the passage about a position description.

5. HiBZ2]: 18579 % What kind of job do you want to do in
the future and do you know the corresponding work rules and
ethics?

6. PRE /NG, AT EAF

RS

1 AR R SRR 2P, RATikE A e
it R BT — L, BRI

E

/

2. BFXSER P SEEACEANR, S BRI, R
ENEE R, PR, 25T,
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IRIZB TR AITAE— RIRFER | 2220 (90 )
RRE IR
o e e Unit 5 Devote Yourself to Your Work
BIRET Enabling
SR B #5:
1.4 R SR R R RN
2. YR H LI A ShAE A5 1 F V2
3R E A A) TR
e B8 1 H b
kS92
BEEN || e
23R TF S R R
=R BAR:
LIS R AN BT A TAE S S R R IE s R
2 3R A E AR e
EY=¢
1R SR
S EWLS |2 WY
P :
AL, HE A RYENPE, P (P a))D
HEEF
RS IRENVE . SEEREEIVE . IRTT R E5TE
R B
BERAES | mbmarmsy, E2 g e
g 2. YHERIETS, RTARRAE T
3l R /NATES), 51 A SR ANE VA ETN
4B AR SC B R, kSRR T AR B AR R T
ZVE BRI
AN RN CNTIRATRUEN ", BT EA T RENE
M2, EHE SHATA T 5 AT AE N 5 AR T N %0
BBITZIZIT | AWy an A FIE N, LR TR 547 A 5 B i 4E T

ST ANERRIR A BB AR SO B AR IR R R S BRI aE
EREIRLL L AT EHR,
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1. W UHg
2. BRICENE
3. WAV BRI A
4. SHMRFFIRTT: e T SO EN---H
4. e R H UHE
5. Wk
" [513C]

HFERE Every company should have a code of conduct. By setting rules and
expectations, workers know how to act at work and can be more
successful in their rules. A code of conduct includes the policies
and rules that both workers and bosses must obey. A code of
conduct is created by companies to ensure everyone can feel
comfortable at work and every one can work in harmony.

TARE NG, A B
L AERCEEEA R @A R Rl 5 R 52>, "R
HFHL W E AP APP $Em H QB & .

R ESH

2. MRS EShZ B S, N 2 M R BRSNS
), ZH RS N BT A T RIZR ST .
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Unit 5 Devote Yourself to Your Work
Evaluating
Listening and Speaking: Seeing a doctor

HFEIR

FIRER:

LERN A GETE

2. BRI IR

REF1 B 5

1. BEREHIE ™ i 4 i) T 3 I HERA R
2. $&JHWr 716

R B 5

1. BN SRR

2. WEFRAE AT AE ST o

HFEEHRER

HA:
L7 A 41— ks =X

2.7 A A TR

3.7 A ) H L AR

pii I

PR R IE F RIE s W B

HEET5 ¥

FESS IR BE . SKERGR ik R BLAh Tk

eSS

LB RANESD, A TR A2 i, PR r Al
L3N

2. MHUES, BESBUUT WA

3HUM RV, FAER T NAAESS, SR E PR E T
43RBT, ATV A5k, RTHIT JIRE

BHT Rt

M S A S AR AT O A S PR R A A I
UNER(R R

AT 7725 3] B SR AR AT 411X — 38, AL A8 bl
Wb, ARSI AE TR E e, KO RO A T
NBREEAE
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L PR AR A B TR GRATZE L5 50)
Product name:
Target customers:
Product description:
HF i FE Product function:
Product features and sales advantages:
2. NETEE—2 AR i, 1BEL PR
3. Wy J31)I1%5——seeing a doctor
4. HIu/NGs, A BRIEITES

P AN R B R, BN A T X AN E
REBEH | KA A R AT TS A, DU IR B S A AL
R
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Unit 6 Can You Be a Valuable Member in the Team?
Enlightening

HFEIR

FIRER:

1 A2 E W5 B EE R 73 AR 5 AiA]IC

2. RN J3%5 > i E p ORI AN A AL

REF1 B 5

1. AEASEEAR I Ly £ BT A A i A

2. e A U IE AR AR L.

R B

1. Sah A AR FBN R ARG, S IR .
2. 5| A A R R AR G A R SR R R

HFEER

HA:

BN M EA ST, nfarde = gt i

pii I

WCA R Wr o (TORBEER IR 5 FHE (el s BIRA A
RFIFHE)

HEET5 ¥

FESS IR BE . SKERGR ik R BLAh Tk

eSS

S ABIOMER R, IR, kiAW B BIEMELE H
AR AN A o B

L RHIFA: EE AR KRR A R ok 5] &
FHERANTR, E AR ARSI E S R =R .

2. TR KA BIUANNE, bR NSNS
HIBA M EAR DG R AT D18 . a0, v LR iR B O
HIAIME R f . SR eCE BRI N AESE . @I/ N HE,
LA SRR B T R ST VI Re S A B S VRS

BHT Rt

W — LS BRI B UM SR 451, k22 A2 23 A L o B 0 AT AN 22
AL o RSB AT, T AR Bl S A B b P A (AT A B A ) s
B B AT T o

TR A, AT A B B RIS BE AT ) B A e
[ B 7] LG B ZR 1) EL B A A AL o
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1. AENVEHY

2. S A——BNIMEAR SRR ik

Respect, trust, communication, motivation, mutual help, shared
values, positive attitude, harmonious relationship, commitment,
competence

3. Hkitig:

Question: What are you good at? What can you do for the team?
Answers:

I’m good at thinking creatively, and I can propose new ideas.
I’m good at event planning, and I can organize sales promotion
activities.

I’m good at communication and I can provide training for sales
staff.

4. Wr 114521

Task 1. Listen to the conversation and match the questions with the
answers.

Task 2. Listen to the dialogue and then fill in each blank with no
more than three words.

Task 3 Listen to the passage about a position description.

5. HiBZ2]: iR =

What is your role in a team?

6. PREL/NGS, AT E A

RS

1 AR R S RIARE 2P, RATiEEAE
it R RE T — L, BRI

2. BFXSER P SEIE AP ANR, A BRI SE A, R
ENEEN R, PR, 25T,
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Unit 6 Can You Be a Valuable Member in the Team?
Enabling

HFHIR

FIRER:

1. AR GEEAT R R

2. B4R A RV

3. B4R IR A AL AR .

REF1 B 5

1. ST IBERIERE T

2. PETVR = P B ER AR RE /T o

R B 5

L B AN H N TARSE S R BIPA R .
2. RN E I BE A bRia i g

HFEER

HA:

1. PROCHE i AR 1A AR A

2. AN R

pii I

RN, A AR E: B (INHLa))

BET

R4S RN SEERGR DL BRv R g5k

BB

1. BRATIES), b2 R R

2. WHERTEETS, AR

3. A ERE/NIES), 5l A AR A R AEE AR

4. JEIATANESC TR, RS AE T RRAE BN ME H RAZ T
HI,

BHT Rt

AR A —ZNTFHIBIAR R 7, AT
EAE I %, 2838 T ORPEALSS , WSS AN T ik
DI BN G AR T2 Vgl oTik. RPN, S50 —
P I B 5 o IR BENS SR AR IR A 5, JFAE SR
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L AN I 75 R A BA B ey 2H ik

2. WU

stand out R i, HEE

e.g. We had lots of good applicants for the job, but one stood out
from the rest.

X TAERVFZ AR NAEE, A A —AS NS H .
strength n. L%, 527y 67, JiE

e.g. It’s important to know your own weaknesses and strengths.

T HREE SRR S SR

e.g. It may take a few weeks for you to build up your strength
again.

FRET LA B IR A BE R B A T

come up with &, HH

e.g. We can come up with our own ideas and learn more through
discussion.

BATAT DS H B SRR, @,

e.g. Sometimes, we need to consider a problem from different
angles in order to come up with a best solution for it.

AR, AT EAF AR 25 R R, AT A8 H A A
RIND

motivate vt. JJil, WK

e.g. How do you motivate people to work hard and efficiently?

R A A AT T55 0 1 i R A 1 2

involved a. Z 51, WK DLAFEAK]

e.g. If she were involved in business, she would make a strong
chief executive.

IR B, KA IR E ST E

e.g. We believe the time and hard work involved in completing
such an assignment are worthwhile.

TRATARAE 9 58 B T 55 P 5 ZE AN RN TR AAS HS B 5% 024
(SR

inspiring a. JA K RN BHENOH

e.g. Innovation is the key to business survival, and companies
always encourage employees to put up inspiring ideas.

BB AN AR OCHE, A RSB 7 TR H S KRR AR
%o

e.g. What the company needs is dynamic and inspiring leadership!
QNPT B R ARG T BRI

contribution n. TT#k

e.g. He made a very positive contribution to the success of the
project. X} I H KD TIHR R 2

This list ranked companies that make charitable contributions of a
half million dollars or more.

XFKIG A R IRRK 50 Ji5 e 50 iR ubh BRI A E] .
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3. WAV — AR ) RO I
4. e R H UHE
5. R B

[513C]
Being a valuable team member can help you get new career
opportunities and make progress in your career. The following tips
will be helpful. First, use your strengths because it’s usually much
easier to do tasks that you’re good at. Second, be reliable. If you
promise to do something, you should do it. Third, be a good
communicator and get involved in group discussions. To sum up,
successful teamwork is based on respect, communication and
making contributions.

6. PRE /NG, AT EAF

R ES i

LB R R REA IR @RI sR AL A I 122 >, WL
HFNL R E 555 APP 45 H O & .

2. SRS EShZ B S, N 2 M R RSN
), ZH RS N BT A T RIZR ST .
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Unit 6 Can You Be a Valuable Member in the Team?
Evaluating
Listening and Speaking: Transportation
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2. BT 1) 3@ 77 2 xHE
£H BH7:
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2. BRI AT AR AT

HA:
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HEEHS . g

ISR ERIE: 6y

B
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RER 2. S, HEA S R LA

3. M VE, AR EREATNAAR S, SERE VPRTE Y.
4. WA REZRS], AT BTSN, ST I6E

=k ES N RS i 7 I Ei | e I T A 1
T, TR ERSE, BE B AR

FEAAEE: TARG, WETAZS: AARED, 1
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2. MR R N DR
Fo it AP AR IR A SR A, 38 T 2w
POE . ARSI R T ANFE R S VGEK. AR BORET
T 15 2, A 2w P e A 3 ) A5 T A 3
Fm e ol HIL ot N R AN RURTIE SC2 A
S A LIRS RA NN <o (AP N VIR e AN 5 i S
SCHR Y VE S N T, RIKTHE

BRI BEERT:
1. 78 Memo
2. B AME . RE% To:
3 EBAME. RES From:
4. B Date:
5 X3 Subject:
6. EEX Paragraph 1: State the purpose of the memo.
R
HPEEERNEMN Paragraph 2: Go into details and provide the necessary
: context.
BTR

HAEY, RHPENTR
BB REAKER

Paragraph 3: State your specific request from the audience.

2. MHES—— AT, BEG I

Imagine you are working in the Marketing Department of Zest Tech, a company that produces
intelligent household appliances. The holiday season is coming and the company is planning to launch
a marketing campaign to boost the sales of the new product, sweeping robot. The marketing manager,
Richard Barker tells you to draft a memo to your colleagues, Jane Cooper, Mark Philips, and Jack Forster,
and inform them to attend the meeting to discuss the planing of the marketing campaign. The meeting will
be held on Friday, November 4 at 2 p.m. at the marketing department office. They should get prepared and

present their ideas in the following aspects: price, place, and promotion activities.
3. Wr 77— Translation
4. HIu/NGs, A BRIEITES

R B 5 i

BRI RN R LAV EE A, IR ZE A E Ll s kAN F
MBI G B R AT AT A AH e 2, DR PR BLIA B B4 OR
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Unit 7 Let’s Talk About Product Quality and Corporate Mission
Enlightening

HxBiR

SR EAR:

LER A g, 2=, 40, HEIEIm SRl (1 A%
LA i S o] FH BB SR IA

2. AR — LA S ST it WS R R 9 SR

KE71 B 5
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2. RITIARWTULRE /1, QAT AL BT P S AN s R A 1)
R E A5

1 REAR T T I ARV AT s 17 AR ] S 3 it B 5 R P AN ORAIE
i

2. BB IR B LIS 48 I B

HFEHRR

HR:

Lol Al At o ST AR AR R

2. By S S R AN ORALE 7 ot o AR R IR A
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HFERES
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BETZIRIT
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1. FA——AN A2 THAE T
. k=8 What makes you loyal to a brand? (' )

ﬁ' | A mission statement is used by a company to explain, in simple and concise terms, its purpose for
/' being. Find the appropriate brand for each of the following nission state-ments.

Google

@ Organize the world’s information and make it universally accessible and useful.

SOUTHWEST AIRLINES

@ Connect people to what's important in their lives through friendly, reliable, and low-cost air
travel.
Li Ning
(3] Through sports, we inspire in people the desire and power to break through.
Honest tea

€ To create and promote great-tasting, healthy, organic beverages.

Huawei

© oOur mission is to bring digital to every person, home and organization for a fully connected,

intelligent world.

Q

2. KA 18 B 2 5 ™ il ) R A
--I’m loyal to a brand that produces quality products. For example,
I like Li Ning because their quality is superb.
--I’m loyal to a brand that provides good service. For example, I
like to buy Haier products because their aftersales service is good.
--I’m loyal to a brand that takes up social responsibilities. For
example, I like Li Ning because they help schools in poor areas.

3. HEZRT: W R AL i SR AT AN T A 325 1
AN AR TR, ] 22 A SR A
--I need to comfort an angry customer.
--I need to report the problem to related personnel.
--I need to contact the customer again and make arrangements to
solve the problem.

4. Wr A3%k>] e el a ORACISE 7 ot 5 B AT A Ok P a2 W] A 4
AL, RITFAERY R, JFHHT RS
Asking Questions

How do you make sure that ...

What’s that?

Is there anything else?

What are the steps of ...

Is there anything else?

Ensuring Quality

I always remind my employees that...

We adopt the continuous improvement spirit.
We evaluate ... very often.

We have quality control tests to...

I always motivate my employees to do our best.

5.PRE/NG, ATEAF
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1. ARV R
Founded in ...
... 1s China’s largest supplier of ...
... has strictly stuck to ... philosophy.
The mission of ... isto ...
In order to ensure ...
... 1s committed to improving ...
... 1s constantly innovating and diversifying ...
With its unique strategic planning ...
... 1s keeping its commitment to ...
2. PRICHEf-Taskl
4. WRILHEH-Task2
3. AR

N o
Quality is the best strategy for success.
Grammar Notes
— i & A AL 7 AR A X A
& ot ENFrd EFR ERENSESRFENRE , X
HmiEERFEIAE.
S EE KA Rt ZAENEERERETIIE, BNIEE
BELE, FIRERFFERET . BRERRE: F1E + Bhizha
(have/has) + Zf1A] Bid 25 7719

5. X &8 H PH#-Grammar Drill & Translation practice

6. IR

Founded in 1996, Nongfu Spring is China’s largest packaging
water supplier. Since its foundation, Nongfu Spring has strictly
stuck to a “natural and healthy” philosophy. The mission

of Nongfu Spring is to provide consumers with long-term natural
health services. The company is committed to improving the
automation level of the production line and is constantly
diversifying its products. With its unique strategic water sources
planning, the company is commitment to quality products.

TIRE/NG, AT EAF

R ES e

LRI BRI AR A5 ], e
T, £, FHE RIS, T KRR

2. SRR CIRSRS) LZ i 205, IS 2 R4
B, O3 5 ERBE, HANIR2E2 610 2
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Unit 7 Let’s Talk About Product Quality and Corporate Mission
Evaluating
Listening and Speaking: Weather and Seasons

HxBiR

SR EAR:

1. B4R (Al 2 BOJF APt g2 TE ARSI S AE ik

2. BRI TR AR M E AR AR

KE71 B 5

1. REBSYETE WS A48 S 25K

2. B ISR B R A Z 9 AN — M X ) U A EAT R TR
e, SEEriRILRE

R E A5

1. BRI SRR T

2. TIESENMHERSOVERIIR ML, Bt Rkal, #e
A Rk e s SC AT B

HFEHER

HA:
1R BRIt 2 TE S AR 2
2. EMEENEREZR
3. A RIEMCH H AR RIE M FOP R, UG B E S
HEFE R EE RN LA
O X AT, fajidi W] 1 HFRIEHEIE H (1
OFHBL, MBI BRI N AR R E;
O el B, & BRI MBI RMEEFE it
O4L5 B, FUGEM, AR TREWIHE, RIERKIES:
EERIEE,
MR :
B E T RS W i8S

Useful Expressions

] I am truly sorry that ...

] I understand ...

] I truly want to remedy the
situation.

[ As a compensation, ...

] We hope to offer you better
products ...

] Please let me know ...
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SR i Rt R R A VR A s 1 — e M T A P A B

1 EAE AR R AT GRATE B2 30D

AR RS E
2. /NHTED)
3. W Ik
4. BT/, MEREES

PR, Bk,

R ES e

R SCGAE fR Seil SAR R R, X LB S 2 5 IR BT
2 BRI R AT B R A I SUAE A 18 5 & AR Rl v
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*ﬁ % . Unit 8 How Do Businesses Benefit Society?
XS Enlightening
HIR B A5:
125 W AR I kAt 25 ST AT VG 8 1Y 42 1]
2 B — I B AR VAR 2 8 28 S X O
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%i"_\l‘ E 1;— ﬂqy%ln T}(L@ﬁ:ﬁik}iﬁ FAT I IR AT X
B 4 %Eﬂy% BT AL AT, A5 AR A RO S B 1 5 R RS
it
=R HAr:
LEEMRBE B JE A e s, Wik BB A &S A mEiES) .
2350 B AE, RIS NLE LA XA A E
=¥
1. G At 2 ST AR SR E
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WICHE; Wy (PSRN 5 18 (ki & A IS
SPAB RS
BEFEHE:
RS IKBNTE . SRR SIE . TRt e g5k
HF L
TR BIEIN, 51 T4 T A 2 Al B Ak AL
HEFERS | ST A, 7RIS 2 5] S T
ZRANEAE, ShhEA s 5 EAT S AIED) .
REE 1. EHUE A Corporate Governance and Social Responsibility”,

WSS, el 2a A 1AL s PR SR U AN 2 1 Al
RIUEMFET B R, 858 01 TSR T A EE AR .
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AT R IR M Al RS, Bt R oA 2
AL, NS ZMOTER. BUTIER T JOE AN Corporate
Governance and Social Responsibility, WK %45 EFEEA R

BRI | sl A Bp N AR A e A LR AT R 20
K, BORDEEE, AR, RSt ZEEF R BRIEAIA
Bi, AEIANS B RAEAE A TR
1. FA—AN AL TR
provide online training programs
sponsor school events
donate to orphanage
provide sports facilities to the community
establish a community garden
protect the wildlife
organize a fundraising event
2,103k i8
Are you interested in this charity job? Why or why not?

I love the charity job because I like to help people.
I love the charity job because I want to make a contribution to the
society.
I love the charity job because I want to work with people with kind
hearts.
HFIIIE I’m not interested in the charity job because it’s not fun.
I’'m not interested in the charity job because I don’t like to get in
touch with many people.
3. Wrhi%k>1: WHEEMIT R — It 2 k55T H
We are going to launch a public service campaign.
4. BITEZR>] . BAUIT J0%E, SR ST ML 6 i — AN S
FISFARI G T 0. A5 55 AR R I 1)
First, make the donation page...
Highlight.../Make sure...
Remember to offer...
Be memorable/well-designed.
Offer a link for donation.
Be promoted on other social media platforms.
5.UREE/NG, A BAFAL
L AERCEAY, AREEREN e AR 5, i
R i EANUR B s ¥R 2 AR AR AR AN, DA T aa0r 3
B ES%iH I R AR IR A, B2 W S R RN RSB, B

FHEZHHA, RigisHEZ &SR,
2. BEXTE O SR AT AN, A SIBAMER A, RE
ENEOEN R, PR, 20T,
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Unit 8 How Do Businesses Benefit Society?
Enabling

HxBiR

SR EAR:
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BETE:

{45 9RBhE . BRIk BT A ghik

PRI
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2 YH P e Ty, R AE R

3BT RE/INHVESY, 5] 35 A S SR ANE VR AR
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1. access /'®ekses/ n.  CfEAHEILE|F)D Lz, BF~ to sth
e.g. You need a password to get access to the computer system.
e.g. The facilities have been adapted to give access to wheelchair
users.
2. implement /' tmpliment/v. 47, =Zjii
e.g. We should implement the party’s decisions.
implementation / implimen ‘teifn/ .
e.g. Very little has been achieved in the implementation of the
peace agreement signed last
3. large-scale /la:d3'skeil/ a. K I
e.g. The government hopes to attract large-scale foreign
investment.

[OPP] small-scale
4. alliance /o'laons/n. (HExR. Bt BWRSER)D 4558, B
W, [FH
~ with sb/sth e.g. Germany was in alliance with Japan and Italy
during the Second World War.
make/enter into/form/forge an alliance
e.g. The companies have formed an alliance to market the product.
5. program /'provgrem/n. X, THE
e.g. an intense training program 5EALEGI T %
e.g. The space program is the evolution of years of research.
6. live streaming ¥ J1K B 4%
e.g. Live streaming is a type of streaming in which audio or video
is broadcast live over the Internet.
e.g. There are many live streaming Apps on the App store.
7. remote /ri' maot/ a.  fRIKH], REITH)
e.g. a remote beach iz [¥]i¥E one of the remotest areas of the
world tH 5 Ff e i b IX 2 —
The farmhouse is remote from any other buildings.1X Z 4% & fff il
BA IR .
(Kf 1)) REIZTI); AJZH e.g. in the remote past/future

2. PRICENIE
3. WHIEE ] B MNAI AL
T A R8P D6 A2 BRI 7 5
FA) R RIAERS, A EJHR IS SER 1 Bl A 2
TR LN, WAL LSRR .
4. AR FRRTE: ANt T
5. X H U
6. R E ik
Huawei is committed to promoting economic growth as well as
benefiting society. It is working with its partners to provide equal
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access to high quality education to people in different regions.
During the COVID-19 pandemic, Huawei launched the Learn
Anytime Education alliance with partners to help in implementing
large-scale online education. Huawei also launched the Digi School
project and provided high-speed Internet connection for remote
rural schools.

TIRE/NG, AT EAF

R ES e

LA RCEERA IR @A et al sn] 152 ), Rt
P, ZIgR>. P ZEER A E, §RIEEE.

2. AL S) LORZ W S IS, IR 2 AU R

], QUEIEFIEE, B0 [A 22 22 18] i1 5 5t
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Unit 8 How Do Businesses Benefit Society?
?%1%3% Evaluating
Listening and Speaking: Thanks and Apologies
R B br:
1. BEIREAE R SAE 75,
2. HER ST IR ANTE R ) He ARV AN ] A
Re /1 H¥3:
1. REfg LG5 IR E 2R,
2% B i 2. BEUEEHh A At N IR BEIH I B CIANVE 1T A8k
- BN RAEEG: seF RN, Bz A NE O 5
WA
R B 5
1. B A IR S A BE
2. THERPOITAECIBIE . RO AERC T R SO ZE S, SR T
WRAL, BEMEH RS RS U AE R o
B
1. B E R
2. BIBERIHEE R
HFEMWS |3 FRCEE. BAERC R AR RE. BASE, UK
HEEE S, — BRI SRR .
M AR -
BSOS W
HETE:
RS URBNE . LB S TR B
s B
BETERS | [md mar s, bk TREHE OHR, niER
ek ORIEw N M B DNy s T ap 7
2. TS, EEBUEIER.
3. FUMRVE, AT NAAES, SERAE BTV
4N TRE LR, BATUT TN, BRI 1Re .
PRI IF A2 b A A SRR S U 2 i o S L9
BEITR T | Rk X B 1K B, 2R AR . Receiving drips

of water when in need, and I shall return the kind with a spring. 2.
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WS T EL, /75 =FM Such kindness as young grass receives
from the warm sun can’t be repaid. %A= A FH HERf 1 9515 1E &
PR FIE, YRS MAESFAH S, F4 218 B,
IS o B SCAGFAL A AR

1L Ts 15 Hks U N BT GRATZ B2 2D

Subject:

Dear

Paragraph 1: Introduce the event. Make the invitation.

Paragraph 2: Give details of the event.

Paragraph 3: Make the invitation again and express appreciation.
Ask for reply whether he/she is attending the event or not.
Complimentary close

Name of the writer

Name of the organization

the launch event of “Greening the Desert” project;

GRS AT B

to raise funds for planting trees in the desert in the Northwest area
December 1, from 6 p.m. to 8 p.m.

at Sun Pro Conference and Exhibition Center

Aim of the project: prevent and reverse desertification

Our company’s donation: 50,000 poplars

Your support is essential to make this event successful.

We are waiting for a reply.

2. PMHES—2EAER O, B PR

3. Wr Dl Zr——@s A% 32 105

Useful Expressions

We are very much honored to invite you to the fundraising event
which is organized to ...

The event will be held on ... (date and time) at ... (venue).
The aim of our project is ...

We are working with China Green Foundation.

We are raising funds to ...

We are very eagerly waiting for a reply ...

[ ] We expect the pleasure of your presence in the event.

4. Bouhgs, A BREES

R ES e

R SCEGAE R AR G R, BIE(E R AL B S N2
i, K5 AR R ARSI LG, (8 & A
A, BN AR B R G MR —, e
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