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“/ Learning Objectives:

In this unit, you will

©learn about workplace etiquette to build teamwork;

© read about teamwork and team building;

© write a memo in English;

© expand your vocabulary about teamwork and team
spirit;

© know about Chinese tea culture and develop

translationskills.
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What is team spirit and why is it so
important? Team spirit is a sense of trust, respect
and optimism that develops in a group, which
is the basis for working together productively.
Team spirit is crucial to a work environment.
Having strong team spirit among colleagues

will boost motivation and will enable colleagues

to feel they are part of a team. Team spirit can

be seen in various fields. Every individual has to work in a team at a certain point. Team
members should have an attitude of harmony and cooperation within the organization,
and leaders should encourage friendship in their teams to bring out a sense of belonging in

their team members.
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@€E8X1’ Do you think good team cooperation is important for a company?

Listen to the following passage. Try to understand what benefits can

team cooperation bring for a company, and fill in the blanks with the

missing words.

Team cooperation encourages employees to work together for the 1. benefit of the

organization. Each employee is 2. responsible for the success of the team. It reduces the

desire of employees to compete against each other, and instead they can focus on working

together to 3. achieve a common goal. Working with a team also 4. enhances

effective communication within employees. As they cooperate, they begin to learn how to

communicate with each other and improve their skills of active 5. listening

O L e
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€FEJA2 Emma is a new member of the team. She is talking with the team leader

Jason about her job. Listen to the conversation and choose the best

dNSWer.

1. Emma’sfirstjobis A

A. designing the leaflets B. making appointments
C. drawing pictures

2. Emmamajoredin C

A. photography B. advertisement design
C. graphic design
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3. Jacob hopes tofocuson B

A. advertisement design B. web page design
C. dealing with clients

4. Davidisresponsible for B

A. following up with clients B. searching for new clients
C. dealing with old clients

5. A isthe secretary.

A. Jenny B. Jason
C. Dale
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@E8A3 Good workplace etiquette presents yourself as a professional. Also, it
improves work relationships. It shows your team that you care about
them, their work, and their value to the team. Read the following tips
on workplace etiquette and learn how to make yourself a welcome

member of your team.
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Workplace Etiquette Tips to Build Teamwork

Greet your colleagues properly.

Formal greetings like “good morning/afternoon/evening” are an excellent way to both initiate
and maintain a positive relationship with co-workers. If familiarity is already established
among team members, informal greetings can set up positive working relationships in a team.
The use of “hi” and “hello” can put team members more at ease with each other, and set the

foundation for social awareness.

M Pay attention to your nonverbal communication.

Have good eye contact to show you are listening. Look at the upper part of the face — the eye
and brow area. This shows you are attentive. Avoid crossing your arms over your chest as this

can indicate you are not approachable.
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Be timely.

Be on time for work and meetings. Better yet, be a few minutes early. Punctuality shows your
team that you respect them and their time. Complete tasks and projects on time, too; don't

let the team down with excuses.

B Use proper tech etiquette.

Don't leave the team hanging. Answer their emails and phone calls in a timely way — by the
end of the day if possible, and no later than 24 hours. Using proper grammar and punctuation

in departmental emails is just as important as in client emails.

B Contribute value to team meetings.

Focus on the meeting, not on side conversations or on your smartphone. Be open to others’

ideas and points of view. Let others finish speaking before sharing your thoughts.

O L e
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B Show appreciation.

Everyone likes to be appreciated. Sincerely verbalize and demonstrate thanks as often as
possible. Do this both publicly — when appropriate — and privately. If your boss congratulates
you on a job well done and you had help from your team members, be sure to tell your boss so

they can receive credit, too. They'll be more likely to rally around you on the next big project.
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Building a Successful Team

Good teamwork is essential to success. Good organizations need teams that are performing

effectively and can communicate clearly. As a manager or team leader, you can contribute to the
company by cultivating a good team and encouraging cooperation.

Effective communication is the key to successful teams. Good teams encourage team members
to share ideas, consider solutions and solve problems together. Open and respectful communication
in the workplace can improve a team’s performance.

Good teamwork is usually most possible in respectful environments. When people feel
accepted for their age, cultural background, job title, ideas or lifestyle, they can be more willing to

share their ideas and participate in discussions. Maintaining a respectful work environment can help

»y »

encourage positive and open communication. T X
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Good teams benefit individual members by offering added support and opportunities for
personal development. Take a look at the following list and find out how to encourage good

teamwork in the workplace:

Communicate regularly, effectively and honestly.
Value everyone’s opinions and suggestions.
Give everyone the chance to express themselves when making decisions.

Be ready to help your colleagues professionally.

Avoid being negative.

Stay positive and motivate others to be positive.

Spread enthusiasm.

Encourage your colleagues and praise them when they do well. vz

%
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Try to be respectful of everyone at all times.

Organize team building activities to promote team spirit.

Let your personality shine.

Be humorous (just make sure it’s suitable in the workplace).

5
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Language points:
1. be essential to X7...... Je b ANH] /D 1)
C.g.:

Good communication 1s essential to a successful team.

B4 FA) VR0 38X 1T ) [T A A e AN R D

LA e
be essential to success
be essential to the process

be essential to growth
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Language points:

2. participate Z5, ZI

C.g.:
She actively participates in community events.

IR Z 54X G5 .

L FE T
participate in
actively participate

encourage to participate
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Language points:
3. professionally % Mlith, HAMP E

C.g.:
He handled the situation very professionally.

fib AR L AL B | IR E L

B LA
act professionally
dress professionally

communicate professionally
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Language points:
4. motivate VU, WK
C.g.:

The coach’s speech motivated the team to win.

FRIE R 1 BB s LE 3%

T

B LA
motivate someone to do something
highly motivated

self-motivated
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Language points:

5. shine &, HH

e.g.:

The stars shine brightly in the night sky. 2 B LR = H AN &Ko
She really shines in her new role. U7EH A & R I H 4,

LA
shine brightly
shine in

let your personality shine
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Comprehension

@SR Choose the best answer for each statement or question below.

1. Ateam leader should try to B and make contributions to the company.

A. cultivate high-performing individuals
B. build an effective team

C. develop good products

D. cultivate a good organization

2. In good teams, members are encouraged to A

A. exchange opinions and discuss issues together

B. solve problems by themselves

©
©
©



s . ©.

C. compete against each other
D. complete their tasks successfully on their own

3. People would participate in discussions more willingly C

A. when they work with a respectable leader

B. when they have the same cultural background and lifestyle
C. when they have a respectful work environment

D. when they are accepted as members of the team

4. Which of the following statements is NOT correct according to the passage?

A. The leader should help the team to stay away from negative attitudes.
B. Team members should be praised when they do well.
C. Team building activities can help promote team spirit.

D. Making jokes is always suitable in the workplace.

©
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5. The passageaimsto A

A. provide tips on how to build a successful team
B. state the importance of teamwork
C. describe what kind of team is suitable for people to develop

D. state the importance of communication to teamwork

©
©
©



@E8A2 Choose the best answer for each sentence.

. A C is a person that you work with, especially in a profession or a business.
A. master B. leader
C. colleague D. member

2. Don't think too much about the € things.

A. effective B. positive
C. negative D. respective
3. Cooperative activities are A to effective community work.
A. essential B. respectful
C. promote D. value

i .
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A

4. On the social level, improvement in the quality of life can greatly

to social harmony.

A. contribute B. promote
C. encourage D. support
5. We would like to see closer D between parents and schools.
A. motivation B. enthusiasm
C. performance D. cooperation
6. He dealt with the problem in a highly B way.
A. personal B. professional
C. negative D. possible

©
©
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7. Howdoyou
A. promote

C. benefit

people to work hard and efficiently?
B. praise

D. motivate

8. The two countries have always A close relations.

A. maintained

C. organized

B. supported

D. motivated
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@FE8A3 Match the items in English to the Chinese equivalents.

job title

effective communication
team spirit
high-performing team
work environment
personal development
team member

open communication
cultural background

team building activity
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Translation

@E8A4 Choose the best Chinese versions.

1.

Good organizations need teams that are high-performing and can communicate clearly.
A. VAR FEEZHE S E 88 E M,

B. MFNALRBESSUE L BMW@EIEA.

C. KHERNALRTESSHEIPABETEEMWEE,

As a manager or team leader, you can contribute to the company by cultivating a good

team and encouraging cooperation.

A. ERZERHIATFE, RE]LITIFNG 2 EES BB ARSI S 1Fo

B. fFAKERHFIANTFE, MELIARBMLTTM, B RTFHIBEIAFMERIS1E,

C. fEREZEBHANEE, MALlEdIERFBEFNEANEMESIERALITME
Bfiko

©
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3. Open and respectful communication in the workplace can improve a team’s B

performance.

A, I ST RS =R @R & F AR R
B. LRZFTHHAMAEESERDER LUR S E ARSI
C. FAHMEERREE TIPSR LIRS E RIS,

4. When people feel accepted for their age, cultural background, job title, ideas or

A

lifestyle, they can be more willing to share their ideas and participate in discussions.

A. BAMNRFEBECHER. XKtER. TERAU. BiEEETANRESN, #
MNeBREDFECNEEAZ 51T

B. SAMXBECHFR. XMHUER. RO BZARNEZFVRBIWEZ, ]
AL EEE S ZFEHCHEEAZ 51T

C. SAMNZEANBCHER. XIHER. RIF. BEAREER S NMEIRS,
e EREE S Z B CNRENZ51T1E,

©
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5. Good teams benefit individual members by offering added support and opportunities
for personal development. C

A. HREENABR R, BEREFIMNMIZFNTSA T ALE,
B. IMF/HENNA N ARGREFm, I TARBRREIIMIZFNIE,
C. MF/HHNET N TARBRHEIIMIZFNNE, ENARGR .

©
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New Employee Training

Developing teamwork should start as soon as the new employee walks through the door.

According to Lauren McAdams, career advisor and hiring manager at ResumeCompanion.com,

the most successful method for creating excellent relations within a team is bringing a sense of
teamwork early on in the new employee training process.

“While we do experiment with different team-building measures, there are three that have
become common practice:

First, during new employee training, we require new employees to learn from an experienced

‘coach’, whose task is to provide guidance and help the new guys to get involved with the group.

The next step is to assign the new employees to learn from other members so they can have more

»
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than one ‘coach’.
Next, when we begin a new project, | personally assign mini-teams to handle those projects.
These smaller units often include employees who haven’t had a chance to work together. In this way,

new hires get an opportunity to work and develop relationships with everyone they cooperate with.

And finally, leadership rotates on these projects so different people have a chance to test their
leadership skills. Also, since project teams always have different people on them, everyone in the
company gets to know each other at some point by working together. This level of cooperation

resulted in very strong teamwork at our company.”

»y »
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Language points:

1. Resume Companion i Ak £ 8k ] i B3

e.g.:

Resume Companion offers tools and tips for creating professional resumes.

(Resume Companion a1 ol i) Jy i) T BT . )

B LA
use Resume Companion

services from Resume Companion
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Language points:
2. get involved with &5, HA
C.g.:

She got involved with the community service project.

Wz 5 1A X AR IH .

L FE T
get involved with activities
get involved with a group

get involved with a project
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Language points:
3. assign 77AC, FRIR

C.g.:
The manager assigned the new project to the team. ZFGH 0 H 70 ficzs 1 BB

B LA
assign tasks
assign responsibilities

assign a project
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Language points:
4. cooperate S 1E, WME
C.g.:

The two companies decided to cooperate on the new initiative.

/NI R R I na sl M= (2

B LA
cooperate with others
cooperate on a project

willing to cooperate
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Language points:
5. rotate Feif, hE¥:
C.g.:

The team members rotate the leadership role every month.

BA R 3 B H e i3 A

T

/

B LA
rotate positions
rotate responsibilities

rotate shifts
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Comprehension

@81’ Complete the answers with no more than three words.

1. When should companies cultivate a sense of teamwork in new employees?

They should try to develop teamwork during the €W employee training

process.

2. What is the task of the experienced “coach” in the first step of the training?
His/Her task is to provide guidance

and help the new employees to
integrate into the group.
3. What is the second step of the training?

It is assigning the new guys to learn from other members

C
©
©



i .

4. What is the benefit of building smaller teams and include employees who haven’t had a

chance to work together?

The new employees can have chances to work and develop relationships with

every other colleague.
5. Why do they let everyone on the team to take leadership in turns?

In this way, everyone will have the chance to test their leadership skills

©
>
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@ENA2 Fill in the blanks with the words given in brackets. Change the form if

voos W

necessary.

School officials say they welcome parental involvement (involve).

What are your plans for the development (develop) of your company?

The zoo needed better management (manage) rather than more money.

A healthy market will help promote job creation (create) in this country.

The company was one of the first to offer meaningful employment (employ) to the

blind.

C
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@EHA3 Translate the following paragraph into Chinese.

And finally, leadership rotates on these projects so different people have a chance to test their
leadership skills. Also, since project teams always have different people on them, everyone in the

company gets to know each other at some point by working together. This level of cooperation

resulted in very strong teamwork at our company.

e, YR RAEX LI e, DMEARIB A PSR ST hE . JAt,
o T H B2 A AR, 25 A AR AT A — & TAEER B A T
o XMRREER SR ARl = TARR SR KR F A SAE

Q

Q
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Write a memo according to the information given in Chinese.

. RIZMEBHEELRE, BREUTEEE—WESR.
RE: 1 RABNAREF T RAKENRFEED, BIBFIEREATIEM, AILFHX
JB—cREINEE.
2. BT LFETT, AEEHE. FENRAMIBBAEREH, F1FERT
B o
3. IR N/ NRNTEE NS RIKELFI R, FLHFGER.
4 BMRTEREF—ARE, WEF/UKESI.

©
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Chinese Tea Culture

Tea is a healthy drink. Drinking tea offers numerous benefits. It refreshes the mind, clears heat
within the human body and helps people lose weight. It has enjoyed a history of thousands of

years in China, right back to the ancient Shennong period (some 5,000 years ago), and has played a

significant role in Chinese art and society since ancient times.

Chinese Tea Ceremony was called Chadao and was on the record since the Tang Dynasty at 841
AD. Tea was one of the seven basic daily necessities (firewood, rice, oil, salt, soy sauce, vinegar, tea) in
ancient China.

In the modern era, Chinese tea culture has become a symbol of etiquette in all aspects of
people’s lives. Tea drinking is a sign of respect in social life. It is commonly used to greet guests at
home or in the workplace to show the host’s warm welcome and hospitality. Drinking tea helps to

establish good communication between friends or business associates.

C
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Etiquette of Tea-Drinking

B The environment for drinking tea should be quiet, clean, and comfortable, giving people
the sense of being at ease.

B The selected tea may vary according to different individuals. For instance, northerners
generally like scented tea, but people from regions south of the Yangtze River love green
tea, while Cantonese people prefer oolong tea.

B Tea sets can either be beautifully crafted or simple and unadorned.

B Don't pour the cup too full; 70% full would be fine.

©
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Translate the third paragraph into Chinese.

A, FEESEZRC ARSI IEALN IR, RSP E
AR, Bl WA T EZKESCTAEG IR EN, PIRR EANPIEL ML %
A B TAER A B A EAK P Z T 57 R4 4 3

C
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essential /1'senfl/ a. TEWER, AT DHY
contribute /kantribju:t/ v. Tk

cooperation /kov vpa'reifn/ n. SE, ME

solution /sa'lu:fn/ n. BRI %

respectful /ri'spektfl/ a. FREER: TEH
performance /pa‘fo:mons/ n. I, &, THEER

maintain /mem ‘tem/ v. 2855, {7+

positive /'pozativ/ a. FRAR RN, BI1EHY
individual / mdi'vidzual/ a. B2IHEY, AR
professionally /pra‘fefonali/ ad. 7 T{F L, Tt
negative /'negotiv/ a. JHRAY, TEEY

motivate /'maotivert/ v. BRI, B

enthusiasm /in'Bju:ziezom/ n. # |5

personality / p3:sa'na&lati/ n. 5%, T4

humorous /" hju:maras/ a. 7 [ E 2 AT

©
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Dussuge 2

advisor /ad 'vaiza(r)/ n. Jii[o]

hire /"hara(r)/ v. B2 A, B n FTER, TR T
method /'mebad/ n. 713, TME

measure /' me3a(r)/ n. FEHE

common practice B3], >J[REME

coach /kautf/ n. # %k, WS

guidance /'gaidns/ n. 185, 3|5

assign /a'samn/ v. 7K,

project /'prodzekt/ n. TiH , 11X

handle /'haendl/ v. S8, R3S

unit /junit/ n PEEH, NBA, 27, FHIT
rotate /rov'tert/ v. ( AG1 ) #¥R, {8, Feds

C
©
©



English

>
)
S
i
<)
=
ot
]

N ew

i SR T R

New Literacy English

3= 75 RiB




