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Get Ready before Reading

Activity 1/ Listen and read aloud

o> You may need to understand the following words and phrases for reading. Try

to remember them before class.

career /ka'ro/ n.
[C] the particular occupation for which you are trained ZEJE; Bl ; Fll
(A candidate /'keendidat; 'keendidert/ n.
1. [C] a person considered to be suitable for a particular position 512 Y A\ %
2. [C] a person who applies for a job ( 3RHN ) HIiF A
tip /tip/ n.
1. [C] a small but useful piece of advice 75 FA/NEE L
2. [C] small sum of money given to a waiter, taxi-driver, etc. as personal
reward for their services /%%
stuff /staf/
1. n. [U] the tangible substance that goes into the makeup of a physical object
ARV BRE HEY)
2. vt. put something into a space 3 ; €
smooth /smu:0/ adj.
1. happening or operating successfully, without any problems “FFa ¢ ; NiUF| it
2. having no rough parts, especially in a way that is pleasant and attractive to
touch JGIEAY; VY
% transition /tren'zif(o)n/ n.

[U] the act of passing from one state or place to the next; a change from one



place or state or subject or stage to another 13 I ; #4745

A pack /pak/ vt.
to put something into a box or other container f#H4L; 4{1------ 140
(A private /'prarvit/ adj.
for use by one person or group, not for everyone FA A fY
charger /'tfa:d3o/ n.
[C] a piece of equipment used to put electricity into a battery 7t HL#¥
snack /snak/ n.
[C] a light informal meal /\iZ ; B
A relative /'relotv/
1. n. [C] a member of your family 3
2. adj. having a particular quality when compared with something else X}
) HE
unavailable / ana'veilabl/ adj.
not able or willing to meet someone ( A ) ¥ 7Z5 15 ANATHASER R B
% accessible /ok'sesabl/ adj.
easy to obtain or use Z I ; P A FHY
(A focused /'fovkast/ adj.
paying careful attention to what you are doing, in a way that shows you are
determined to succeed %0015 TIERY
procedure /pra‘si:dzo/ n.
[C] a way of doing something, especially the correct or usual way f£J¥; F
gi; B
A clarify /'klerifar/ vz.
make something clear or easy to understand 775 ; [fHH
(A completion /kem'plif(o)n/ n.
[U] the state of being finished S/ ; 454 ; SZH
(A employee / emplor'i:/ n.

[C] someone who is paid to work for someone else 52 & ; JiE T.; R
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employ /im'plot/ vt.
1. to pay someone to work for you i1
2. to use a particular object, method, skill, etc. in order to achieve something
s
idle /'aidl/ adj.
not working or producing anything i) ; JCRATFHK
(A responsibility /ris, ponsa’bilati/ n.
[pl.] responsibilities
1. [C] something that you must do as part of your job or duty ( ['/f ) B3¢
2. [U] the duty to be in charge of someone or something T71T:; 5%
troubleshooting /'trablfu:tig/ n.
[U] discovering or removing the causes of trouble in machines, organization,
ete. HEBRECRE ; figreln] @t
(A communication /ke mju:nt'kerf(a)n/ n.
1. [U] the process by which people exchange information or express their
thoughts and feelings %35 ; #1555 2C
2. [pl.] ways of sending information, or roads, railways, etc. that are used for
traveling and sending goods 115 &4 ; 3¢ ( T.H)
(A) assess /o'ses/ vt.
to make a judgment about a person or situation after thinking carefully about
WE ;s ATt
audience /'o:drons/ n.
[C] the group of people who watch or listen to a particular program, or who
see or hear a particular artist’s, writer’s etc. works T Ak ; WAX; BE&
(A imagine /1'mad3m/ vt.
to form a picture or idea in your mind about what something could be like %
25 WA
(A revise /ri'vaiz/

1. vt. to change a piece of writing by adding new information, making
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improvements, or correcting mistakes f&17; & iT
2. wvi. & vt. to study facts again, in order to learn them before an examination
2k
(A approach /a'proutf/
1. n. [C] a method of doing something or dealing with a problem J5={; 77k
2. vi. & vt. to move towards or nearer to someone or something 5T ; fEiT
A deliver /dr'lva/ vi. & vt.
to take goods, letters, packages etc. to a particular place or person i ; K38
resource /r1'so:s/ n.
[C] usu. [pl.] the materials, money, and other things that can be used %X ; W /)
A personal /'p3:senl/ adj.
belonging or relating to one particular person > A ; FAAAY
(A negative /'negotiv/ adj.
considering only the bad qualities of a situation, person etc. and not the good
ones THLHY; TATHIHY; HE R
trap /traep/ n.
[C] a clever trick that is used to catch someone or to make them do or say
something that they did not intend to faFfF; El&E
% paycheck /'pertfek/ n.
[C] a check that someone receives as payment for their wages 1+ # 7K i) 2 22 ;
g
(A positive /'pozativ/ adj.
being hopeful and confident, or thinking about what is good in a situation
rather than what is bad ST ; AIESRR; BER
* ethics /'eBiks/ n.
[pl.] moral rules or principles of behavior for deciding what is right and wrong
fe 3l ; JHTE
faith /fer/ n.

[U] a strong feeling of trust or confidence in someone or something L ; 157
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@A value /'veelju:/
1. vt. to think that someone or something is important & 5 ; )l
2. n. [C] [U] the amount of money that something is worth /i {f ; = &4

Useful Expressions

be unprepared for Fefeeenes RIA&H; REE

set up for Ay S

a couple of — ks SHIUA

take advantage of #) A

at the very least Z0; A

as well B EEH; A

be filled with itk

be willing to R

make every effort (to do ...) By Rl

be amazed at X BEBVIRF X BB E

i AREQASEFRIGEN ARENWE (AR ) BRI, £+ ABRIE,

Activity 2/ Search by yourself

o> Make preparations for the following questions before class.

1.  What is the proper office etiquette ( £,/ ) ? Search the information in the
library or on the Internet.
2. What shall a workplace newbie ( #1 \. ) prepare for the first day of work? Search

for some advice.
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Let’s Read

Activity 1 ' Listen and write

5> Are you ready to read? Let’s check your vocabulary preparations.

____________________________________________________________________________________________________________

Activity 2/ Discuss or debate

5> Discuss the following questions with your partner. Try to express your
opinions clearly.
1. Asaworkplace newbie, which is more important, first impression or working capacity?

2. Asaworkplace newbie, what will you prepare for the new job? Why?

Task 1 Read for Useful Information

5> Suppose you have got your first job offer, how will you behave as a workplace

newbie? Read the following passage and collect the useful information.
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Passage 1 J

Para 1

Para 2

Para 3

Para 4

How to Succeed in Your First New Career

As a new-to-career candidate, do you often find yourself unprepared
for your first job? How can you set yourself up for success? Here

are some tips for new work.

For the first several days, it is all about the simple stuff that can
make for a smooth transition. Drink your coffee at home and pack
your private water bottle, pen, notebook, phone charger and a
couple of easy-to-eat snacks. Also, make sure your mom, friends
and relatives know you will be unavailable during the day now.
You want to be as accessible and focused as possible to make sure

that you can take advantage of every chance to learn.

For the first week, write all things down. In fact, you should
probably continue to do this longer than just the first week—but do
it for a week, at the very least. A new job has lots of new things to
think about and do. Each time your manager, or colleague explains
a new process, procedure or request, write down the key points.
Also, make sure you clarify what is being asked and the timeline
for completion. Most managers agree that one of the worst things
a new employee can do is to sit idle while making no progress on a
work responsibility. Make sure you know the troubleshooting or

upgrading process for each aspect of your role.

Mind your communication. Speaking too soon, guessing on an
answer that you haven’t researched and sending messages with
typing mistakes are career-limiting moves at work. Assess what
the audience will think about what you are about to say and write.
Even imagine what could possibly go wrong if the message is

misunderstood. Now, revise your approach, check your word

5

10

15

20

25
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choice and spelling, then

deliver the message.

i

Para 5 Never use company resources
for personal gain or write 30

negative things about the

company that is employing el

you. And don’t just avoid these

traps on work e-mails—avoid doing it on social media as well. The
world is small and filled with people who are willing to throw you 35
under the bus if it means saving themselves. While you are taking a
paycheck from a business, be positive and use the time for which

you are paid.

Para 6  Succeeding at work doesn’t have to be difficult. It does, however,
require some planning, effort and ethics. If you make every effort 40
to do a good job with a high level of faith, you will be amazed at

how valued you can be at work.

Activity 3/ Check your understanding

5> Have you collected enough information to guide your first job? Let’s check it.

I. Decide whether the following statements are true (T) or false (F).

1. Maybe you should continue to make some preparations longer than just the first week

before your new job. ( )
2. There aren’t lots of new things to think about or to do in your new job. ( )
3. You should make sure what is being asked and the deadline. ( )
4. You needn’t to mind your communication when preparing your first job. ( )
5. Succeeding at work does require some planning, effort and ethics. ( )
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II.

A

Answer the following questions according to the passage you have just read.

As a new-to-career candidate, what can you do to make a smooth transition?

What should you do if you want to be as focused as possible on your first job?
What is one of the worst things about a new employee in most managers’ opinions?
What kinds of things you should do before you send a message?

Why are people willing to throw you under the bus?

Activity 4 ' Consolidate your learning

5> Some words and phrases in the passage you just read are essential for

10.

understanding. Practice their usage by completing the following exercises.

Complete the following sentences by filling in each blank with the proper form

of the word given in brackets.

In view of the present situation, we’ll have to (revise ) our original plan.
They’re encouraged to think ( positive ) about themselves and their
future.

No any other European country had so many state-owned businesses and so few
('private ) businesses.

Today he is able to ( focused ) his message exclusively on the economy.

My (responsibility ) include answering the phone and dealing with

customer inquiries.

I can (imagine ) how disappointed they must have been when the kids

found no TV in our apartment.

He decided to adopt more different (approach ) and teach English

through story-telling.

More than 3,000 local workers (‘employ ) in the tourism industry.

Don’t worry. He will assist you in ( completion ) the task on time.

I asked him to have my jewelry (value ).



UNIT 1 11

II. Translate the following phrases into Chinese or English.
1. acouple of snacks

2. —LEH ¥

3. take advantage of every chance

4. HIHIZ IR
5. deliver the message

6. R LA
7. personal gain

8. AEE

9. make every effort to do a good job

10. =155 T AR A

Task 2 Read Alone

5> Suppose you are a workplace newbie. Do you feel lonely and thirst for a friend?

Read the following passage and summarize what types of friends you need.

Passage 2 J

Five Types of Friends You Need to Have

Para 1 Do you know people without friends are more likely to die an early
death? It’s true. To up your
chances of living a long
and happy life, you should
have some close friends.
The following five types of
friends are just what you
need to have.

Para 2 1. A Loyal Best Friend

Everyone needs a friend who

will support him in any case.
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Para 3

Para 4

Para 5

Para 6

Para 7

12

This is the kind of friend who knows all of your deepest and darkest
secrets, but still loves you all the same.

2. A Fearless Adventurer

We live in a big world where there are so many places to see, people
to meet, and experiences to have, so we all need an adventurous
friend who will pull us out of our shells and introduce us to new ideas,
cultures, etc.

3. A Wise Teacher

A wise teacher in your life doesn’t have to be someone who shares the
same occupation or hobbies with you. It’s simply someone who’s a few
steps ahead of you in life and has enough wisdom and patience to guide
you in the right direction.

4. A Friend from a Different Culture

If you don’t want to be described as a stubborn man, you should have
a friend from a different culture, and the world would be a much
better place. Being in a cross-cultural friendship allows you to explore
customs, values, and traditions outside of your own culture.

5. A Total Opposite

We humans are used to getting together in groups and attack outsiders.
But if you only have friends who follow the same beliefs, customs, and
values as you do, chances are you’re somewhat separated from the rest
of the world, and you’re more likely to disagree with anyone who holds
a different world view from you. A total opposite will help open your
eyes to different world views and you’ll learn to accept people who
don’t see the world exactly the way you see it.

With these friends in your life, you’re bound to live a long and happy
life.
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Friends You Need to Have
Topic: To live a happy and long life, people should have good friends.
5 types of friends:
1. Aloyal friend knows all of your (1) secret;

An (2) friend will introduce us to new ideas, cultures, etc.;

2
3. A wise teacher guides you in the right direction;
4

A friend from different cultures makes you (3) , values, and

traditions outside of your own culture;

5. A total opposite will help you to see different (4) and accept

different people.

Conclusion: With these friends, people will live a (5) life.
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Practice after Reading

Task 3 Read for More Information

5> As a workplace newbie, there are so many new faces in the company. Do you
ever feel shy or know nothing to say? Read the following passage, the “small
talk” method will help you.

Passage 3 J
Making Small Talk
Para 1 Words & phrases:
In most English-speaking countries, it is normal 1. normal /'no:mal/
and necessary to make “small talk” in certain situations. adj. IEH 5 1EM

Small talk is a casual form of conversation that 5 RiERY



“breaks the ice or an awkward silence between people”.
The ability to make “small talk” is highly valued.
In fact, many English students agree that making
effective small talk is much more important than
knowing correct grammar structures—and rightly so!
Small talk is a pleasant conversation about common
interests. Even though you may feel shy using your
second language, it is sometimes considered rude to
say nothing. So making light informal conversation
for the sake of the conversation is a form of social
skills.

Para 2

Most small talks occur in places where people
are waiting for something. For example, you might
chat with another person who is waiting for the bus
to arrive, or to the person beside you waiting to get on
an airplane. People also make small talk in a doctor’s
or dentist’s waiting room, or in queues at the grocery
store. At the office, people make small talk in elevators
or lunch rooms and even in restrooms, especially if
there is a line-up. Some social events ( such as party )
require small talk among guests who do not know each

other very well.
Para 3

People with many different relationships use small
talk. The most common type of people to use small talk
are those who do not know each other at all. It is also
common to people who are only acquaintances, often
called “a friend of a friend”, to use small talk. Other

people who have short casual conversations are office

10.

I1.

12.

13.

14.
15.

UNIT 1 15

casual /'ka3zjual/
adj. WEERY; JEIE
5 BRI
conversation

/ konva'serf(o)n/ n.
SER, ol AL
break the ice ¥
fi

awkward /'o:kwod/
adj. gt i)
effective /1’ fektrv/
adj. FARH; EAE
FHRY

for the sake of
T e ORIk
occur /a'k3:/ v. &
A5 B

chat with 5------ &
dentist /'dentist/ n.
TR AR
queue /kju:/ n. A3 ;
KA

grocery

/'grovsari/ n. i
2T

elevator /' eliverta/
n.

a line-up — MK BA
acquaintance

/2 'kwemtans/ n.

ELUN
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employees who may not be good friends but work in

the same department.!

Para 4

Small talk gets friendship started and “breaks the

ice” before important business meetings and other

events.

Note:

1.

Other people who have short casual conversations are office employees who may not be
good friends but work in the same department.
who have short casual conversations 4 % 15 M 4] f& 1fii other people, who may not be

good friends but work in the same department i A ] &1 office employees.

Test your understanding by answering the following questions according to

the passage you’ve just read.

According to the passage, what is “small talk™?

A. A short conversation.

B. A casual form of conversation.

C. A useful dialogue.

D. A private conversation.

What is the best interpretation to the underlined word “light” in the first paragraph?

AT

B. 54

C. AN

D. &Y

Which statement is NOT true according to the passage?

A. Making effective small talk is much more important than knowing correct grammar
structures.

B. In certain situations, it is sometimes considered rude to say nothing.

C. In some parties, guests who do not know each other very well needn’t have a small talk.

D. Small talk gets friendship started.
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4.  Most small talks occur in places in the passage EXCEPT
A. bus station
B. airport
C. elevators
D. cinema
5.  What’s the significant function of “small talk’?
A. Break the ice.
B. Break an awkward silence between people.
C. Kill time.
D. Both A and B.

Activity 1/ Summarize your vocabulary

o> The following phrases are useful for a workplace newbie, summarize them by

translating them into Chinese.

[

report for work/duty

office supplies

company uniform

company name-tag

orientation/on-boarding training

probation period

intern

sign in/out

o ® N kW

company resources

_.
e

work responsibilities
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Focus on Grammar

Activity 1 Check your knowledge
o> ML AR

1. Thave a dream.

2. This is beautiful music.

3. The tall boy often goes to the big zoo.

4.  The happy child went his home yesterday.
5

The secret of success is to start from scratch and keep on scratching.

Activity 2/ Learn some grammar

A)Fpk5 ( Sentence Constituents )

PIH Y AT FE IR SRR AU BARHE, TR SRR Y
1. Fifi (subject) E—MIMEM, EAAVLXIS, Wi, BodufCnHiE,
— TR . A
Students study.
We are friends.
X B students 2410, we 2, EATER PR
2. IHIESNA (predicate verb ) JEXT FIEMPARRIA, Fos FiEa T ek, &t shin
i F SRR, e EIER ST A
Students study.
We are friends.
X ) P B study AT are #RSE AN, study MASSE SLAR], are U4 be 2hid], &
(RESEE(EES
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3. Eif (object) RN MY SR IMERIRTGR, H 44 iR scE AT . e )

Az )E. .

They are teachers.

I play with him.

XA B teachers J2 4410, BLA] him 2], BN PR .
S i A TSGR, R TR, A

They don’t work on Sunday. 1/ Sunday, /24 on MIEE .

4. JEIR (attribute ) 2 FRE BB T SAU R, 8 b2 2 1A B85 A7 2 TR A
FR N AEAT o T AR 4 T A0, AR Y T A R O R O 44 ) £
Jeifi . 4n
This is a red sun.

He is a tall boy.
He likes to drink cold milk.
X =) PR red, tall A cold #RIETEAH, BAWEEE,

5. RIE (adverbial ) ZEMishin) . A, BTSSR TR, # A,
WA BRIy o] LUSCE S Z /i, o n] RUSCAESh A 2 )5 5 840 1 25 1) sl il i) s Ji 7
EfTZAT. .

The students study hard.

I often write to him.

The bag is too heavy.

BT 4] 38 HH LR hard T often B H ARSI, 55 =43k o 5] too BARAYRIE 4
i, ENTEERE

6. Kif (predicative) Je i TEZE RN Z 5, FRUEH FiE MRS, —Mh
A E Z I AR AL, Un: T am a student A9 student ; Our classroom is clean )

clean,

Activity 3/ Practice your learning

o> M F IR
1. A tree has fallen across the road.

2. Little streams feed big rivers.
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> @

o ©® =N W

I1.
12.
13.
14.
15.
16.
17.
18.
19.
20.

The idle are forced to work.

Now is the time.

Your car, which I noticed outside, has been hit by another one.
To find your way can be a problem.

It would be nice to see him again.

I am reading.

You can do it if you try hard.

I had a swim yesterday.

Naturally we expect hotel guests to lock their doors.

I was so much surprised at it.

I’'m very pleased with what he has done.

She is in good health.

This is where I first met her.

A thin person always seems to be taller than he really is.
He left there last week.

Do you understand what I mean?

He must be the best violinist alive.

Her promise to write was forgotten.
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Let’s Write

8IS ( Letter of Introduction )

Activity 1/ Study the sample
O B TR L 4B T A 1 B 55 H R T RETE AN M

December 12, 2015
Dear Mr. Philips,

We are pleased to introduce Mr. Wang You, our import manager of Textiles
Department. Mr. Wang is spending three weeks in your city to develop our business
with some manufactures and to make purchases of decorative fabrics for the coming
season.

We shall be most grateful if you will introduce him to reliable manufacturers and
give him any help or advice he may need.

Yours faithfully,

Yang Ning

I ERAE T 10 HE AT DU LA G S ARS8 A BT 1A%, AT
iR DRAPES 2N R HELE S PR ] AR {75 PR

NREAIEANGE BEA S FHE S5 ) FARENZ4E (4
NS NZIBIEZH ) M.
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IEXAAER ORI . ™, EA0ER. EE; EEAAE R
RSB

I RE—AHE LT LA 1

1. fAIH A — TR AN EEAE DL, W @A . 5SS
(EINGPE S

2. NAMERAER, RIS E AR T IR A AR, I3t
2FE, T EE NG TR ELRTS Bl R4S

3. EFRSEXIR AT RESR LAY B ORI

4. BN BEIARBA BARFRIF—H To whom it may concern.

Task 4 Write with Given Information
> (ER AL A BN FAIFE, 15 R 5T A A M AT s A

e

June 15, 2016

To whom it may concern,

(R4 /e ) , (5N ), who is

the head of the inspection group sent by Nanjing University.
(FRAT AN ) if you would be kind enough to

( $2IE45 5 A1 7/ ) when they visit your company.

Respectfully yours,
Gu Long
Director of Wanda Co. Ltd

FIORNH

* Please allow me to introduce one of my best friends to you.
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* [ am writing to introduce Li Ming, one of my college classmates in Beijing.

* ] am very glad to have this chance to write to you to ...

* [ take pleasure in introducing to you the bearer Mr. Li.

* The bearer of this letter is Mr. Li whom I personally know to be a most
deserving person for your position.

FRH

* Thanks for your attention and hope to receive your reply.

* It would be appreciated if you can give her some help.

* I would be most grateful if you could pay due attention to this letter and contact
me at ...

* In addition, I want to express my sincere thanks for your attention.

Task 5 Write Alone
> /2 i ( Han Pu E-commerce Co. ) B4 % 5¢ Frank Jones 454 J A1 28 51 P
H 1 H 2P H i) R A o 15 AN FE 848 P Johnny 1947 X g il FF-A.

e
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Interesting English

{RE] BEARENERIZEI MDA
SEFRE S AT 2 M . T 8 406 T I /NI, R VEIE R

pAIBIES

1.

i as TR il

PEEAMMUE 67 MEZEWE B G, WL ETAR AT, Joi i1k A Wk
K, WEEHEFRNAAC ., 7o, FITEE T USSR alae Ty, HLaniRils
Tl B

e H BRI “you” or “T

FAT—BEAEMH R A IR XPASFAR, Sy URT TERCE IR R
HHES 18 &5 1 “FR” HERHER T2 50 2. AR 4 i A S SC ) 58 3 2 W —
A BSIEETE “the”,

BHCFEE b B AR

WG BB FCTFARIRE H 2k (i one, two, three, four...), HEFMRE S “+
{¢” (billion ) HIMEAZER] “b” ATk,

WA

“BREC” (subdermatoglyphic ) JERENSE H i K H A PR EE WIGE IR, ©A
17 DRE, B PBEEAI, 18R TR NN —ZEIK. HRER A2k
BR” (uncopyrightable ) XA, B R B ERMAE DB —L. EH 151
AHE R PR, B A SR SOCE A WAL

W H S TR A B2 I

XA AE A B RER SRRATIAE VLR . B AR Z AR PG5 DI G, 46— 2L in)i a0
“fashionable” ( B #Y ), “advertising” (J LAY ), “laughable” ( AIAERY) ) 55, if
HHIE “fight fire with fire” ( LA ) T B ek fm DIARRIY I =U it
A

WA/ DI SA — AR A Tz g, X 4G “nerdjacking” ( FHARTEZH
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MRS 3R0E ). “undorse” (FAALEUR T ) 1 “Mx” [ %A (M) B
1 (Ms.) f—FfrepEFRiE 1

Ity 28 FLAETE 1 e i i)

YETR IR ELE I B A 00 5 A ny vl XREERFWARIE. ih—E3 15
ML AFBIR RS BAVPRLER T EIT “town” (HH ), BIELLE 41l
B TR A

WA BRI A B A REAL) N — ™ IR A Y ) -7

Go! BHif iR, AR IEMIET






