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Introductions and Greetings
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Unit 1 2

Phonetics Rules

1. Let’s Read
ai/er/  tail rain pain rail nail
ee/i:/ bee jeep feet see teeth

ea/i:/ sea meat peach tea leaf

2. Phonetics Notes
JUH: REREA RS, WA R A2 S, R R
WEMEICE . JuE A EwSE, HEP AR, 2 R0E 5 E
B, Sl AT 20 ot E . Bl
Koo fa/ foi/ 13 fid i/
KEICE . /A ol Jal 1 Tl el el

MWIGTE: /19/ leal Jval lov/ /av/ lev /ai/ ot/

3. Practice Your Tongue

(1) Linda sees a bee on a leaf of a peach tree.

(2 ) We can’t see this cheap ship on this chilly Christmas Eve.
(3 ) Fred baked eight red bread during the break.

(4 ) Kate ate eight cakes Fred had baked.
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Warming-up Module

Situation introduction: You are a new employee and going to report for your

work. How to settle down and express yourself in the new company? The following

expressions may help you. Let’s practice.

1. Listen and match. Listen to the following expressions and match them with the

possible meanings.

(1) Green hand

(2) Feeling of freshness

(3) Rules and regulations

(4) Employee’s card

('5) Probation period

(6 ) Personal records

(7 ) Life-long learner

('8 ) Staff in Basic Level

(9 ) Workplace etiquette

(10 ) A big fish in a small pond
(11 ) A small fish in a big pond
(12 ) Punch-out

(13 ) Punch-in

(14 ) Work overtime

(15 ) Top manager

e N T N N N T T e N N e N T e NN

) AL gk

)B. NPT

) C. =R E AL

) D. ik

)E. FHEHTR

) F. TAEIE

) G. RAHIRI/NAY)
) H. AFipY %

) L AL

)1 AEZ 5T

) K. &5z 2]

) L. /VAFIR A
) M. IR

YN BT R

) O. ML FE



Unit 1 4

2. Listen again and try to remember these expressions.

1 2
3 4
5 6
7 8
9 10
1 12
13 14
15

3. Listen and match. Listen to the following sentences and guess their meanings.

( ) (1) I’'m reporting for work today.

( ) (2) Are you a newcomer?

( ) (3) I was told to report here to work as a secretary.

( ) (4) Would you like to tell me my work duties?

( ) (5) What are our rules about punching?

( ) (6 ) Good morning. I'm new here. Please let me introduce myself.

( ) (7 ) May I ask you a favor?

( ) (8 ) I'm on probation.

( ) (9) I'd like you to meet Mr. White, our sales manager.

( ) (10 )1 hope you’ll be happy working here, and if you have any problems, just let

me know.

A, FRITE X HIIB B
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G. A BRI LA e, anSRA TR U A SR 4Rk
H. URBES VR, A TARRRTTE AT AN ?

L AR 7

J BB IRAF TS

Fill in the blanks with the expressions above. Test how much you have got ready

as a newcomer.

(1) — ?

—VYes, [ am a green hand.
(2) —

—OK, I have heard a lot about him.
(3) —

—Good morning. Nice to meet you.

(4) —
—Thank you. I believe I’ll be happy working here.

(5) —How long have you worked in the company?

(6)—

—Welcome aboard. | am waiting for you now.

(7) —

—Yeah, you’ve found the right place. We are in great need of a secretary.

(8) — )

—VYes. To be a housekeeper, you should know a lot.

(9) — ?

—Of course, what can I do for you?

(10) — ?

—You should punch-in at 9 o’clock from Monday to Friday.
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5. Listen and repeat. Listen to these sentences again and think about in what

situation you may need to use them. Try to remember these sentences if possible.

Practice Module

Situation introduction: Now you have come to your company. What will happen

to you? Let’s practice.

Listen and choose. Listen to the dialogues and choose the missing words.

Dialogue 1

( You are Tom, and are just employed. Now you are reporting for work to your manager. )

You: Good morning, my name is Tom. Nice to meet you.
Manager: Good morning, Tom. I am Kristian. Nice to meet you, too. Welcome aboard, Tom.

You: Yeah, I am very happy to (join/joy ) this great team.
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Manager: Well, you will meet your new ( carriage/challenge ) here. I
have ( face/faith ) in you.

You: I ( negotiate/appreciate ) that. I will do my best.

Manager: Yeah, if you have any questions, do not ( hesitate/imitate )

to ask me at any time.
You: Thank you so much for your kindness.
Manager: OK, let me introduce some of your colleagues to you.

You: Yes, thank you.

Notes

challenge /'tfeelind3/ n. [U] [C]something that tests strength, skill, or
ability, especially in a way that is interesting 3k
¥ REMES

faith /fe16/ n. [U] a strong feeling of trust or confidence in
someone or something 15/%; 1547; 12

hesitate /"hezitert/ vi. to pause before saying or doing something

because you are nervous or not sure %

Task 1 Suppose you are Tina, a new employee in Sales Department. Now you will

report for your work to your manager Susan. What will you say? Please make

up a dialogue with your partner and display how you report for your work.

Expressions you may use:

(1) ’m reporting for work today.

(2 ) Good morning. I'm new here. Please let me introduce myself.
(3) Nice to meet you.

(4 ) Welcome aboard.

(5)I'dlike to ...

(6 ) Staff in Basic Level

(7) I was told to report here to work as a...
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(8 ) This is your employee’s card.

(9 ) Would you like to tell me my work duties?

Dialogue 2
( You are Tom and on your first day for work. Your colleague Carl is introducing you to

the department manager Jim. )

Carl: Good morning, Jim. I’d like you to meet Tom. He’s our new Software Engineer.

Tom, Jim is our ( department/apartment ) manager.

Jim: Hello, it’s a (treasure/pleasure ) to meet you, Tom. Welcome

( aboard/abroad ) .

You: Thank you. I'm glad to meet you, too. And looking forward to working for you.

Jim: From what I've heard, you're going to (fit/feet ) in just fine. I’ll

see you this afternoon to go over things.
You: Fine with me.
Jim: ’ll have a meeting and must be off now. Carl can help you to know more about our

( cream/team ) .

You: OK.

Carl: No problem. Let’s go ahead.

Notes

go over 1¥ m e 3l
look forward to 28/%

be off & A

Task 2 You are Ann and on your first day for work, and Bob is introducing you to the
department manager Ken. What will you say? Please make up a dialogue with

your partner and display how you greet your colleagues.

Expressions you may use:

(1) I’d like you to meet...



(2)
(3)
(4)
(5)
(6)

(7)
(8)
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This is...

I am glad to meet you.

work for...

work with...

I hope you’ll be happy working here, and if you have any problems, just let me
know.

Can you introduce...to me?

Welcome to join us.

Dialogue 3

( You are on your first day for work. Ben, one of the colleagues in your department, is

telling you some rules about the company. )

Ben

You:

Ben:
You:

Ben:

You:

Ben:

You:

Ben:

You:

Ben:

: Welcome to NHN Group. First, let me go over what we do in the department during

a ( typical/capital ) workday.

OK. I understand that we basically work from 9 to 6, with an hour-long lunch

( brake/break ) from 12 to 1, right?

That’s right.

How often do we have meetings?

You should attend a department meeting every Friday morning. There are other
meetings for people working together on certain (objects/
projects ) .

Fine. Salaries are paid directly into our bank (accounts/

announce ) , aren’t they?
That’s right.
Do employees here have to go through a probation period?

Yes, you would. Our company believes in employee training and self-improvement.

Yeah, I see. I've met some colleagues already. I'm sure we’ll get along well with
each other.
OK. This is your ( cubicle/bicycle ) . Get yourself settled and

then I’ll introduce you to some of the others.



Notes

typical /'tipik(9)l/ adj. having the usual features or qualities of a
particular group or thing 327 9 ; X &84

project /'prodzekt/ n. [Cla carefully planned piece of work to get
information about something, to build something,
to improve something, etc. R H ; X

cubicle /'kju:bikl/ n. [Cla small part of a room that is separated from
the rest of the room Z~AFg ] ; %

probation /pra'berf(a)n/ n. a period of time, during which an employer can

see if a new worker is suitable X J8 #1

Task 3 You are Ann and on your first day for work. Dennis is your colleague in your

department and he is telling you some rules about the company. What will
you say? Please make up a dialogue with your partner and display how you

communicate with your colleagues about company rules and regulations.

Expressions you may use:
(1) go over

(2) a typical workday

(3) work from ... to ...

(4 ) punch-in/out

(5) take a leave

(6 ) attend a department meeting
(7) go through a probation period
('8 ) training course

(9) be promoted

(10 ) This is your cubicle.

(11) Your duty is...

(12 ) work overtime

( 13 ) Staff in Basic Level

( 14 ) Workplace etiquette
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Profession Module

Situation introduction: As a newcomer at work, we’ll have more conversations

with our colleagues and learn more from them. Let’s practice.

. Conversations

Conversation 1

1. Listen and complete them by putting in the missing sentences.

( George Chen is reporting for his work on the first day to C&C Company, and Mike is
greeting him. )
Mike: Hello. Welcome to C&C Company!

George Chen: Hello. And good morning. I'm George Chen.
Mike: Nice to meet you George. (1) .We’re like a big family here. We

all work together as a team.
George Chen: That’s great. I’'m eager to start.
Mike: Well, (2)

George Chen: All right. That will be a big help. I'm fresh out of college.
Mike: We require all our employees to arrive for work on time and we insist that they
keep their lunch hours to a reasonable length.

George Chen: I understand. (3)

Mike: Employee character is very important to us. We expect everyone here at C&C to
be hard-working, cooperative, honest and open-minded.

George Chen: I'm very glad to hear that. (4)
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Mike: We also try to do the best we can for our employees. We feel obligated to provide

a safe working environment, (5)

George Chen: That’s very admirable. That’s also one of the reasons I wanted to work here.
A. and we make every effort to listen to our employees’ concerns

B. let me tell you about some of our policies and practices here

C. I'm glad you’ll be working for us

D. That seems easy to follow

E. I think I possess all of those qualities

Notes

fresh /fref/ adj. good or interesting because it has not been done,
seen, etc. before #78E#Y ; HH00; REIH

require /r1'kwara(r)/ v. if you are required to do or have something, a
law or rule says you must do it or have it & ;
R s AR

cooperative /kouv ' pp(a)rativ/ adj. willing to cooperate; helpful &4 49 ; WAFay

obligated /'pbligertid/ adj. to feel that you must do something because it is
right or because someone has done something
for you A X 4-49; A wiE

admirable /'@dmorabl/ adj. having many good qualities that you respect and
admire A AAREY 3 L4089 AT

make every effort to do... BT

2. Have you got enough information about their talk? Listen to the conversation

again and choose the correct answers to the questions below.

(6 ) How long does George Chen work in the company?
A. For several years. B. Only for a short time.

C. He is fresh out of college. D. Not mentioned.
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(7)) What kind of working environment does the company want to provide?
A. Clean. B. Safe.
C. Busy. D. Easy.

3. Listen again. Imagine you are George Chen. How do you get to know your

colleagues? Practice this conversation with your partner.

Conversation 2

1. Listen and complete them by putting in the missing sentences.

( Bob is a newcomer and he is asking Jack, his colleague, about the company’s rules and
regulations. )

Jack: Now, perhaps you have some questions. (1) ?

Bob: Yes, as a matter of fact, [ have a few questions.

Jack: Certainly. Go ahead!

Bob: Will I be required to have a medical examination before I start work?
Jack: Yes, but the company will cover the expense.

Bob: (2) ?

Jack: Yes, you would. Our company believes in employee training and self-improvement.

Bob: (3) ?

Jack: No, that wouldn’t be necessary.

Bob: And one more question: (4) ?

Jack: No, they don’t. Once you are hired, you have the same rights as other employees.
Bob: I see. That’s great.
Jack: Do you have any other questions?

Bob: No, I don’t think so. (5)

Jack: All right. I’'m glad to hear that.

Bob: Well, I've probably taken up enough of your time.
Jack: We'll talk again soon.

Bob: I've enjoyed talking with you. Thank you very much.

Jack: You're very welcome.



A. And would it be necessary for me to work on weekends
B. You’ve been so helpful

C. Is there any additional information I can provide

D. do employees here have to go through a probation period

E. And would I have to go through special training or preparations for the job

Notes
expense /ik'spens/ n. [U][C]the amount of money that you spend on
something % A, &4 ; KR4
self-improvement A RKE; ARG
as a matter of fact F3 b
go ahead Yk 4
take up & %

2. Have you got enough information about their talk? Listen to the conversation

again and choose the correct answers to the questions below.

(6 ) When do the employees have a medical examination?

A. Before they start work.

B. After they start work.

C. At any time.

D. Not mentioned.

(7) Do employees here have to go through a probation period?
A. Yes, they do.

B. No, they don’t.

C. It is not sure.

D. Not mentioned.
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3. Listen again. Imagine you are Bob. How do you get information about the
company’s rules and regulations from your colleagues? Practice this conversation

with your partner.

Conversation 3

1. Listen and complete them by putting in the missing sentences.

(Jim is a newcomer and has sent an E-mail wrongly to his client. His manager David is
talking with him about it. )
David: Jim, (1) ?

Jim: For three months, Sir.

David: It is not a short time, and you should have had some knowledge of your job well.
Jim: Yes, I feel so sorry.

David: As a newcomer, after the feeling of freshness, you should focus yourself on

learning more from your colleagues. (2) , especially those

who are careful, hard-working, and devoted.
Jim: Yes, it is my fault. I feel so sorry, and due to my fault...

David: Don’t say sorry again. (3) .You are smart, and I have

confidence on you.

Jim: (4) . I’ll do better in the future.

David: OK. (5)

A. Let’s make it

B. I promise I will not

C. how long have you been here

D. I think it is very important to learn from them

E. I want you not to do it again
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Notes

devoted /di'voutid/ adj. giving someone or something a lot of love and

attention N ; AU A F Y

fault /folt/ n. [C] abad or weak part of someone’s character i 4%
have knowledge of Jnill; 7 R

focus on EET

have confidence on Refeeeee ¥ RERD

2. Have you got enough information about their talk? Listen to the conversation

again and choose the correct answers to the questions below.

(6 ) How long has Jim worked in the company?

A. For three years. B. For three months.

C. For three weeks. D. Not mentioned.

(7)) What kind of colleagues should Jim learn from?

A. Those who are careful. B. Those who are hard-working.

C. Those who are devoted. D. All of the above.

3. Listen again. Imagine you are Jim. How will you do in the future? Practice this

conversation with your partner.

Il. Passage

1. Listen to the passage and write down the missing words.

Good morning, everyone. I am Peter, Sales manager of the company. First of all, I would
like to take this (1) to welcome you to our company. As you are (2) our
company is the one of the (3) in the field and I know you will be proud of being a

(4) of our company. It is always my greatest concern to keep the business going.
We can never rest on our former success. We need to set new (5) for ourselves all

the time. As you are (6) with new knowledge, new thoughts and new (7)
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make full use of them while they are still (8) in your minds.

Work hard, not only for the company but also for yourself, that’s the only way that you

and the company can keep (9) . Again I would like to welcome you and from today
on, let’s (10) for development.
Notes
rest on R%E 5 R
be proud of Hyeeens i A

2. Listen to the passage once again and discuss the following questions.

(1) What is the general idea of the Sales manager?

(2 ) Why does the Sales manager ask the employees to work hard?

lll. Task

Role-play task: Make up dialogues with your partners according to the following
situation.

Suppose you are Mike and on your first day for work. When you come to the
company, your colleague Jack meets you and leads you to the manager’s office. He helps
you know some rules and regulations and introduces you to the manager. You report for

work to your manager.

ﬁlﬁ;) Cultural Notes

Tips for New Employees

Being the new employee can be difficult. You can go from bored to overwhelmed in
minutes, and your new colleagues and manager will quickly form an opinion of you based on
the behavior you exhibit during your first couple weeks of work. To be sure you get off on the

right foot, make sure you follow these tips below:
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1. Master the head nod.

The most important tip for any new employee is to master the head nod. Monotone head
nodding suggests you aren’t paying attention, and a lack of head nodding suggests you have
limited cognitive skills.

2. Get in very early at least one day.

During your first week on the job, it’s imperative that you show up very early at least one
of the days to determine when your manager gets into the office.

3. Leave late at least one day.

Leave 15 minutes after your manager. In order to do that, you need to track their
departure times.

4. Actually pay attention to people’s names when introduced as opposed to pretending to
care.

During your first week on the job, it might be fairly important to remember their names.

5. Don’t talk about your previous job unless asked.

This is a good tip at any point in your career, but especially true during your first few
weeks on a job. Quite frankly, nobody gives a damn what you did before. If they do care,

they’ll ask you.

After-class Activities

Listening exercises from PRETCO-A

Directions: This section is to test your ability to comprehend short passages. You
will hear a recorded passage. After that you will hear five questions. Both the
passage and the questions will be read two times. When you hear a question, you
should complete the answer to it with a word or a short phrase (in no more than 3
words) . The questions and incomplete answers are printed in your test paper. You
should write your answers on the Answer Sheet correspondingly. Now listen to the

passage.

(2011-6 Model Test: Part I: Section C )

1.  How many parts does a conversation with a new friend usually consist of?
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2. What do you do in the first part of the conversation?

We and tell each other our names or exchange name cards.

3. What is mentioned as an example of important matters?

affairs.

4. What is usually avoided in the conversation?

or unpleasant things.

5. What do you usually say to your new friend at the end of the conversation?

We tell him we are happy to him.

19

'/f Fun Time

Beautiful in White
Shane Filan<Westlife>
Not sure if you know this
But when we first met
I got so nervous I couldn’t speak
In that very moment
I found the one and my life had found this missing piece
So as long as I live I love you
Will have and hold you
You look so beautiful in white
And from now to my very last breath
This day I’ll cherish
You look so beautiful in white tonight
What we have is timeless
My love is endless
And with this dream I say to the world
You’re my every reason you’re all that I believe in

With all my heart I mean every word
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So as long as I live I love you

Will have and hold you

You look so beautiful in white

And from now to my very last breath
This day I’ll cherish

You look so beautiful in white tonight
You look so beautiful in white tonight
You look so beautiful in white tonight
And if our daughter is what our future holds
I hope she has your eyes

Finds love like you and I did

Yeah, if she falls in love and we will let her go
I’ll walk her down the aisle

She looks so beautiful in white

You look so beautiful in white

So as long as I live I love you

Will have and hold you

You look so beautiful in white

And from now to my very last breath
This day I’ll cherish

You look so beautiful in white tonight

You look so beautiful in white tonight






