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Project One

Choose a job you love, and you will never have to work a day
in your life.

WHEAGZIR, EI—HZM.



Unit 1 Career Development

Learning Objectives

Students should be able to =
=

% talk about the basic ideas and concepts of career and the development;

% master the new words and expressions; =

% review the reading skills for main ideas and topic sentences; o

% learn how to write Letters. g
)
[}
<
o
3
3
[}
=

M> Brain-storming

Task 1 Match the key words or expressions with pictures 1-4. Work in pairs to describe one
picture you like best.
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(3) (4)

A. banking service B. legal service

C. laundry service D. restaurant service
E. auto service F. medical service
(1) (2)

(3) (4)

Task 2 Discuss the following question with your partner.

Who do you think would be the most successful businessman in this decade in China?

Speak and Imitate

Task 1 Workin pairs to practice the following conversation by using the proper responses given

below.

So you are going to graduate. (1) ?

I’m planning to be a doctor in hospital. (2)

(3)

P> >T >

: That’s wonderful.
: Yeah, I like teaching. And ... (4) ?

: I want to be a pediatrician.

(5) ?

: I don’t really have a good reason. (6)




A: You should do what you love, not necessarily what you’re good at.

B: That is very cheesy advice.

a. what kind of doctor do you want to be

b. I’'m planning to teach English in African countries
c. What about you

d. Because you like kids

e. Do you have any plans for the future

f. I just think I’1l be good at it

Task 2 Work in pairs and make a dialogue according to the Cue Cards given below.

Cue Card A

Situation: Nowadays, with increased college enrollment, there are more and more
college students. In order to find a good job, it is necessary for them to have interviews.
Speaker A: You are a job candidate.You want to apply for a job in COSCO ( H'[E L
iz %1/ F) China Ocean Shipping Company )

Tips for speaking
® Generally speaking, an interview often starts with a greeting and self-introduction.
® To ask and answer questions.

® To stick to your points and answer the questions wisely.

Cue Card B

Situation: Nowadays, with increased college enrollment, there are more and more
college students. In order to find a good job, it is necessary for them to have interviews.
Speaker B: You are the HR Manager of COSCO Company. You are interviewing a
college student.

Tips for speaking
® After exchanging greetings, give an introduction to the job.
® To ask the applicant some questions in relation to his/her educational background.

® To ask the applicant some questions in relation to the job.

Hun
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Listen and Write

Task 1 Listen to the following sentences once and fill in the blanks with the missing words you
hear in the recording.

I’'m interested in a in IT and I’d like to ask Joan which college is the best to go to.
Basically, the choice of the is likely to have a significant impact on your future career.
It’s important to check which academic subjects will help to go into a area of work.

Each university has its strengths, so try your best to choose one that is your field.

wm AW N =

I think that the choice of a university should take into what you want for your career in the

future.

Task 2 Listen to the following short conversations twice and choose the best answer to each
g
question you hear in the recording.

1 ( ) A. Customer and salesman. B. Colleagues.
C. Employee and employer. D. Classmates.
2 ( ) A. He loves his present job. B. He is going to open a store.
C. He is about to retire. D. He works in a repair shop.
3 ( ) A. Husband and wife. B. Father and daughter.
C. Doctor and patient. D. Teacher and student.
4 ( ) A. Doctor. B. Clerk. C. Professor. D. Waitress.
( ) A. Waiter. B. Secretary. C. Tailor. D. Professor.

Spotlight on Reading

Intensive Reading

Some Job-Hunting Advice for Grads

EJ School probably taught you a lot of things, but the business world’s unique’ set of rules may not
have been part of the story. The following tips will make you have a good beginning in your career’,
H O Pick a career instead of a job.

Looking for a job at will, because you majored’ in something or because you saw a listing that
looks somewhat interesting, you’ll risk getting started in a career that holds no real appeal® for you,
and then you’ll have to leave it to find something else. Why not plan your career strategically’, just
like you planned your education?

E] Start by doing a self-assessment’ that teaches you things about yourself that you might never



have thought about — for example,
what you like and don’t like in a
work environment, what means
success to you, and what type of

work would make you want to sit

E

e

in traffic for hours just for showing
up in the office. Knowing these

things can help you know which

jobs could be a good fit for you.
Bl @ If you can’t get a job
right away, don’t despair’.

If you start thinking of yourself as a victim® or allow yourself to be inactive’, you will only hurt
yourself. The best way for moving on is to recognize'’ the reality of the situation, acknowledge' your
feelings and find a way to cope effectively.

H © Win your reputation as an able man, enthusiastic”” employee.

Your company isn’t responsible for your career growth; you are. Only ask your boss with a
problem or complaint" after you’ve tried all options'’ for solving it yourself. When you do, be
prepared with a solution' with which you could solve the problem with his help. The words “I don’t
have time” should never escape your lips. If you know something needs to be done, do it without
being urged'’. Your boss will quickly come to see you as someone he can count on and a huge asset to

the team. If you have conflicting priorities, ask your boss to help sort them out. ( 355 words )
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Words and Expressions

unique [jo'ni:k] adj. ME—), (A R; Ih—
T

career [ko'rio] n. AEJEE; B, S0l

major ['merdzo] v. #1&, LIX

appeal [o'piz1] n. 5| J7 5 8 PIRZR
strategically [stro'tidzikoli] adv. KEH& I, A%
s

assessment [o'sesmont] n. WA ; PR
despair [dr'spea(r)] v. 4522

victim ['viktim] n. $f4EE, ZFEH

inactive [m'ektiv] adj. NiE B, ANHERTY;

00O 0000 ©

at will B0 FIrak
risk doing sth. B B gCEER
show up 237, H#

WL, 2rEn

recognize ['rekognaiz] v. 7KIN, A
acknowledge [ok'nplid3] v. #KIA
enthusiastic [mn,0ju: zr'estik] adj. FUC>HY;
ARG 5 FEURY

complaint [kom'plemt] n. #14%, ¥Eif
option ['opfn] n. #EFE (1 H H ); LI,
TEFERL

solution [sa'lu:fn] n. ffHk; &%

urge [3:d3] v. HEfE 5 HEHE, DRI

60 6060 066

win a reputation BRASFZ 7, WA EE
escape one’s lip ik, BT H
sort out ‘ZHEZY, ok

Inquiry Learning

Pick a career instead of a job. & “¥fll” MiAEELE “TAE".

instead of J& M MAEE, HEER R ...

, ﬁﬁjﬁ ...... ”o

TEEH LRz i, instead of DHRE 5] 140400, BLHAIANT .
(1) #4414 1 give him advice instead of money. T4 1 fih 25 1 B A 2k
(2) BRARIE: Will you go to the party instead of me? VR4t TR 2 kb B 41y 2

(3) BRI Things are now better instead of worse. [HIUAEEIR, TMEEL T,

(4) BREA . He walks slowly instead of quickly. f7EfHE, AT .

(5) BR&hin] (&iE ) : That increased instead of decreased our courage. ARAEIS AT V55 J i d45E 1
FAIHEA.

(6) Wah#1a (% ) . We should encourage them instead of throwing cold water on them. F& AT
IZBIAAT TIASE X A TR A 7K o

(7) BRah24 1= A25#) . They must make up their own minds instead of our making their minds for
them. AN Y F & F L MIAEFRA TN T Bl

(8) BRAMiF)%E1E : He laughed with (us ) instead of at us. fERFR T —HAL 2L, FFAZMIEILT.

(9) M (todo) AL (%1 ) : 1 went to borrow a book instead of to buy one. & Zff T —A&H3,
MAER T —A4,

(10) BM4]: He describes it as he saw instead of as it was. {2 F MU 1A BN AR F A R HA



AT HRAR I E

...because you saw a listing that looks somewhat interesting... === R ORI TAEN 2
ZEY CERER o ML that 5 52— FRAIPEE TH AT

somewhat N o, ARJL7, O MFRERIE, —Bi TREImERT, T alitle, eg.
Sorry, I am afraid we have arrived somewhat late. 03k, ZUAFRATFEER] T —2 L.

...you’ll risk getting started in a career that holds no real appeal for you... =+---- 2R Al g2 itE A—
AR BETF A FIENS | ATl

risk getting started IHAb risk f LA risk doing sth. BN “HEMMEEE" . e.g.

You’re taking a big risk showing this to Kravis. {/R7E B R R IIERAEIX 25 e hr 4Er A .

hold no appeal for Xf------JoW 5| 71, appeal =B K “W51 /17, eg.

Does jazz hold any appeal for you? #/R%} BF 1+ Ak D4R 7

Start by doing a self-assessment that teaches you things about yourself that you might never have
thought about... YRR LUEAEA A FIPAL , X 2R TR ZARA G T B R -

AR that #5 RRRE TR . 55— AN E TR RIS 712 self-assessment, 55 —>5E
MR SEA T things.

...and what type of work would make you want to sit in traffic for hours just for showing up in the
office. «++++ HHAFER TAE S ER T B2 52 JW/IN i Sl A ZEAh T I IR I A 282

make AL M SRl F L . make/have + 515 + shiA)JFE . e.g.

Our parents made us brush our teeth three times a day. 5CFFLEFRATT— RZLh =K F

Knowing these things can help you know which jobs could be a good fit for you. | f#iX EEHEHE /R IR
FEMPLE OIS SR

Knowing these things "Nzl 24 R 1EVE i, e.g.

Taking exercise every morning helps make one healthy. £ KFR 2862 s B F A RO AR

The best way for moving on is to recognize the reality of the situation, acknowledge your feelings and
find a way to cope effectively. FefffYIMERARNILSL . RN HIRIEZ, — DA E AR Jr
Bk e n)

WA FARGER S T R R, HrhRIE NI IR Shial A X . 05128 to recognize
F to acknowledge., e.g.

He acknowledged having made a mistake. fll AR IAABAEES T .

When you do, be prepared with a solution with which you could solve the problem with his help. 4/
DA, WEAER L — MRRIT S, XA BRI B T S RE S .

be prepared with a solution i F-/4], JE—PH7{li/], you could solve the problem with his help A&
MY, JE1TIRM solution,

} Reading Tasks

Task 1 Discuss the following questions after reading the passage.

1
2

What kind of job do you want to look for after graduation?

What is the basic difference between “job” and “career’™?

Hun

L

Wuswdojens( Jeaien



auQ 199foid

Buiuueld Je81e)

Task 2 Choose the best answer according to the passage.

1

The writer suggests planning your career strategically, just like you planned
A. your education B. your business trip
C. your daily life D. your marriage
Doing a self-assessment before job-hunting can not help you understand
A. what you like and don’t like in a work environment

B. what defines success for you

C. what type of work you would like to do

D. what type of work would bring you a good salary

What is the right attitude if you can’t find a job right away?

A. Be inactive.

B. Be disappointed.

C. Recognize the reality and find a way to cope with it.

D. Just stay at home for some time.

When you have a problem or complaint, you should

A. explore all options for solving it yourself before asking your boss
B. complain to your boss right away

C. ask help from your co-worker

D. just lay it aside

According to the passage, what kind of employees the boss will not count on?
A. A can-do.

B. An enthusiastic worker.

C. An employee looking for help from all his/her co-workers.

D. An employee doing work without being urged.

; Language in Use

Task 1 Find the right definition in Column B that matches the words in Column A.

AN L A W N~

Column A Column B

career A. a subject of academic study chosen as a field of specialization
major B. a profession or occupation chosen as one’s life’s work

victim C. something that may be chosen

option D. someone who has been hurt or killed

solution E. to acknowledge formally

recognize F. an action or process of solving a problem

«10 -



Task 2 Fill in the blanks with the given words. Change the form where necessary.

appeal define assessment
despair enthusiastic urge

1 Your progress will us to work hard.

2 Their property is at $200,000.

3 I would overcome any weakness, any , any fear.

4  Can you give a more precise of the word?

5 The idea of living abroad do not to everybody.

6  He studied conscientiously and

} Translation

Task 1 Translate the following sentences from Chinese into English with the phrases given in the
brackets.

1 ATl LAER I AL R BesE . (at will)

2 EASTFARAIEAE S, rRMEA K. (show up)

3 PETZEARSESEESN, (wina reputation )

4 BT ANJERE Rl R R Bh AT, (risk doing sth.)

RIS IE A 19 7 3R R e A Al 8, (sort out)

W

Task 2 Translate the following sentences from English into Chinese.

1 These subjects have lost their appeal for most students.

2 He was recognized for having saved many lives.

3 The solution of the problem has just come to me.

e 11 -
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4 The winners were given an enthusiastic welcome when they arrived home.

5 Our complaint was dealt with satisfactorily.

Extensive Reading

How to Behave to Make the Employer Choose You

El When people are looking for work, especially
if they are between jobs, it’s not uncommon' to
have a crisis” of confidence in interviews’. As an
interviewer, it’s pretty easy to spot someone who
is experiencing this. They tend to do one of two
things:

B Actoverly’ confident and boastful( %2 ),
hoping to appear too good to be true.

E] Act extremely humble’ and too nice, hoping to appear very grateful® for the opportunity.

J Both approaches’ can cost the job.
H @ Balance® of confidence® & humility (jjfii#h ) .
The secret to being likable' in interviews is to find that fine balance of confidence and humility.

The following is a two-step process which can help you make it when you are answering interview

5

.. -
[

-

y

)

»




questions.

[d (1) Always talk about yourself using quantifiable ( f{Lf ) accomplishments''. Back-up every
statement you make about your abilities with facts and statistics'” to prove what you are saying.

(2) Make it clear that while you are proud of these accomplishments, you did not achieve' them
alone. Give credit to those who helped you achieve those accomplishments as a way to prove you
understand there is no “I” in a team.

El © You are not special, but you are unique.

In interviews, you should try your best to show the employer how unique you are from other
candidates'’. Specifically””, your uniqueness will bring the greatest return'® to them if they hire you.
It’s not your goal to show how special you are. In fact, we’re all common people.

E] Keeping the above tips on your mind can make you face the crises of confidence, and you’ll find

it more easy to make the employer like you. ( 282 words )

Words and Expressions

© uncommon [an'komen] adj. AR, FEIL) @ accomplishment [o'’kamplifmont] n izt
® crisis ['krasis] n. fEHL e

© interview ['mtovju:] n. ik ; £k @ statistics [sto'tistiks] n. o5 Bl
O overly ['ouvoli] adv. 13 FEHE, ) H ® achieve [o'tfi:v] v BUE; K15 SEPE;
© humble ['hambl] adj. HEENKT; THEREI; HEAY )

O grateful ['grertfol] adj. JBIELHY, A @ candidate ['kaendidot] n. HiiERELE
@ approach [o'provtf] n. Jiik; &R @ specifically [spr'sifikoli] adv. 4547 Hi,
© balance ['belons] n. A v. i P-4 A 1

© confidence ['konfidons] n. 15 @ return [r't3:n] . FiA; YSEK

@ likable ['lakobl] adj. FJZ M, 4 NEEH

tend to #[H) ; fii[u] T give credit to #2557 HI T

Inquiry Learning

1 ..., it’s not uncommon to have a crisis of confidence in interviews. «-+--- , ABATTAE HE R 2 I

HiGEAL.
WA TR S i, BIER EENEhia A 2 to have a crisis of confidence in interviews,
2 They tend to do one of two things: flifl 1 [i] T FR B0 LT AR .
tend to B[] 5 AL Tk 2 TGRS s A im . e.g.
They tend to do the best in school. fllifi T3 & 72 F AR 4o
3 Actoverly confident and boastful, hoping to appear too good to be true. IG5 F{E M A 1, LU

Hun
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WA CEERAMELL B
(1) hoping to appear too good to be true A ELLE MR IEAE MR
(2) Act overly confident and boastful... act + JEZ53A], X B AT LI act B R 30,

4 The secret to being likable in interviews is to find that fine balance of confidence and humility. # [

B —MRAR T AR RAE TAE T R 2 e, RIS REHURE X A1E .
(1) the secret to doing sth. B R “MIEFAIFLR”, to S&A ],
(2) ..is to find that... HRFELH, ..to find ... HEFAAE I FEAERIE, that 5153017 find 1Y
TETE A

5  Always talk about yourself using quantifiable accomplishments. 7£ F F& & 7~ Bif ) =i FH ] &4k
) K
using quantifiable accomplishments 4 E{7E 53R B EAEFERERTE

6 ..., youshould try your best to show the employer how unique you are from other candidates. ------ , RE
g W RRI S ARAR]
how you’re unique from other candidates ;i how 5| SR MNA], 1EZiR show Y EHEETE .

} Reading Tasks

Task 1 Discuss the following questions after reading the passage.

1 What do you think is a good job interview?

2 Why are job interviews important to a company?

Task 2 The following is the summary of the passage, complete the blanks in no more than 3
words.
People who are looking for work are easy to be spotted to have 1 . They tend to act
overly 2 and boastful or act extremely humble and too nice. They should find the 3
of confidence and humility. There is a simple two-step process they can use.
(1) Always talk about yourself using 4 accomplishments.

(2 ) Make it clear that you did not achieve those accomplishments 5 .

Task 1 Fill in the blanks with the given words. Change the form where necessary.

People blame the government for the country’s bad economic . ( )
The company is holding for several new jobs. ( )

We turned to see the car slow down. ( )

He a football on his head. ( )

She is a woman who is certain of her views. ( )

AN L A W N~

There are many who will work hard to these goals. ( )

- 14 -



Task 2 Translate the expressions into Chinese or English.

a crisis of confidence

ZHEl

free will

BE.CFITAR

sense of balance

TR A

show up

ALY H

Building Up More Skills

Reading Skills

SEIEXSERYHO B

— B R — e SOl H AR S A D AR PR BEE AGL EAR A B T RRATIEE
BRSO R, I, PR B R B R

Brignyrho R AR IR, WIS R B . AR B R RS, AR
. B, WATrEBE ], (HEBAEBENKE . A SBERARE ), FEEEIAN.
MEFE H BEE R oD AR, B RS A B

P oL AR B BB AT U ) . B AR AR
1 R )

F AR B ) AR, e AR TR R E AR S . LU LS A B TR
Ly NS

© IR A IR SCHE R, AR S TR,

© (FANTEEA KA ARGy, G5eHmiis SEib e, R 2 EA,

- 15«
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Sample 1
[ Y

You may notice that Americans are in constant motion. People in the flat central part of the

United States, the Mid West, may choose to drive their automobiles 120 to 160 kilometers just to have
dinner with a friend in a neighboring city. They may go to another town for an evening of theater or
music. Many young people attend universities that are located at areas distant from their friends and
families, so that they can “see another part of the country” . In short, Americans love to travel in their
own land as well as in other parts of the world. They are always curious to know what lies beyond the
next hill or the next town.

Questions:

(1) Which is the topic sentence of the paragraph?

(2) What is the main idea of the paragraph?

Comment:

After reading the paragraph, we know the first sentence is the topic sentence, and the main idea of the

paragraph is “"You may notice that Americans are in constant motion” .

J

2 BUREREAE
FRATLANEL F AT A B s A SR R A, IR, i, B
BRI, s et v S i — A BB R 72

Sample 2
[ )

The earthworm is a useful animal. Out of the ground, it is food for other animals. In the ground,

it makes rich soil for fields and gardens. Earthworms dig tunnels that loosen the soil and make it easy
for air and water to reach the roots of plants. These tunnels help keep the soil well drained. Earthworms
drag dead leaves, grass and flowers into their burrows. When this plant material decays, it makes the soil
more fertile. No other animal is so useful in building up good topsoil. It is estimated that in one year fifty
thousand earthworms carry about eighteen tons of fine soil to the surface of an acre of land. One worm
may add three quarters of a pound of earth to the topsoil.

A. Food for Other Animals

B. Useful Animals for Fields

C. How Earthworms Improve the Soil

D. Helpful for Air and Water to Reach the Roots of Plants

E. How Earthworms Carry Good Topsoil

According to the whole passage, we may decide: the subject of this passage is the earthworm—
a useful animal, and then we know the most important thing about it is that it can make rich soil for
fields and gardens. So the headline would be:

® The earthworm does more to improve the soil than any other animal.

® The earthworm makes air and water easily to reach the roots of plants.

Therefore, Choice C is a better answer than any other.

- 16 -



} Practical Tasks

Task 1 Read the passage and choose the best title for it.

There is a simple economic principle used to determine prices. It is called “the law of supply and demand” .
Supply means the amount of certain goods. Demand represents the number of people who want those goods. If
there are more goods than wanted, the price of them falls. On the other hand, if the demand for those goods is much
greater than the supply, then the price rises. Of course manufacturers prefer to sell more goods at increased prices.

Which title best expresses the main idea?

A. Economic Principle B. The Law of Supply and Demand

C. More Goods, Lower Prices D. Fewer Goods, Higher Prices

Task 2 Read each of the following paragraphs and identify the topic sentence in each.

1 Many people suffer a cold or cough in winter. ( 1 ) There are many popular drugs available which can
give you some relief. (2 ) However, they may also cause some side effects. ( 3 ) Specifically, they
may make you feel sleepy and slow down your reactions. (4 ) This could interfere with your ability
to work or drive safely. ( 5 ) Some people complain that these medicines irritate their stomach, too. (6 )
Doctors suggest that you read the directions carefully before swallowing any medicine. ( 7 )

2 With English-language schools being set up everywhere, the need for qualified English teachers has created
a boom industry: teaching teachers. ( 1) Over 50 US colleges and universities now offer master’s degree
programs in the teaching of English as a foreign language. ( 2 ) There is a similar boom in the publishing of
English language textbooks, a business that now exceeds $ 20 million a year in the United States alone. ( 3 )
Three of the major houses—Oxford University Press, Longman and Regents—turn out nearly 100 new

teaching texts a year, often in specialized fields such as atomic energy or international trade. (4 )

Practical Writing

Letters ($(5)

FENBEE
I. The Essential Parts ( JAZ5H5) )
BESCAME 7 I FRANAT R 555 R, SR H AR, H—BER S LU 7S
BT
1 173k (Heading or Letter-head ) :
fFRRAEEE AR S E B, —WEIEEARRA EA kSN, X H

e 17 -
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Wy, EEACIBRH . A ERIUFE, mMEEASBEA . H . FRTE,
2 {EWNHHE (Inside Address ) :

fHF LR WU AR 2 AidhE, — M\ I T P E AN e S, Hothld2 A/ INE R iy it
JFHE, BUMEHNE .

3 FRFEE ( Salutation ) :

PRI Z XA NFIFRIE o 7E05 A HhE T TR Tiiks Sk, Al—17. REHESHE S,

QNAHE XS J5 44 5] Dear Mr./ Mrs. /Miss/ Ms. Il E#k o QARFITE X )5 #4644, W] Dear Sir, Dear
Madam, #%F HHRS e, SRS 4 PR, 0. Dear Prof. Smith, Dear Dr. Henson 45, #5423 A
A FH : Dear Sirs 1%, Gentlemen,,

4 1EX (Body of Letter ) :

IESCRAG R B, —Mads. JFk . RERmEsRE =, g 5B,
5  Z55%1E ( Complimentary Close ) :

S UE SRRIPFEAIRT N, FEIESCR FMAT R A FH RS o WFRIFIEJ& : Dear Sirs, / Dear Sir, /
Dear Madam, 255015 Yours faithfully; FRFFiE ] Dear Mr. John/ Dear Mrs. Smith, 55152 H Yours
sincerely, Yours truly, 2% Yours cordially
6 &4 (Signature) :

—WATFEIRZES, TEASHERN T IR, BALRE, A FMIRS, BFH2ERE . 4
2% AR AR,

II. The Optional Parts (iE£EH5))

R IR 55 AR IR AT IASG AN ) — S 85553 1. R IfF A ( The Attention Line ) ; 2. ]
{7 pKi £/ Subject: Ul Re: Change of Address; 3. Z£Jp AMfX'5 ( The Identifying Initials ) ; 4. fffff: ( The
Enclosure ) Encl; 5. #3% ( The Copy Notation ) C.C.; 6. [ff 7 ( Postscript ) P.S.,

II1. Three Styles of Layout ( —F% )

R 95 54T - Al ( The Indented Style ). 5%3k3{ (The Block Style ). A3\ ( Modified Style ),
Sample 1 ( The Indented Style Z it )

[ )

Mechanical Engineering Department

Dalian University of Technology
Dalian 116023
Liaoning, China
November 28, 2018
Mr. Blair Green
Mechanical Engineering Department
Massachusetts Institute of Technology
Cambridge, Mass. 02139
U.S.A.

Dear Mr. Green,
Thank you for your letter of November 20, 2018. I am sorry not to have written back earlier but

time seems to pass so quickly.

w,

- 18 -



I learnt from your letter that you had received your master’s degree. I would like to congratulate
you on your splendid success.

In this letter I am bringing you a piece of good news: your wife gave birth to a girl last week
and she is in good health now. The baby weighed 4 kg at birth. Yesterday my wife and some other
neighbors went to the hospital to see your wife and to congratulate her on the birth. She told them that
she had been nursed with the best care since she was in hospital.

Now [ am taking a test in Beijing. If  pass the examination, I shall leave for America soon. If not,
I shall wait for another chance. I have never been to the U.S.A., and I know little about the institutions
and customs there. I hope that you will write to me and tell me more about them.

With best regards to you and your classmates.

Yours sincerely,

.

([ )

Huang Zhi
S

Sample 2 ( The Block Style 553k 3\.)

Flat 6G, 6th Floor

28 Mount Davis Road
Hong Kong

15th July, 2018

The Personnel Manager
Hong Kong Traders Ltd.
39 Leighton Road
Causeway Bay

Hong Kong

Dear sir,

I have seen your advertisement for the post of executive secretary that appeared this morning in the
Morning Mail and wish to apply for it.

I have pleasure in enclosing my personal resume. As you will be able to see from this, I have been
working on a full-time basis for seven years as a secretary and for the past three years I have been the
private secretary to Mr. Charles Chen, Chief Accountant of Smith Brothers Ltd. Therefore, I feel that
I have the experience to carry out the duties of an executive secretary satisfactorily, and undertake, if
you decide to employ me, to give the company my complete loyalty.

I will be able to attend an interview any time at your convenience, and would be grateful if you could
give me one or two days’ notice so that I can apply for leave from my present employer. I also enclose
a recent photograph of myself.

Yours faithfully,
Sophia Ma

Enclosure: Resume

L .
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Sample 3 ( The Modified Style {22\ )

[ _ )
HE Heibo Electrexpt Co.

35 Sanlihe Street, Beijing, China

Tel: 28154554 Fax: 28154555

May 21, 2018

Weston Co. Ltd
88 Mount Davis Road
Hong Kong

Dear Sir or Madam,

Thank you very much for your good service and I greatly appreciate your excellent repairman who
was so skillful and efficient in fixing my computer.

Last year I bought a PC at the sales department of your company. It worked quite well but recently I
found something wrong with the CD-ROM drive. It was not easy to open and close, which brought me
lots of trouble and inconvenience.

I made a phone call to your repair department last week. Soon came a young man whose name was
Mike. He asked about the problem and set about working. He was very warm-hearted and efficient. In
a few minutes, the problem had been solved. Now my computer is OK and works as well as before.

For this reason, [ am writing this letter to express my sincere thanks to him and to your company. Your
kindness and help will always be remembered.

Truly,
Jiang Lin ( Miss )
Encl. As stated.

y

} Practical Task

Task You are required to write a letter according to the following instructions given in Chinese.

AR, R LA 150 %5, Zan—(RRRAE I A—H AN S —EHF, RIR
Rz 2T 1 DLLL e S IR A S iR HE A I Ol o 0 Wt BT 28 IR SRR i 2, O iy e AC RE S AT
fig. HC ] LI E — SR,
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Jilele =002 Further Reading

Hot Career Fields

According to the career
trends that the U.S. Bureau of
Labor have predicated, in the
next decade there are three
hot career fields: information
technology (IT ) , medical

and fitness. The demand for

workers in each of these
fields is expected to double
by 2010.

It is no surprise that

Hun

L

one of the fastest growing areas of employment in recent years relates to computer technology.
Technological advance ensures that this trend will continue for some time. System analysts, designers
and developers, computer programmers, web developers, and information managers reflect the range
of these career areas.

Another guaranteed growth area is in the medical field. The increasing number of healthcare

juswdojans( Jeaien
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jobs is directly attributable to the aging population and expansion of treatment available for medical
conditions. Medical assistants and nurses, home health advisers, and health information technicians
will be in greater demand. As a result, there will also be an expansion in the number of administrative
and support roles needing to be filled.

The fitness field is also expected to expand in the next decade as people are becoming more
and more health conscious in the face of mortality. New services are developing that are opening
out into recognized career fields. Many of these are provided directly to the consumers. Fitness
management professionals will continue to enjoy a high market demand, as well as physical
training coaches.

The identification of future career trends is of some help when you are seeking a career direction.
However, no matter how good the prospects are in an area of employment, your choices of career must

depend primarily on an assessment of your own skills, abilities, personal qualities and interests. ( 277

words )
Inquiry Learning
1. the U.S Bureau of Labor 35 [E 57 T .38 3. mortality JET-%%, FET-R
2. fitness fdt &
Discussion:

Work in small groups to complete the following tables by making a list of the hot career fields, the

reasons for hot careers and persons in demand.

Hot Career Fields Reasons Jobs




I. Y,
¥ English Song rEk

Yesterday Once More

Karen Carpenter
When I was young I'd listen to the radio
Waiting for my favorite songs
When they played I'd sing alone
[t made me smile
Those were such happy times and not so long ago
How I wondered where they’d gone
But they’re back again just like a long lost friend
All the songs I love so well

Every sha-la-la-la every wo-wo still shines

Every shing-a-ling-a-ling that they’re starting to sing

« 23 .
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So fine
When they get to the part
Where he’s breaking her heart
It can really make me cry
Just like before
It’s yesterday once more
Looking back on how it was in years gone by
And the good times that I had
Makes today seem rather sad
So much has changed
It was songs of love that I would sing to then
And I’d memorize each word
Those old melodies still sound so good to me
As they melt the years away
Every sha-la-la-la every wo-wo still shines
Every shing-a-ling-a-ling that they’re starting to sing
So fine
All my best memories come back clearly to me
Some can even make me cry just like before

It’s yesterday once more

Every sha-la-la-la every wo-wo still shines
Every shing-a-ling-a-ling that they’re starting to sing
So fine
Every sha-la-la-la every wo-wo still shines
Every shing-a-ling-a-ling that they’re starting to sing
So fine
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