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@ Unit Overview

&)

In this unit, the students will learn the manners and background
knowledge, words and expressions related to “office work”; learn how to
start and manage the conversations in different situations of “office work”;
how to understand and identify the detailed information from the listening
materials and how to write a “Collection Letter” in the correct form.

Knowledge Objectives

1. Understand the manners and background knowledge related to “office
work”;

2. Remember and apply the useful expressions related to “office work”;

3. Listen and understand the conversations and passages about “office
work” in different situations, and identify the detailed information;

4. Remember and master the words and expressions related to “office
work”;

5. Master the form and skills of writing a “Collection Letter” in English.

Ability Objectives

1. Be able to talk about different routine work in the office in English;

2. Be able to understand the listening materials about “office work”;

3. Be able to apply the useful expressions to start and manage the
conversations related to“office work”;

4. Be able to read and identify the information from the passages;

5. Be able to write a “Collection Letter” in English.

W Key Points and Difficult Points

84

Key Points

1. Remember the words and expressions related to “office work”;

2. Learn how to start and manage the conversations related to“office
work” in different situations;
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3. Listen to the conversations and passages related to “office work”;

4. Understand the cross-cultural differences of office work between
China and Western countries;

5. Remember the words and expressions in Passage One;

6. Remember and apply the basic form and sentence patterns of a
“Collection Letter”.

Difficult Points

1. Understand and identify the detailed information in different situations
related to “office work”;

2. Learn how to express the ideas with the proper expressions and
structure in English in a “Collection Letter”.

Teaching Design and Teaching Methodologies

Teaching Manipulation

1. Explanation: Explain the key words, expressions and sentence patterns
in conversations and Passage One; explain the basic rules on how to
write a Collection Letter;

2. Interaction: Make up dialogues according to the samples; discuss
issues of office work; talk about the ideas of writing a “Collection
Letter”;

3. Practice: Do exercises in conversations, Passage One and writing;

4. Summary: Summarize the main points of the lesson.

Teaching Methodologies
Instructing Method; Discussion Method; Demonstrating Method; Role
Playing Teaching Method; Practice Method; Inquiry-based Approach;
Case-teaching Approach; Cooperative Language Learning Approach;
Task Analysis Teaching Approach; Self-learning Approach; Problem-
based Teaching Approach
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@ Practical Process Design

UP(4)

1. Listening: Listen to the conversations and passages related to “office
work” and try to understand and identify the detailed information;

2. Speaking: Simulate the situational conversations and talk about
issues about office work in English;

3. Reading: Learn how to assess an employer in terms of being
professional or popular;

4. Writing: Write a “Collection Letter” in English.

@) Measurements of Goal Attainment

Teachers will measure the students by class activities, homework,
quizzes, the mid-term exam and the final exam. They will evaluate the
students by giving scores according to the students' performance, which
is a part of Process Evaluation.
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Part A Listening and Speaking

Vocabulary Link

A. Find out the meaning of each word and put them into different categories,
then add two more into each group.

printers office paper penholder ink cartridges
notepaper office pin desktop calendar paper clip holder
expanding file document cabinet stationery rack fax machine

paper shredders  scanners

Office Machines Consumables

Desk Accessories Materials Managements

B. Discuss your answers with your partners and give more expressions
related to office supplies.

@R
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@ Listening

A. Listen to Dialogue 1 and then answer the following question.
What are they talking about?
A. A conference. B. A promotion.
B. Listen to Dialogue 1 again and then complete the following sentences.
1. Where did the woman go yesterday?
She went to a

2. What is the good news?
Sue will be

C. Listen to Dialogue 2 and then answer the following questions.
1. What is wrong with the copier?

2. What is the man doing now?

€ »

J} Class Activity

Make up a dialogue with your partner on
how to use office supplies.
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Situational Conversations

Read aloud the following dialogues with your partner by putting in
the missing words and sentences according to the Chinese version.
Then listen to the dialogues and spot the differences between what
you hear and what you fill.

1. Talking about Overwork
Kevin and Merry are at work, talking about

overwork.

Kevin: Hi, Merry. It’s time for the weekly
meeting.

Merry: Oh, no. This is killing me. | haven’t finished the
task on hand.

(TREEE S e ilh)?

Kevin: It’'s OK. After all, we are running a busy office

here.
Merry: Thanks a lot. Well,
(XA N TAERE).
Kevin: | can’t believe it! There’s too much to cover! It

means (3%
1A R ALK ) /T 4), doesn't it?

Merry: It's the general manager’s decision. But you know

the extra-pay’ is quite considerable®. 1. nyEsk
Kevin: (F T Bk ). 2. FTARLI

Merry: Me too. But | don’t think the general manager will
change his mind.

Kevin: Considering inflation®, | think it's reasonable* to 3. TR
ask for a pay rise. 4. FHH
Merry: | agree. Do you want to go grab a bite® to eat? 5. M4h3k

Kevin: I'm with you.
Merry: Remember to punch out® when you leave. 6. T F25IR
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2. Transferring to the Overseas Office

Tracy and Allen are talking about transferring to the overseas office.

Tracy:

Allen:

Tracy:

Allen:

Tracy:

Allen:

Tracy:

Allen:

Tracy:

Allen:

Tracy:

Allen:

Allen, | just heard the good news.

(AT E R 21

EL A2 4H T35 H Bh '), Congratulations.

Yes, Mr. Tate told me before the meeting on
Tuesday.

Great. | bet you're excited, aren’t you?

| was quite surprised.
(HiE %A 564 i %E), but | told
them | would accept if they chose me.

You don’t seem very happy about it. Why?
(B
XX KIAZEN A — %K) right now. You know
Nancy and | just bought a new house.

But Paris is a nice place. And you both speak
French well, and Mary is good at English, too.

I know, but she doesn’t want to be far from her
family.

You're both young. An adventure’ like this would
be good for you.

Maybe.

To be honest, | envy’ you.
(B AT DL BIHGHN 22 TAE).

| would really enjoy it, but I'll have to talk it over

with Nancy first.

: Good luck!
: Thanks.

1. project

assistant

2. 1%

I

3. F o

i

4. overseas
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@ Listening

A. Listen to the dialogue and then answer the following questions.
1. What is the job of the management team?
The job is to see the

2. What must managers do in order to do their job well?
They must

3. Which managers work closely with the employees?
managers work closely with the employees.

4. What do personnel managers do?
They

B. Listen to the passage and then choose the best answer.
1. According to the passage, why should we have a good relationship with our

boss?
A. To lead a happy life. B. To get more money.
C. To get a promotion. D. To get much easy work.

2. Why do we need to do some extra work sometimes?
A. To earn more money.
B. To show your boss you are more talented than others.
C. To make yourself welcomed in the office.
D.To show your boss that you are dedicated to your job more than the
average worker.
3. Once you come up with an idea, what should you do?
A. Keep it a secret. B. Tell your boss.
C. Make a speech before your colleagues. D. Sell it to others.
4. How to deal with your mistakes at work?
A.Own up toiit. B. Make explanations.
C. Blame others. D. Find more excuses.

C. Listen to the passage and fill in the blanks with the missing words.
Are you bored of going to work every day? If you can’'t accept SOHO, you

@Q
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have to accept @O , because work is a necessary part of our life.

Everyone in a certain stage of their life is faced with the difficult choice of
@ . Some people consider the salary as the top priority when they
look for a job, while others give their first concern to & of the job.

Another problem is working overtime and @ . Maybe you are
unwilling to cover for others, especially on weekends and holidays. But work is
not free of worry. The best way to act is to face it positively rather than complain
in vain.

If you are professional, then you must be punctual. 9 a.m. is not the time to
reach your office but to ® . You should reach your office ©

Vocabulary Bank

1. SOHO [sau'haul] n. HOHBAA

2. priority [prai'oriti] n. PLoe g

3. cover for BHE

4.in vain BES5 Hh

5. punctual [panktjusl] adj.  FEsFEFZIM), HERS

~"/,
?37 Assignment

You are required to search for some materials about “how to increase your
work efficiency” on the Internet and then make a presentation.
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Part B Reading

Passage One

A. Pre-reading Questions:
1. Do you want to be professional or popular, and why?
2. What comes from doing job properly?
3. What advice does the writer give us on our first job?

B. Fill in the blanks with the missing words or phrases according to
the passage.

June became in her team because of the decision of overwork,
but she is proved to be right. Jennie Lumley, a , would rather not be
an office sweetheart. Claire was offered with her finance company

because she had gained a reputation for keeping cool under fire. Pat lost

of others, for she had mistreated an office affair. From the above examples, respect

is mainly based on but not being popular in one’s job. So don’t worry

about popularity; work on respect. That will take you a lot further in the long run.
We should use the time to lay the groundwork of future respect by being

professional, , creative, diligent and

C. Write down some advice on how to be professional as well as
being popular.
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To Be Professional or Popular?

1 June was part of a team that had struggled hard to finish a difficult assignment.
“l wanted to call it a day and get home as much as anyone." she recalls. But she
found herself saying, "I'm sorry, but we need to do some more work on this."

2 Suddenly she was the most unpopular person in the room. No one agreed with
her, and some were openly angry that she was rocking the boat. "But | stuck to
my guns," she says. "When the report was presented, we were commended for
picking up on the very thing | proposed. | was right, and everyone had to respect
that."

3 Respect versus popularity—it is the old conflict between being professional
and being personal. We want to do a good job, but we want to be friends with
everyone, too. The truth is, you can’t always be liked if you do your job properly.
And, the desire to keep everyone happy can become a weakness.

4 "At best," says management consultant Jennie Lumley, "worrying about what
others think makes us reactive when we need to be proactive. At worst, we're so
busy playing the office sweetheart that we lose sight of the demands of the job and
our professional needs."

5 Respect is never given for nothing. Claire knew that she was offered a move to
Paris with her finance company because she had gained a reputation for keeping
cool under fire, and the next step up the ladder would depend on her performance
in Paris. "It's essential to build regard if you’re going to be able to do what you
want in your job," she says. Winning respect enhances all you do. A proposal for
change is more likely to be well received; an application for a raise or a request for
promotion is more likely to succeed.

6 The soft decision is never a real option, as many people find. Pat had to deal
with a colleague who had repeatedly been warned about her absence and now
had to be let go. When Pat tried to fire her, the colleague was so distraught that
Pat gave her another chance. "It was a disaster," Pat says. "l had fired her and
she’d walked away from it. My colleagues were resentful. | lost their respect, my
bosses’ and my own. And I still had to deal with her in the end!"

7 If you’re doing your job properly, you’ll seldom be everyone’s favorite person,
but the payoff comes in the form of a deeper liking and admiration. Respect is like
money in the bank: You have to put it in before you can draw it out. Don’t worry
about popularity; work on respect. That will take you a lot further in the long run.

8 So, we should be aware from day one in our first job that every decision we
make is either a building block or a stumbling block on our career path. We
should use the time to lay the groundwork of future respect by being professional,
responsible, creative, diligent, and reliable.

04



1. struggle
2. commend
3. propose
4. versus

5. popularity
6. consultant
7. reactive

8. proactive
9. reputation
10. promotion
11. colleague
12. distraught
13. resentful
14. payoff

15. aware

16. stumbling block

17. groundwork
18. diligent
19. reliable

call it a day

rock the boat
stick to one’s gun
pick up on

lose sight of
under fire

let go

draw out

in the long run

Vocabulary
['stragl] V.
[ka'mend] V.
[pra'pauz] V.
['va:sas] prep.
[popju'leeriti] n.
[kan'sAltant] n.
[ri(1)'eektiv] ad;.
prau'aektiv] adj.

Lrepju(:)'teifan]
[pre'maufen]

[koli:g ] )
[dis'tro:t] adj.
[ri'zentful] ad;.
['peio:f] n.
[e'wead] ad;.
n.
['graundwa:k] n.
['dilidzant] adj.
[ri'laiabl] ad;.
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Phrases and Expressions
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. Fill in the blanks with the bracketed words in their correct forms.

1. Shriek 2 is very

(promote).
3. The mother disapproved of her daughter’s

(popularity) among young people.
2. Alice and her colleagues are having a party to celebrate her

(propose).

Q
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. He proved to be sure-footed and (rely), and you can
ask him for help.

. Allot of poor people are still struggling (make) a living in the
world.

. The skin of the old is less (react) than that of younger
persons.

. Mike seems (aware) of the trouble he is causing, let

alone finds the solution to it.

. | quickly formed a great respect and (admire) for his

soldierly qualities.

E. Translate the following sentences into English using the words or
phrases in the brackets.

1.

MEKZE, W4 R IR ELF . (in the long run)

T RAF IR AERT AT H 28 2. (promote to)

I B CPTA AR E AT RS BB A% 5. (draw out)

XA AR, B R R R T . (be unaware that)

L BARTHG T AR, B R LE,  (stick to)

I FRAN G A 2, FERAF RN L AR AU 55 0. s H AT =, K

FRES B AAH A (HRNKIZKRE, IR 2R 81 mib k%, Jf
HLARI A5 1 2 2215 SN 78 55 o




Passage Two

Women Lead Differently

1 Recently, | was asked by my boss to form a small group
to work on a project.

2 As the first meeting drew near, | found myself thinking
hard about not the topics that would be discussed, but
what type of food we should eat. The meeting was to be
held during the lunch hour and, given these cost-cutting’
times, there was no budget2 for lunch.

3 But | thought it would be nice to have some snacks®,
and | spent quite a bit of time—at work and even in bed at
night—tossing* ideas in my head.

4 When my boss gave me the assignment, I'm sure
he didn’t foresee® | would exercise my brain cells over
something as trivial® as food. | mean, if the group leader
were a man, his mind would have been focused strictly, on
the task at hand.

5 But food and women bosses always come together.
In my many years of working life, I've had my share of
female bosses who were always bringing food to the
office, urging’ everyone to gather round and eat.

6 Conditioned® by thousands of years of the woman as
homemaker’ of family meals, the modern working woman
still can’t help but regard food as a means of bonding™
and creating goodwill"'. So, in the office, women use
food as a form of celebration, a sign of thanks and a way
of saying sorry. As an employee, I've always welcomed
the food, of course, but I've sometimes questioned the
motives'®. Is she trying to buy my acceptance’ and
to get me to like her? Does she think I'll overlook™ her
professional shortcomings just because she’s offering me
free cake?

7 Now that I'm what termed as "supervisor"'®, | realize
that I'm doing exactly what my previous women bosses
did. And, | wonder, what are my colleagues thinking?
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1. AR A )
2. e
3. /N

4.4, ¥, i

5. T
6. BT

7. fER

8. 14

9. Kz £
10. Jkgh
1. 4F

12. gL, AAT
13.30], #gy
14. ZH

15. =&
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8 The workplace is a ruthless™ and hostile world. It
has also the natural habitat of men, who are taught from
an early age to value power and achievement'®. When
women, who generally place more value on the “softer”
aspects of life, like communication and relationships, enter
this world, many are filled with fear. This is even more the
case when they reach positions of power where they can
influence what goes on around them.

9 They are always asking themselves questions which
don’t even appear in the minds of men. For example, how
do you create a pleasant, stress-free'® work environment,
how do you put your authority over men and not hurt
them? It's not easy, and only a few female bosses have
succeeded and avoided earning a bad reputation.

10 They like to be liked; they are welfare-oriented™; they
are demanding”'; they are unpredictable®; they have a
harder time dealing with fellow women. All relationships,

16. A
17. B
18. Heah

19. TSR

20. FEALAR A
21. WA, BRI
22. RETH K

though, are owing to chemistry, they are dependent on the FHEAER
person, not the gender®. 23. ¥k 5

11 | know | will make efforts to be a decent® leader, fair,  24. IEJRH
good and kind. Until now, | think those attributes®are  25. fJit

really the things that matter in a boss, man or woman.

A. Read the passage and then try to find whether the following

sentences are True or False.

1. As the first meeting was coming, | thought hard about the topics that would

be discussed. ()
2.1 was thinking over something unimportant when she gave me the
assignment. ()
3. Food and women bosses always come together. ()
4. In the office, women use food as a form of celebration, a sign of thanks and
a way of getting respect. ()
5. The writer thinks one shouldn’t bring any food to the office. ()

. The writer did the same thing as other women bosses when being termed

as a supervisor. ()
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7. Women bosses don't like creating a pleasant, stress-free work environment. ()

8. Itis not easy for women bosses to get good reputation. ()

. Match the following English terms in Column A with their Chinese

equivalents in Column B.
Column A

. Business Office

. Front Entrance

. Head Office

. Lift Out Of Use

. achievement

1

2

3

4

5

6. leadership
7. principles
8. department
9. overwork

1

0. annual bonus

Column B

A. BB

B. il

C. Jsihu

D. F5 I
E. Ut
F.AirIAH
G. &AL
H. &#507

| RS B A
J. nkt
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Part € Applied Writing

7 25 MK AR 1 H 52 T IR IRDE IR A FRIR I, 2 52 7 7 e 0 R N AR AL 21 B
Ao FEMEEEOE KT R BR T . B EURU S, R R, BRIRAH
(K1, SRR P OREF AF ML 55 R R . BRI 25, R, RN ZORTE T
B ARG, AWATEL. AT S MEEN T MOEHER AT, BUARiE X s, AR
TIEBIZRME T, s E LS. 0TI BRAEAST, MRk &, i
AU EE R, FE R

RS — e =R
(1) FEBFS
(2) ZERATHK
(3) MR R

1. Sample

Dear Mr. Bolton,

Our records indicate that your account with us is now more than
60 days past due. According to our records, the total unpaid amount
remaining from our last statement to you is $88,272.

We value your business and want to continue to provide you access
to what we honestly feel is the most effective advertising medium in the
area. However, good business practice requires us to insist on payment
of statements when due.

If our records are not correct, or you are withholding payment
because you feel we have not performed as we said we would, please
don’t hesitate to contact our sales representative who is responsible
for your account, Jim Williams, or call me personally. | will be happy to
discuss with you any problems that may exist in this area.

Your prompt attention to this matter will be greatly appreciated.

Cordially yours,
Kenneth Keiser
General Manager
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2. Basic Patterns
FERATEK
(1) We expect to receive payment within the next three days.
(2) We should be grateful if you could settle your account within the next three
days.

S Y BE— 2D RIS T P 2

(1) We regret we shall have no alternative but to...

(2) | greatly regret that | shall be obliged to...

(3) Unfortunately, | shall be compelled to...

(4) Regrettably | shall have no choice but to...

(5) We should hate to lose a valued customer like you.

(6) We hope that this temporary problem will not stop our doing business with
you in the future.

3. Complete the following task based on the information given below.

Dear Sirs,

It is CAR A BEA ]y A A A TR A
KRS RIS in reply to our two E-mail of 8th and 18th September for
payment of the sum US$ 80,000 you are still owing. We had hoped that
you would at least explain why KB ARAT) .

| am sure you will agree that we have shown every consideration
and now you

EARATAS AT T i P s AEZ D) for payment, I am afraid you _
EFATITCIEFE, HBERI AR

%) to recover the amount due.
We AR ZMATATH) from which your
credit and reputation might suffer and even now we prepare to
CHE R M4 to put the matter right. We therefore propose to
give you 15 days to clear your account.

Yours faithfully,
John Burns

Q
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Part D Culture Tips

7 Office Behaviors to Avoid for Career Advancement

When you step into your office, you are supposed to leave everything else
behind and put on a professional face. Here are 7 things that you need to avoid
at the work place. These will not only help you make a good impression, but will
also help you advance your career.

1. Extended Breaks—One of the most annoying things for other employees
or for managers and supervisors is employees’ taking extended breaks. So what
if you have a smoking habit and you need to take a break to indulge in it? What
about those who do not smoke? They are going to have a problem if you take
long breaks to smoke.

Another irritation to be avoided is taking
extended lunch breaks. More often than not,
people use their lunch hour to do personal work;
but if you cannot finish a task within this hour, do
it on your own time. Never extend your breaks. It
does not make the right impression.

2. Tardiness—Being late to work on a given day may be excused. But what
is not tolerated is coming in late everyday and leaving early. This is unfair to those
people who come on time and leave on time. Do not misuse work hours, unless
you have a genuine reason and one that can be excused.

3. Loud Behavior—There are people around you who are trying to
work. They do not need disturbances like loud talking or completely irrelevant
discussions. Respect other people and their work. You are not only disturbing
them by talking loudly, but you are not showing them respect.

4. Being Untidy—You need to keep your workstation clean and also the other
areas such as the cafeteria and conference rooms. You wouldn’t like it if someone
left used tissue or scraps of food on the table in the cafeteria you usually sit at,
would you? Extend the same courtesy to other people and clean up after yourself.

5. Leave Personal Issues Behind—Everyone has family and commitments,
but when you come to work, you need to leave those behind. There are going to
be times when an emergency arises, but those can be dealt with. If you have

102
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children or friends who need to contact you at work, try to keep this to a minimum.

Your coworkers are not going to appreciate the fact that you keep taking
personal calls at work—and it is going to look like you are not paying enough
attention to your job.

6. Remember That Your Words Have Consequences—You have definitely
heard the saying "think before you speak". You will have to bear the consequences
of the things you say. So think before you speak at all
times.

7. Do Not Be Emotional—Do not express anger
too vividly. This is true for younger employees who may
have an ego issue. Do not let your emotions control
your career moves.

Paying attention to these points will go a long way
in shaping your career, and often make the difference
between professional success and failure.
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Appendix

Listening and Speaking

Useful expressions

Office Work

Overwork

--- What seems to be the problem?

--- | would accept if they chose me.

--- An adventure like this would be
good for you.

--- Maybe his phone is out of order.
Anyway, keep working on it.

--- I'll let you know when | get through.

--- | would really enjoy it, but I'll have to
talk it over with Nancy first.

--- He always looks over my shoulder
and bosses me around.

--- | haven'’t finished the task on hand.

--- We are running a busy office here.

--- The extra-pay is quite considerable.

--- There are so many people dying
from work.

--- Everyone should stay up these
days.

--- Do you want to go grab a bite to
eat?

--- | cant believe it! There’s too much
to cover!

--- This responsibility bears down on
me.

Reading Vocabulary Study
struggle struggle for sth. Fgeeeees 1My =} 4

struggle to do B

The puppies struggled with each other for a bone.

We had a struggle to stop the criminal.

The poor artist struggled for a living by painting in the streets.
propose proposal n. 2B, J#X

propose to sb. DE NS

make a proposal (of marriage) KU

He proposed that we should go for a walk.
He proposed to her, and she accepted.

Man proposes, God disposes.
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popularity popular adj. UG AT
enjoy great popularity T, G
be popular with sb. BZ e ne X0

Because of his scandal(H. [#]), the film star lost popularity with the
public gradually.

This dance is popular with young people.

He’s a good politician but he isn’t popular.

aware unaware adj. AREIHEH
awareness n. &, AN
be aware of G, EHE

Everybody is aware of the importance of learning English.
He was unaware that | was present.

promotion promote vk, ET A fEAH
Our teacher has got a promotion.

Our teacher has been promoted to headmaster.
This year’s sales promotions haven’t been very successful.

reliable rely v, R, AKEE
unreliable adj. NAJHER

He became a reliable and an admirable person.
Blind people rely a lot on touch.

Many commercial advertisements are very unreliable.

Reading Sentence Structure

1. "l wanted to call it a day and get home as much as anyone." she recalls. (Para. 1)
i AR NPT AT T, AR SR ZARE. 7
‘as much as" iy “ e REL” L HPHAas Wi, A as i,
JE AT ERA) . fEMEA, “anyone” A I TUdid” .

2. When the report was presented we were commended for picking up on the very
thing | proposed. (Para. 2)
Jr R BAT IR BT, AR E S M 2 2 T H ENR) .
“| proposed” & —/NE il W), MWAJHIIOC R “that" B 4 s, 564710 /& “thing”.
M5EAT1 %2 the very, the only, the first’ 5id{&1filN;, M) HAEH “that” (4RI

B B ‘who” (FRIEAD k1T,
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3. Respect is never given for nothing. (Para. 5)
BT MR A L
AP RS E LK), “never”fil“nothing” 75 & i, HEIEN S e HEM . &
BENF AT B2, AT DR DU 8 >3 BRI LR 3BT E

4. Respect is like money in the bank: You have to put it in before you can draw it
out. (Para.7)
UG AFAEEAT AR ANSEAREE TR K
X “before” EIE ], BEH “Aree--ZH1” o “before™ i inl iy, w LIRHEAR
TEIR RGRHIER “ A o CIBBORAT S 7 L G L T R

Word Building

=> Ji%ipro-= 4 “for, before, forth, forward” , Fix “H 7T «eeee AV IR , KRR
e[, (RET S N WS e s e L Bk, AFRHLY A Y

. protect, provide, progress, propose, promote, prospect (Hjst) ,
proclaim (545, HH]) , proceed (k&zidtfT, Hydt) , pro-American (GEEND ,
proactive (SR HIAKD

= -ure i W% i R, Fon “EfE, sFTAHPIRA T .
fltn: adventure ('HES) , structure (KJi&, #5#4) , manufacture CKE M)

ilig

Zr>d: WRAE P DOES T A1 A K 42 ]

create =4 depart _ HJF

close Kb, 15k expose_  RFE, WK
fail SR literate AR
mix RAN, JREAE press _ JEJ]



Unit 4
Office Work

Vocabulary Test

Fill in the following table with the words you’ve learnt in this unit.

Chinese

wrt, B cb
XA, AT
EEE

AIEER, AIAE
EIREW, dEEI
ZIHH, e
H

i Sk
BT et
BT

HEZANIY)

g

o= o

o

BE S N
S

adj.
adj.
adj.

adj.
adj.

5 5 < 3

English

English Chinese

priority

punctual

considerable

groundwork

payoff

enhance

budget

foresee

reputation

versus

reactive

motive

acceptance

decent

extra-pay

urge

inflation
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