The texthook is specially written for you as higher
vocational education students. We hope that you enjoy
itas well as learn from it.

However, in this unit, instead of getting down to
husiness, we would first try to help you get to know
this hook. We hope you will be able to use this hook
successfully.



Aim of the books

Focus of the books

Role of a teacher
in class

Require-ments to
the students

To lay a good foundation for your | To improve your English
English for business and
professional purposes

To improve the reading skills and | To improve your listening,

to practise the listening and speaking skills in a

speaking skills business environment,
and practise reading
skills and enlarge your
vocabulary

instructor, supervisor, teacher, classroom manager, information
provider and friend

Before and after class:

1. To prepare for the next unit: to find out relevant information
for the next unit, look up new words, read through the new
materials, etc.

2. To review the previous unit: to finish the homework
assignment, memorize the new words and expressions, read the
material you have learned, practice the conversations with your
classmates as much as you can so as to be able to do role-play
before all your classmates in the next class period, etc.

During class:

To learn actively. Instead of only using your ears and eyes, use
your head, your hand, your eyes, your ears and your mouth at
the same time.

Remember: Language can only be learned by practice.



1.2 Samples of the oral exercises

A Pair work

Step 1. Name card

Take out a piece of paper. Write down your name and other information on the card
as in the example below. Fold it along the folding line. Put it on your desk so that
your teacher can easily read your name.

For example:

Age: 19

Hometown: Xi’an City, Shaanxi Province

Major: computer application

Future job: network engineer

Hobbies:  reading, listening to pop songs, playing
badminton, chatting with friends, surfing the
net, etc.

(the folding line)

Step 2. Model conversation
Listen to the following conversation between two students, Wang Gang and Li
Xiaohua.

Write down all the questions asked about one’s hometown, major, future job and
hobbies.

Wang: Hi, my name is Wang Gang.
Li:  How do you do, Wang Gang? My name is Li Xiaohua.
Wang: How do you do, Li Xiaohua? Where are you from?
Li: I’m from Xi’an of Shaanxi Province.
Wang: It’s the capital of Shaanxi Province, isn’t it?
Li:  Right. It’s a beautiful city with a long history.
Wang:  What do you major in?
Li:  Computer application.
Wang: It’s interesting and useful. Do you like it?
i Sure.
Wang:  What are you going to do after graduation?
Li: Well, I would like to be a network engineer. But I know I need
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to work very very hard in school to realize my dream.

I do believe one day you will become a successful network
engineer.

Thank you.
What do you like to do in your spare time?

Er..., I enjoy doing many things when I'm free. I often read
magazines and newspapers in the library, and read novels in
my dormitory. When possible, I listen to the pop songs while
reading. Sometimes I play badminton with my friends

before supper. I also like chatting with my friends and surfing
the net.

Have a conversation with your partner, following the same pattern as in the previous
one,. Try to know your partner’s name, hometown, major, future job, hobbies and
other information you want to know.

Stand up and tell your classmates what you know about your partner.

You will be divided into several groups. Each group has three or more members.
Each group will elect a group leader and a group secretary. The responsibility of

a group leader is to keep the discussion of his/her group under control, and the
responsibility of a group secretary is to note down what his/her group members have
said/discussed.

Work in groups. Discuss and find a name for your own group. For example, your
group can be called “The Sun”, “The Dream”, “Back-street Boys”, “The Winner”,
etc. Think of at least three reasons why you choose such a name.

Each group should select a group representative to report their group’s name
to the class and give the reasons. The group leader has the right to appoint the
representative.



A large vocabulary is very important and necessary if you are going to master a
language. Good methods of learning vocabulary will help you.

1. Learn new words from sentences or passages. Don’t just memorize new words

from a word list or a dictionary.

2. Review the words you have learned as often as you can. Have a little, easy-to-
carry notebook as a new-word book, so that you can often take it out and look at
the words whenever you are free.

3. Try to use the words you have learned in your speaking and writing.

4. Try to memorize as many word-roots, suffixes and prefixes as you can. Doing this
will help you understand and memorize many words faster and better.

L ~ T e .~ A ]

In this book, the first part of each unit (Unit 3 — 14) is a series of exercises entitled
Word power. This introduces you to the new words you will learn to use in that unit.
The following is one of the ways in which new words are introduced in this book.

Write the names of the clothes in the lines provided under the pictures. Choose from
the following list.

A. jacket B. sweater C. shorts D. trousers E. jeans
F. straight-skirt G. mini-skirt H. dress I. sportswear J. T-shirt




In real life, our reading purposes are different and we use different skills to best
fulfill the purposes. In learning we need to practise the different reading skills to be
competent readers in English.

Some companies in Beijing set rules about what kinds of clothes can be worn in the
office and what can not be worn in the office in the working hours. Have you ever
heard of any companies in your city that have done this?

Fashion designers may be telling you that the most “in” dresses next summer will be
shorts and mini-skirts, but think twice before you decide to wear them to the office.
Bosses in the US and Britain dislike casual dress at work. It is said that these clothes
cause lateness and improper behavior. Therefore, jeans, shorts, mini-skirts, and
sportswear are on many companies’ blacklists.



1. What is the best topic for the text?
A. Companies like fashion clothes.

B. Casual dress not welcome.
C. Jeans still blacklisted.

2. According to the text, which girl do you think is most suitably dressed for a job?
A. Alice, who is wearing a mini-skirt and a sweater.
B. Carol, who is wearing jeans and T-shirt.

C. Lucy, who is wearing a shirt and a straight-skirt.

You are in Beijing Railway Station to meet your boss, who is arriving home from a
business trip to Nanjing. The TIME NOW is 12: 20. You are standing before the large
information board, trying to find out whether the train has arrived.

Shanghai 12: 10 6 Delayed 30 minutes
Tianjing 12: 15 2 Cancelled
Nanjing 12: 25 3 On time

Having got the information you want, you should
A. run to platform 2 as quickly as possible because you are already late
B. walk to platform 6 and wait for another 10 minutes

C. run to platform 3. You are just in time

In your previous study, you have probably known that we use “be going to” and “will”
when talking about future plans.

Read the following conversation about plans. Can you find a new structure that also
indicates future tense?



Only three more months to go! So, what are you going to do after
you graduate, Donna?

I’m going to go to college in Ohio.

Have you decided what you’re going to major in?

Uh-huh. I’m planning to study engineering.

That’s a good field. And what about you, Simon?

My father is going to give me a job in his company. I’'ll probably
work there about a year so I can learn the basics.

And what are you doing after that?

After that I’'m going back school to get my degree in business.
That sounds very practical. How about you, Fong? What do you
plan to do next year?

I’m planning to take it easy for a while. I’'m going to spend some
time traveling in Europe, but I’'m coming back after that to study.

How long will you be there?

Well, I’'m leaving in June, and I’'m coming home for Christmas,
so I’'ll be away about six months.

In this conversation, you have found out that the structure “be doing” is used to
indicate a definite future plan. For example: “I’m leaving in June, and I’'m coming
home for Christmas.” Another example is “And what are you doing after that?”

Read the following short passage and underline the words for clothes. Then translate
them into Chinese.

Fashion designers may be telling you that the most “in” dresses next summer will be
shorts and mini-skirts, but think twice before you decide to wear them to the office.
Bosses in the US and Britain dislike casual dress at work. It is said that these clothes
cause lateness and improper behavior. Therefore, jeans, shorts, mini-skirts, and
sportswear are on many companies’ blacklists.

Most of the listening tasks in this book are designed for two purposes.

1. to improve your listening ability

2. to provide a model for your spoken practice

So, it is worth memorizing some of the key sentences in the listening tasks so that



you can use them freely in your own conversation. You may go back to Step 2 of pair
work exercise in 1.2 to see how listening and speaking are integrated.

This unit helps you get a general picture of the book and of some of the exercises that
you are going to come across during your learning. At first you may find it difficult

to follow this communication-centered approach. However, as time goes on, you will
find the method rewarding, because you are learning a language through actually
using it. It means you can make use of the language now inside and outside the
classroom and in your future career. We hope that you will find your effort rewarding.
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I. Translating the following words into Chinese.

g_
1. accountant 2. director g
3. confident 4. electrician %
5. blank 6. businessman 3
7. clerk 8. web engineer S
9. receptionist 10. introduce %
w

Il. Matching the two columns.

What do you say to You can say
I introduce yourself formally in public? A.T'm alawyer.
2. introduce yourself informally? 5. It’s a pleasure to meet you.
5. introduce others? (. Hope to see you again soon.
4. respond to an introduction? . Good morning, everyone! I’d like

to introduce myself. I'm ...

5. take leave? E. How could this happen! I know
your name so well.

6. someone who mispronounce your name? | . Actually, it is pronounced

“Stevenson”.
7. the person whose name you forget? (. Let me introduce Mr Li to you.
. introduce your job? H. Hi, my name is Chen Tao. I'm
fromChina.

I1l. You will hear five sentences. Each will be read three
times. Listen, repeat and write down what you hear.

A




abbreviation /*bri:vi-eiSn/ n. 455 , 45’517 (U9)

access /-@&kses/ vt. (HHEHL)AFHL, B (U3)

access /-ekses/ n. Wi, | 1% (U6)

accommodation /*k m-deiSn/ n. 4L, KEfE; (&, My, CHLERA)TE (U8)
BT (RIS 2 )i b e (1
LRIk, flA

accomplish / -kmpliS, -km—/ v. 52 5%; KIS (U14)
account /-kaunt/ n. i (U4)
accountant /-kauntbl/ adj. (¢} -+ VA R LS5 Y B AT (U7)

bachelor /-b&tSl / n. %+ (Us)
Bachelor of Arts 52452+ (Us)
Bachelor of Science Ff}2%+- (U5)
bachelor’s degree %+ *~{f (U5)
badly paid 77K {KHY (Us)
badminton /-badmintn/ n. JHERK (U1)
basics /-beisiks/ n. H:fil (UD)
battlement /-batlmnt/ n. (FEEE_E 1Y)k (U11)
beacon towers ¥k & (U11)
bean—curd /bi:n k:d/ n. TJ& (U10)
beforehand /bi-f:haend/ adv. Fi4: (U8)
cancel /-kansl/ vr. B (U1)
canteen /kan-tiin/ n. BT (U3)

capital /-keepitl/ n. % 4x (U13)



cardboard /-kA:db:d/ n. FELLH
cardboard box JE4L &

career /k-ri/ n. Fll

carpenter /-KA:pint/ n. K[E
casual /-kaeljul/ adj. FEHEAY
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