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Unit Objectives

After studying this unit, you are expected to:
e acquire basic knowledge about organizational structure, department

responsibilities, and job responsibilities
* master the words and expressions concerning organizations
» master the skills of greeting, making self-introduction and writing an envelope
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Unit 1 Organization

Warming-up

Task 1 Look at the following logos and give the names of the countries in which the
companies are headquartered.

Car Companies Supermarket Companies Mobile Phone Companies
‘ Germany Germany ‘ Republic of Korea
DN .
& WAL-MART £

TOYOTA

Carrefour (9 Apple Inc.

Task 2 List at least two companies for each type of the following products.

i

Television Set Computer Sportswear

|
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Organization Unit 1

Google

Anyone who has ever used the Internet
has seen Google, and many people would just
“google it” when they try to find information
about something on the Internet. As the world’s
most popular Internet search engine, Google is
one of the greatest examples of online success.

It all began in January 1996 as a research
project at Stanford University by Ph.D. student
Larry Page. Trying to find a better way for web
users to search for relevant pages, Page had an
idea that this could be achieved by examining
the relationships between web pages. He thought
that web pages which had the most links to them
from other web pages must be the most popular.
The technique appeared to be successful.

Page and his partner Sergey Brin set up their
company on September 7, 1998 and registered the
google.com the following week. The search engine
quickly grew in popularity and in 2000 Google
began to sell advertising on their website. After
a few years of growth fueled by eager investors,
Google went public. Many Google employees
became instant millionaires.

Google has acquired YouTube.com which
is the Internet’s largest video-sharing website
and continues to add new features every day
including tool bars, email, and advertising.
Of course, with growth and success there also
comes competition. Microsoft has tried to
acquire Yahoo in order to compete with Google
in the Internet search engine area.

In addition to its growth and popularity,
Google has also been named the number one
company to work for in the United States. It
tends to stay away from typical office designs
and tries to make the office a place where
employees are comfortable and free to excel at
their work.

Today, Google has become a multinational
corporation in Internet-related services and
products. These include search, cloud computing,
software, and online advertising technologies.
And it is the leader in terms of ad-based revenue
on the web. The brain child of two students
has become a billion-dollar company and one
of the best-known trademarks in the world.
Google’s history serves as a perfect model and

inspiration for Internet entrepreneurs today.
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Unit 1 Organization

I
Words

online /'onlam/ q. FELRY, BEMI

relevant /'relovont/ a. (%) K1)

link /10K n. B3, MR B

popularity /,popju'leriti/ n. 35 ; KA 754
advertising /'@dvotaiziy/ n. | 4 |4l
website /'websart/ n. Wyl

fuel /'Ejuzall v, ks -+ HEALHORF
investor /In'vesto/ n. $EE

employee /1m'plo1-it/ n. ZJ@3, JE R

acquire /o'kwars/ v, $i15; A

feature /'fitt [o/ n. Jpta ; FRE

typical /'tipikal/ q. B

excel /1k'sel/ v, ety (FEX7TH) HLK
revenue /'revinjui/ n. YA ; W zs

trademark /'trexdma:k/ n. FjFxg

inspiration /,1nspr'rerfon/ n. & N LH A B
Yy, R

entrepreneur /,0ntrapra'na/ n. 5

Phrases & Expressions

search engine 825 |4

go public (A#]) b

tool bar T H.A%

in addition to [§z-+- -+ Z 4k
tend to {Hi [a)

stay away from ¥CE]

in terms of FE------ 77 THl
brain child i§i 55 31 7=4)
serve as e VEH

Proper Names
Google #+ik (EEAHE, #¥kMANERT

BRI &)

Stanford University HriHtE k2% (L TSEE DA
fRJEMIN )

Microsoft %k (EEHM~TE], AN AT
BT A S)

Notes

Ph.D.: It is the short form for “Doctor of
Philosophy”, a university degree of a very
high level, above MA (Master of Arts) or
MSc (Master of Science), which usually takes
three or more years to get.

Larry Page & Sergey Brin: Being the
founders of Google Inc., they first met in
1995 at Stanford University in California,
where they were both studying for doctorates
in computer science.

YouTube.com: It is a video-sharing website
where users can upload, view and share video
clips. It was created in 2005 and bought by
Google in 2006.
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Organization Unit 1

Task 1 Read the passage and find out important events in the different periods of Google’s
history. Write down these events.

Period Event

1996
1998
2000

Task 2 Correct the following statements according to the passage. An example has been
given.

1. Google is the world’s most popular website. Internet search engine

2. Google went public before it began to sell advertising on the website.

3. Google is now a billion-dollar company and has been named to the Top 500 list of the world.

4. Google’s employees work in places where typical office designs are used.

5. Google has become the Internet leader in terms of technology.

Task 3 Suppose you are the PR manager of Google. Give a short presentation about the
company. The following are for your reference.

Let’s first start with. ..
The company was set up...
It has acquired...

If you are interested, you can find more in...

Business Know-how \%\

Making a Company Introduction

A company introduction usually contains the
following information:

* history

» number of employees

* management structure & company culture

* products or services

W POl ¥EGE-U1CS6.indd 5 g ;
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Unit 1 Organization

Reading B

TAF Profile

TAF Co., Ltd. was founded in the year 1990 with the [

objective of providing better and efficient services to the

markets in the African continent and Southeast Asia.

TAF is one of the leading manufacturers of skincare and

haircare products. With its own manufacturing facilities in China and the USA, the company has

developed a wide range of products to meet the demands of its international customers. TAF products

are extremely popular in their current markets, and the company is now looking to further expand its

customer base throughout the world.

Below is the company’s organization chart, including all departments and their functions.

Board of Directors

Chief Executive Officer —— Administrative Department
I | I I
Production Sales & Marketing Accounting Department Human Resources Department
Department Department
| | |
Purchasing Quality Control Research & Development

Board of Directors is the governing body of the
company.

Chief Executive Officer (CEO) works closely with
the Board to provide leadership for the company.
Administrative Department provides support
and service for the Board and the CEO.
Production Department is responsible for the
development and manufacturing of products.
Purchasing is in charge of the actual buying of
all items.

Quality Control (QC) is to ensure the products

are up to certain standards.

Research & Development (R&D) is responsible
for looking into new products and their designs,
and the improvement of existing products.

Sales & Marketing Department is involved in
promoting and selling products.

Accounting Department monitors the accounts
of the clients and the company.

Human Resources (HR) Department manages

the administrative aspects of the employees.
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Words

' profile /'provfatl/ n. (Aa]) fii/vs AL
objective /ob'dzektiv/ n. Hip
efficient /1'f1font/ a. f5 502
manufacture / menjo'faekt o/ v. 477, Hik
manufacturer /,menju'fekt fora/ n. HiliERT
facility /fo'siliti/ n. (% pl) %ifi; &%
range /reindz/ n. Z51; L
expand /1k'spend/ v. "k
base /bers/ n. R, f kL
executive /1g'zekjotrv/ a. $ATHY; FTIELRY
administrative /od'ministrotiv/ q. 4 HHY;
AT
marketing /'ma:Kitiy/ n. T35 EH
accounting /9'kavntin/ n. £t
purchasing /'p3:t fosi/ n. R
item /'artom/ . WiH; &H
ensure /In' [0/ v, {FIE
involve /n'volv/ v, 3 s f05
promote /pra‘'mout/ v, 4, Ei%; fEik; HIt
monitor /'monitd/ v, 55 WA
client /'klaront/ n. &

Phrases & Expressions

look to JEHH, W

Chief Executive Officer (CEO) HREHATE
up to ik ZE|

Notes

organization chart: It shows the
organizational structure of a company
and identifies responsibilities of each
department and relationships between

departments.
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Task 1 Decide whether the following
statements are true (T) or false (F)

according to the TAF profile.
1. TAF’s main markets are in the American
continent and Southeast Asia.

2. TAF is one of the leading producers of
skincare and haircare products.
. The company is working to reach more

international customers.

4. R&D is responsible only for developing
new products.

O o oo o O

5. Administrative Department gives orders
to the other departments.

Task 2 The CEO of TAF received reports
of the following incidents. Help
him decide which departments
should be held responsible for the

problems described.

Two
One Several customers
Three engineers in complained about a
R&D didn’t get their bad smell from the

wages on time. company’s haircare

products.

-

Four
Two important

Three
There are several

spelling mistakes \ clients called to ask

in the new profile \ for products with

on the company’s | new features and

\\ better designs.

\

website.

/,"."

| \

/
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Unit 1 Organization

Listening & Speaking

Task 1 Listen to the conversation between a receptionist and a visitor. Then fill in the missing
()  information.

VISITORS: 12th September

Visitor No. First Name Last Name Company To see
1 Maria Smith AGD Construction Jamie Saunders
2 Carol Black Lewis Printers Michael Cornwall
3 Technologies Richard Sapir

Task 2 Mr. White is meeting with Mr. Brown ~ Task 3 Listen to the conversation and decide

() from the Head Office. Listen to the 7 whether the following statements are
conversation and match the people true or false. Then write key words to
below with their job fitles. support your answers.

1. The man is going to have a job interview in the

woman’s company.

True [_] False [ ]
Sales Manager
Mr. Brown . . .
2. The man is meeting with the manager of the

HR Department.
True [ ] False [ ]

“r Secretary 3. The HR Department is on the 13th floor.

‘ L True [ ] False [ ]
Mary

4. The conversation took place in the office of the
HR Department.

True [_] False [ ]

Production Manager

W POl BEGE-U1CS6.indd 8 E 3
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Task 4 Listen to the conversation and
) choose the best answer to each
question you hear.

1. A. A government office.
B. A hotel.
C. An insurance company.
D. A travel agency.

2. A. Grey.
B. Green.
C. Red.
D. White.

3. A. The 3rd office on the right on the 5th floor.
B. The 5th office on the right on the 5th floor.
C. The 3rd office on the left on the 3rd floor.
D. The 5th office on the left on the 3rd floor.

Task 5 Listen to the following speech twice
() andfill in the blanks with what you

hear.

Ladies and gentlemen:

My name is David Truman and [ am the
of Simons Facilities Corporation.
Thank you for inviting me to speak here today about
future energy technologies. , let me

introduce our company, SFC, to you.

Simply put, SFC is one company with two
lines of — power and water,
and our history dates back to over 100 years ago.
Today we are one of the 50 largest companies in
the UK. More than 20,000 of our employees build
and power and water facilities in
England, Scotland and Wales.

With this as background, now
I would like to come to the topic of my speech today:
What new energy technologies are there and where
can they take us?

Organization Unit 1

Task 6 Work in pairs. Introduce yourself
to your partner and ask him or her
questions with the useful expressions.
Then complete the chart below.

@ Name
Q:

@ Hometown
Q:

€) Hobbies
Q:

@ Spare-time activities
Q:

© Reasons for studying the major
Q:

® Your own questions
QA
B
C

Useful Expressions
Greeting

How do you do?

I've often heard about you.
I've heard so much about you.
Making introduction

Allow me to introduce myself.
My name is...
I'm..., from...

Asking questions

Where were you born?

What do you do in your spare time?
Did you grow up here?

Why did you choose this major?
Ending

Nice talking to you.

It’s so nice to finally meet you.
Nice to meet you, too.

It’s a pleasure to meet you.

W POl HEGE-U1CS6.indd 9 E 3
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Unit 1 Organization

Writing

| T T —6— (T

Envelope

Task 1 Match the envelope items of an English letter with their typical positions.

1 the recipient’s address

2 the sender’s address

3 stamp

Task 2 Read Sample 1 and answer the
questions below.

. To which city is the letter going?
. Who wrote this letter?

. Who is the recipient of the letter?
. What is the recipient’s address?

. What’s the business title of the

N B W N =

recipient?
6. What is the sender’s address?

Task 3 Read Sample 2 and complete the
following sentences.

1. “c/0” on the envelope stands for “

2

2. will receive this

letter.

3. will open and read
this letter.

10

a the upper right corner of the envelope

b the upper left corner of the envelope

¢ the middle of the envelope

Sample 1
g o o o a o -

Liu Fang g on

China National Machinery Import & Export Corp. :x .

36 Jianshe Road g
’ Beijing 100065

P.R. China

Michael Ryan
’ Manager of Human Resources
Crescent Finance Company
502 North Olive Avenue
’ West Palm Beach, Florida 33402
U.S.A.
‘ A & & s e sy &

Sample 2

' A & B s s s =
Wang Gang 20

’ 66 Aiguo Road m
Shenzhen, Guangdong 518003 A
P.R. China

Craig Moor
’ c/o Jane Ashby
1060 Bishop Street
’ Honolulu, HI 99785
&

US.A.

W POl ¥GE-U1CS6.indd 10 E 3
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Organization Unit 1

Task 4 Write an envelope for your letter e

to Tom Jones, who works for Green
Technologies as Sales Manager.
The company is in New York, at
No. 135 on West 20th Street. The
zip code is 11001.

““‘

Mini-project

Work in groups. Set up a company and design the “About Us” page for your company’s
website. The page should include your company’s hame, logo, profile, management and
products. The following sample is provided for your reference.

Sample

News Center Careers Investors Partnering ContactUs

Enter product name, company or keyw 4

(‘ D‘El—-‘l-t-!‘(.'ﬂ‘l rt(,.‘ L"El-‘l-t-.‘;‘l.'ﬂ-‘l Horme Our Products
U U

Jshn Perrigue, Belsy nls, Dan Cassidy, USA

i :
m Rilisten  ~* TextSize ' * TextOnly | = EmailtoaFriend | = PrinterFriendly = ™RSS =~ Share

Our Company

Caring for the world, one person at a time... inspires and unites the people of Johnson & Johnson. We emhbrace research and
science - bringing innovative ideas, products and services to advance the health and well-being of people. Employees ofthe
Johnson & Johnson Family of Companies work with partners in health care to touch the lives of over a billion people every day,
throughout the world,

Our Family of Companies comprises:

¢ Theworld's sixth-largest consumer health company

Theworld's largest and most diverse medical devices and diagnostics company
Theworld's fith-largest hiologics comparny

And the world's eighth-largest pharmaceuticals company

e have moaore than 275 operating companies in mare than B0 countries emplaying appraximately 128,700 people. Our worldwide
headguarters is in Mew Brunswick, Mew Jersey, LISA,

11
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Unit 1 Organization

Language Lab

Task 1 Match the words or phrases on the left with their meanings on the right.

relevant

. link

. entrepreneur
. fuel

. popularity

. acquire

. feature

. excel

. closely connected or appropriate to the matter in hand
. to obtain something

. to keep one’s distance from

. a connection between one file or section and another

. a part of something that is important, interesting or typical

to make something increase

to do something very well, or much better than most people

a person who sets up a business

12

Task 2 Complete the sentences with the
words or phrases from Task 1.

. To become a successful

. If you click on this

© © N N L AW N —

A
B
C
D
E.
F.
G
H
. tend to L
J.

10. stay away from
-

Change the form if necessary.

, one
should have a working knowledge about the
business he or she plans to start.

, it takes you
to our flight schedule.

3. The business was from Owen
four years ago.

4. Summers in the north be cooler
and drier than in the south.

5. Once we have the information,
we can make a decision.

6. Swimmers have been told to the

10.

W POl HEGE-U1CS6.indd 12

beach following a shark attack last week.

. Students with good communication skills will

have a better chance to at work.

. Ever since basketball was invented, its

has become increasingly higher.

. Each room in this building has its own

special
The area’s rich natural resources have long
the Russian economy.

the quality of being liked or supported by a lot of people
to be likely to do
W

o

Task 3 Complete the passage with the
following words or phrase.

relevant
links

search engine
into  with

Since there are now billions of web pages, it
is important to know how to search effectively for
information on the web. Fortunately, some powerful
online tools are there to help us this task.
The simplest way to find information on the web
is to visit a special site called . It is quite
easy to use—you simply go to the homepage of the
search engine, type a few key words a
form, click on a Search button, and then wait a

few seconds for your results. The results are @

provided on your computer screen as a
long list of to web pages. Then
you will have to look through the list to
see if the links are to your

search.

14-6-13 TF/F6:53 (




Task 4 Rewrite the following sentences
after the models.

Model 1: Tt appeared that the technique was
successful.

The technique appeared to be successful.

1. It appears that the wheels are going backwards
when a car is speeding.

2. It appears that everyone is talking about Google
Earth these days.

3. It appeared that no one had noticed his sadness.

Model 2: Page had an idea. The idea was that this
could be achieved by examining the
relationships between web pages.

Page had an idea that this could be achieved
by examining the relationships between
web pages.

1. An idea is that humans might be cloned
someday. Most people don’t like the idea.

2. The fact is that we don’t have enough money.
But you are trying to cover it up.

3. The fact is that the goods have been damaged.
We have to accept it.

| T T —6— (T
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Task 5 Translate the following into English
using the given words or phrases.

L XU ——A ] PASZBLHY, (achieve)

2. TR ZEREBEEER R, (tend to)

3. XA MR BAEAN L &2, R B BN . (stay

away from)

4 EHEM S, 2R IR Z—, (in

terms of)

5. XA BEEA R ENE SUSVERT, (serve as)

6. AP ST E XA HAYHERE . (monitor)

7. EAHEBIT — B E TS SR I AR,

(be involved in)

8. BAEVFZ K El A FH A st R 6 At AT 7™ i
kS5, (promote)

13
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Self-study Room
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Basic Sentence Patterns (EZAG%!)

F o B Bl
1) S + Vi. a. Time flies.
S + Vi 2) S + Vi. + Adverbial CIRiE) b. Birds sing beautifully.
' i FriRlEE . Th t on holiday.
1 (EE+RRIEE) 3)S+ V%. + Prep..I?hrase (N fjﬁmn) c. They went on holiday.
4) S + Vi. + Infinitive (RE) d. We stopped to have a rest.
5) S + Vi. + Participle (4}-i7]) e. She’ll go swimming.
1) S + Vt. + N./Pron. (£ia]/{t1#]) a. We like English.
S+Vt.+0 2) S + Vt. + Infinitive (RER) b. She wants to help him.
2 (EE+RY) T+ 3) S + Vt. + Gerund (Zh4417]) c. They enjoy living here.
=18) 4) S + Vt. + Clause (M/4]) d. I think (that) he is right.
1) S + Lv. + N./Pron. a. The compass is mine.
3 S+Llv.+P 2) S + Lv. + Adj. GEZA]) b. The secretary is efficient.
(EB+AINF+E 3) S + Lv. + Adv. (El[3d]) c. The power is off.
1B) 4) S + Lv. + Prep. Phrase d. He looks in good health.
5) S + Lv. + Participle e. My favorite sport is swimming.
. I sent him a fax.
S + Vi. + lo. + Do. a
+\ N - 4:, 1) S+ Vt. + N./Pron. + N. b. I sent a fax to him
4 (FB+RAD T+ ' '
R S 2) S + Vt. + N./Pron. + to/for-Phrase c. I bought Mary a book
BERIBE+EERD) ' '
d. I bought a book for Mary.
1) S + Vt. + N./Pron. + Adj. a. Do I make myself clear? !\
2) S + Vt. + N./Pron. + Prep. Phrase b. She always keeps everything
5 in good order.
YR _+ o 3) S + Vt. + N./Pron. + Infinitive c. We want you to go there.
S  (EE+RMET+

14
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RiB+RIBtNEB)

((ORD %))

4) S + Vt 4+ N./Pron. + Participle
5) S + Vt. + N./Pron. + Wh-infinitive

6) S + Vt. + N./Pron. + Clause

. We listened to him singing.
. The supervisor shows me

what to do next.
Tom told me that the film was
great.

YLEA TR (Members of the Sentence) B4 fifh: FES. iBIESNAV (RINFELY.).
AMEC (F1EAMECs., EiftMECo.) | EiEO (H#ZEIEDo., [A#:EE.) FFRIEP,

o
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Task 1 Mark the following sentences with
1,2, 3, 4 or 5 according to the five
sentence patterns in the left table.

1. He came to help me with my math.

( )
2. I forced myself to get up this morning.
( )
3. I hope to see you again soon. ( )
4. We should remain modest and prudent at any
time. ( )
5. This kind of food tastes terrible.  ( )
6. The picture looks more beautiful at a certain
distance. ( )
7. They told me that he often lies. ( )
8. People tend to need less sleep as they get older.
( )
9. I’ll offer you a good chance. ( )

10. You must present your passport to the customs
office. ( )

‘. o
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Task 2 Translate the following into English.
DIt ER A A,

—_

2. Ml TRE BRI

3. AT AAE R X R TE .

4. A LA N 2

5. WK A 2O U T— A HEREE

6. FANEEE,

7. HHEL, RS RS FIKAY.

8. KIHERF ETHE.
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