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Do small things in a great way!
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Front page & Warming up

(wmANE | OBRFIR E R R AT T h
WAHM | WE S IR MR, 515
wABR | FE AL i

| Uikiie | wim. i, s J

1. When students talk about the picture in the front page, ask them if they are busy with any
small things in their daily life.

2. The second question in the front page can lead into the warming up activity. Teacher can
encourage students to consider their attitude towards the small things and make them focus
on thinking about the importance of doing small things.

3. Useful words and expressions of “do small things”:

Hard work and perseverance, work one'’s way up, do anything from detail, try one’s best,

positive attitude.

Listening and Speaking

Dialogue 1

4 Pre—listening activities N
WA | TG R
WANHW | IS FAEE, BT 3 MR
WaEA | A, e

\_ UISRIEGE | WP PRy, ARIEAIE By B i )

1. This dialogue is about two new graduates’ first jobs. Have you ever imagined a similar

situation?
2. Let students read the new vocabulary. Explain their meaning in the context.

3. Read the key words, expressions and sentences and predict what you are going to hear in the

dialogue.
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4 While—listening activities R
WA | TR, TR TARREE
WaAIHI | B CIUNEMOE” AE
WaAEX |, [WE. e
L UIREENE | BRI s )
1. Listen to the dialogue and understand the main idea. Answer the questions below.
1) Why doesn’t Jane like her new job?
2) How do they think about their first jobs?
2. Listen again and check the answers to the above questions.
3. Listen for the third time. Tick the two speakers’ day-to-day tasks.
4 Post—listening activities )
WA | TR AR AR B RIS
WAIHE | EEXHE NS B OWARIRT T, B CHUNERGE” A&
wagk | /hditie
\_ Wghikee |, )

1. Work in groups. What do the two speakers think of their jobs?

2. In the dialogue, Jane’s partner said “Start with the basics, and that’s how people work their
way up a company. Just hang in there!” What do you think of it?

3. What do you learn from this dialogue?

Dialogue 2

4 Pre—listening activities A
w5 oI g i A
WATHM | BIME SSRGS, AT S ERAR A e
WHaE X B, Tie

\ VIgRBERE | VTRIHONET, R B A P

| o |



| T T —&— (T

1. This dialogue is about a story of a sales manager.
2. Help students read the new vocabulary. Explain their meaning in the context.

3. Read the key words, expressions and sentences and predict what you are going to hear in the
dialogue.

4 While—listening activities N
WaAINZE | WrE, RERBEEE, T EENE
WA HW | TR SRR
WaEA | W, WE. e

\ WIgREE FERE. A4S )

1. Listen to the passage and understand the main idea. Answer the questions below.
1) What does the sales manager talk about?
2) In your opinion, what is the key to the manager’s promotion?

2. Listen again and check the answers to the above questions.

3. Listen for the third time and do Activity 5.

4 Post—listening activities A
WaAINE | R, REERE— TSR
WA HM | FEM RN, HE CHINEHGE” R
WwagX | hHhe, HiE

NETEEEE P

Finish Activity 6.

SEEXR

Activity 2: answer telephones; take messages; copy a large number of files

LAl i 2

Dialogue 1
W: I think I’'m wasting my life at this job.
M: So, Jane, what do you do every day?

W: It’s pretty basic. Answer telephones, take messages, send receipts to the accountant and get
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the money back.

<

: I’'m running errands all day, too.

g

: But you work at a “law firm”!

<

: As an “assistant”! Last week, I copied a thousand pages and the copier broke down nearly
every day. [ had to learn how to fix it myself.

W: I don’t feel like I'm growing. I don’t feel I do anything useful.

M: Start with the basics, and that’s how people work their way up a company. Just hang in
there!

W: I want to start a new job, but I’'m not sure I’ll be good at it. Should I quit?

Passage 2

Five years ago, I started as an office clerk in this company. Just like you, I was busy
doing “small things” all day. One task was to put all the receipts in order and send them to the
accountant. But [ did something more. I recorded all the key information using a form, like how
much they spent, when, where and for what purpose. I began to understand some general rules
to follow in the business. There were a few times I made real progress with nobody explaining
the details to me. And yes, [ got a promotion. My boss told me I could do something bigger.

W A AHHOX Ay TAF R TE TR 3% I 1]

M: A2, fi, PREERMtA?

W, MREE, R, #EE, SaitRkFEiTERE,

M. 2R RAEHE.,

W (BARZAE—5 RIS TAE!

M:ﬁﬂa“%ﬁ”iﬁ,ﬁEWTi?ﬁi#,EWMR?%%%&ﬁQO&%EE
SAE e,

W:&*%Qa&ﬁfﬂk AT HAM I FHDBH 6

M. MERHGEA & NMITEA FE T Z . R B!

W I AR, (BRI AE M. YIRS ?

Bidk 2

HAEHT, AR K AFN—2 I AEIRG ., SRIR—RE, REBERITEM “/hE,
— A TR NF BRI B A 20, HERZM T —HH, T —RBIER T
ARREEE, WITHEREW. B, SN . FITRIIE 2w B — SRR,
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LR, (RS N AR AS OLT, JHUG TR, 2R, BOHRT .
Pt ifFgk, BT DAL B B T A

Reading and Vocabulary

-

Pre—reading activities N
WaINg | MW O TESh S GEE
WaAIHE | BRFEX “RESGH/NET
WA | e, GiE
| e | B P

1. Work in groups and discuss the following questions.
1) What did Dou Liguo do before he succeeded?
2) In your opinion, what is the reason that Dou Liguo made a success?

2. If you were Dou Liguo, what would you do when you meet the same situation?

4 While—reading activities h
. Iiﬁ@i%j(‘: MEESLERZ R OE “MNFEMGE” B9& 3 REBEC
TE HEAEM TAEP RS
Y WM EENE, REBEC, WA SN TESE, WhEFE
RS, s S
WaEA | FE. e

\ VIZREERE | (ERIEHL Hik. 1994 Y.

1. Read the new vocabulary. Explain their meaning in the context.
. Read the first paragraph of the passage and discuss in groups why he can be so successful?

. Read Paragraphs 2 and 3. Work in groups and make a summary about Dou Liguo’s experience.

AW DN

. Compare Dou Liguo’s story with Jane’s in Listening and Speaking. What’s the difference

between them?
5. Read the rest of the passage and think about the importance of “doing small things in a great

way

6. Read the passage again. How do you think about the following sentences?
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1) Many young people complain about the lack of jobs or promotions, when actually there
are plenty of opportunities out there. (Para 3)

2) Dou’s life turned on those small and seemingly trivial things, which anyone can do, but
not everyone will do. (Para 4)

3) Sometimes it’s hard to see how much small things matter, but when added up over time,
they can make big differences. (Para 4)

4 Post—reading activities N
WaAINE e AVNRGE” BB, 2 TR

WaAHWE | FICAF EESIEERER, B ANFEATFT e X

wABK | itie

| ISR | Sesr. BUCATUEIIE )

Do Activities 2, 3 and 4.
Words and Expressions in Context
1. launch: to start selling a new product or service to the public
e.g. the launch of a new women’s magazine
2. other than: in addition to someone or something
e.g. Are you studying any science subjects other than chemistry?
3. add up: to calculate the total of several numbers

e.g. I can add up in my head quite easily.

SEIENX
RPDFHRES

RN LBERR TR PRIB R, SE7ER—AAL P R, 201449 7, FfH
B EAEALUEFR 2 5 B iy, A B A7 8 N 2Bt N, 2 R T
FNE, EVEERAFTH “RREUNZE Tors T hE M,

ﬁig—

‘TR TAERBEITE, A—K, WHMEERER, RELUENEEAHTE, B
PA, Femis T — 4B AT — Mk B, MR A CRPiRE T, RPAHER TiX—
Ylo 28R, At FXS B SRR 23T5H, FEIrban R o] sery i FAR Ry — 4 5t
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“20044F, FRHCH TP S, ARSI R 5 AR E A 2 AU L. WITTARE)
IR BA WSS, FrAFE CHREITE T 175K Fr, RJa ka3t LB aE— A,
P Je, FaRE) TR, IEIRAREEE, JADLS RIS — KK K, 20134, KAl
T BHERPEATE, REFRNB TN, FIHRE, HFE IYUBRE.”

257 E R BUR TR B R BIERY /N, X LB R AHRREML, (AR5
A EM ENTRAMRE R, JARELLENE ., ARRRES /N ESE 2 RIE
A, HRHENTREE R R R FERR, Biar 4 ERBAR.

The Importance of Doing Small Things Before
Undertaking Something Big

If you can empty the

Dad, I'm a bit worried dustbin here, you

Success is something that many people strive for, but that  about disposing of can do anything.
not everyone among us attains. When we consider the various ki [y 2
factors that play a role in determining whether a person is : (
successful in life, ambition and action are the first two to come
to mind. Just as American writer Napoleon Hill put it, “If you

cannot do great things, do small things in a great way.”

Numerous examples can be given, but this will suffice. A

young person who aspires to be a great chef might decide to
buy some cookbooks, spend weekends practicing and refining
his culinary techniques, or take on a part-time job at a local restaurant. On the other hand, if he
simply ends up spending all his spare time surfing the Internet or playing video games, neither
of which would give him the skills or experience needed to succeed.

In conclusion, doing great things and doing small things are both essential in determining
whether we flourish or fall behind. The former gives us the drive and direction to move forward,
while the latter enables us to implement our vision and “make things happen”. In combination,
they represent the winning formula that will put us firmly on the road to success.

Grammar for Use

( wEmE | h
A | T 2
WAMR |, s

| wgikte | amag )
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Do small things in a great way!

Do the activity on page 6.

Activity: Working on tasks that seem pretty unimportant often let people down. But
interestingly, we often learn more from such experiences. In his autobiography, Colin Powell tell
(tells) a story of a summer job he had in college at a soft-drink bottling plant. “When I reported
in, I were (was) handed a mop. One day 50 cases of cola fell and smashed onto the floor. The
huge mess and stickiness was (were) noticed by other cleaners and they all walked away. But
I decided to be the best mop user ever, and left the floor cleaner than before. At the end of the
summer, the foreman said, ‘Kid, you mop pretty good. Come back next summer, I’ll have a job
for you, not behind a mop.” And next year I worked on the bottling machine.” All work are (is)
honourable. Always do your best, because someone are (is) watching.

—. E\EEBEM

FIERE R EIEEN RN REEOE, BFEERRE, EEH R, BRI,
HHE M E

5] Two students are waiting for you in your office. (4 ETEINAEENR,)

—. BX—HIEN

(—) BN B O

(1) My iR and R R H T R 102 W — M, AR S0y siULEc 2,

5. The worker and writer is from Wuhan. (AT AFEEZR K HRIL.,)

(2) “no/each/every/many a + FL%{ 4% id] + and + no/each/every/many a + FA %44 i7" {E
Fif,

EiIETRBREL

5] : Every man and every woman has a good reason to be proud of the work done by their

fathers. (HF— > NARARA B (T AR Bir A By BRIV R B4R )
(3) one/every one/each/either/the number of + & £ 44 1A /E £,
3 . Each of the students has a book. (& PFEHEAE —AF,)
(4) f every-, any-, some-, no- #/l -one, -thing, -body % F7 ¥4 B i A 5 AR 1FAE 15,
fl: Is everybody here today? (4 KA NHAEXLIG? )
(5) AR ENIA . AFEMETE,
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3l Persuading him to join us seems really hard. (Xt I AFRNTEERARME )
To go to bed early and to rise early is a good habit. (F#EFEE—MNMF> 1R, )
Whatever was left was taken away. (F) TR PEARBIEE T )

TR what 5| S0 FiEMNE), HESNE B 0L, A MNAEESR A G %

EREROE, MWEESh A BT,

fil: What they need are books. ({lifi]7F2R/2 45, )

(=) EEShE 2 HR L

(1) H1 and FERERTPIAS I 80 2 PSS TR AR 2

fil . Both bread and butter are sold out. (L1 # HELLZTE T ,)

(2) people, police, cattle %54 A4 Ay LR AR 24 1 T 1

fl: People read for pleasure during their spare time. (AfIRIRZ ARIFEEZ N TIHIE. )
(3) — L AR sl A A B ROE 4 18], 1 goods, stairs, arms 25 F1#

il : The goods are made in China. (iX£&5H#2 i E Hi EHY . )

(4) ik, #5. BEEAsS RN EH A EETE,

#; The Himalayas are the roof of the world. (% THifE 1L L% . )

(5) a number of/quantities of/a group of + 4 {Fl{E £ ik,

5. A number of other plants were found in America. (¥FZEE &I T KEHAAEY).)
(=) EiEE R, EEAE DL &

(1) £E4EK 4417 class, family, army, team, club, population, enemy, party, crowd, crew, audience,

public, government, majority, group SE{EE1F, SRIFREMA AL, Fa A5 E AL,

5] . The population in China is very large and 80% of the population live in rural areas.

(PEAORZE, Hd180% i NAELERAT,)
(2) BERFIER A 1A E TG R, BB BRI RS M E, X3R4 means,

works, pains, deer, fish, sheep %%, I

5l : Every means has been tried to solve the problem, but none is effective. (£:Fh 7 iEHR
i, EEA—ERG)
There are various means of communicating with a stranger. ([F]fE4 A XA R L
ARB T )

(3) “kind, sort, pair, type + £ 7] {EFiH, DAKLEA T4 B i BRI 44T E .

5] . The kind of paper is made of straw. (3% Fh4C 2 H RS ELH 81, )
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Some kinds of animals are dying out. (—2UFhEAIENYE KL T ,)
(4) all, none, some, any S AEACTAVE TR, RIGHIGAAIAZTE,
. Allis going on very well. (—HJJ§i].)

All are present besides the professor. (GLFEHIZAE N K FZEAE . )

(5) “half/most/enough/part/the rest/the last/lots/plenty/ 43 %/ F 434 + of + &4 17" 1EE
T, IBESIRE AN of Z )5 K44 1A B B R — 2K
5 : A lot of students are coming to the meeting. (R EZFEERITL,)
A lot of work is to be done to prepare for the conference. (YEFGIX IR &1L FHEM A
= TAE,)
=, BiE—ZEM

(1) Hy or, either... or..., neither... nor..., not only... but also... &R 5 £iE, BB
G BT EIRTE RS PR 2L

5] : Neither you nor I am fit for the work. (/RFIFRELAE GiX /oy TAE,)
Are neither you nor I fit for the work? (/RFIFEHRA G A X 4oy TAENG?)

HE: “with/along with/together with/including/but/except/like/as well as/no more than/besides/
rather than + £ 17" B T Eifi 5, I8 1 307 — M 05 5 A T 5 45 37 78 B 52 40 B ARy
—E,

{5 . Henry, rather than Jane and John, is responsible for the loss. (3545 N /= Fl
T A2 RN 2958 R 7, )

(2) /i there, here 5;E#) F1EA 1E—N0F, 18 1EE S AR TR i8R —2,

] : There is a pencil and two pens in the pencil box. (LE & NAE— XL AN, )
Are there three books and one pen on your desk? (/REHH FH =4 FF— 4

£ng7 )
Practical Reading
( WAME | R, R N

A | VIR B By DA R ke )
wABR | e, Ek
| gkt | b . sk P
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1. Emails are very useful for official invitations. Unique emails can make clients feel special

and valued.
2. Read the email written by Liu Lei.

3. Work in groups and discuss what other small changes can be made to make the email
different.

Words and Expressions in Context

1. attend: to go to an event such as a meeting or a class
e.g. Only 12 people attended the meeting.

2. the best brain (5 H % %% ): someone who is intelligent, with good ideas and useful skills
e.g. Some of the best brains are leaving the country to work in the US.

3. respond to: to do something as a reaction to something that has been said or done

e.g. Please respond to the email as soon as possible.

FERT
T [ — B R AE A M BN, 51 Bt — P e E R R .

Byl In Tech Entrepreneur i 153515 IR
R ) e wta o

THEI In Tech A7, WAEASI I 201645 5 F 30 H_L2F 9:00 5| F4F 4:00 7
JE 2547H) In Tech Entrepreneur 1817 ,

JEI, SRS FI A TR 5 A RS & RS IR, FHEBr B iy s J A6

Fl, 298 - SESEAR ARSI M E R R LSRR B, I
AR BB FES IR IR, HET 201644 5 30 H /B 2 HEiE K, IR AN
DA IR,
k|
X
In Tech /A &) 75 45 Bh HE

010-6541 x x x x

XGRS AR S JLE BT R AT DAt B B AR 0 RE, R, ek
BERE, ERMINy: “XRABR, JHRHMNEZE I NEER.” HI, XEEE
BREL, XM — R, AT KRR, A=A AR
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#hFe i

How to Write a Business Invitation?

Business requires its own sort of etiquette, not only in person but in writing as well. A
business invitation differs greatly from a personal invitation. The style and tone of a business
invitation is much more professional and precise than a common invitation. Moreover, business
invitations must be direct, complete and to the point. The proper business invitation consists of a
few basic and necessary elements.

1. Begin typing your invitation by beginning your salutation with a comma as business
etiquette dictates, such as “Dear (Name of Recipient),”.

2. Personalize the business invitation to each invitee. You can do this by thanking the
invitee for a recent phone conversation or business consultation. Personalizing business

invitations makes the invitees feel valued and sets a positive tone in advance.

3. Discuss the purpose of the invitation. Describe exactly what the event will be, the nature
of the event, the purpose of the event, where it will be held, on what day it will be held and at
what time it will be held. Identify any notable people who will be in attendance and provide a
phone number and directions to the location.

4. Request the guest to RSVP by a certain time and date. Provide a phone number or
address where the invitee can confirm his attendance.

5. End your business invitation with “Regards,” or “Looking forward to your attendance,”
and print your name, title and department.

6. Print the business invitation on ivory vellum paper for a classy touch. Hand-sign each
invitation beneath your printed name.

Practical Writing

( wmANE | eEmEminm s N
AN | SR Tk, NIRRT B TR LR A AR
mABA | i, S

| s | se )

1. Read the invitation carefully, and discuss it with your partner.

2. Add something to the invitation and make it more valued and special.

13
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Activity:
Add a phone number for contact.
Add a map for clients.

List some notifications for your clients if they come.

( HAINE | AT R R S A e P TV R i )
EAHE | B RN, A B N R
WA | EFE. e

\_ UIERia0 3 AT, LA, AP Y.

1. Encourage students to express their opinions about the food service at the campus dining hall.
2. Each group makes a list of problems the campus dining hall has. I

3. Work in groups, discuss what the campus dining hall should do to make some changes, and

write a letter to the Foodservice Director.

Around the World

(mAAE | S ARG R4 AT )
WHH® | R, PR
wAMA | ik, e

\ DIgkbing HEIREL, AT )

1. Read the passage and understand the details the fast-food restaurant has done.

2. Work in groups and discuss the meaning of “little things create ‘raving fans’”.

R BRI ME”

AR S [ 9 W B AR B — IR iy, Chick-fil-A {3 Ji e 32 YU R T HEAT 15
WE . RIEDUERIIE TS 2 HC 86, NFEIC RN RS, E2E “HiE—PiE

14
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PARBIRSS ™ AT G| TRk RN —EF/ R P — LTy,
L RE N EIRS ™ A AR

FE R, BT AU AT, MR REA RS AR
[ E T A REEE . Bl NESEE SR E— N M I B BB T R,

2. N A= B A

THR, RTSGEES, FEEEHET, ROEmART 724 —A4
323 PR RFB Y R AT BE 26 AT B I A — 0

3. MY 2 5 i AN 2 T

KB 5 # 2 0F FA BUF A BEIT B8, Chick-fil-A A F & 14 . 4 /RZ 50
WAL R, RS ICEE. (RS H OR8] TEW. KA A
O, R T 23 40 348 Sk KHF B = MG 2,

X LE/INEAR Y M Ol T . TR Z IR e, Ho SRR BE L,
WIETOEES “BIRREE .

My Progress Check

SEER

Listening Comprehension

Activity 1: Taking lunch orders for colleagues is “useful” in some way.

Activity 2: 2. You may get to know your co-workers better from their lunch orders.
3. Taking lunch orders for colleagues may make them get to know more about you.
4. If you never get the orders wrong, people may trust you more and give you

more important tasks.

Vocabulary and Structure

Activity 1: 1. helps 2. makes 3. realises
4. are 5. generates 6. will launch
Activity 2: 1. E-commercial 2. ran into 3. promotion
4. other than 5. seemingly 6. worked his way up
Translation

1. Please keep the receipt in case you need to return your goods.
2. Everything turns on how much money can be used.

3. Don’t waste time on these trivial things.

15
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4. If possible, please help me book a single room with bath.

Reading and Writing

L A IHEARAMER tH/NE XA 2 REEN, (B4 ENTRE R 8 ZAVERA R, B
P BRI,

M:
W:

M:
W:

<

..Z =

How’s your new job going?

Just OK. But there is one thing that I really don’t like. I have to order lunch for people in my
department.

I did that, too, during my first year at this job.

It’s not real work and that’s not my job.

: Well, take it as a part of the job. Actually, you may get to know your co-workers better from

their lunch orders.

: What do you mean?

: One girl in my office loves sweets. So I brought her some biscuits [ made at home. Did you

learn anything about their food habits?

: Our manager doesn’t eat any meat.

: Is he vegetarian? Why not talk about that with him? You see, taking lunch orders for them

helps you make kind of... connections.

: Yeah, I guess. And they would also get to know more about me. But you know, it’s not an

easy job.

: If you never get the orders wrong, people may trust you more and give you more important

tasks.

WRE T LAE AR 2

AT, B —FE, RENAER, TENFATH I A T8

T AR SK— g XA,

XAREIER AR, M HX AR TAE,

G, AR TARR —# 0. b b, IRPTRES M FFITH R BT B E A3t
TRAAT

XA E A

D AER, AP LUZERIZIE, ARG 723 E SR BN
BFTo AR T BATHY PR 245 2

o |



| T T —&— (T

Do small things in a great way!

W. FATERBRIZPIZE,

M. 2R E T CEL? AR IEX 8?2 RFE, T4 BEHE B AR R 4] 0t
TR 1H3E .

W, RN, XM SE THRER, ERRE, AR —HFAS N,

WARARMARIFEE T B, RESHIEEAR, RS IREEERIES,

S
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