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Warming-up

Task 1 Read the following abbreviations of
organizations and write down their full names.

[ IMF ] [ WTO ]
UN | UNICEF
10C ] | WWE

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

Computer

Sportswear

Organization 3



Reading A

Can Employees Decide

an Organization’s
Leadership?

Steven recently started thinking maybe

he wasn’t the best candidate for the Chief
Executive Officer (CEQO) any longer. Instead
of simply appointing a successor, he asked
himself, “If we truly believe employees should
run companies, why not let our employees
elect their own leader, the next CEO?”

Steven called an all-hands meeting with 100
employees. During the meeting he shared his
thoughts and his vision of introducing voting
for the post of CEO, and asked all the staff to
vote on it. Dustin was then chosen as the new

CEO, with 95% of the votes.

This brought about another interesting

consequence. The rest of the leadership

wanted to be elected as well. Dustin asked
them if they were sure about that, because
there would be a chance that they would be
voted out of their own positions. Still, they
wanted to go ahead with it. What Dustin
had warned the current leadership about
became a reality. One was even voted out by
100% of the voters. “It was a very sensitive
situation which was difficult to handle. Some
of the former leaders needed time to reflect
on their own behavior. But ’'m happy that all
those who were voted out are still with the
company, or left due to other reasons much
later,” Dustin noted.

Today the leadership election process looks
quite different.




™

The CEO starts the process by proposing an

organizational structure for the next year
with a public document, sharing a vision for

the future and what would be needed in terms

of leadership positions. Everyone is able to
question the necessity of any position. Once
the positions are defined, everyone can apply,
or propose someone else. One month before
an election, the people who are up for the

position introduce themselves and their ideas.

Successful candidates need to be supported
by at least 2/3 of all stakeholders. If nobody
receives the required number of votes, the
previous person stays on for another six

months, and then a new election would be held.

The practice is not perfect. It takes a

lot of emotional energy from the entire
organization, especially during the month of
campaigning. However, leadership elections
also create an atmosphere where people may
leave leadership roles without losing face,
allowing people to feel comfortable going in
and out of the leadership. Most importantly,
diversity in the leadership is enhanced, and
hence also innovation in the organization.

employee /m'plor-i/ n. X fEE, BR
organization /orgono'zerfan/ n. 4048, Bk, HlH4
leadership /li:dorf1p/ n. iS4, SR
candidate /'keendadert/ n. {&iE A, HiEH
executive /1g'zekjotrv/ a. TR, BIEH

appoint /o'pomt/ v. {45, Eik

successor /sok'sesor/ n. #1EE

vision /'vizon/n. #938 | 1&48

consequence /'kamsa-kwens/ n. J§ R

reality /ri'eloti/n. 5L, ISL

sensitive /'sensotiv/ a. /MR BURH
propose /pra'pouz/ v. 121X, BH - HER
necessity /no'sesoti/ n. L&, NE R

define /dr'fam/v. B E, FE

stakeholder /stetkhouldor/n. 25 A, BNGEXEE
campaign /kem'pemn/ v. & kCIE 5l

diversity /dar'vairsoti/ n. 2%, STl

enhance /m'hans/v. &, i

hence /hens/ ad. Ett, It

innovation /na'verfan/ n. &3, €

Chief Executive Officer (CEQ) 2%, BEMITE

BE, RR

bring about 512, B3

vote...out (of) #HZELRE - HERFE

go ahead with FFi#afl, EFF

reflect on FHEE

due to BT, BEXA

in terms of Bems, £ AE
be up for

vote on
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Reading A

Task 2 Correct the following statements according
to the passage. An example has been given.
1. Steven asked himself, “Why not let our

employees elect the next gereratmanager?”

An all-hands meeting is one that is held with

everyone who works within a company. It tends CEO

to be held when there is important information 2. Steven was chosen as the new CEO of the company.
that needs to be communicated to a large

group of employees, as this allows information 3. All those who were voted out left the company.

to be passed on to everyone at the same time.

4. The CEO proposes an organizational structure
for the next year with a contract.

5. On the day of an election, the people who are
up for the position introduce themselves and
their ideas.

Task 1 Read the passage and find out the facts

h . 6. Leadership elections create an atmosphere where
relevant to the figures. Write down these facts.

people feel losing face when they leave leadership

1 000/0 950/0 roles.

Task 3 Do you have any suggestions on how to
become a good leader? Share your ideas with
your partner.

2/3 6

Business Know-how

Making a Company Introduction

A company introduction usually contains the
following information:
history;

management structure;
products or services;
company culture.

6 UNIT 1



Wisdom of China E%

Jin Merchants

In ancient China the Jin Merchants were

a guild from Shanxi province. During the
Ming and Qing dynasties, these Jin Merchants,
with their talent and intelligence in managing
trade and commerce, constantly innovated
business methods and forms of organization.

They gradually came to dominate various

commercial organizations, to rank first among

the top 10 Chinese merchant guilds in history.
The Jin Merchants formed a relatively complete cultural system. For example,
they emphasized honesty and trustworthiness, and maintained a balance
between moral integrity and material interests. The Confucian
principle, “Culture, correct action, loyalty and trust”, was
always observed in their business practices. This unique
business culture influenced the Jin Merchants’
codes of conduct and their pursuits in life.
Even business people today could
be inspired and enlightened
by some ideas of the Jin

Merchant culture.

Search for more information about
the business culture of Jin Merchants,
for example the famous Qiao Family.
Then share what you find with your
classmates.

Organization



Reading B

TAF is one of the leading manufacturers of

TA F skincare and haircare products. With its own

° manufacturing facilities in China and the
P f l l U.S.A., the company has developed a wide
r 0 e 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 expanding

TAF Co. Ltd was founded in the year 2001 its customer base throughout the world.
with the objective of providing better and

more efficient services to the markets in the Below is the company’s organization chart,
African continent and Southeast Asia. including all departments and their functions.
Board of

Directors

Administrative
Department

Ll
@ oo oo
. Accounting . Sales & Marketing Production Human Resources
Department Department Department Department

. Quality . Research &
Control Development

manufacture /manjo'feektfor/v. £7=, #li&  governing /'gavernmy/ a. BIEH], %t

Chief Executive

expand /ik'spend/ v. K AR
profile /'proufail/n. (A3 ) &/, #%  administrative /od'mmastrertrv/ a. HIEH], monitor /'manrtor/ v. Y30, Y30
found /faund/v. 8132, B THR client /klaront/ n. & /2
objective /ob'dzektiv/ n. B xR accounting /o'kavntm/ n. &1t involve /m'valv/v. % %, B2
leading /li:diy/ 0. REEH, RTFH marketing /'ma:rkoty/ n. T IHEH promote /pro'mout/ v. HE4H, 123,
manufacturer /imenjo'feektforor/n. FIER  purchasing /'pairtfasm/ n. X4 =FH

8 UNIT 1



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

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

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.

Human Resources (HR) Department manages
the administrative aspects of the employees.

look to &, &E (u#)
up to XF ( EANRE)

Task 1 Decide whether the following statements

are true (T) or false (F) according to the TAF

profile.

O 1. TAF's main markets are in the American
continent and Southeast Asia.

O 2. TAF is one of the leading producers of
skincare and haircare products.

O 3. The company is working to reach more
international customers.

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

O 5. The Administrative Department only provides
support for the CEO.

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.

Three engineers in R & D didn’t get their

ONE ,
wages on time.

Several customers complained about a
TWO  bad smell from the company’s haircare
products.

There are several spelling mistakes in the

THREE new profile on the company’s website.

Two important clients called to ask for
FOUR products with new features and better
designs.

An organization chart shows the organizational
structure of a company and identifies responsibilities
of each department and relationships between
departments.

Organization 9



Listening & Speaking

Task 1 «0) A receptionist is answering questions from a visitor. Listen to the conversation and fill in
the blanks with what you hear.

L T A BENYEE ., %

@ VISITORS

Date : September 12

Visitor No.  First Name  Last Name Company To See
1 Maria Swmith AGD Cownstruction Jamie Saunders
2 Carol Black Lewls Printers Michael Cornwall
= Technologies — Richard sSapir

Task 2 «¢)) Mr. White is meeting with Mr. Brown from the Head Office. Listen to the conversation
and match the people below with their job titles.

Mr. Brown Mary Mr. Walker

Sales Manager Secretary Production Manager

10 UNIT 1



Task 3 «0) Listen to the conversation and decide

whether the following statements are true or

false. Then write key words to support your

answers.

1. The man is going to have a job interview in
the woman’s company.
O True

O False

2. The man is meeting with the manager of the
HR Department.

O True O False

3. The HR Department is on the 13th floor.
O True O False

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

O True O False

Task 4 «0) Listen to the conversation and choose
the best answer to each question you hear.

1. A. A government office.

. A hotel.

. An insurance company.

. A travel agency.

O N W >

. Gray.

. Green.
Red.

. 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 «0) Listen to the speech twice and fill in
the blanks with what you hear.

Ladies and gentlemen:

My name is David Truman and I'm 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 U.K. More than 20,000 of our employees
build and power and water
facilities in England, Scotland and Wales.

With this as background,

now I'd like to come to the topic of my speech
today: What new energy technologies are there
and where can they take us?

¢
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Listening & Speaking

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.

Hometown

Spare-time activities

Reasons for choosing the major

Your own questions

12 UNIT 1



Envelope

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

1 the recipient’s address ° the upper right corner of the envelope
2 the sender’s address a the upper left corner of the envelope
3 stamp e the middle of the envelope

Task 2 Read Sample 1 and answer the questions below.

Sample 1

Liu Fang

china National Machinery tmport § Export Corp.
1 Fuchengmenwai Avenice

Beiljing 100037

P. R. China

Michael Ryan
Mawnager of Human Resources

Crescent Finance Company

502 North Olive Avenue

West Palm Beach, Florida 33402
U.S.A.

1. To which city is the letter going?

2. Who wrote this letter?

3. Who is the recipient of the letter?

4. What is the recipient’s address?

5. What's the business title of the recipient?
6. What is the sender’s address?

Organization 13



Task 3 Read Sample 2 and complete the following sentences.

Sample 2

wang qang

66 Alguo Road

Shenzhen, quangdong 5180032
P. R. China

Craig Moor

/o jane Ashby

1060 Bishop Street
Hownolulu, H1 99785
U.S.A.

1. "c/0” on the envelope stands for “
2. will receive this letter.

3. will open and read this letter.

Task 4 Write an envelope for your letter to Tom Jones, who works for Green Technologies as the
sales manager. The company is at No. 135 on West 20th Street in New York. The zip code is 10011.

14 UNIT 1



Mini-project

Task Work in groups. Suppose you just set up a company. Design the “About Us" page for your
company'’s website. The page should include your company’s name, logo, profile, management
and products. The following sample is provided for your reference.

Sample

About Huawei Our Company Governance Executives Annual Report Sustainability Trust Center Compliance and Integrity Public Policy

Our Company

Our vision and mission is to bring digital to every person, home and

organization for a fully connected, intelligent world.

Building a Fully Connected, Intelligent World

Wh0 iS Huawei Founded in 1987, Huawei is a leading global provider of information and communications technology (ICT)

infrastructure and smart devices. We have approximately 197,000 employees and we operate in over 170

countries and regions, serving more than three billion people around the world.

Huawei's mission is to bring digital to every person, home and organization for a fully connected, intelligent
world. To this end, we will: drive ubiquitous connectivity and promote equal access to networks to lay the
foundation for the intelligent world; provide the ultimate computing power to deliver ubiquitous cloud and
intelligence; build powerful digital platforms to help all industries and organizations become more agile,

efficient, and dynamic; redefine user experience with Al, offering consumers more personalized and

intelligent experiences across all scenarios, including home, travel, office, entertainment, and fitness & health.

(YY) <>l )

Organization
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Language Lab

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

-_—

O 00 N o u b~ W N

define
propose
consequence
reality
enhance
candidate
appoint
diversity

due to

10 bring about

Q a result of something that has happened

@ to choose somebody for a job or position of responsibility

@to make something happen

@ to describe or show something correctly and clearly

G a person who is trying to be elected or is applying for a job

G to suggest a plan, an idea, etc. for people to think about and decide on

@ a thing that is actually experienced or seen, in contrast to what people
might imagine

Q to increase or further improve the good quality, value of somebody/
something

0 the quality or fact of including a range of many people or things
0 because of somebody/something

Task 2 Complete the sentences with the words  Task 3 Rewrite each of the following sentences

or phrases from Task 1. Change the form if with the words or phrases given in brackets.
necessary. Change the form if necessary.
1. Will time travel ever become a(n) ? 1. Some employees don't care who is in charge
2. Her beauty was by make-up. of the company. (run)
3. His lawyer said he understood the
of his actions and was prepared to go to jail.
4.1 that he should see a lawyer. 2. I need time to think about my success and
5. A new manager has been to failure carefully. (reflect on)
direct the project.
6. There may be problems if responsibilities are
not 3. The company began to cut costs soon after
7. The sports meeting was canceled the meeting. (go ahead with)
the bad weather.
8. There is a need for wider and
choice in education. 4. Did the survey find anything regarding
9. The last impressed me with his employees’ job satisfaction? (in terms of)

knowledge of the company’s history.
10. A lot of environmental damage has been

by the greenhouse effect. 5. The job requires a leader who has a clear idea

UNIT 1

about what should be done in the future. (vision)




Task 4 Rewrite the following sentences after
the models.

The CEO starts the process by proposing an
organizational structure for the next year with a
public document, which shares a vision for the
future.

The CEO starts the process by proposing an
organizational structure for the next year with a
public document,

1. The government, which promises to cut taxes,
will be popular.

2. The radio station inserts many advertisements
between news, which brings it great profit.

3. He began to try to sit up, which showed us that
the effects of the medicine were wearing off.

There would be a chance. The chance was that the
would be voted out of their own positions.

There would be a chance they would be voted
out of their own positions.

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

2. The news was that our women volleyball
team had won the championship. The news
encouraged us greatly.

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

Task 5 Translate the following sentences into
English using the given words or phrases.
1. XEFITHIERY, EMmRE. (hence)

N

- BIEESICEAES R TRIVENM, (necessity)

w

- IS BRI BRI BRI R SRR (sensitive)

N

. A ARARBAIRAZIT BN S H TRIR?
(vote on)

Ul

- TE 15 FRBAT—ES IR HERANIEE .

(campaign)

6. PR WEXNNEHE. (monitor)

~

. E BB F IR EHE AR IE.
(be involved in)

(0]

- FAMREUFEX A ER R ERIRE X

3, (promote)

Organization 17



Self-study Room

Basic Sentence Patterns

Fs aF ]
1) S + Vi. a. Time flies.
S + Vi 2) S + Vi. + Adv. (8lia) b. Birds sing beautifully.
. vy 3)S+Vi. +Prep. Phrase (/M1a@815) | c. They went on holiday.
= N =
(18 + AR 4) S + Vi. + Infinitive ( <& ) d. We stopped to have a rest.
5) S + Vi. + Adverbial Clause (4K1EM ) | e. They were singing when we arrived.
1) S+ Vt. + N./Pron. (&ia / i3] ) a. We like English.
S+Vt.+0 o :
(EiE + B 2) S + Vt. + Infinitive b. She wants to help him.
C'+ =) 3) S + Vt. + Gerund (5113 ) c. They enjoy living here.
== 4) S + Vt. + Clause d. I think (that) he is right.
1) S + Lv. + N./Pron. a. The compass is mine.
S+Lv.+P 2)S +Lv. + Adj. (FE&1a)) b. The secretary is efficient.
(FE+ RZEhE  3)S+Lv. + Adv. c. The power is off.
+F1E) 4) S + Lv. + Prep. Phrase d. He looks in good health.
5) S + Lv. + Participle (9313 ) e. My favorite sport is swimming.

S + Vt. + lo. + Do.

1) S + Vt. + N./Pron. + N.

a. | sent him a fax.

b. | sent a fax to him.

c. | bought Mary a book.
d

e

(FE15 + B¥Ehia  2) S + Vt. + N./Pron. + to/for-phrase s
+[BEEE + HiE  3) S + Vt. + N./Pron. + Wh-infinitive ' The 58 ervisor shows mg.what o
=iE) 4) S + Vt. + N./Pron. + Clause ' P
do next.
f. Tom told me that the film was great.
. Do | mak If clear?
1)'S + Vt. + N/Pron. + Adj. d. D0 T maKe myseff clears
S+ Vt. + O + Co. 2)S + Vt. + N/Pron. + Prep. Phrase b. She always keeps everything in
(FE + BApamal + . ' P- good order.

Hif+EiE«NEIER)

3) S + Vt. + N./Pron. + Infinitive
4) S + Vt .+ N./Pron. + Participle

¢. We want you to go there.
d. We listened to him singing.

HIEAIFHD ( Members of the Sentence ) FEBFRM: FiES, BIENAV (&R
FF Lv. ) , *ME C ( FiEXME Cs.. EiE4ME Co.) , BB O ( BE#ERIE Do.. [§
EEIE lo. ) AIFEIE P,

18 UNIT 1



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

1. He came to help me with my math.

2. | forced myself to get up this morning.
3.1 hope to see you again soon.

4. We should remain positive at any time.

o~ o~~~

5. They have talked for half an hour. (

6. The picture looks more beautiful at a certain
distance. (

7.They told me that he lied a lot. (

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 officer. (

Task 2 Translate the following sentences into
English.
1. FFRELIBIREELEZEE .,

)
)
)
)
)

)
)

2. RS T LW ZERTEIN

;Et

3. RERIXFAERIHRTIER.

4. i A AfttRIZ=F

5. WNAARI ) LI T — N EH &' .

6. FAINZBIFUARAPONERIES .

7. BB, (RERIRIEIFKAY.

8. APHEXE L.

Unit File

Vocabulary

appoint campaign candidate  define
due to enhance executive  governing
hence in terms of  innovation involve
look to manufacture marketing monitor
necessary profile promote  propose

purchasing vision

Listening & Speaking

Greeting and making a self-introduction

Writing

Writing an envelope

Mini-project
Designing a web page

Grammar
Basic sentence patterns

Look back through
this unit. Find more
words and phrases that
you think are useful.

Organization 19
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Organization

Scenario_

EFC RER—xKUEOBEAEZWSHR

&, $HEBFHRTL Vivian HJ?‘EEET)\HR? SUESpAN

B, @% John ERMENBHEERBHD TRAE
ENEASEAREEST A

9 John @ Vivian

T (welcome, sales department)

(divisions, in charge of, be
responsible for)

the future.

Thank you, John. You all are so
warm and kind.

Got it. I’ll need your guidance in T

(organizational chart, the
company’s operations)

T (progress, share their knowledge)

I’'m really looking forward to Thank you, John. I can’t wait to
5 learn more about the company.

working with you all.

(sales techniques, valuable skills,
teamwork, maintaining customer
relationships)

That’s wonderful. I hope I can T

contribute to this team.




John:

Vivian:

John:

Vivian:

John:

Vivian:

John:

Vivian:

John:

Vivian:

Vivian, welcome to the sales department!

Thank you, John. You all are so warm
and kind.

We don’t just work together, but also
progress together. You’ll find that
everyone is willing to share their

knowledge.

I’'m really looking forward to working

with you all.

Here you’ll not only learn sales
techniques but also valuable skills like
teamwork and maintaining customer

relationships.

That’s wonderful. T hope I can contribute

to this team.

Let me introduce the divisions in our
department. Selina is in charge of sales
in Asia, while Tim North America and
South America, and Edison Oceania.
You and I will be responsible for the

sales in Europe.

Got it. I'll need your guidance in the

future.

Also, here is our company’s
organizational chart. It will help you
better understand the company’s
operations and the roles of your

colleagues.

Thank you, John. I can’t wait to learn

more about the company.

2984

e,
PR

o

L e
PR
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