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UNIT 1

Companies

Scenario:

After interviews, Mr. White finally received an offer
from ABC Company. Today he is going to report to the
company and to know the departments and positions

of the company. Now let’s have a look!

What to learn
In this unit, youre expected to
- cultivate students’ sense of hardwork and
dedication;
- get familiar with the words and expressions
related to companies and positions;
- identify company departments;
- master the communication skills of in-
troducing a company and meeting people;
- master the skills of writing business cards.
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Decide which department the following people should contact.
Match the departments with them.

I o Mmoo wm >

A~ AN /N /SN~

. Human Resources Department

. Finance Department

. Sales & Marketing Department

. Customer Service Department

. Production Department

. Research and Development Department (R&D)
. Public Relations Department

. Department of Technical Support

) 1. Mike, a customer who complains about the product.

) 2. Mr. White, a newcomer who is going to report to the company.
) 3. Miss Li, a co—worker who is to discuss advertisement on products.
) 4. John Smith, a visitor who would like to visit the factories.

) 5. Peter, a worker who didn’t get the salary on time.

Manders PLC (public limited company) is having their annual
party. Listen to the dialogues at the party. Match up the people’s
names with their types of work.

Name Type of work

1. Peter A. Sales

2. John B. Personal Assistant

3. Susan C. Software Development
4. Mike D. Market Research

5. Sarah E. Accounts

6. Mr. Fields F. Personnel




PART 1
v From Ears to Mouth @

Section | Being All Ears §

Listen and choose.

Listen to the following dialogues about positions and choose the correct
answer from the choices marked A, B and C. The dialogues and questions

will be read twice.

Dialogue 1

( ) A. Personnel Manager. B. Director. C. Assistant.
Dialogue 2
() A.Personnel. B. Sales. C. Production.

Listen and judge.

The two colleagues are talking about staff training. Listen
to the dialogue and decide whether the following statements are
true (T) or false (F). The dialogue will be read twice.
( ) 1. They chose presentation skills as their training course.
( ) 2. Somebody thought that their computers and skills were very good.
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Listen and complete.

Listen to the following introduction about
Amazon and fill in the blanks. The introduction
will be read three times.

Amazon is an American (1)
technology company, which owns over
40 (2)__ . It was formerly an online
bookstore named Cadabra. The(3)  of
Amazon are in Seattle, Washington.
This American company (4) _ on
e—commerce, cloud computing, digital
streaming and artificial intelligence. It is
considered one of the Big Five (5)  in
the U.S. information technology industry
along with Google, Apple, Microsoft and
Facebook. The company has been referred
to as “one of the most (6)  economic
and culture forces in the world”, as well as

the world’s most valuable (7)

Listen and repeat.

Words and Expressions

vacancy /'veikensi/ n.
(BRfZRY ) ==tR; =HR
performance /pa'fomens/  n.
FW; AR, TIEBR

personally  /'p3:senali/ adv.
EPAER; ¥8; St
subsidiary /sab'sidiari/ n.
FRE

headquarters /hed'kwo:tez/ .

BB, BRE

artificial / atr fifl/ adj.

NIERT; (ISR

influential / mflu'enfl/ adj.
SNARY; BHIH

economic  /,i:ke'nomik/ adj.

25, ZFF

Section Il Opening Your Mouth @

John Smith is introducing his company to some visitors. Please listen to

the presentation, understand its meaning and then practice with your partner.

Good morning, everyone. Welcome to ABC High—tech Company. I'm

John Smith from the Human Resources Department. Now I'll give you a




Companies

brief introduction to our company. Our company was founded
in 2004, with the purpose of research and development of
wireless communication technology. We are one of the leading
providers of wireless communication technology in the world.
We are headquartered in New York and we have subsidiaries
in Singapore and China. Our company has about 6,700
employees in the United States and 12,000 overseas. Last
year our turnover was 15 billion dollars. Our products are very
popular in the current markets, and the company is now looking

to further expand its customer base throughout the world.

Imitate and perform.

Work in pairs and make up a similar introduction about ABC
High-tech Company according to the following questions.
1. When was your company founded?
2. What is your market objective?
. Where are your headquarters?

3

4. Do you have any subsidiaries?

5. How many employees do you have?
6

. What about your turnover last year?

Data Bank | Infroducing a company

e Our company was founded in...
e \/\/e are headquartered in...

* \We have subsidiaries in...

e \\/e have... employees in...

e \\/e target to provide...

e | ast year our turnover was...
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Tips for introducing a company

1. A presentation introducing a company
generally contains three parts: an introduc-
tion, a body and a conclusion.

2. The introduction draws the audience's
attention and states the purpose of the
presentation.

3. The body presents detailed information about
the company that will interest the audiences.

4. The body can also present the overview of
the company, the products or the services
and the social responsibility.

5. The conclusion usually restates the purpose
and invites questions from the audiences.

PART 2

Exercising Your Eyes B8

Text A
Building a Fully Connected, Intelligent World

Pre-reading Questions
1. Do you know Huawei? Can you list some

products of Huawei?

2. Could you briefly introduce Huawei?




When you hear the name Huawei,
what springs to your mind?

A well-known brand with high-quality
technological products? A leading infor-
mation and communications technology
(ICT) infrastructure and smart device
provider? A company with a global
business and amazing research and
development investment? Huawei is all of
this, of course. But it is also more. Let’ s
read an introduction about Huawei to
know its overview, products, services, and
social responsibility.

Huawei was founded in 1987 in
Shenzhen. Within a short 30—-year history,
Huawei is today a tech giant competing
against the likes of Apple and Samsung.
With about 197,000 employees, Huawei
operates in over 170 countries and
regions, serving more than three billion
people around the world.

Unlike many of its competitors, Huawei
is a private company wholly owned by its
employees. With integrated solutions across
four key domains — telecom networks,
Information Technology (IT), smart
devices, and cloud services, Huawei is
committed to bringing digital technology to
every person, home and organization for a
fully connected, intelligent world.

Huawei relies on customers and
partners. Customers are at the heart
of everything it does. It creates value
for customers with innovative products.

P

Companies

Words and Expressions

brand /breend/ n.
GRhE, R

high-quality adj.
=REM

technology  /tek nolad3i/ n.
B

infrastructure /'mfrastraktf(r)/ n.
Hhitighte

global /'glaubl/ adj.
2Ry, 2R

investment  /in'vestmont/  n.
®"E

tech  /tek/
BR
competitor  /kom'petita(r)/  n.
XJF

integrated  /'mtigrettid/  adj.
SEHLBNEN; HEN

abbr. technology n.

solution /89'lu;fn/ n.
(1. EXEZRT ) BRRINE
domain /da'mem/ n.
(FmR. SEENRY ) Suis, SEE, BhE
telecom /"telikom/ n.
BfE

innovative /'moverttv/  adj.
EHAY; BUERRY

secure /st'kjua(r)/ adj.
2

privacy /'privasi/ n.
BRFA

protection /pra 'tek[n/ n.
=P, FpiR

priority /prar ‘Droti/ n.
RFfEEm, REENE

stable /'sterbl/ adj.
TRERY, ZFERY

operation /jopa'retfn/ n.
i=1E, X

dedicate /' dedikert/ V.
¥HF, mET

effective /t' fektrv/ adj.
BRI, SERRAY

security /st'kjuarati/ n.
e, ket

openness /' ouponnas/ n.
RFF
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Huawei provides organizations and
industries with open, flexible, and secure
ICT infrastructure platforms that help
them go digital. Its popular smartphones
and other smart devices help people
enjoy a better digital experience in
work, life, travel, and entertainment.

Cyber security and privacy protection
are Huawei's top priorities. Huawei will
therefore pay a great deal more attention
to secure and stable network operations.
It has long been dedicated to taking
effective measures to improve the security
of its products and services, thus helping
customers to reduce and avoid security
risks and building trust and confidence in
Huawei's business.

Huawei promotes industry develo-
pment and advocates openness, colla-
boration, and shared success. Together
with industry partners worldwide,
Huawei is building an open, global
ecosystem that will help the ICT sector
to develop more sustainably.

Huawei enables sustainable develop—
ment. As a responsible corporate citizen,
Huawei bridges the digital divide in the
world’s remotest areas and disaster-
stricken communities. To further promote
sustainability, Huawei will focus on a
low—carbon footprint and environmental
protection. Huawei is dedicated to
sustainable development and strives to
build a better connected world in which
everyone can share everything.

collaboration

/ka laeba rerfn/ n.
aff, hME

worldwide

/w3:1d 'waid/ adj.
HABER, RN
ecosystem  /'ikousistom/  n.
sustainable  /so'stemobl/  adj.

TEIRESFERY;  PIFFEERY

corporate /"ko:parat/ adj.
NERY; EIVAY

citizen /'sttizn/ n.
=k, ER

remote /r1' maut/ adj.
EBIZAY; fmIRHY

stricken /'strikan/ adj.
=R, BT

footprint /' fotprmt/ n.
FIED, B

strive /strarv/ v.
ghH, HE

commit oneself/sb. to...
fific... HhF, F----- A

dedicate oneself/sth. to...
$ieioodE s, R8T
strive to

2N
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Notes to Text A

1. Huawei is committed to bringing digital technology to every person, home

and organization for a fully connected, intelligent world.

BLABN FTREFERFTEENA TR, HNAR, METh LIRG T RER
be committed to doing B 1T

bring sth. to sb. FAEANEY)

2. Its popular smartphones and other smart devices help people enjoy a
better digital experience in work, life, travel, and entertainment.
TR R F A AT BRI EAEANMNE AR, £F . BITRRATEF
B oS TR,

3. Together with industry partners worldwide, Huawei is building an open,
global ecosystem that will help the ICT sector to develop more sustainably.
Ay BRI T SR —A, MB—ATHGLRESLRAE, BHUEL
FaZ R (ICT) 47T LI,

that 5|SAIEIENE), that 151551718 ecosystem, TENBIFHEIE,

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

( )1. Huaweiis a leading information and communications technology
(ICT) infrastructure and smart device provider.

() 2. Huawei attaches importance to research and development.

( ) 3. Huawei is a private company wholly owned by the Chairman of the
Board.

( ) 4. Huawei is committed to bringing digital technology to every
person, home and organization for a fully connected, intelligent
world.

() 5. The top priority of Huawei is sustainable development.
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Choose the best answer from the four choices marked A, B, C

and D.

( ) 1. Who is Huawei?
A. A well-known mobile phone.
B. A state—owned company.
C. Aleading ICT infrastructure and smart device provider.

D. A factory.

( ) 2. Who owns Huawei?
A. Huawei is wholly owned by its employees.
B. The customers.
C. The Chairman of the Board.

D. The manager.

( ) 3. According to the passage, which doesn’t belong to Huaweis
contribution to the world?
A. Huawei creates value for employees.
B. Huawei ensures secure and stable network operations.
C. Huawei promotes industry development.

D. Huawei enables sustainable development.

( ) 4. Which statement is wrong?
A. Huawei was founded in 1987 in Shenzhen.
B. Huawei can’t compete against the likes of Apple and Samsung.
C. Huawei has 197,000 employees.

D. Huawei operates in over 170 countries and regions.
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() 5.What does Huawei do to further promote sustainability?
A. Huawei will focus on a low—carbon footprint and environmental
protection.
B. Huawei will focus on secure and stable network operations.
C. Huawei advocates openness, collaboration, and shared success.
D. Huawei provides organizations and industries with open,

flexible, and secure ICT infrastructure platforms.

Text B
My Sales Experience at Procter & Gamble

P&G, founded in 1837, is one of the world's largest consumer goods companies, with
numerous household brands including Oral-B, Gillette and Pantene. P&G operates in over

80 countries and offers products and services to more than 180 countries worldwide.

My name is Alexandra Blom and I’ve been working in the Sales
Function at P&G for 3 years now.

When [ initially applied for
P&G, | was looking to work for a

Words and Expressions
global company, with outstanding

consumer /kon'sjurma/ n.
people, strong recognizable REE, ME; AP
initially /1 nifali/ adv.

brands — a company that | could Fia: 24 24

recognizable / rekeg'naizebl/  adj.
BZHNERY; SFRAIAY

feel proud to work for. | couldn’t

be happier that my dream has

. . recruit /r1'kru:t/ V.
been realized. | was recruited W (SRS ) | (FE
through what P&G call their supportive /5" po:trv/ adj.

Commercial Careers Academy
(CCA).

The environment at the CCA

XIFRY, HIPRY, ST ASBIRY
management  /‘manidzmont/ n.

&7, g8
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was comfortable and the people were
supportive. We worked on real-life case
studies and had the opportunity to meet
P&G employees from different teams,
including senior management. We
underwent a highly—-intensive training
programme in Sales Academy, even
including a lot of on—the—job training!

Then | joined the e—business team,
working first on the Ocado account
and then on Amazon — both roles were
motivating and exciting. As two of the
fastest growing retailers in the UK, the
e-business team was often the first to
try new things. Both customers were
incredibly agile, and this meant that
we had to be decisive and act fast and
this helped me to quickly become an

“expert” for my teams, which was
hugely confidence—boosting.

After a year with the e-business
team, | moved onto the Pampers
business working as a Shopper Based
Design (SBD) manager. Pampers is
P&G’s biggest and most well-loved
brand. This was an amazing opportunity
for me to learn from experienced
people and teams in the company.

SBD management is an in—-store

AN

undergo /anda’ gou/
Zh; &2

academy /o' kaedomi/
TR, ARk, F=
motivate /'moutrvert/
BB, AR

retailer /'riztetla(r)/
TE®, TEE, htE
agile /"eedzarl/

BEERY; HEBIRY; TEIRRY
decisive
SRERRY; REFTAY
consultant
)

passion
s, RS
curve

HiZk; M
steep /sti:p/
EIERY,; SURIFHRERY
mentor

BESE; RIhmk
innate

R, BB, SEERN

/d1'saisiv/

/kan'saltont/

/'pefn/

/k3:v/

/'mento:(r)/

/1'nert/

look to

w2, B2

on call
BENYBEZIRT, #Fashd
second to none
BlE—E

adj.

adj.

adj.

adj.
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consultant. For example, a large part of my role was providing advice to
our retailers to enable growth within their entire category, not just P&G
brands and | was often brought into big customer meetings when the
teams were facing difficult decisions. Again, | learned a lot on this team
and realized that | had a deep passion for working on a brand team.
When | was offered a Market Strategy & Planning role for P&G’s
hair care team, | couldn’t have been more excited! Working on such a
fast moving category, my learning curve was steep because of my team
and their support. | had support from my managers, who weren’t afraid
to challenge me and get me out of my comfort zone. | had a number of
mentors as well, who were always on call to share their advice, plus my
multi-functional team were second to none. Together, we had such an

innate passion to win.
Notes to Text B

1. This was an amazing opportunity for me to learn from experienced
people and teams in the company.
AT ERSA—A G E] ZIF G W R TAEAF T WS ENA,

amazing opportunity IRIF =

2. When I was offered a Market Strategy & Planning role for P&G’s hair care

team, I couldn’t have been more excited!
YR EFEFP K ARG T RBAR] X — IR R, RS

“BE + HRR Freeha X, BE—ThEiE.
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Read the passage and fill in the blanks.

When I initially for P&G, | was looking to work for a global
company, with outstanding people, strong recognizable —a
company that | could feel proud to work for. | couldn’t be happier that my
dream has been realized. | was through what P&G call their
Commercial Careers Academy (CCA). The environment at the CCA was

and the people were

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

( )1.When | was offered a Market Strategy & Planning role for P&G’s
hair care team, | felt disappointed.

( ) 2. 1 got lots of support and advice from my team and managers at
P&G.

() 3. The working environment at the CCA was comfortable and the
people were supportive.

( )4.Working as a Shopper Based Design manager made me lose
interest in working on a brand team.

( ) 5. The experience of joining e—business team helped me to quickly

become an “expert” for my teams.
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Workplace Culture

Advice for Workplace Newcomers

he first day in your new role offers valuable opportunities

to make a good first impression. It’s natural to feel a mix of
both excitement and nerves when you’re starting a new job. But it’s
important to overcome the sense of anxiety and prove your worth to the
company. Our tips for starting a new job let you settle into your role.
Key Tips for Starting a New Job

You may have done plenty of research on your new company
during the interview stage, but now is the time to refresh your memory.
Remind yourself of important facts about the organization so that you
can engage in conversation with your new colleagues.

Your first day on the job calls for extra care and planning. Check
transport schedules so that you can arrive on time. Double—-check all
the starting information you’ve received including which floor to arrive
at and who to ask for, and if you’re unsure of anything, contact the HR
department. If you haven’t already provided them, take along personal
information such as details of your bank account as your new employer
will ask for these.

Have a Positive Attitude

Set your nerves to one side and start your new job with a positive
attitude. As you make your new morning commute, remind yourself that
the company chose you for the job so you definitely have what it takes
to master the role. Thinking back over the skills and qualities you have
developed to this point can further improve your confidence.

Be Confident and Outgoing

Your first day on the job is likely to involve a steady flow of




introductions, meeting new faces and learning colleagues’hames. If
you struggle to put a name to a face, don’t be shy about asking for a
reminder. You will soon know the colleagues of your new workplace.

It also helps to confidently introduce yourself to co—workers you run
into — even if they too don’t instantly commit your name to memory.
Think over Your Introductory Message

Be ready to share information about yourself if asked, or when you
are introduced to new colleagues. Avoid a comprehensive life story. It’s
not necessary to reveal everything about yourself. Creating a professional
first impression is important to building strong working relationships.

Stay Neutral

One of the worst things you can do when starting a new job is to
become involved in office politics or gossip. If conversations with a
colleague turn to gossip, politely accept or deflect their opinions without
inviting controversy.

Listen and Learn

When you’re starting a new job, the first few days and weeks can
involve a steep learning curve. Aim to take in as much information as
you can and make written notes if necessary to remember any new
processes, software or important contact names.

At the same time, be prepared to ask any questions — it’ s better to
make sure you’ re getting things right from day one than to work away
unsure of what you’ re doing. You’ re not expected to know everything
from the get—go and having a thorough understanding of any expectations
will help you become a valued team member from an early stage.

As you settle in to your new job, the office environment and your
co-workers will soon become more familiar, and you’ Il quickly get

into the swing of things. By remaining confident and professional yet

approachable in the early days, you’ Il strengthen your reputation as a

valued member of the team.




