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Getting Ready

Y

fo

hat do you do? Listen to six people answering this question and complete the
llowing sentences using the words and phrases in the box.

flight attendant German bank in between jobs

engineer trainee import and export company

1. lworkinan import and export company . Most of our business is done in English.

2. 'ma . I need English to understand what my passengers want.

3. Iworkfora , but they are sending me to an American branch, so | need
to brush up my English.

4. I'm . I'm trying to improve myself, especially my English.

5. I'man . I’'m working on a project with a Korean company, but English is

used in all the meetings.

I'ma ina Vocational Note

hotel. I'm working in the Marketing Useful Job Titles (§2{3)

Department, and we use English all the If you don’t know what your job is called in English, say
time. - what kind of company or organization you work for;

- what you do.

[} Match each job title with the job description. Then work with your partner and
list more job titles.

1. actress a. a professional cook

2. chef b. a person whose job is to keep or check financial records

3. dentist c. a girl/woman who performs on the stage, on TV, or in movies
4. accountant d. a person whose job is to cut, wash and shape hair

5. firefighter e. a person whose job is to take care of people’s teeth

6. hairdresser f.a person who controls a plane

7. model g. a person whose job is to wear and show new styles of clothes
8. pilot h. a person whose job is to put out fires

| Unit 1



> Text A

Job Titles, Sometimes Crazy

[l A job title is a brief description of a position held by an employee. Job titles are used by employers
to categorize positions in their organizations. When employers offer a new job, the job advertisement
will always include a job title. Job seekers can search for jobs using job titles or keywords of a job title.

[’7 Job titles are used on résumés to list your work experience. Usually the company you worked for
and a description of the job responsibilities are also included. For example:

4 )

Assistant Editor

New Time Weekly
202X - Present
- Editing magazine articles

+ Writing and publishing articles for the magazine website
- Writing summaries on current events and news around the world

\ /

[ Different job titles are categorized by industry, type of job, occupation, career field, and position

level. A job title should describe the responsibilities of the position, the level of the job, or both. For
example, job titles often include words such as executive, manager, director, chief, supervisor, etc. to
indicate management positions. There are also words in job titles that show what the person does on the
job, e.g. chef, accountant, housekeeper, firefighter, programmer, actor, model, mechanic, etc.

[’] But have you ever heard of any unbelievable job titles that you didn’t know anything about?
Check out the following crazy job titles that really exist!

|51 1. Hair Boiler — The person who boils animal hair until it curls.

2. Oyster Floater — He/She “floats” oysters in water to free them of any dirty things.

3. Accounting Ninja — This is someone who is very, very skilled in accounting.

4. Cheese Sprayer — You can see this person spraying cheese or butter on popcorn.

5. Conversation Architect — Surprisingly enough, this job
title is also known as a Digital Marketing Manager.

6. Digital Overlord — This is another name for a Website
Manager!

7. Chick Sexer — An odd title, but very real. A chick sexer is
someone who determines the sex of chickens.




8. Animal Colorist — The clue is in the title; it’s a person who changes animals’ hair colors for

movies.

9. Light Bender — A person with this job title will be responsible for making neon lights.

10. Beverage Dissemination Officer — It's a very “fancy” name for a bartender.

'Y Word List |

accounting /2 'kaontm/ . 1t+%
architect /' a:(r)kitekt/ 7. ZH)H
career /ko'rio(r)/ 2. BRMV, 4EiE; S|l
categorize /'ketogoraiz/ vz. 533

clue /klu:/ n. =&

current /' karont/ . ExIFRY, ZHEIAY
digital /'didsitl/ o. $1==HY, HEIRY
editor /'edito(r)/ 7. 4745

employee /im'ploii/ 7. R, BAR
fancy /' fensi/ . BIEAY, ZF4FHY

Phrases or Expressions

be responsible for... XJ----fask
checkout &—%&, &%&

free sb./sth. of... MEA/E¥ &R
hear of... i

job advertisement B &

keyword /'ki:w3:(r)d/ 7. K213
management /' menidsmont/ 7. EBAR, B
I, BEE

occupation / okju'perfn/ 7 BRIV

position /pa'zifn/ . BRfiZ, ER

publish /'pably/ v Bhy; &F
responsibility /i1 sponsa'biloti/ 7. T4E, M5
résumeé /'rezju:mer 7. &

summary /'samoari/ 7. &, KR

job seeker RERZE

search for... F¥-
skilled in... 7E- F5HEIZZ
work experience T{F&215




Understanding your reading

Decide whether the following statements are true (T) or false (F) according to Text A.

( )1. Ajobtitle is a brief introduction of a position held by an employer.

() 2. When a company offers a new job, the job ad will include a job title.

() 3. The responsibilities of an assistant editor include editing articles, writing summaries and
articles.

() 4. Ajob title should tell people the workplace and the level of the job.

() 5. ACheese Sprayer may work at a cinema or a sports center.

Language Focus

I} Choose the correct form of the words to complete the following sentences.
1. responsible, responsibly, responsibility
a. I'm for designing the new high-speed railway project.
b. The organization needs to speak more
c. She doesn’t feel ready to take on new
2. manage, manager, management

a. Our new product is too young for such a big position.
b. The is considering closing the old factory.
¢. You need to learn how to your time effectively.

3. employ, employer, employee, employment
a. The company has worked to attract younger

b. She has been out of for three years.
c. Mr. Zhang is currently as a Professor of Electronics.
d. This company is one of the largest in the area.

&1 Match the words in Column A with the appropriate phrases in Column B.

A B

1. search a. a new book on business -
. . « <

2. skilled b. for a job

3. categorize C. in time management

4. write d. a summary of the report

5. publish e. types of jobs




Complete the sentences below with the correct form of the words and phrases

in the box.
résumé experience occupation current
fancy position check out hear of...
1. She was offered the of Sales Manager.
2. He always uses words in his speech; sometimes we can’t understand him.
3. The opportunities of promotion (F+ER) will depend on your previous and
qualifications (& 1§).
4. I'll need to these sales figures against last year’s.
5. You can post (& 1) your on the job website free of charge.
6. He gave up his as a farmer and became a teacher.
7. Our production situation is not good.
8. I've never the name of the company before.

) Study the italicized part of the example sentences and write sentences with the
same structures according to the Chinese and the keywords in parentheses.
1. Example: There are also words in job titles that show what the person does on the job, e.g. chef,
accountant, housekeeper, firefighter, programmer, actor, model, mechanic, etc.

3.
HGIMEBBERMNEAFRT (a variety of) IR, PIUNELRR . RIS FIEHIER
b

RZES, BINSETIEE, &BEEUANE.
2. Example: He/She “floats” oysters in water to free them of any dirty things.
a.
IXEEIERT LUERREAISARIEK (tension),
b.
BAINOZEBR A BRI, (website) EAYEEI .

[d Translate the following sentences into Chinese.

1. Job seekers can search for jobs using job titles or keywords of a job title.

2. Job titles are used on résumés to list your work experience.

3. Different job titles are categorized by industry, type of job, occupation, career field and position
level.

4. But have you ever heard of any unbelievable job titles that you didn’t know anything about?

5. You can see this person spraying cheese or butter on popcorn.




Grammar

at

on

during

before
after
for

from...till/
until

since

by

Time Prepositions A5{87ial

At SRR EERERNZ]

m The train left at 4:45 p.m.

at the end#lat the beginnings 3R R EELE RMFF4A .

m Louis was excited at the beginning of the show, and he was tired at the end.
i FAFEHat the weekend, atth o] AT HEH, g0at Christmas (3T ), at Easter (BJET ),
at Spring Festival (F¥5) %,

INRTEFRETRKH—RNEZA .

m In 2018, | graduated from York Business College.

m We went to Harbin in summer.

INERTEHAREFFES DESE .

m The guests finished their meal in half an hour.
INERTELSZANEEEINERE .

m Let’s meet in an hour (from now).

inthe end R FEFEHMNNEILLRMNTRNER, HFRZFNERLTFER
m Derek thought he had failed the exam, but in the end he did really well.

m The task took me three days, but | finished it in the end.

intime (for...) REEZRBE . KA.

m | hope the Browns arrive in time for dinner.

on RTREFEREARENERSLENREMNBH.

m | think the party is on June 8. Yes, it’s on her birthday.

on RAREREARKEMNERN LT, THHB L.

m Their meeting will be on the morning of May 1.

on timeZ1g “¥&Af, SRS 7.

m | hope we get to the station on time! | don’t want to miss the train.
duringBERBIEZA, EEFMAI—HFFERNAXE, AERFIEFE—NDIERKNNERAX
&, BERE---HE,

m During that afternoon Miss Zhao cleaned her office completely.
beforeRIERFER—HEZRRE, BEXE Z Rl

m Terry talked to William before the interview.

afterRIERFER —HEZR/RE, BERE - ZF":

m They went to have coffee after the play.

for2 I RFHE L KE

m Tony and his father talked on the phone for twenty minutes.

fromBIEREFH AN ETFE, EFR M7, tillFuntilZIERFEEE T ARE, EFRE

m The construction of this road will last from April until October!

since RFNAREFENEEMNTR TS, FFER BN 7

m His friend has been working at the bookstore since August.

byRAEEAERENMFEN BB RESTH, BIFEME- AL
m My parents will be here by this evening.
m By the time we got there, the film was over.




I i

The underlined prepositions are wrong in the following phone conversation. Write the correct
word at the bottom using the prepositions mentioned above. Then listen and check your
answers.

JULIA:  Hello? Is that you, Frank? I've been waiting here * at half an hour!

FRANK: Hi, Julia. I'm sorry. I've been stuck in traffic in ages.

JULIA:  Where are you now? | can’t stay here “ by much longer. | have this parking spot ({ZZ 47 )
* to another ten minutes, but * for that I'll have to move my car.

FRANK: I'm still on the Solo Road, but traffic is moving a bit faster now. | should be there > for about
ten minutes.

JULIA:  Maybe I should move my car now. We'll need time to discuss my contract (& &) from you
get here. I'll wait ” on 4:30 and then move my car, so if | leave “ at you arrive, just wait here.
I'll be back ” at a few minutes when | find a new parking place.

FRANK: We shouldn’t have planned to meet ** in a Saturday ‘" until the busiest time of day! To tell
you the truth, | sometimes think public transport (/A 3£ 22 1% ) would be easier.

0. for 3. 6. 9.
1. 4, 7. 10.
2. 5. 8. 11.

“»Text B

Sales Assistant

[ R&D INTERNATIONAL is looking for an experienced
Sales Assistant to join our growing team. The successful
candidate should have at least 3 years’ experience in a

similar position, have excellent communication skills,
and be able to work as part of a team. Good English and
IT skills are also essential.

[’ For further details and an application form, please contact Miss Julia Young at 8834 66523, or fax
us at 8834 66520, or email us at julia.y-hr@R&Dinternational.com.

|21 Please visit our website at www.R&Dinternational.com.

m. Word List Phrases or Expressions

candidate /'kendidert/ z. {&1%EA application form HiEx
communication /ko mju:nt'ketfn/ . 3557, 1AE@ at least /b

essential /i'senfl/ . EXEEN, BAFDRY
experienced /ik spiorionst/ . ZIEFERY

| Unit 1




Vocational Focus

Applying for a Job

Work in groups. You read the job advertisement
(Text B) on a job hunting website, and you are
applying for the job of Sales Assistant in R&D
INTERNATIONAL. Prepare for the job application.

Prepare for your résumé. Which of the following should be included in a good résumé?
Check (V) them. Discuss with your team members and add anything that you think is
missing from the list.

] Your photo [] Your age, height, weight and sex
[] Your education background [] Your personal interests
[] Your past jobs [ 1 References from past employers

Write your résumé. The following is an extract of a résumé. Fill in the blanks with the

words and phrases in the box.

a. Work Experience b. Interests
c. Personal Details d. Qualifications
1.

Name: Jason Kang
Email: jason.k@hotmail.com

Jan. 2021 — present, Sales Assistant, Maloka Trade, Shanghai, China
Sept. 2019 — Dec. 2010, Sales and Marketing Assistant, KLM Import and Export,
Sydney, Australia

Certificate in Marketing
BA of English (Southeast City College)

Football, cooking, travelling




Write an application letter. Read the following application letter and complete it with

the words and phrases in the box.

abilities advertised applying for... considering
deal with... developed practical experience

V. N\

Dear Miss Julia Young,

lam " the position of Sales Assistant recently
2.

in the New City Weekly. The sales and

marketing skills | have * from my past work

experience and my educational background support myself for the
position.

| worked as a Sales and Marketing Assistant at KLM Import and
Export in Sydney for over a year (between 2019 and 2020), and | learned
how to effectively customers and their

demands. The past years | had with Maloka Trade provided me with an
opportunity to gain = with developing a large

number of sales partners.

| would like an opportunity to discuss your specific needs and my work

& regarding the position of Sales Assistant

in your company. You can contact me at 13123456789 or email me at
jason.k@hotmail.com. Thank you for ” me for

this position.
Sincerely,

—n, Jason Kang‘

re(s)

1/




Luckily you have received an invitation for the job interview from R&D INTERNATIONAL.

Read the email and complete the headers with the words in the box.

Attachments From Sent Subject To

: Julia Young < julia.y-hr@R&Dinternational.com >

: Jason Kang <jason.k@hotmail.com>
:30.07.2021, 10:23:56
: Interview Invitation

® o 0 T o

: Address and Directions

Dear Mr. Kang,

Thank you for applying for the position of Sales Assistant. We would
like to invite you for an interview on August 3 at 10:00 a.m. Please
make sure that you can attend it on that date. Please see the attached
address of our company and directions to my office.

I am looking forward to meeting you.
Yours sincerely,
Julia Young

Human Resources Manager

After receiving such an email, it is necessary that you write back and show your
thanks, and confirm that you can attend the interview. Complete your reply with the
prepositions in the box.

at on for on to on
/ Dear Miss Young,
Thank you * your email dated * July 30. 1 will be very
happy to attend the interview and look forward * meeting you *
August 3~ 10:00 a.m. | will be there * time.

Yours sincerely,

Jason Kang




After a very successful interview, you have been offered the job. Miss Julia Young

wrote you another email. Read her email and complete it with the phrases in the box.

as soon as possible be grateful if... congratulate you on...
look forward to... offer you the position sign and return

/ Dear Mr. Kang, \\

Further to your interview on August 3, we are pleased to *

of Sales Assistant, starting on August 10. | would *

you could confirm your acceptance of the position. Please

> the enclosed contract of employment to us by

fax “ . My fax number is 8834 66520.

I should like to > your successful application and
6.

hearing from you.

Yours sincerely,

Julia Young

\ Human Resources Manager )

N—

Work with your team members. Match the halves of the following sentences and

use them to write a reply to Miss Julia Young.

1. Thank you a. my new position on August 10.

2.1 am very happy to accept  b. of the position of Sales Assistant.
the offer

3. | have faxed to you c. to work with R&D INTERNATIONAL.

4. Thank you for giving me d. for your letter.

the opportunity
5. I look forward to starting e. the signed contract.




Dear Miss Young,

Skill focus

m I Listen to the English alphabet and repeat. Pay attention to their pronunci-
4170 5tions. Then complete the spelling table.

Aa Bb Cc Dd Ee Ff Gg

/er/ /bi:/ /si:/ /di:/ /i:/ /ef/ /dzi:/
Hh li Jj K k LI M m Nn
fett[/ /a1/ /dzer/ /ket/ fel/ /em/ /en/
Oo Pp Qq Rr Ss Tt

/au/ /pi:/ /kju:/ /a:(r)/ /es/ /ti:/

Uu Vv W w X x Yy Zz

fju:/ /vi:/ /"dablju:/ /eks/ /war/ /zed/ or /zi:/




Z

m [ Listen to the following conversation. Work in pairs, choose another
sl name in the box below to replace the underlined name, and practise the

conversation with your partner.

A: Hello, Sunny Engineering. How can | help you?

B: Hello, this is Ben Jenkins of East Energy Services. May | speak to
Miss Mary Baker?

A: Sorry, she isn’t in her office at the moment. May | take a message?

B: Yes, thank you.

A: Please hold on for a moment... OK, would you spell your name,
please?

B: Yes, my name is Ben Jenkins. That is B-E-N, J-E-N-K-I-N-S.

A: B-E-N, J-E-N-K-I-N-S. Yes, Mr. Jenkins, please tell me your

message...

Alex Disney Andrea Kauffmann David McMahon
Gary Wilkerson Laurence Woo Luis Angleton
Stephen Liu Vivian Sheffield

m Listen to the following ten sentences and complete them with the correct
430 form of the words and phrases in the boxes. Then listen again and repeat.

auto a history electronics hotel logistics
information technology restaurant chain
retail chain sports equipment television network

broadcast design develop locate make manufacture
operate produce provide sell specialize in




1. Haier is a big electronics firm, and it Eroduces air-conditioners, fridges, washing machines, and
other home appliances.
2. FAW is one of the biggest companies in China, and they

different types of cars.
3. The University of Cambridge is in England, and it has of

over 810 years.
4. CCTV is the largest in China, and it various programs to

China and the whole world through over 40 channels.
5. Wal-Mart is a world famous enterprise, and it all kinds of

goods in its supermarkets.
6. Hyatt is an international corporation and it hundreds of

hotels around the world.
7. KFCis the world’s second largest fried chicken, and is

headquartered in Kentucky, the United States.

8. DHLis a German company, and it international express mail
services.
9. Anta is China’s largest manufacturer that and

sports apparel, footwear, and services.
10. Huawei is one of the world’s largest company. It and

a variety of popular electronic products including smart phones, computers and TVs.

@ @
Haier

FAW

HUAWEI

.@. Practical Writing

Listen to the conversation and try to complete the following message.

Time and Date: 9:14 3.m., Oct 9




Practical Learning

Email and Internet Symbols

4 )

_ &
(underscore) (and)
U&I Club Ltd.
Thomas K. Jones
@ /
Customer Manager
(at) (slash)
Office: 623-323-6673
Fax: 623-323-6670 william_k@u&i-club.com
http://www.u&i-club.com
(dot) /i
(double slash)
: u&i(-)club
(colon) (dash)

& J
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Getting Ready

I} Look at the picture and match the words in the box and the numbers in the

picture.

computer case

cable

e calculator

e chair

e clear tape

e coffee spoon
e cup

e cupboard

e desk

e desk lamp

e dictionary

e eraser

e fax machine
e folder

Office furniture:
Office machines:

Desktop equipment:

Stationery:

¢ handbag

e laptop

e marker

¢ notebook

e paper clips
¢ photos

¢ photocopier
¢ post-it notes
e scissors

e shredder

e stapler

e telephone

Personal belongings:

| Unit 2




- Text A

My Ideal Workplace

—Several Things | Look for in a Job

While working in the same profession over the past eight years, | sometimes thought about
quitting my job and searching for a better one. This usually happened when | was super stressed or
bored. This summer, | found myself thinking about looking for a new job again, but instead of deciding on
a new position, | asked myself, “What would be my ideal workplace?”

If you had the chance to design your ideal workplace, what would it be like? First, | like to make
sure that it is clean and safe, because that’s the very least anyone should expect from their work. Also,
| expect good technology as a baseline: computers, phones, quality office machines, and a solid Wi-
Fi connection. Considering all the diverse ways we work nowadays, | think I've come up with what |
consider to be the ideal workplace.

Professionally Designed Offices

Sure, you can ask your office manager to buy a few plants and hire a guy to paint the wall, but
nothing is better than a workplace that has been professionally designed and decorated. Having a
designer help think about the work flow, develop the workspace, and convey the company’s culture —
this demonstrates another level of respect for employees.

Open Work Areas

It’s easy to turn your head and conduct a conversation when you’re in the same space with your

colleagues. Open space helps make work effective and encourages great new ideas.

Workplace 19



Plenty of Smaller Meeting Rooms

|51 Although open space can produce energy, sometimes you need a personal space in which you can
work by yourself. Smaller rooms next to the open space allow you to write emails quietly, make phone
calls, or have small meetings. | think smaller meeting rooms are precious spaces that should be provided
in a company.

Large Meeting Space with Modern Technology

[7 For meetings with more than five people, it’s important to have a large space where you can
watch presentations when working together. A large conference table, comfortable chairs, whiteboards,
projectors, good lighting, and an updated computer system go a long way. An ideal meeting space with
modern technology makes teamwork more productive.

Games and Physical Fun

Whether it’s a ping-pong table or a video game station, an ideal workplace should have space for
fun. One company where | worked had a great soccer table that witnessed some of the most exciting
matches held in the company. The same company also had two basketball teams of the company
fighting hard for their own departments. Get-togethers, clubs, holiday parties, sports games, and Friday
afternoon salons all build team spirit and company culture. Most companies also have break rooms
equipped with bookshelves, fridges, microwaves, and comfortable coffee and tea areas.

Flexible Hours and Family-Friendly Holidays

[l While some companies require their employees to finish their work on time, many companies are
in a position to offer flexible hours to their employees. An ideal workplace is flexible, realizing that it’s
more important for great work to be produced than to require people to keep busy from 9:00 a.m. until
5:00 p.m. A workplace can be family-friendly by allowing employees to take a vacation with their family
whenever they want (as long as work is completed), or by allowing mothers to take a longer maternity
leave, or by providing a day care center.

Great People

[*] The best offices in the world are nothing without great people. The ideal workplace isn’t just a
comfortable office; it’s the energy and collaboration from a team who are supportive of, friendly with,
and dependent on one another. A pleasant environment builds quality friendships, encourages the best
ideas, and creates positive relationships with customers and partners of the company.

{11 Have you thought about your ideal workplace? What would you include that | have missed?

-
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'Y Word List |

baseline /'beislam/ . JEEZ

collaboration /ko lebo 'reifn/ 2. EIBAIIME, &1E
convey /kon'ver/ v {&1X, FiX

customer /'kastomo(r)/ z. [RZE, FF
decorate /'dekorert/ v ZE(&, i, HE
demonstrate /'demoanstrert/ v [E7~; ERH
diverse / dar'vs:(r)s/ a. ZHH

effective /1'fektiv/ . BXHY

flexible /' fleksobl/ a. R7EHY

hire /'hato(r)/ v FEFB

maternity /mo'ts:(r)nati/ . FFEEAY, Z24AR9
microwave /' maikrowerv/ z. (SR HUK

Phrases or Expressions

ahead of... 7E--ZH]

be dependent on... {&KEF-; BURTF -

i ST = S
BBl =i

be equipped with...

be in a position to do sth.
5=

be supportive of...

by oneself HEHih

- TATIPR - [TTR

TiE

come up with...

Understanding your reading

positive /'pozotiv/ . FIREY; EER; EEH
presentation / prezn'tetfn/ 7. [B7x; BRIA; v
&; MGix
productive /pro'daktiv/ a. ZFFH); BB
projector /pro’dzekta(r)/ 7. FEAN, HIBRA
quality /'kwoloti/ . BEERAY
n [RE, @mER; it
quit /kwit/ v FER; BFF; =1k
salon/'szlon/ 7. i1y
updated / ap'dertid/ a. TULILHY; EFHEY
whiteboard /' waitbo:(r)d/ . BEHER
witness /'witnos/ v BEE; WERH

day care H3%E, 1EJLFET

go along way XBE#E)
make sure R, {FiE
maternity leave =R

soccer table =1L ZX&
video game WL

Wi-Fi connection & M4&iER
work flow T{ERE, £F=nfe

Decide whether the following statements are true (T) or false (F) according to Text A.

() 1. The author wanted to quit his job because he thought it was sometimes boring and

stressful.

() 2. According to the author, a workplace should at least be safe, clean, modern, and have lots

of space.

() 3. The author thinks that a professionally designed office shows respect for the employees.

() 4. The author’s ideal workplace has open work areas, big personal offices, and large meeting

rooms with modern technology.

( )5. Apleasant workplace is not only good for relationships among employees, but also good

for relationships with customers and partners of the company.




Language Focus

I} Choose the correct form of the words to complete the following sentences.

1. produce, product, productive, production

a. The group says it will introduce nine new before the end of the year.

b. That old model of the car is no longer in

c. The technology can be used to interactive (3Z B 3\ AY) educational programs.
d. |just wish he would do something with his new computer.

2. stress, stressed, stressful
a. My job’s getting more and more

b. He broke under and had to leave.

c. | wasjust totally out and afraid | couldn’t continue.
3. profession, professional, professionally

a. It’s time to change your for something more exciting.

b. We keep everything at work.

¢. You need a complete change, both and personally.

[E1 Match the words in Column A with the appropriate phrases in Column B.

A B

1. convey a. acar accident

2. witness b. a professional engineer

3. hire c. the company culture

4. demonstrate d. your respect for the speakers

5. require e. employers to provide job training

Complete the sentences below with the correct form of the words and phrases
in the box.

collaboration effective flexible positive updated
supportive of... ahead of... come up with...

We need to make the working day more

| finished several days the deadline.

Make sure that your website is to the latest version of the software.
As my husband, he was strongly my career.

It was close that produced useful results.

He sounded very about his chances.

We found advertising on the radio to be very

© N U r W e

She a new idea for increasing sales.




B Study the italicized part of the example sentences and write sentences with the
same structures according to the Chinese and the keywords in parentheses.

1.

Example: Whether it's a ping-pong table, or a video game station, an ideal workplace should have
space for fun.

a.

T EEmE(picture quality), REAEEHR(sound effect), B EMCANIERERK,

b.

TiCREHMEE BEIS(mutual trust), BMRESZBMERIFRIT AR, EHFRIIEHESES(marketing strategies)XJ—
PMRERIREEXREE (essential)

Example: While some companies require their employees to finish their work on time, many

companies are in a position to offer flexible hours to their people.
a.
& A (be afraid) TEIRAVET TAF EABERSEURTA o
b.
BN, 1R8N, BBFHR(electronic whiteboard)Z&EF R BELEIX M (lecture) IS EIRS | ASLE B R -

I3 Translate the following sentences into Chinese.

1.

Considering all the diverse ways we work nowadays, | think I've come up with what | consider to
be the ideal workplace.

Having a designer help think about the work flow, develop the workspace, and convey the
company’s culture — this demonstrates another level of respect for employees.

It’s easy to turn your head and conduct a conversation when you’re in the same space with your
colleagues.

Although open space can produce energy, sometimes you need a personal space in which you can
work by yourself.

. The ideal workplace isn’t just a comfortable office; it’s the energy and collaboration from a team

who are supportive of, friendly with and dependent on each other.




Grammar

A

Space Prepositions Z[a)7\id

Position Preposition (Y& 7113 Direction Preposition 5 @411
above over

m The water came above our knees. m We are flying over the city.

across across

m There is a walkway across the road. m The people are walking across the road.
around around

m The guests are sitting around the table in the m A little dog is running around the room.

waiting room.

at at

m We are waiting at the departure gate (419 ). m Stephen is smiling at his mother.

at the bottom of down

m My sister is standing at the bottom of the stairs. m The stone rolled down the hill.

at the top of up

m We are having a picnic at the top of the hill. m She climbed up the tallest tree.

behind behind

m Mrs. Goodman is standing behind her husband in m The sun disappeared behind the clouds.
the queue.

from (away) from

m Mrs. Han is from Shanghai. m Mrs. Cross has flown in from Paris.

m Dad is walking away from the entrance.

in / inside in/into

m Kevin is writing in a little book. m The police are running into the building.

in front of forward

m There is a green car in front of the building. m The green car is moving forward slowly.

in the middle of through

m Steve is standing in the middle of the hall. m Mrs. Ren is coming through the gate.

next to / beside / by / near towards / to

m Lena was standing beside Naomi. m They are hurrying towards the convenience store.
m Naomi wants to stay next to her mother. m They are walking to the garage.

m The restaurant is near the beach.

off off

m The plane is off the ground. m A suitcase is falling off the taxi.

on / on top of on /onto

m My coat is on the couch. m The helicopter landed on the ground.

m The cat is resting on top of the TV. m The suitcases have fallen onto him.




Position Preposition i\ &1 Direction Preposition 75 [a4 i3

outside out of

m The taxis are waiting outside your house. m Stephenie’s mother is coming out of the gate.
underneath / under underneath / under

m A man is hiding underneath the coffee table. m Have you looked under the bed?

REHF(—RARRY:NE) 2 FHBBE—NMNMERN— N BERSESR @

m The teacher sat on the table.

m A large bag is lying under the chair.

m She walked into the river.

m The policeman drove under the bridge.

EBHLERE(—RARDNE), KEMREEINHENUESTTE, FiLXLENFZERANE.
m Mr. Zhao attended the staff meeting. (= Mr. Zhao was at the staff meeting.)

m Stephen reached the Arrivals gate. (= Stephen arrived at the Arrivals gate.)

m She entered the airport lounge. (= She went into the airport lounge.)

(A] Choose the correct preposition in parentheses to complete each sentence. One is a
direction preposition and the other is a position preposition.

1. My cousin has moved Chongging. (out of / outside)
2. She used to live a very tall building. (into / in)
3. The windows of her apartment looked a busy street. (towards / in)
4. Now she lives in the country a river. (beside / towards)
5. Thereis a bridge the river. (above / across)
6. When it is hot the children jump the bridge into the water. (off / away)
7. Then they climb the bank and dry themselves in the sun. (on / onto)
8. her house, there is a pine forest. (Behind / Through)
9. Her children go to the school the village. (into / in)
10. Now, they don’t want to go Chongging, even for a visit! (at / to)

Put the prepositions in the box into the correct gaps in the text. Some of the prepositions
may be used more than once.

around on above in beside at up from under into

In the dining room, ten people sat * a big table and waited.
A big, brown dog lay * the table * the carpet. The
clock hanging “ the wall * the mantelpiece (24P 4 )
ticked. * the clock, there was a photograph of a happy, smiling couple. The
maid (Z{}) came ” the room carrying a tray of tea. Mrs. Smith poured tea
“ the cups and then picked ” a sugar cube ( 77#%). “Would
you like sugar ™ your tea?” she asked, smiling politely **

the man on her right. Suddenly they heard a loud scream coming the street.






