Unit 1 Communication Counts!

Listening & Speaking 

Warm-up 
Small talk is considered a very important part of our overall communication or daily interactions with others. There are some expressions that could be used in the beginning, middle or end of small talks. Listen and put the expressions under the corresponding heading.

(Script)

How are you enjoying the conference?
Hey. Long time no see! How are you?

Excuse me, is this seat taken?

Sorry, I’ve got to go. See you later.

Mind if I join you?

Glad to meet you, Jane. I’ve heard a lot about you.

I don’t want to overstay my welcome. Thank you so much for the superb dinner.

Well, tell me a little about yourself. What kind of work do you do?

I’d better get going. Nice talking to you.

Well, so long. Let’s get together sometime.

You must be joking.

You saw that movie too, didn't you? What did you think of it?
Listening Task 1
1. People are greeting each other in different situations. Listen and match each of them to one of the three pictures below.

(Script: A-Male ; B-Female)

Conversation 1:

A: Good morning, Alice. How are you?
B: Good morning, Mr. Stuart. I'm all right, and you?

A: Pretty good. I finished the financial report at last. Did you have a nice weekend?
B: Not bad. I went to the movies on Saturday night.

A: Oh really? What did you see?

B: I saw the new Twilight.

Conversation 2:

A: Hi. It is good to see you, Eric.
B: Same here, Joan. It has been a long time since I last saw you. Where are you heading now?
A: I am going to attend a lecture in the school hall. How are you doing?
B: I am doing Okay. It would be better if I have a new job right now.
A: You are looking for a new job? Why?
B: I already finished my studies and graduated last week. Now, I want to get a job in the Finance field.

Conversation 3:

A: Good morning, Ma’am.
B: Good morning! What can I do for you?
A: I want to open an account in your bank.
B: Which type of account do you want to open?
A: I want to open a savings account.
B: Please fill this form and get this introduced by a person who has an account in this bank.
A: How much money is needed to open the account?
B: You can open a savings account with a minimum amount of 100 RMB.


Listening Task 2
When people meet in business, there is often a ‘small talk’ before the business discussion begins. Jon Brown has travelled from England to China to visit a company called Planet. Betty works for Planet and is meeting Jon at the airport. Which of these topics do you think they will talk about? Listen and check your answers.
(Script: Jon-Male; Betty-Female ) 
Jon: Hello, I’m Jon Brown. Are you Betty of Planet?
Betty: Yes. We have spoken on the phone a couple of times. Nice to meet you and welcome to China!

Jon: Thanks. It’s good to be here at last.
Betty: How was your flight?

Jon: There was a short delay in London, but the flight was fine. Fortunately, I slept on the plane, so I’m not very tired.
Betty: Glad to hear it. Can I help you with your bags?

Jon: No, it’s all right, thanks. It looks like it’s going to rain. 

Betty: Probably, it’s hot and humid in the morning. Have you been here before?

Jon: No, it’s my first time.
Betty: Oh, really? I hope you like it.

Jon: I’m sure I will.
Betty: So, do you have much time here in China? Are you staying long?

Jon: No. I have to go back tomorrow night. 

Betty: Oh, that’s a shame. There’s so much to see. You’ll have to come back again! 

Jon : Yes, I’d love to.
Betty: Er, you’ve got a very busy program ahead. Let’s discuss it over lunch. I booked a table for one-thirty. Do you like Chinese food?

2. Listen again and fill in the spaces with what you hear.

3. How does Betty keep the conversation going? Listen and tick your answers.

Unit2 Intercultural Issues Drive Me Mad!

Listening & Speaking 

Warm-up 

How do people feel when they are in a foreign country? Match the word with the picture. Then listen and check your answers.
(Script)

A. shocked;  B. embarrassed;  C. glad;  D. depressed; E. confused.

Listening Task 1
Some people are talking about their cultural shocks abroad. What are the speakers shocked at? Tick (√) your answers

(script)
Conversation1 
(A-Female ; B-Male)
A: Hi, Lee. How was your business trip to Paris? Did you enjoy your stay there?

B: Yes, it was interesting.
A: Did it take long to get used to the life there?

B: Not really. The only thing I felt embarrassed was the way people greeted me. You know, they greeted me by touching cheeks and kissing the air.
A: Wow! I can’t imagine it! 

B: Yes. It’s strange, but common to people there. That’s their social custom. Touching cheeks and kissing the air is the same way as hugging a friend in China.
A: Is your client male or female?

B: A young lady.
A: I think it’s a wonderful custom, especially when your friend is a beautiful lady!

B: Ha ha…You are right.
Conversation 2
(A—Male; B-Female) 

A: Jessica, what did you do when you were in Italy?
B: I worked as a bank teller.

A: How was the experience?
B: Hmm… amazing.

A: What impressed you most?
B: In Italy, there is often an armed guard waiting outside banks. 

A: Oh, my gosh! How could that be? 

B: And you are expected to pay for all the services provided at a bank.

A: Really? How could that be!

B: Yes, it’s strange to us but common to people there. I think that’s because of the high labor costs in Italy.
A: Poor Italians!
B: I got used to it at last. Anyway, when in Rome, do as the Romans do.

Conversation 3
(A—Female; B—Male)
A: Tell me something about your study in Tokyo, Carl.

B: It was very impressive. I’m glad that I was able to stay 12 months. I learned a lot about their customs.
A: Oh? Like what? 

B: Like always taking my shoes off at the front door, even at some restaurants. 

A: Take off shoes at a restaurant? Hard to believe! Just imagine having meals with someone’s unpleasant odor.

B: I was shocked too. And my first experience was really embarrassing, because I had a hole in one of my socks.
A: Why do they keep these strange customs?

B: Because Japan is a small country. The houses, rooms, and offices there are all very small. I think it’s wise to keep clean in such limited space.
A: I agree. Don’t forget to wear new socks next time you visit me. No more shoes in my apartment!

B: Are you kidding me?
2. Listen again and fill in the missing information. 

3. Listen for a third time and answer the following questions.

Listening Task 2  

Some people are talking about cultural differences in banking and investment ways between Westerners and Asians. Listen and choose the best answer for each question.

A-Female; B-Male

A: Mr. Williams, is there a connection between banks, money and culture?

B: Of course there is!
A: How do people from different cultures invest differently? Can you give me an example?

B: Sure. Asian nations are collectivist societies. They make a decision on an investment in a group way. For example, Indian people invest as family unit; while Western nations are individualistic societies. You know, in Canada, every person takes care of oneself.  
A: That’s interesting. How about the way they choose a bank?

B: Asian nations, such as the Philippines, stress social status. They would most likely choose a bank with large assets. In contrast, someone from Austria may look for a small and private bank. 

A: How do Hong Kong people choose a bank?

B: They may first look to a group, such as family or friends for advice. Once the decision is made, this person or group will not change bank easily. 

A: So Asians, especially Hong Kong people, are our VIP clients.

B: Yes, Hong Kong people value loyalty in exchange of protection of their investments. 

A: Thank you, Mr. Williams. I learned a lot from you.

2. What are the differences between Westerners & Asians in banking and investment ways? Listen again & fill in the form.

3. Listen for a third time and fill in the blanks with what you hear.
Unit 3 I can Handle All of These!

Listening & Speaking 
Listening Task 1
1. The following conversations are business calls for different purposes. Listen and judge what the conversations are about and the relationships between the two speakers.
Phone 1: (A-Female; B- Male)

(Phone rings)

A: Hello, Sunshine Company, What can I do for you?  

B: Hi, Sally. This is Anderson.  

A: Oh, Hello, Mr. Anderson. How can I help you? 

B: I’d like to confirm my business trip itinerary. Have you got it ready?  

A: Yes. Mr. Anderson. Everything is OK now.  

B: Thank you. When is the departure time of the flight? You know, I don’t like to spend a whole night on the plane. 

A: I’ve given my attention to that. Your flight leaves at 9 a.m. and arrives in London at 2:00 p.m. 

B: That’s good. Have you confirmed the appointments with the clients at London, Manchester, Paris and Amsterdam?  

A: Yes sir. All your transportation and hotels are settled. I’ll give you a detailed listing of where you will stay, who you will talk with and what the topic is.  

B: That’s what I need. Remember to prepare some foreign currencies, like British pounds, euros and so on. 

A: Yes, I will. And you may find this itinerary in your E-mail. Is there anything else you want to know?  

B: No, thanks. Bye!
A: Bye-bye. 

Phone 2: (A- Female; B- Male)

(Phone rings)
A: Mr. Williams' office! Can I help you?

B: Hello, can I speak to Mr. Williams, please? 
A: I'm afraid he's in a meeting until lunchtime. Can I take a message? 
B: Well, I'd like to make an appointment with him, please.  It's Kurt Stewart from APP Company. 
A: Could you hold on for a minute, Mr. Stewart? I'll just check his schedule…Mr. Stewart, when is convenient for you? 
B: Sometime next week if possible. Would next Wednesday be okay? 
A: Wednesday? Let me see, he will be out of the office that morning and free in the afternoon, after 3:00p.m.  

B: Three o'clock is difficult for me. I’d like to make it after four.  
A: So shall we say 4:15p.m. next Wednesday in Mr. Williams' office?  
B: Yes, that sounds fine. Thanks very much.  
A: You are welcome. Would you please tell me your contact number and spell your name?

B: Certainly. My name is Kurt Stewart. K-u-r-t “Kurt”, s-t-e-w-a-r-t “Stewart”. I could be reached at 765-8573.
A: Thank you, Mr. Stewart. See you next Wednesday.

B: See you then.
 

Phone 3: (A-Male; B- Female)

(Phone rings)
A: Hello, this is Neil. Who is calling, please? 

B: Hello, Neil. This is Michelle from Rainbow Securities Company. 

A: Hello, Michelle. What can I do for you? 

B: I just want to clear up a few details of the promotion event for our company’s new fund. 

A: No problem. What do you need to know? 

B: Well, first, I need the number of the people who are going to come to our promotion event.

A: So far, we have got 95 people who booked up, and we may get a few more. 

B: Does that include the six guest speakers? 

A: Not really. And you need to pick them up by car, not in your fleet of buses. 

B: Ok. Please let me know when they are arriving. 

A: Fine. If you need anything else, just pick up the phone or drop me an E-mail. My Mail box is “neil at money dot com”.
B: “neil at money dot com”. I’ve got it. Thanks, bye!

A: Bye. 

2. Listen again & fill in the blanks with what you hear.

3. Listen for a third time & decide whether the following statements are true or false.

Discussion
1. Read aloud the following names, telephone numbers, websites and E-mail addresses. Then listen and check whether you have read them correctly.

1. My name is James Bond. My telephone number is eight- seven- nine, five-six-three-two and the website for my company is “w-w-w dot f-b-i dot gov”. If you have something really important to let me know, you may send E-mails at jamesbond, five two one, at f-b-i dot gov.
2. Ladies and gentlemen! Please allow me to make a self-introduction here. My name is Cathy Franklin, the CFO of Arcsoft Company. If you would like to know more about our products, you may either call me directly at seven-six-four, double eight, double one, or visit our website “w-w-w dot arcsoft dot com”. You may also send E-mails at “sara underscore miller at arcsoft dot com”. That’s “s-a-r-a, underscore, m-i-l-l-e-r, at a-r-c-s-o-f-t, dot com”.

3. Hello, this is Vincent Farwell from Justforyou Organization. If you are interested in our products, please call me at o-one-o, five-double eight，one-two-eight, five-six in office time or send E-mails at “v-i-n hyphen c-e-n-t at justforyou dot org”. The website for our organization is “h-t-t-p, colon, double slash, justforyou dot org”. Thank you. 

Listening Task 2
Bill Stone is a fund manager in a securities company. Julie is his assistant. Now Mr. Stone is telling Julie what to do today over the phone. Predict what Mr. Stone wants Julie to do for him. Listen and check your answers.

Julie- Female; Bill Stone-Male

(Phone rings)

Julie：Good morning, Julie speaking.
Bill Stone: Julie, I don’t understand why it is so difficult to confirm an appointment. 

Julie: I am so sorry, Mr. Stone. I actually did confirm it last night. You know…

Bill Stone: Details of your incompetence do not interest me. Tell Simon I am not going to approve of his marketing plan for the new stock fund. He needs to make another. Call Natalie at Starbucks. Tell her I don’t want Black Coffee. I want Iced Coffee with Milk. Then make an appointment with Tom Gates next Wednesday. And then reserve a table in non-smoking section at Casablanca Restaurant for me and Mr. Peter Ford tonight.   

Julie: Yes, sir. When would you like the table?

Bill Stone: The moment I finish my work today.
Julie: But …

(Mr. Stone hung up on Julie)

2. Listen again and fill in the blanks of Julie’s To-do List. 
3. Listen for a third time and work in groups to discuss the following topics.

Unit 4 No Problems!

Listening & Speaking 
Warm-up 

What is the problem? Match the item with its probable problem. Then listen & check your answers.

The photocopier is paper jammed.

The computer is stuck.

The ERP system is crashed.

The receipt is stained.

The LCD screen is flickered.

Listening Task 1
1. Some people are talking about their problems at work. Predict what problem they have got. Listen and check your answers.

(A-Male; B-Female)
Conversation 1 

A: Hi, Betty. What’s up?

B: I had a terrible day today. While I was doing data-entry, the bookkeeping system was crashed. And I found all my data were gone! When I decided to have some coffee, the coffee machine refused to work. So I had some tea instead, but I spilt the tea and some of the receipts were stained. What a day! How can I get rid of the bad luck?

A: Oh, cheer up. How about going swimming with me now? It helps to relieve your stress.
B: Good idea! 

Conversation 2

A: Catherine. How is your new job?
B: I’m not getting along with my colleagues. I feel left out. I’m lonely…What should I do? 

A: Have you tried joining them? For example, sharing small talks with them and having meals with them. It’s a good feeling to be a member of a group.
B: Great. I’ll try that. And my boss is terrible. No, he is horrible. I feel bullied. I am a secretary. But he always let me write letters he wants to his father, his mother, his brother, even his grandmother. This is ridiculous!

A: Why don’t you try talking to your boss directly? You are paid to work for the company, not for his family.

B: That’s just what I was thinking. 

Conversation 3 

A: Hi, Andria. How is your new company doing?
B: Terrible. My problem now is to let my employees know how to use office machines correctly. You know, the photocopier is paper jammed at least three times a day; the LCD screen is always flickered; the answering machine never picks up any calls. Is it hard to use these machines?

A: I don’t think so.
B: What’s the best way to manage office machines?

A: I think it would help to get a training course for your employees. They need to be trained to use the office machines correctly. 

B: You’re right. I’ll take your advice.

2. Listen again. Find out the problems in detail and fill in the blanks.

3. Listen for a third time and answer the following questions.

Listening Task 2
A customer is complaining. Listen and choose the best answer for each question.

B-Male; A-female

B: Can I help you, Mrs. Hopkins?
A: Yes, Mr. Brown. I’m afraid I have a complaint to make. It’s all about the bad financial advice I received from you.  

B: I’m sorry about that. But what happened actually?

A: I have told you that as I am retired, I wanted to put my money into safe investments. 

B: Yes. So I recommend AAA Fund. It is potential and with less risk.

A: Potential? The statement I received shows my original $5,000 is now worth only $3,750!

B: Don’t worry, Mrs. Hopkins. Be prepared for the instant up and downs. Fund investment is long-term.

A: I couldn’t afford to lose my money. I’d like to withdraw from the AAA Fund immediately and to be paid for the loss in my investment.

B: I’m sorry, Mrs. Hopkins. There is nothing I can do about your loss actually.  All investments take risks. I do hope that you will be patient with your investment. It will be back and make profit soon.  

A: Really? I hope I am not ripped off!

2. Listen again and find out the complaint and request in detail.

Listen for a third time and tick (√) Yes or No for the follow questions.

Unit 5 We are in a World of Forms!

Listening & Speaking

Warm-up
  Which of the following are the ways of payment? Tick your choices. Then listen and check your answers.

(Script:)

credit card; check; bill of exchange; letter of credit; traveler’s check; cash; cashier’s check

Listening Task 1

Listen and decide what form is mentioned in the conversation.

Conversation 1 ： At a bank  

(A- Female; B-male)

A: I'd like to open a bank account, please. 

B: Certainly. Do you have some form of identification? 

A: Yes, I brought my passport. Is that Okay？

B: Yes. We also need proof of your current address. Do you have a utility bill or your driver's license with you?
A: I've got my driver's license. 

B: What kind of account do you want?
A: Well, I’d like a checking account. 

B: That's fine. Do you have any proof of income? 

A: Yes, I brought my pay slips for the last three months.

B: Good. Fill out this form and make your initial deposit.
A: What's the minimum deposit for opening a checking account?

B: 100 dollars.
A: I understand. Well, I'll fill this out.

 Conversation 2 ：At a banking service window in a Holiday Inn 

(A –Male;   B-Female)

A: Excuse me, Miss. I need some cash for my visit in the city. Can I cash a traveler’s check here?
B: Certainly. What currency is your check in and how much do you want to cash?

A: Well, my traveler’s checks are in US dollars. Is that Okay for you?
B: Of course. How much would you like to cash?

A: 500 US dollars.
B: That’s fine. Please fill in this form and do not forget to write out your name in full.

A: Sure. Full name… passport number… nationality …room number…the amount …and signature...Here you are.
B: Thank you. May I see your passport? … All right. Thank you. Would you please also sign on the left-hand side at the bottom?

A: Sure.
B: Mr. Steward, the buying of US dollars is 6.2 yuan per dollar. So the amount you get in RMB is 3,100 yuan. 

A: I see. Thank you. It’s very kind of you.
B: My pleasure. Have a nice day. 

Conversation 3 ：At the Finance Department in a company 

( A- Female; B-Male)

A: Hey Ken, how was your trip to New York?

B: Great. I met the new clients there and did some sightseeing on the weekend.
A: So it was a very successful trip, right?

B: Yep. I am going to attend a meeting all day today. Would you please help me get reimbursed for my business expenses?

A: No problem. How much do you need to be reimbursed? 

B:  4,500 yuan. I’ve got all receipts right here.
A: It`s company policy to have all receipts checked before getting reimbursed. And I need you to complete this expense claim form, including all expenses. Then I will get it checked and approved for you.

B: Thank you so much. I appreciate your help.
A: My pleasure.

2. Listen again. How much money is mentioned in the dialogues?

3. Fill in the missing words according to what you hear.

Listening Task 2

Jack Smith is making out a check. Predict what kind of check he is making. Listen & check your answer.

(A-Female; B-Male)

A: Good morning. Can I help you?

B: Good morning. Well, I’d like to make out this check.
A: All right. You’d like to draw out some money?

B: Yes. 20 pounds.
A: 20 pounds. Okay. The first thing you need to do is to write today’s date in the top right-hand corner as you see the line, just today’s date

B: Okay. It’s April 20th, 2013 today.
A: Right...Next, do you see the word PAY, on the left side of the first line?

B: The first line?
A: Yes. On the first line… And you write “cash” after the word.

B: The letters?
A: Yes. C-A-S-H. You write cash. Underneath that, right underneath that, you have to write the amount of money you want. So just 20 pounds. And you write “only” at the end in words… At the end of that line, you see a box. Do you see it on the right side? You write the amount you want in numbers. 

B: Yes.
A: And underneath the box, the last thing you have to do is to write your signature in the bottom right corner.

B: I see. Thank you very much.
A: You are welcome.

Unit 6 I Have a Head for Figures!

Listening & Speaking
Warm-up
1. When shopping, are you confused by mathematical calculations? Match the words to the pictures given below. Listen & check your answers.

(1) plus

(2) multiply

(3) divide

(4) minus

(5) percent 

(6) decimal 
(7) fraction 
  (8) Euro

(9) RMB    (10) Dollar  (11)Pound
2. Choose the right word the speaker reads.

1) ninety six thousand three hundred and fifteen (96,315) 

2) three point one four one five (3.1415)
3) thirty percent (30%) 

4) two fifths (2/5) 

5) four hundred and fifty-six thousand dollars ($456,000) 

6) one thousand euros (€1,000)
7）six thirteen pounds (￡6.13)

8）one quarter (1/4)

9）twenty ten (2010)

Listening Task 1
What problems are the speakers talking about? Listen and check your answer.

Dialogue 1 

(A-Male; B-Female)

A: How are you doing today?
B: Great. Thanks.
A: What can I help you with?
B: I would like to open a bank account.
A: What kind would you like to open?
B: I need a checking account.
A: Would you also like to open a savings account?
B: That's fine.
A: In order to open these accounts, you need to deposit a minimum of $50 for each.
B: I’d like to deposit $300.
A: I'll set up accounts for you right now.
B: Make sure to put $150 in each account.

A: No problem, ma’am.
Dialogue 2 

(A- Female; B-Male)

A: How may I help you?
B: I'm having a problem.
A: What problems are you having?
B: There have been charges made on my debit card that I didn't make.
A: Do you have the statement for your card?
B: Yes. Here it is.
A: What are the charges you're referring to?
B: The last two charges on the page, a sum of $235.13 and $150.
A: I'm afraid we have to investigate these charges first.
B: How long will the investigation take?
A: I honestly don't know, but we will freeze the payment on these charges.
B: Thank you. You are a life saver
Dialogue 3 (A- Female; B-Male)

A: May I help you?

B: Yes, I’d like to change some euros into US dollars. What´s the buying rate for euro?
A: One point one five US dollars to the euro.

B: Okay. I´d like to change six hundred euros, please.
A: Very good. May I see your passport?

B: Here you are.
A: Thank you. How would you like your bills?

B: In fifties please.
A: Would you please sign your name here?

B: Sure. 

A: Here are your dollars passport and receipt. Please have a check.

B: Thank you.
 Listen again and complete the sentences according to what you hear.

 Listen for the third time and give a short answer to each of the following questions.

Listening Task 2 
The passage you are going to hear is about the changes of X-company’s net income in the past ten years. Listen and complete the gaps below with the numbers you hear.

The graph shows the change of X-company’s net income over a period of ten years. Generally speaking, the company’s net income increased from 2007 to 2014. However, growth was uneven and was greatly affected by the world economy. After slow growth at the end of the 2006, the net income was about $400 million dollars in 2007. In 2009 there was a large increase to $600 million dollars. Income rose sharply by $286 million dollars to $886 million dollars in the following year. In 2011 income dropped to $800 million dollars, but went up again by $95 million dollars in 2012. There was a continuous increase in 2013 to $950 million dollars, but then income declined dramatically by $201 million dollars in 2014. However, the future of the company will be good in the next few years with the recovery of the global economy.

Unit 7 Are You a Good Money Manager?

Listening & Speaking 
Warm-up 

All the words listed below are connected with money. Put them in the right category. Listen and check your answers.

INCOME: scholarship, salary, pension, wage, bonus, grant
EXPENSES: fine, mortgage, debt

BANKING: bank statement, exchange rate, withdraw, deposit, account, currency
Listening Task 1
Some people are talking about their budget. What are the probable relationships between the two speakers?

Conversation 1 

(A: Male; B: Female)

A: Hi, Mrs. Smith. There’ll be a wonderful football match in our city this weekend. 
B: Really? You know, I’m not interested in it at all. 
A: Yes. But I mean, would you mind if I went to watch it? 
B: No. 
A: Thanks…. May I get my pay this week in advance? I haven’t got enough money for a ticket. 
B: How much do you need? 
A: One hundred and fifty. 
B: That’s too much. I’m afraid I cannot help you, but a budget can.

Conversation 2

(A: Male; B: Female)

A: Pleeease, mum. Can I just borrow $50? I will pay you back on Friday as soon as I get paid.
B: What happened to your last week’s wages? It’s only Tuesday.
A: Well… I needed to get a new jacket for Claire’s party on Saturday night.

B: You did NOT need a new jacket for Saturday night. You have got enough clothes to set up your own clothes store! Why can’t you be more responsible with your money?
A: I wear these same boring jackets all the time. All my friends have new clothes so I need new clothes too.

B: I’m sorry I can’t give you the money.

A: (Sigh)
B: You’re hopeless at managing your money. You never have had enough money and you never set aside money. You can’t rely on me forever. What you need is a BUDGET!

B: A budget? What on earth is that?
A: Some night when you are free, I will show you. Now here’s $50. But this is the last time I’m lending you money …
B: Thanks, mum!

Conversation 3

(A: Male; B: Female)

A: (depressed): Susan.
B: What's up, honey?

A: Susan, I was fired.

B: But Bob, you were Peter's right-hand man!

A: Yes, but he stabbed me in the back.

B: Cheer up. Maybe he'll change his mind and take you back.

A: When pigs fly! Once he makes up his mind, he never changes it. 

B: Look on the bright side; you won't have to see Peter ever again.

A: Thank goodness for that! But we'll have to live from hand to mouth.

B: Don't worry, Bob. We'll make ends meet.

A: I need to find a job immediately. If worse comes to worst, we have to sell our house and move into a tent. 

B: Let's think big! Maybe you can start your own business.

A: Easier said than done!

Listen again and fill in the form with the information you get from the conversations.

Listen to Conversation 3 again and fill in the missing words.

Listening Task 2 
Conversation1

Mr. Richardson and Ms. Brown are discussing the budget for office supplies. Predict what office supplies have been mentioned in the conversation. Listen & check your answers.

(A-Male;  B-Female)
A: We’re going to need a lot of new stuff after the holidays. Let’s make a list.
B: Fine, Mr. Richardson. What do you have in mind?

A: Well, to begin with, we’re going to get a new desk for you and I’d like to replace that old printer.
B: Yes! I agree! We should really use a new one! I’ll get on that right away! What else would you like to order?

A: We also need a fax machine, 2 computers and 2 filing cabinets.

B: Mr. Richardson, I’m afraid we’ll have problem meeting the budget if we buy them all at once. We have spent half of our budget and we only have 8,000 yuan left. 

A: Let me see .... Yes, you are right. We are about one thousand and five hundred Yuan over budget.

B: In this case, we’ll have to reduce the budget by cancelling the new desk and one filing cabinet. Anyway, the old desk will do and we can share the filing cabinet.

A: Thank you. That’s very kind of you. 

Listen again. What has been settled into the budget?

Conversation 2
Two people are talking about their company’s budget. Predict what departments will be involved in the company’s budget. Listen & check your answers.

(A-Male;  B-Female)

A: Let’s get started. Now, you’ve all seen the budget proposal for next year. Have you got anything to say?

B. I think the figure for research and development is too low. We should increase it by at least 5%. 

A: Well, we could do that, but it means less money for the other departments. 

B: What about reducing the figure for advertising—that would allow us to increase the budget for research and development.

A: I felt advertising needed a good figure this year. They’ve got a big launch mid-year. I think they can’t manage with less.

B: Exactly. Now let’s look at the other department budgets. That’s production and sales.

A: Well, we could cut the production’s budget. They had a big investment last year. Surely they can manage with less this year.

B: Yes, I think I agree. Production ought to manage with less this year, having spent so much last year.

A: A small cut in the budget might mean we could increase the research and development figure.

B: Right, I’ll put that to the production manager. Finally, what about sales?

A: I feel it’s a bit high. They may save a bit by spending less on the after-sales side.

B: Ok, the figure for sales should be reduced slightly, too.

2. Listen again and decide which department(s) will have a change in the budget and give the reason.

Unit8. I’d Like to Get This Job!

Match each word on the left with its meaning on the right. Listen & check your answers.

(Scripts)

“Self-motivated”  means to be able to stimulate oneself to do something.

“Detail-oriented” means to be able to pay attention to every little thing.
“Efficient” means the same thing as “working effectively in an organized way”.

“Confident” is similar to showing trust in oneself or one’s ability.
“Responsible” means having a duty to look after sb/sth.

“Punctual” has the same meaning as “on time”.
“Energetic” means someone full of strength and eagerness.

“Flexible” means to be able to change easily.
“Reliable” means the same thing as “worthy of trust”.
“Independent” means not to be influenced or controlled by others.
“Cooperative” has the same meaning as “be willing to do what people ask”.
“Well-organized” means to be able to plan things carefully and keep things tidy.
Listening Task 1
Some people are talking about themselves. What professional qualities do they say about themselves? Listen and put down the words.

(Scripts)

1) Some people think I’m talented, but I think I’m hardworking and responsible. I have been working as an accountant for about three years since I graduated from Zhejiang Vocational College. To be specific, I keep journals and ledgers. I’m confident about myself and I’m sure you would benefit from my expertise.

2) As you can see from my resume, I’m a senior, majoring in Finance. Though I’m a green hand, I’m a hard worker and a quick learner. I’m energetic, reliable and independent. I am computer-literate in Microsoft Word, Power Point and Excel. I’m sure I’m qualified for this position. 

3) My friends think I am outgoing, flexible，and efficient. I work hard, play hard and I am able to work well under stress. I sold 4-million-yuan life insurance last year and was awarded “Sales Star” of the company. However, I’m willing to start at the bottom if I am given the opportunity
2. Listen again. What is the speaker’s present job?

3. Listen for a third time. What qualifications & skills does each speaker have?

Listening Task 2

1. Jack is having a job interview. What information do you think the interviewer will be interested in about him? Tick your predictions. Then listen and check your answer. 

(Scripts   A-Female, the interviewer;  B- Male, the applicant)

(A-Female, the interviewer;  B- Male, the applicant)

A: Good afternoon, Mr. Smith, please take a seat.

B: Thank you.
A: Please say something about yourself.

B: It is really my honor to have this interview. I graduated from Zhejiang Business College in 2007. My major is Finance & Accounting. Since my graduation, I have been working as an accountant in the Finance Department of SAAB Company. I’m easygoing, hardworking and responsible. My coworkers think I’m considerate and reliable, while my boss thinks I’m efficient and promising. I’m sure I’m qualified for the position as a cashier.
A : You seem popular. Then why do you intend to leave your present job?

B: Well, the company I am working for now is a small trading company. I’d like to work with a large company that offers more opportunities for growth. 

A: I learned from your resume you interned in HSBC Investments Ltd Shanghai Representative Office. Would you please tell me something about your responsibilities?

B: Sure. That was a great experience for me. I assisted to do A/R and helped to update Property Tax software on a monthly basis. I also learned a lot from the employees, such as teamwork.
A : Good. What do you know about us?

B: I know you are one of the world’s top 500 company manufacturing mobile phones. I expect to learn more about the field as well as the company culture.
A : Are you willing to work overtime? Say, during weekends sometimes?

B: No, problem. Since I am young a, I’d like to take every chance to learn and contribute myself in any possible way.
A: What kind of salary do you expect?

B: I think experience is more valuable than money. My present salary is 40,000yuan/year, so I hope my salary could not be less than that. 
A: Good. Do you have any questions for me?

B: Yes, could you tell me about the company’s benefits?
A: We have an excellent benefit package, including public housing fund, medical insurance, and retirement savings plan as well as 10-day paid vacation every year.  

B: Sounds great!
A: Glad to have talked with you. Please wait for us to contact you.

B: Thank you for your time, Madam. I’m looking forward to your early reply. Goodbye!
A: Bye!

2. Listen again and fill in the missing information: 

3. Listen for the third time and put down the questions the speaker asks.
