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Listening and Speaking

I. Listen and choose. T35, #EFELHWER,

I.

A. T think so. B. You’re welcome. C. Congratulations!

A. Of course. B. Thank you. C. It’s important.

A. I work eight hours a day.
B. I work in a company.

C. I visit our factory.

A. It takes me 20 minutes to walk there.
B. I go to work by bike.
C. Sorry, I don’t know.

A. T am currently studying for upcoming exams.
B. I go to work at 8:00.
C. That’s all right.
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II. Listen and choose. T35, EFEIHHER,

1. How many cabinets are there in the woman’s office?

A. Two. B. Three. C. Four.
2. What kinds of furniture are there in the woman’s office?

A. A sofa.

B. Two armchairs.

C. A sofa and two armchairs.
3. Where is the table in the woman’s office?

A. In front of the sofa.

B. Beside the armchair.

C. On the left of the cabinet.
4. How many flowers or plants are there in the woman’s office?

A. None. B. A few. C. Quite a lot.
5. How does the man help the woman set up her new office?

A. Clean her office.

B. Give her some ideas.

C. Decorate her office.

III. Listen and fill. TR &, #hEEX,

Manners at work is a set of unspoken and 1. rules about how
we interact with our colleagues. It includes things like how we dress, talk, and
2. ourselves in meetings.

There are many different opinions on what is considered 3.
manners. What may be acceptable in one company may not be acceptable in
another.

So, a set of rules that state 4. behaviour standards in the
workplace is work manners. It covers a broad range of topics for workers from
5. language, behaviour, to formal and informal conversation at

workplace.
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IV. Role-play. IRIFTFIER, WA—HRENIE,
Situation: Suppose you just got an offer from a design company. You are going
to share the good news with one of your friends. Make a dialogue and act it out

with your partner.

Partner A Partner B
+ How are you going? - | am doing great.
+ | heard you got an amazing job. - | got an offer from an IT company.
+ Do you like your new job? - Yes, the people there are very nice
+ How do you get to work? and helpful.
- How long does it take you to get to - | often go to work by...
work? - It takes me...minutes to get to my office.
+ What do you usually do after work? - | work out in the gym to keep fit.
Vocabulary

I. Match the words and expressions with their definitions. 37 X Bt X7,
1. rise A. the fact that sth might exist or happen, but is not certain to
2. possibility B. to have power over a person, company, country, etc. so that

you are able to decide what they must do or how it is run

3. prepare C. an increase in an amount, a number or a level

4. control D. to carry out, accomplish, or fulfill (an action, task, or
function)

5. perform E. to make sth or sb ready to be used or to do sth

I1. Fill in the blanks with the proper form of the words in the box. FAFT%5 817
FESEENXIES,

rise possibility prepare control perform
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1. There has been a sharp in the number of people out of work.
2. Are you to meet the challenges in your new career?

3. Can’t you your children?

4. There is now no that she will make a full recovery.

5. The starts at seven.

III. Translate the following English sentences into Chinese. 15 T~ 5 &) F&1iF R,
Xigo
1. One obvious trend is the rise of the blended workspace to welcome a mix of

onsite and remote workers in the same company.

2. 42% of employees said they wouldn’t want to come back to worksite full

time, while 87% of them wanted to work online at least one day per week.

3. Flexible hours and work styles are on the rise, breaking the fixed point-to-

point routine.

4. As one of the world’s leading ICT solutions providers, Huawei believes that
digitalization is necessary for enterprises to keep steady growth in today’s

huge market.

5. Over the next three to five years, Huawei is pushing its digital workplace to

support the online and offline work of elite personnel.
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Reading
L Cloze. EFAIES
My First Day at Work
Sometimes every day feels like the very first day. I 1. that day
like it was yesterday, yet it occurred over 20 years ago. I had 2. from
the ML Sultan Technikon in Durban, having 3. six months on my
first semester studying mechanical engineering 4. to start working

as an apprentice ( 2#%E ) and to study part time.

Then my mum 5. me to get into computers. Computers were so
new, that the word technology was not widely used. This 6. me,
however with due care and respect for my mum I went to the 7.

Two days later I was getting 8. for work; the money was to flow
immediately. For the first couple of days, I couldn’t understand a single word in
the manual. This was terribly 9. . I wished I had a mentor. However

over a period of time, I managed to build up the courage to ask for help. Over

the next few years I began to learn more and the level of 10. grew
too.

Afterwards, I became 11. and wanted what I was not certain yet.
I would hand in my 12. letter, and was ready for a journey in the

banking world. So my boss came and asked me, “what do you really want?”
Actually, I didn’t prepare for it, just “best of luck” or “all of the best”. He then
took the time to talk to me and more 13. he listened without any
haste and truly connected with me.

I 14. , for the true leader in me was about to emerge, a

15. that influences, encourages, grows and allows others to be




'@' RiBMFFI)MG (RLsih) A%

exceptional. His words had stayed with me, to this day.

1. A. forget B. remember C. believe D. regret
2. A. come B. run C. returned D. gone
3. A. spent B. taken C. cost D. paid
4. A. ready B. interested C. happy D. upset
5.A. told B. asked C. pushed D. advised
6. A. bored B. excited C. terrified D. comforted
7. A. factory B. building C. school D. interview
8. A. lost B. dressed C. taught D. paid
9. A. boring B. interesting C. exciting D. frustrating
10. A. confidence B. ability C. happiness D. power
11. A. pleased  B.calm C. restless D. worried
12. A. invitation B. apology C. suggestion D. resignation
13. A. surprisingly B. importantly

C. frankly D. honestly
14. A. stayed B. left C. passed D. slept
15. A. officer B. guide C. leader D. boss

II. Read and decide whether the statement below is true (T) or false (F). &£ T
3, FHTIEIR,
How to Boost Your Workplace Efficiency?

Do you find yourself overwhelmed and need help to keep up with the
demands of your job? Increasing your workplace efficiency could be the
solution you’re looking for. Read on to learn more.

Healthy Environment

Healthy working environments actively provide employees resources
that take care of themselves easier. Meanwhile, it makes sure employees
don’t meet any unnecessary danger when doing their jobs. They make

sure working areas comply with regulations, have safety protocols
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and facilitate safe practices. Creating a healthy working environment
requires an investment of time, energy and money, but the outcomes
can lead to greater employee performance.

Updated Technology

An updated time management system can improve employee
efficiency by monitoring work hours and customizing reports for specific
tasks. You can use cloud-based application tools to share documents and
files between employees, eliminating the need for multiple meetings
and emails. Utilizing updated technology can help businesses streamline
their operations, increasing the overall efficiency of their workplace. The
software easily tracks progress and keeps current data easily accessible
and secure.

Automation of Workflow

Automation helps reduce the amount of manual labour needed to
complete tasks, making them quicker and easier. Automation also helps
reduce the need for multiple people to work on the same task, saving
time and energy. Automating the workflow ensures that the workload
is easily broken down into small tasks that are easy to manage when
dealing with big projects.

One way to automate workflows is to use technology such as task
management tools or project management software, which help teams
track progress, assign tasks, and keep everyone up to date with the
status of projects.

Improving efficiency in the workplace is critical for any business, and

there are many ways to do so.

[ 1. A healthy working environment can lead to greater employee performance.
[] 2. Creating a healthy working environment requires an investment of money only.
[] 3. An updated time management system can improve employee efficiency by

monitoring work hours.
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[] 4. Cloud-based application tools can only be used for sharing documents and
files between employees.

[] 5. Utilizing updated technology can help businesses streamline their
operations.

[] 6. Automation helps reduce the amount of manual labour needed to complete
tasks.

[] 7. Automating the workflow ensures that the workload is easily broken down
into big tasks.

[] 8. Task management tools can help teams track progress, assign tasks, and
keep everyone up to date with the status of projects.

[19. Improving efficiency in the workplace is not critical for any business.

[ 10. There is only one way to automate workflows.

III. Read and choose. £ T3, EFEBER,
A “Typical” Day in the Office

People often ask me, “What’s a typical day like in your office?” But
the truth is, | can’t describe one. There is no such thing as a typical day.
And that’s what | love about my job.

For example, last Monday, | got to work at around 6:30 am. That may
sound a little early, but | like using the time to check my email and get
back to people. That’s my top priority, and the quiet time in the morning
is often the best time to do so.

At 8:00 my assistant James arrives. James is my right hand man. He
runs the office and | really couldn’t function without him. At this point
of the day I've put lists together of what we should accomplish, and I'm
raring to go.

But those are rarely followed. | never know what’s going to come at
me. This specific Monday, it was a call from the Dr Phil show. | spent

half the morning answering questions and filling out surveys. After, |
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spent time on the phone with the people I’'m managing a project with.
They informed me that the work I'd done for a job wasn’t acceptable. |
needed to redo it. And finally, | received another call from a television
producer. After a couple of questions, they told me | was exactly what
they weren’t looking for.

| was excited. | was totally wrong. | was rejected. The day was spent in
a roller coaster of emotions and reactions. If | were to let every turn or
every drop define me, then I'd never enjoy the ride. So you must strive
to achieve a balance—a balance inside yourself. You can hardly predict

which days will be which.

. What do people often ask the author?

A. What time do you start work?

B. What’s a typical day like in your office?
C. What do you like about your job?

D. Who is your assistant?

. Why does the author like to arrive at work early?
A. To check emails and get back to people.
B. To have breakfast before starting work.
C. To avoid traffic.

D. To meet with James.

. Who is James?

A. A project manager.

B. A television producer.

C. The author’s assistant.

D. The author’s boss.
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4. What does the author do when James arrives?

A. They have breakfast together.

B. They put lists together of what they should accomplish.
C. They go for a walk.

D. They watch TV.

. What happened on the specific Monday mentioned in the text?

A. The author received a call from a television producer.

B. The author’s work for a job was rejected.

C. The author spent half the morning answering questions and filling out
surveys for the Dr Phil show.

D. All of the above.

. How did the author feel after receiving a call from the television producer?

A. Excited. B. Rejected.
C. Confused. D. Angry.

. What does the author mean by “the day was spent in a roller coaster of

emotions and reactions” ?

A. The author had a lot of work to do.

B. The author had a lot of meetings.

C. The author experienced both positive and negative events throughout the
day.

D. The author felt sick.

. What advice does the author give about dealing with unpredictable days?

A. You must strive to achieve a balance inside yourself.
B. You should quit your job.
C. You should complain to your boss.

D. You should take a day off.
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9. What is the author’s opinion on having a typical day?
A. They love having a typical day.
B. They hate having a typical day.
C. They think there is no such thing as a typical day.
D. They wish they had a typical day.
10. What is the author’s top priority when they arrive at work?
A. To have breakfast.
B. To check their email and get back to people.
C. To meet with James.

D. To take a nap.

Writing

I. Complete the following company profile according to the given information.
RIEET LR IE RANE TER AR E T,

1. ( WS F ) in 1999, ABC company is a well-known listed
company in intelligent speech and artificial intelligence technologies. Since
its establishment, the company is 2. ( £ T ) to technological
research in speech and languages, natural language understanding,
machine learning, machine reasoning, adaptive learning, and has
3. ( /#%F ) the world-leading position in those fields. The company
actively promotes the development of Al products and their sector-based
4. (W H ), with visions of enabling machines to listen and
speak, understand and think, creating a better world with artificial intelligence.
The company outstanding research and business performance in the field of
5. ( N\ T.%¥ fE ) has been well recognized by all sectors at home
and abroad. The company looks forward to joining hands with all partners to

create a better world with Al!
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I1. Suppose you are going to start your own company. Please write a company
profile for the company and introduce its basic information, business scope,
company vision, etc. {RIZRITXIB 2RI H—HKLF, BAXLAE—HL
AET, EANFERNBAAFANERER. USEEERAAERS,

4

Hot Words and Expressions

1. open office layouts H = INAE AR

2. hot desking /M-S 546 H

3. coworking space I ZS[H]

4. Video conferencing revolutionizes how teams connect across borders. i Jii
SUCE AT S T 85 FE A BA ] 3 R ATEIME T =X

5. Cloud technology allows people to work from anywhere, anytime. =+ AR f#
AT LABERS B TAE

12 [(9]
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