LJNit 1 Communication

Quotation

“People without rites cannot
survive, undertakings without
rites will fail, and countries
without rites will be peaceless.”

—Xunzi
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Vocabulary
I. Match the words with the pictures.

D E
1. quiet 2. shout
3. talk 4. email
5. letter 6. telephone

Il. Use the proper form of the words above to fill in the blanks.

1. Please come to my office when you want to about your
plan.
2. Mary her boyfriend so often that it costs her much

money every month.
3.1 don't know if | should speak to him or keep
4. The first thing my boss does every morning is to check his
5. Afew people still keep the habit of writing to his friends.
6. It is not helpful for parents to at their children when their

children make mistakes.
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Watching

I. Watch the video clip about culture shock and choose the best answer.
() 1.In the first stage, the visitors feel that everything is .
A. strange and annoying B. new and interesting
C. unusual but not very good D. safe and sound
() 2.Inthe second stage, the visitors .
A. often begin to dislike the new culture
B. feel more curious about the new culture
C. begin to get afraid of the new culture
D. feel happier about the new culture
() 3.The humor stage comes after the stage .
A. honeymoon B. home
C. horror D. happy
() 4.Inthe third stage, the visitors often realize that .
A. the new culture is humorous
B. their early mistakes are funny
C. they should reflect on the new culture
D. they can feel ease at home
() 5.Inthe last stage, the visitors begin to feel that .
A. they are comfortable with the new culture
B. they want to go back to their home countries
C. they still don't like to live in the foreign country

D. they have nothing new to learn

Discuss

I. Work in pairs. Discuss and answer the following questions.
1. Do you communicate often with your close friends or family
members? How do you communicate with them?
2. What is your understanding of real communication?
Il. Work with your partners. Introduce yourself and talk about your job or
studies.

What's your job? | am a manager.
"o | am an accountant.

b

| am from France.
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Listening

. Listen to the conversation and answer the questions.
() 1.What company is Mr. Tang from?

A. Ocean Wide.

B. He works for himself.

C. A very competitive market.
() 2.Whatis Victor's job?

A. A manager. B. A waiter. C. The local sales representative.
() 3.What does Sam do?
A. A director.

B. The owner of a small company.
C. A sales manager.

( )4.What does Sam'’s company specialize in?

A. Seafood. B. Shoes. C. Seasonal fruits.
( )5.WhoisLin Chan?
A. Sam’s sales manager. B. Sam'’s classmate. C. Sam’s waiter.

. Listen to the conversation again, paying attention to the words listed
below, and choose the explanation for each word.

1. representative A. become greater in size, number or importance

2. expand B. of a region

3.CEO C. of or involving competition

4. competitive D. agent of a firm, especially a traveling salesman

5. regional E. the person with the most important position in a company

MIl. Listen to the conversation and fill in the blanks with the missing information.
Zhang: Hello, Helen. Good to see you again.
Helen: 1 , Mr. Zhang.

Zhang: | haven't seen you for almost a year. How are you?

Helen: Just fine, thank you. 2 ?

Zhang: Well, 3 . In fact, we're about to open a

new branch in Suzhou.

Helen: 4 | Peter, have you met Mr. Zhang? He
is the sales manager at Guangdong branch.

Peter: Yes, 5 . Good to see you again, Mr. Zhang.

Zhang: Me too. How are you?
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Peter: Fine, thanks. 6 ?
Yeah. In Singapore at last year's 7 ,wasn'tit?
Peter: Yes! You gave 8 on the conference.

Helen: Would you both like some coffee?
Peter: Sure.

Yes, please. Thank you.

Speaking

I. Read the dialogue aloud in pairs.

Make It Clear Rather Than Blame
A: You look angry. Are you okay?

B: This is really terrible! | don't know what to do.

A: Calm down, please. What happened?

B: Lily borrowed my laptop ( FF4EEBfK ) yesterday, and she broke the screen ( F& ).
A: Well, you don't need to be angry.

B: But | need my laptop for a meeting tommorrow. It's important.

: Please take a deep breath.

w >

: What do | do next? I'm still upset.

: Next, think positively. You can use my laptop tomorrow.
Thanks. That's really kind of you.

: My pleasure.

How can Lily be so careless?

: Talk to her about it instead of blaming her.

> >w>

Okay, | will. Thank you for being such a nice listener.

Il. Work in pairs. Have similar dialogues by using the sentence patterns
from the box. Try to replace the information in bold above.

Come Up with a Solution ( fER5ZE)
Student A: You are a friend of Student B.

Student B: You are angry at someone for getting you into trouble.

Are you okay?/Is everything okay with you? This is really bad/terrible!

What happened? | don't know what to do.

Calm down, please./You don't need to be angry. What do | do next?

Take a deep breath./Think positively. That's really kind of you.

My pleasure. Thank you for being such a nice listener.

Talk to him/her about it instead of blaming him/her.
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Intensive Reading

Workplace Communication
1 Communication in the is for company success, high and a positive culture.
2 If your communication is , you will definitely save time. You need to clear S: your
s and s need to be set too. This avoids guesses, and ensures important information is
not missed. Clear instructions result in s working effectively and

3 Presentations are a great way to communicate company success and s, and give to
excellent workers. This type of communication is important because it allows employees to learn about how
the company is performing and their knowledge. It also helps build relationships with other teams
within the business and give employees the ability to be S.

4 When communicating, it is to be aware of your body language to ensure your message is clear
enough. As a leader, you need to be so employees can discuss s and ask questions.
This is important for the keeping of and a good company culture. It is also important for employees to
work efficiently. You don’t want anyone sitting or

5 If the company has many offices, it is important that all employees are aware of every office’s activity and
offering. This is for employees to the business to its potential and to
be able to the different services.

6 If you have offices in different countries or a team speaking different languages, it is essential you
communicate effectively. Ensuring everyone has the same information in a clear, and understandable

, this allows employees to perform to the best of their abilities.

7 Don't communication. It is essential for employees to work effectively.

workplace /'ws:kplers/ n.  LAYESFT: B

essential /'senfl/ adj. FEARW); LR
productivity ~ /prodak'tiveti/  n.  AEFET)

effective /'fektrv/ adji. HRW), EAEHT
ensure /' foa(r)/ vt HRPR, RIE

brief /bri:f/ n.  MEE

expectation /ekspek'tetn/  n. T, AR
deadline /'dedlam/ n.  #UEHIY
employee /im'plori:/ no L, ER
efficiently /rfifntli/ adv. R AR
target ['ta:git/ n.  Hiz

recognition /;rekag'nifn/ n. &N, AT



develop /dr'velap/
brand /breend/
ambassador /&em'baesada(r)/
crucial [kru:J1/
approachable  /a'proutfabl/
issue /fu:/

staff /sta:f/
confused /kon'fju:zd/
lost /lost/

fundamental /. fando'mentl/

represent /repri'zent/
maximum /'maeksimom/
potential /pa'ten/l/
cross-sell /krossel/
concise /kon'sars/
format /"fo:meet/
overlook /uva'luk/

be aware /o'wea(r)/of

result in

Communication

vt RIE; TR
n.

adj. FEE); REMER
adj. V- Zik NI; AIHEITHY
no AR WS

n. SRR, SfkgE R
adj. N BRI

adj. RREEI: R

adj. FEARK, RAH

Vi. &

adj. T KBREERT: HRAEH)
n. WEE, W

vt RXHE, WEWHE
adj. eI, faliE Y

n. kA TR

vt. B, B

EIRE, AnE
S, SRR

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

on the passage.

() 1.1f you are an effective communicator, you will spend less time

on your work.

() 2. Presentations can help an emplyee become an ambassador and

take the company'’s products abroad.

() 3.Asaleader, you need to make it easy for employees to come

to you.

() 4.ltis not necessary for every employee to represent their company.

()5. Effective communication is important for offices or teams whose

members speak different languages.

Il. Choose the best answer.

() 1. Effective workplace communication includes the following

EXCEPT
A. clear briefs

B. clear instructions
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C. proper body language D. language ability
() 2.Presentations are important because they allow employ-
ees to
. operate the company B. develop their knowledge

. compete with other teams D. introduce their brand abroad

—
~

. What might happen if a company leader is not approachable?
. Employees might leave the company.

. Messages might not be clear enough.

. Employees can discuss more issues.

. Employees can ask more questions.

A ON @ > W N >

—
~

. If you work in a company with many offices, what is important
for you?

. Feeling encouraged.

. Communicating every day.

. Competing in a healthy way and giving help.

. Knowing what every office is doing and selling.

g O N ™ >

. The information for a team not speaking the same language
should have the following features ( 45iE ) EXCEPT

A. being clear B. being brief

C. being formal D. being easy to understand

I Fill in the blanks with the words from the box below. Change the form
where necessary.

potential employee issue essential
communicate approachable ensure be aware of
1. Everyone should the importance and urgency of

protecting the environment.

2. Despite being a big star, she's very

3. Employers usually tend to recruit with professional skills.

4. In the online classroom, people with each other by writing.

5. Even in small companies, computers are a (an) tool.

6. We often all sorts of warning signals about our own
health.

7 The ignorance of protecting the environment would a

lot of severe consequences.
8. If you want to promote your business, you can't lose any

customers.

result in
overlook
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9. The key is whether the market will welcome the new
product.

10. The factory is taking measures to its employees’
safety.

II. Choose the correct form of the words to complete the following sentences.

A. differ, difference, different

1. Mary and Jane are from each other although they are
identical twins.

2. His office from mine in size and decoration.

B. essence, essential, essentially

3.1n , competitive forces are dynamic and changing all
the time.
4. Without question, trade is for our economic growth.

C. employment, employ, employee

5.The new factory a lot of college graduates.

6. This was dismissed for laziness.

D. communicator, communicative, communication

7.The new president is a talented

8. He has just finished his research paper on animal

E. efficient, efficiency, efficiently

9. We should focus on in learning English.

10. Jacky is an scholar who published several important
papers last year.

lll. Complete the following translations, using the given words or expressions
in the brackets.

1. QBB F AT BRI R REFLEZFIfE. (develop)
Innovative talents are the hope for

2. FRNDEHBUFEREMINNEEEE. (potential )

The school strives to to achieve their full

potential .
B MEESTENEFXANX M EXANRILZETLER.

(fundamental )

He believes that are absolutely necessary for the

well-being of this region

1. Both for now and some time to come, our country is still in an

important period of strategic opportunity for ; but
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there are new and changes in the opportunities
and challenges that we face.

SRIMSE—TE, ERENDALTERARILGH, BHE
PSR EREFAVR BEM

2. China has shifted to a stage of high-quality development, which

features significant systemic strengths, improved performance
in governance, long-term economic , a solid material
foundation, rich human resources, vast market strong
economic resilience and social stability.
KECERsSRERRENER, HEMNBEZE, BEMEEREA, £5F
KEf@YF, MEEMER, ANREREFE, mm=Er 8, K&
tses), HEKERE.

Extensive Reading

10

Cross-cultural Communication Strategies
Effective communication with people of different cultures is especially challenging. Cultures provide people
with ways of thinking—ways of seeing, hearing, and interpreting the world. Thus the same words can mean
different things to people from different cultures, even when they speak the “same” language. When the
languages are different, and translation has to be used to communicate, the potential for misunderstandings
increases.
The key to effective cross-cultural communication is knowledge. Firstly, it is essential that people understand
the potential problems of cross-cultural communication, and make a conscious effort to overcome these
problems. Secondly, it is important to assume that one’s efforts will not always be successful, and adjust
one’s behavior appropriately.
For example, one should always assume that there is a significant possibility that cultural differences are
causing communication problems, and be willing to be patient and , rather than hostile and
aggressive, if problems develop. One should respond slowly and carefully in cross-cultural exchanges, not
jumping to the conclusion that he/she knows what is being thought and said.
Cross-cultural communication expert William Ury’s suggestion for heated conflicts is to stop, listen, and
think, or as he puts it “go to the " when the situation gets . By this he means to
from the situation, step back, and reflect on what is going on before you act.
This helps in cross-cultural communication as well. When things seem to be going badly, stop or slow
down and think. What could be going on here? Is it possible | ed what they said, or they
misinterpreted me? Often misinterpretation is the source of the problem.
Active listening can sometimes be used to check this out — by repeating what one thinks he or she
has heard one can confirm that he or she understands the communication accurately. If words are
used differently between languages or cultural groups, however, even active listening can overlook
misunderstandings.

Often who are familiar with both cultures can be helpful in cross-cultural communication
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situations.
They can translate both the substance and the manner of what is said. For instance, they can tone down
strong statements that would be considered appropriate in one culture but not in another, before they are
given to people from a culture that does not talk together in such a strong way. They can also adjust the
of what is said and done. Some cultures move quickly to the point; others talk about other things
long enough to establish or a relationship with the other person. If discussion on the primary
topic begins too soon, the group that needs a “warm-up” first will feel uncomfortable. A or
intermediary who understands this can explain the problem, and make appropriate adjustments.
Yet sometimes intermediaries can make communication even more difficult. If a mediator is the same culture
or as one of the s, but not the other, this gives the appearance of . Even when
bias is not intended, it is common for a mediator to be more supportive or more understanding of the
people who are of his or her own culture, simply because he or she understands them better. Yet when the
mediator is of a third cultural group, the potential for cross-cultural misunderstandings increases further. In
this case, engaging in extra discussions about the process and the manner of carrying out the discussions is
appropriate, as is extra time for confirming and re-confirming understandings at every step in the dialogue

or negotiating process.

forgiving /f2'grvi/ adj. TEKIM; TEHEM
balcony /baelkani/ n.  FHE

tense /tens/ adj. "Z5KHY

withdraw /wid'dro:/ vt Il dETH
misinterpret  /musm'ts:prot/ vt HifE, RE
intermediary ~ /nto'mi:diori/  n.  fPEE AEE
timing /'tarmin/ n.  GERF; BEERE
rapport /ree'pa:(r)/ n. FNE, Kb
mediator /mi:dietta(r))  n.  PAEE, BHEH
procedural /pra'si:dzoral/  adj. FEF_LH
nationality /nafo'nzloti/ . E=2

disputant /dr'spju:tont/ n. PR, B
bias /'baras/ no i
cross-cultural communication 5 SR

itis essential that... e B

be willing to do... SR

reflect on BE, kB

tone down fi g2 1

1
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cross-cultural communication ( 8% inter-cultural communication ) , ZJ
FA BXHRRT , EEES ‘BB |, RIETEEERRRE
=T, FEXAEEMAERESEBINEHITOX R, maBIdiE

e

, BFRENGERIERR. XHIIBRE . XUERSR, AU E

BIRES R IRENTEATIL .. BESK—MUEEAINNR, BN
P T IMBZFEFRARIINIE T WA — AT

12

1. Firstly, it is essential that people understand the potential problems i1 is essential that BREIFIMNEE(F
FARERIES , BIBENIAA “should+
118 727 , should BT LL & B,
overcome these problems. (Para. 2) EREED, A S EDE
B5%, MG TBENAWRZRFREE DR, SRR MtESE 05k understand I make, AFFIXEK.

IXLe[a)E ,

of cross-cultural communication, and make a conscious effort to

2. Even when bias is not intended, it is common for a mediator to be St 2R EE, EFNTESE

more supportive or more understanding of the people who are 7| =t to be more supportive or more
understanding -, E /5 because 5|

SEMEREEKIENTF, he or she i§
them better. (Para. 9) KBIEREIA mediator,

MERBALTEFERL, BEM/ WEEENMNE T FiERS
ftt / $RBE—3RIA, EJofth / b T T AERBA,

of his or her own culture, simply because he or she understands

I. Choose the best answers according to the passage.
() 1.What is the key to reducing misunderstandings in cross-cultural
communication?
A.Working with a qualified translator.
B. Speaking the same language.
C. Making an effort to solve related problems.
D. Having the knowledge of potential problems and difficulties.
() 2. In cross-cultural communication situations, people should
A. be patient and tolerant B. be hostile and aggressive
C. respond quickly D. make conclusions quickly
() 3.What does the phrase “go to the balcony” (Para. 4, Line 2)
most probably mean?
A. Listen carefully. B. Go outside.
C. Take some time for consideration. D. Take action.
() 4.Which of the following statements is NOT true?
A. Some statements which are proper in one culture might be taken as too

strong in another culture.
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B. The intermediaries need to adjust the process of communication.

C. In some cultures, people tend to make some small talks before getting down
to business.

D. Qualified intermediaries can eliminate misunderstandings in cross-cultural
communication.

) 5. It can be concluded from the last paragraph that it is better

to

A. work without intermediaries in that they often cause misunderstandings

B. have a mediator who is of the same culture as one of the disputants

C. have a mediator who is of a third cultural group

D. take some time to discuss the process of communication

Complete the sentences with the following words or phrases. Change
the form where necessary.

tense interpret reflect on engage in primary

. His refusal to work late was as a lack of

commitment to the company.

. The two governments have agreed to a

comprehensive dialogue to resolve the problem.

. The Red Cross's concern is to preserve and

protect human life.

. The manager demanded time to how to
promote sales.

. The situation in that area remains and dan-
gerous.

Complete the following statements with no more than 3 words according to
your understanding of the passage. Use the reading skill of scanning.

s to communicate with people of differ-

ent cultures effectively.

. The key to effective cross-cultural communication is

. One person should be patient and when

communicating with people of different cultures.

who are familiar with both cultures can be

helpful in cross-cultural communication situations.

. Bias may arise if a mediator is the same culture or

13
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English Basic Sentence Pattern ZiEEARTE

PHBEAGDEMEG FEMNIMER 857 ,

MR FTEA UG FRGEHER . RIEQFIE

1, IMEMNYF Ao REEE (simple sentence ) . H%G ( compound sentence ) F1E&H ( complex

sentence ) .

BRa. S—PEE (FHIEE) FBE (BFHIBE) EF. WRRENELGE (pattern ) £

£ SVEMRF, BIEMEBEEER
RApamal.

ESVP &, IBIEEEERE
ERDNE .

£ SVO &519h, 1IBIEMNIEEE =2
NhiE, ERIREE, m—1E
BRI DEE S Ut “REERYD
whia” .

£ SVOO &£t sh, KRRz
MR N EIE ( EEEIEMEEE
i5) , XMETERNEENIEX
n “WEERYEmE” .

£ SVOC 519, R¥pshislZfE/n
IREIEFIEEINEIE, XMAHE

- IEFIEANEERENE R ‘SRR
BRI .

H
N
it

H
v
o
o

\
/I

it

*-18-

\|
/i

1) The sun is shining.

3) They have arrived.

(1
(2) Prices are going up.
(3)
(4) Birds fly.

(1) The caris yours.

(2) He is in good health.

(3) All the students seemed pleased.
(4) Life is colorful.

1) | want this opportunity.

3) They finally won the game.

(M
(2) Nobody can answer this question.
3)
(4) | made a serious mistake.

(1) Tom lent me his bike.

(2) Someone left you this note.

(3) I'll return you the dictionary soon.

(4) Living at college gives me a sense of responsibility.

(1) We made him our spokesman.

(2) They painted the walls dark blue.

(3) The directors appointed him sales manager.
(4) We found the house empty.

. Hh A A E AR AMERGAY B, TR TR,
F548. BF7ZEE (coordinator) IBA NN LB RO EHMANEGF. FIEEDEES

and, but, so, for, or, nor, yet, #a0:

1.1 asked her to have dinner together, but she was too busy.

2. He studied hard, yet he failed.

£848. 25— 18— MU ENENTF . NE—RENEIEESE (subordinator ) « XEMF (relative
pronoun ) B X RE1E (relative adverb ) %5|S, XENDEFZEMENTD (FIENTD. EIENT. T 1B

MNBRERIENGD ) « EENDFRENG . F180:

1. Who will be our monitor hasn’ t been decided yet. ( EIENT )

2.1 am interested in what she is doing. ( EIEM\ A )

14



3. This is what we should do. ( FEMNA )
4. He made a promise that he would never come late. ( BIfiIENE )
5. He is the man who wants to see you. ( EIBEN A )

6. If you are not too tired, let” s go out for a walk. ( KIENE )

Communication

I. Indicate the sentence pattern of each of the following sentences by

writing 1, 2, 3, 4, or 5 in the parentheses.

1. Different people may have different ideas.

2. She lived very happily.

3. Jane is a college student.

4. The news made us quite angry.

5.1 bought him a nice car.

6. This movie is pretty interesting.

7. We'll go hiking.

8. We do believe that he is right.

9. The students like English.

10. They elected him their new president.

(
(
(
(
(
(
(
(
(
(

Il. Translate the following sentences into English using the given sentence

patterns.
1. %9 =30 mike k. (SV)

2. XISk RE, (SVP)

3. FHAREIRE—MHSEAA . (SVOC)

4. 4RIIBEE— 1 EE . (SVP)

5. BBIFRGEHRL T —RFE., (SVO0)

6. BN EFMb. (SVO)

7. BABETURRBIENR, (SVO)

8. KIHEBXBRMFESFE. (SV)

15
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Business Invitation Letters @555
PEESEENXIRTE. HFERVFEEEFE. KRE. AFHRBED. BiER. ®FESEF. HFES
BREMFBHEXAR . NI P ASIEERS SRERN—FMEENANS, BEHT. 559&9&'
SEBEISRIELL, BSEIBERANESEME . [EX, BERXITIUSELFZEHE . BEEFRE L,
RHEETELTAD:
1. FFLRSRFIE S LARALER, #4180 “Dear Mr. Smith,”
2. {E—RBIEE RS EEERIFEEMEIMEN, PTLURN SHWENEE RIERIWSERK.
3. IRBEBISHIBRY, ERIEIATERIRYEE.. AR, URFBTHEAHE. HEMbS, REEKEBIE
BRI BRI E .
4. BREANGHEESSINRHES .
5 BBIBERMNEES £ "8 (Bestregards, ) 7 3k “HEBD @AY H /& (We look forward to your
attendance.) ” , [t DBUEE RIS . BRAANERI D,
6. BBIBRFTEN TSR, EHENEF FENEFERS.

Sample:

Dear Mr. Hunter/Ms. Hunter,

I am writing on bebalf of ( K3 ) Alibaba Company to invite you to attend our exhibition ( /& Vi ) to be held at
the Hilton Hotel, Beijing from 4th May to 7th May this year. It will be our great honor ( % 3 ) to have you as our
guest. This exhibition will include all the newest products of our company. It will be a great chance for both of us to discuss
our future business cooperation ( &1 ) in detail (V¥ 403 ). We all look forward to your reply, and please feel free to
contact ( Bk % ) me if you have any questions. We will offer more detailed information when you attend the exhibition.

Yours sincerely,
Xu Chen

Vice President of Sales
Alibaba Company

Writing Practice
Suppose your company is going to invite your business partner, Mr. Green, to attend an opening
ceremony ( FFE&E=L ). Write an invitation letter to him. You should write at least 100 words according to the

guidelines given below in Chinese:

An Invitation Letter to a Business Partner
1. KPS ENRE;
2. RHARHAOZEDHE. iE. WaFER,
3 RBBLRESR BN REN;
4. FRREENHEE, FREaEECRR;
5. RBBUIRX S RIESN, SEEEINFRIER.

16
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Dear Mr. Green,

Yours sincerely,
(Your name)
(Your position)
(Your company name)

Topic:

Compare Common Ways of Communication

Group Work: The following are some common means of communication.

Please choose one of them and consider its advantages ( {ft# ) and disadvantages ( ~& ).

s

video chats

phone calls phone calls emails

Think about...

© Which do you most often use to communicate with other people;

© Whether you will communicate with others in different ways;

© Which is your favourite means of communication;

©O What are the advantages and disadvantages of the means of communication you prefer.
You may follow the procedures below:

Step 1: Discuss with your group members and decide which of the above ways you would like to focus

17



B SRR EE BEIE (£21R)

Step 2: Share your ideas and write them out.
Step 3: Each group makes a poster or PPT to show your ideas.

Step 4: Choose a representative ( {3 ) to give a presentation to the whole class.

18



