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Unit 1 Organization Warming-up

L - >

Task 1 Look at the following and give the names of the
countries in which the companies are headquartered.
Car Companies % \
Germany Japan USA
Supermarket WAL*MART" Carrefour (9 @
Companies Ersve
Germany USA P. R. China
o — ‘ y
Mobile Phone - § 'é @
Companies SIS AWV
USA P. R. China Korea
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Task 2 List at least two companies for each type of the
following products.

Computer Sportswear
Air-conditioner Laptop Sportswear

_<Back ll Next> il Home
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What is a logo?

A logo is a graphical element that, together with
its logo type, forms a trademark or commercial
brand. Typically, a logo’s design is for immediate
recognition. The logo is one aspect of a company’s
commercial brand, or economic or academic entity,
and its shapes, colors, fonts and images usually
are different from others’ in a similar market.
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Task 1 Listen to the conversation between a receptionist and a

visitor. Then fill in the missing information.

Visitor No.

VISITORS: 12th September

First Name

Last Name

Company

AGD Construction

Jamie Saunders

Carol

Black

Lewis Printers

Michael Cornwall

JOD Technologies

Richard Sapir
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Task 1 Script

: Good morning. Can I help you?
: Good morning. I'd like to see your general
manager, Mr. Richard Sapir.
: Have you got an appointment with him?
: Yes.
: What's your name, please?
It's Ralph Sayers.
: How do you spell it?
My first name's Ralph, R-A-L-P-H.
: And your last nhame?
Savyers, that's S-A-Y-E-R-S.
: And what companv are vou with?

=2=22X=Z=zX=z Z=X=
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Task 2 Mr. White is meeting with Mr. Brown from the Head
Office. Listen to the conversation and match the
people below with their job titles.

Mr. Brown Sales Manager
Mary Secretary
Mr. Walker Production Manager
@ o0 —e “<Back J§_Next> § Home
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Task 2 Script

M1: Good morning, Mr. Brown. Nice to see you
again.

M2: Nice to see you, too, Mr. White. Your new
office building is really nice.

M1: Thank you. So what brings you here this
time?

M2: I've come to see your sales manager,
Mr. Walker. He's arranged a meeting for
tomorrow. By the way, where is his office?

M1: Don't worry. Come with me and I'll get
someone to take you there.

M2: That'll be areat.
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Business Know-how
Making a Company Introduction

A company introduction usually contains the
following information:
e History;

e Number of employees;

e Management structure & company culture;
e Products or services.

_<Back B Next> § Home
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Procter & Crarrmbile

P&G Profile

** Procter & Gambler, referred to as P&G and founded
in the year 1837, is one of the leading manufacturers
of consumer products. Our headquarters is located
in Ohio America, with employees nearly 110000
people worldwide.

“ P&G has operations in more than 80 countries, with
more than 300 brands on market in 160 countries.
These include beauty care, household care and
Gillette products. Three billion times a day, P&G
brands touch the lives of people around the world.
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“* Throughout our history of nearly 175 years,
our business has grown and changed.

**We will provide branded products and
services of superior quality and value that
improve the life of the world’s consumers,
now and for generations to come. As a
result, consumers will reward us with
leadership sales, profit and value creation,
allowing our people, our shareholders and
the communities in which we live and work

to prosper.



Unit 1 Organization Reading& Vocabulapy

.
Below is the company’s organization chart,
including all departments and their functions.

Board of

Directors
Chief Executive — Administrative
Officer Department

< Back [Home




Rk ZR &

AN Unit 1 Organization Reading& Vocabulary

“+ Board of Directors is the governing body of the
company.

“» Chief Executive Officer (CEO) works closely with the
Board to provide leadership for the company.

“» Administrative Department is in charge of drafting all
administrative documents, providing support and
service for the board and the CEO.

“* Production Department is responsible for the
development and manufacturing of products.
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“* Purchasing is in charge of the actual buying of all
items.

< Quality Control (QC) is to ensure the products are up
to certain standards.

** Research & Development (R&D) is responsible for
looking into new products and their design and the
improvement of the existing products.

“ Sales & Marketing Department is involved in
promoting and selling products.

< Accounting Department monitors the accounts of
the clients and the company.

“* Human Resources (HR) Department manages the
administrative aspects of the employees.
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< profile ['proufail] n. [C] (AW IT; M

< manufacturer [maenju'faektfore]  n. [C]n. #liERE; [
ZAWINE]

<% consumer [kan'sju:ma] n.JHE; HFP, W%

< headquarter ['hedkwo:ts] n. B

<» operation [ppa're1f(a)n] n. ML/

2 billion ['bljon] n. +1z; K& num. +1Zadi.
RRAD

< branded ['braend1d] adj. %4 TR PR IR, i LR

<% superior [su:'pIoris] adj. Lgety; LR
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< generation [d3ena're1f(a)n] N e 7 A

< reward [rr'wo:d] n. ;R3S BN

< shareholder [[eshaulds] n. 7% BEFAA

< community [ke'mju:nati] n. f#:1X; FLFEAE; Bl

<% prosper ['prospa] vi. B, EIE% DR

vt fF . 1'&*; ...... B, fE.LEE

<% organization [ 9:genar'zeijn] HA s B

< governing [‘gAvenin] adj. S = I 21| 121
NEpE Y AL

< executive [1g'zekjut1v] n. 2&H,; PITHE;

adj. 1T PATHY
< administrative [ed'ministroetrv]  adj. & FEKI, 1TEH
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< development [dr'velapm(a)nt] n. xE; TR; KB

L)

< manufacture [maenju'faektfo] vt fillid s s vi. HilliE n. HiliE,
il g

< purchase ['p3:tfos] n. %=k

< item ['artem] n. %Ak, WiH; —Hram EA8E)

% E%andard ['staendad] n. brdE; JKUE: adj. bndERT; SRS

< involve [In'volv] vi. B =W HkET; ot

<+ promote [pra'maut] vt (et #&H; TEH:; K7

< monitor ['monits] vi. 5% n. ImALds; W4 PEK

A/
0’0

client ['klazent] n. =5 i ZEAN
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“» Phrases & Expressions

< (be) referred to...as RN

<% look to T=, IRE, BE

<+ Board of Directors HHS

< Chief Executive Officer (CEO) HEPATE
< up to BE (H=, KPP

** Notes:

< Organization Chart: It shows the organizational
structure of a company and identifies responsibilities of
each department and relationships between
departments.
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Task 1 Decide whether the following statements are true (T)
or false (F) according to the P&G profile.

( P 1. P&G is one of the leading manufacturers
of industrial products.

(7 2. P&G provides products and services of
high quality to improve both consumers’ life and it's
own business.

( T ) 3. The Chief Executive Officer (CEO) makes the
top leadership of the company.

( F) 4. R&D is responsible only for developing new

products.
( F ) 5. Administrative Department gives orders to
the other departments. "< Back | Next> J|_Home |
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Task 2 The CEO of P&G received reports of the following
incidents. Help him decide which departments should
be held responsible for the problems described.

1. Three engineers in R&D didn't get their wages on time.
Human Resources Dept.

2. Several customers complained about a bad smell from
the company’s hair care products.

Production Dept.

3. There are several spelling mistakes in the new profile
on the company’s website.

Administrative Dept.

4. Two important clients called to ask for products with
new features and better designs.

Sales & Marketing Dept.

_<Back @l Next> B Home |
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< Subject-Verb Agreement(3ig —#)

o HEC T EE RS A EEEE A, A XS RIE R
F LW —2. BITESLEEF, BAEEIEGEEREME G (BAE)
LI R IEIESN IR B, LS R EERAEELIN, 55 H .

TIPS:

—. BRI

7E£ not only...but also, not...but , neither...nor,
either...or , there be... B)8 4, 18iE3h1A HAHARHY) F 12
KA TE o

Z EBEAEMEE, BERK, EIEHEHE; BEE, 4
Zn, FEHBE. . class, team, group, family,
audience(#TAX), government, company, crowd,
public, enemy, committee (FTRE) &
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=. BW 4 E A with, together with, as well as, rather
than, more than, but, except, besides, along with,
including, like SEZARMEER, 1BIE3NE S HIHEHT

FiE—2

JU. 24 each, neither, either U\ &2 B every, any, no, some
5 one, body, thing B EFIA R EIER, BiE3)
W HEE . 1H none MFIEMBEHBEEHIIT. HIl:
4 every, each, no i EiERt, EIffifand ZEEMEIE
, BB R

Fi. BFEERRKE, BEE, BE, MR, 5iE3)E HE
B, HAMEER, BERREE, E8FHLL
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N. ZEIER—MNMAE], AERESZ AR, BiE—RHE
. {HH and EEHNMAE NS ZEE, shENAE
B, BRAEFHEHE. 24 what, all (that) Sisuch 5| &
£6¥ME%N,%%%iﬁﬁﬁﬁ&%ﬁﬁ%%%%%

. B NMEHLAEABHEZ, AN, EZREERTIEE,
B8 FHBE

\. BIEMIRIRRFAENR PRI EIER, MERIEIE
N5 Fe AT R R E— B

Ju. EsEiEAP, mIAEIERN, J5HKI3)HE R B8R TE 5

FiERHE

T JLFEORRFRE £ 5EIERN—E
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MEMO

A memorandum, or memo for short, is a document
designed to be read quickly and passed along quickly,
often within a company or work group.

Memos achieve their goals by informing the reader about
new information like policy changes, price increases, or
by persuading the reader to take an action, such as
attending a meeting.

A memo should be brief, clear and accurate. The format
of a memo should include (information of the

recipient), (information of the sender), , and
SUBJECT of the memo, as indicated in the foIIowmg
sample.
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Task 1 Read and complete the memo with the given words.

appointed act inform place respect
MEMORANDUM (MEMO)
TO: All employees

FROM: Daniel Krammer, General Manager
DATE: August, 20, 2017
SUBJECT: Change of Sales Manager

< lam writing to you that Mr. Owen Smith, the sales
manager, resigned his position on August, 15, 2017. He
therefore has no authority to for this firm in any
from that date.
% Mr. Leo brown was the new sales manager by the
board to take the of Mr. Owen Smith.
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Task 2 You work in Quality Control
Department. You discovered that something
has gone wrong with a machine in a routine
test. Write a memo to Mr. Rick Smith, Quality
Control Manager, to report this matter and
offer a suggestion for a thorough check of
the whole production line.
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Work in groups. Set up a company and design the “"About Us”
page for your company’s website. The page should include your
company’s name, logo, profile, management and products. The
following sample is provided for your reference.

e Work in groups;
e Refer to Business Know-how for company
introduction;

e Include name, logo, profile, management,
products/services, etc.;

e Good time management and cooperation;
e In-class presentation.

_<Back B Next> § Home |
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Listening Comprehension

Listen to the conversation and decide whether the following
statements are true or false.

1. The man is going to have a job interview in the woman'’s
company.

True O False O

2. The man is meeting with the manager of the HR Department.
True O False O

3. The HR Department is on the 13th floor.
True O False O

4. The conversation took place in the office of the HR department.
True O False O
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Listen to the conversation and choose the best answer to each
question you hear.

1. A. A government office. B. A hotel.

C. An insurance company D. A travel agency
2.A.Gray B.Green C.Red D. White
3. A. The 3rd office on the right on the 5th floor.

B. The 5th office on the right on the 5th floor.

C. The 3rd office on the left on the 3rd floor.

D. The 5th office on the left on the 3rd floor.
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Vocabulary and Structure
Complete the sentences with the proper form of the given words.

1. P&G is one of the leading (manufacture) of skincare
products.

2. The company has __ (organization) a series of sales
roadshow(#1E)

3. Adam works in the Research and  (develop) Department.

4, (administration) Department provides support and
service for the board and the CEO.

5. Each year, millions of tons of coal will be = (consumer) in
this area.

6. People’s living standard has been greatly  (improve) in the
past 30 years.



B Unit 1 Organization My Progress Check

Fill in the blanks with the proper form of the given words

1. He lost one of the books which (be) borrowed from
the library yesterday.

2. Jack, as well as his relatives and friends, (hold)) a
party at home now.

3. The 29th Olympic Games in Beijing (be) held
successftully.

4. All but the one that asked for leave yesterday (be) here
just now.

5. On each side of the road (grow) a lot of tall trees.

6. Three hours with your old friends (seem) to be a
short time.
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words or

Translation
Translate the following into English using the given

phrase.

1. =i A s = AR

2. P NAHE

- .
— MY /.

FEHATEICT

(be involved in)

3.BUAERS K Al #7870 A

(promote

4. AT ~wE] A

)

- (be responsible for)

N A B T 3 S B

T IO Sty R HE A 7 i A R

1 |&

hAsRl

¥ . (be located in)
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Reading and Writing

Read the paragraph and write down your understanding of
the underlined part in about 50 words.

We will provide branded products and services of
superior quality and value that improve the life of the
world’s consumers, how and for generations to come. As
a result, consumers will reward us with leadership sales,
profit and value creation, allowing our people, our
shareholders and the communities in which we live and

work to prosper.
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