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HR manager ASEEIE orientation manual ANBRFAf
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electrical equipment FBB SRS CNC operator #ziR{ER

vehicle engine ZE4f5 |82 soasto NTMMES, LUEMES
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iBixHE

BRI FRDTESERTE

+1E (subject) M3 (verb)

My friends are waiting.

Nothing happened.

FiE &ia) £=1E (object )

The company sells mobile phones.

+iE &E) #ME ( complement )

My colleagues are very nice.

The factory became a club.




First Day at Work

FiE &fia) IKIE (adverbial )

The concert is tomorrow.

The photos lay on the table.

Fi5 i) =g =i

I will give you a tour of our factory.
Fi5 15 =i *ME

The project kept everyone busy.

The group made Simon their spokesman.
Fi5 i) = N

I put my card in my wallet.




Vocabulary power

(Warming up, Listening & Speaking

(1) Choose the best answer. iEFRESE,

1. Aronisa and he is responsible for repairing vehicle engines in the
workshop.
A. magazine B. machine
C. mechanic D. medicine
2. There are plansto a new bridge across the river.
A. construct B. constructor
C. construction D. constructive
3. Frankis a new employee at our factory, and he will our supervisor,
Mike.
A. employ B. shadow
C.learn D. happen
4. The department requires employees to wear a uniform to show the

company culture.

A.in work B. at work
C. after work D. out of work
5. —Grace, | have received a job offer.

—That’s great! I'm looking forward to hearing how you

A. get off B. get out C.geton D. get over
(Reading & Writing
(%) Fill in the blanks according to the given Chinese words. {RizE
RS AR ERIE]
1. Geta sound sleep at night, and you will feel (FBH7HRY) the

next day.
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2. |It's (IEERY) to be excited and nervous on the first day at work.

3. Jack walks straight to his (1AL ) without saying hello to his
colleagues.

4. |fyou want to make a good first (EA%R), you'd better wear
formal clothes to work.

5. Tom has a nice start and a(n) (5%BBAY) future in the HR
department.

rExtended Activities

(5 Fill in the blanks with the correct form of the given words.
FAFRéEiaRYIEMAZTUIESS

1. Clive was experienced in (operator) the machines.

2. AsanIT engineer, you have (responsible) for dealing with bugs
in computer software.

Peter installed the new equipment to ensure electrical (safe).

4. When the CNC operator begins to work, he should (examination)

the machine first.

5. (lucky), there was nothing wrong with his car.

Communication skills

1. —Nice to meet you, Frank.
A. Good morning B. Nice to meet you, too
C.That's good D. See you later



—How was your first day at work, Tony?

A.You're welcome B. Terrific
C. My pleasure D. It doesn’t matter

—Ma Xiao, | got a new job as an electrician yesterday.

A. Congratulations B. This is Frank, our senior technician

C. OK, thanks D. Sorry, I'm new here
— ?

—I read the orientation manual about the factory’s rules.
A.When did you begin to work

B. What did you do in the morning

C. How was your first day at work

D. Why did you arrive at work early

If you want to apply for the position as a mechanic, you need to

A Mechanic Wanted

Major in auto repair
Full-time, 5 days a week from Monday to Friday
At least 3 years' work experience

Tel: 86643068

A. work at weekends
B. email for more information
C. have 5 years' work experience

D. major in auto repair
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[7» Complete the conversation. #+£33iE (—=—id ).

Jim:  Hi,my1. is Jim, Mr Jackson's assistant.
Lee: Nice to meetyou.
Jim: Nice to 2. you, too. Here is an orientation manual.
It will help you understand your duties and our company culture.
Lee: 3. you. | will go through it later.
Jim:  Follow me. Mr Jackson'’s office is by that window. He will be your
supervisor. You can ask him any question.
Mr Jackson: 4. , Lee. Welcome aboard!
Lee: Hi, MrJackson.|am glad | will shadow you in the future.
Mr Jackson: Jim will give you a tour of our workshop. Always remember to
wear a uniform.
Lee: All5. , I'll change right now.
Grammar focus

1. The HR manager

A.is reading

C.to read

B. is read
D. be read

2. These meals provided by the company taste

A. well

C.to be well

3. I'dlike to give

A.you

C. yourself

B. to be good
D. good
_____some advice based on my experience.
B. your

D. yours



4. There great changes in this chemical plant in the past few years.

A.is B. are
C. will be D. have been
5. Peter's co-workers _______very nice.
A. work B. are
C.am D. have
6. Lee___ intwo years.
A.shadow he B. shadow him
C. will shadow him D. will shadow he

7. Frank found his first day at work

A. wonder B. wonderful
C. wonderfully D. wonders
8. MarkRichard ____ his work schedule.
A. talk about B. is talking
C. talks D. is talking about

9. Steve will give
A.your a tour of our factory B. you a tour of our factory
C. a tour of our factory you D. a tour of our factory your
10. Which of the following has a different sentence structure?
A.You have a nice start there.
B. The first day at work made me excited and nervous.
C. Ma Xiao deals with the bugs.

D. Betty remembered all his co-workers’ names.

(7> Analyse the elements of the sentences. HHaFH7 o
(S-EE v-ahd O-FEiE CiNE A-KIE)
Eg: The factory is amazing.
(s) (v) (Q)
1. Steve and Tony are railway workers.

c )y ) )
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2. These jobs benefit your daily life.
( ) ( ) ()

3. The employees arrived on time.

c ) ) )

4. Mr Zhang told me the location of the company.

)0 ) ()

5. |find my new job challenging but interesting.

() ) ) ()

[2) Complete the passage. {RiIE L FTXEZTALESELHAS, %A
ESRNRIENIERAZUES,
Today is my first day 1. work. | got up early and 2.

(arrive) on time. | dressed 3. (appropriate) to make a good first

4. (impress). In the morning, | read the orientation manual to learn

about the factory’s rules. Then my HR manager gave 5. () a tour of

our factory. In the afternoon, | started to work with my colleagues. My manager

introduced me to them. Frank is a senior 6. (technical) there, and he

ismy 7. (supervise). He works very hard. He is kind and a bit serious

sometimes. | will shadow him over the next three months.

It's terrific today. | got 8. (load) of information. My 9.

(colleague) are nice and the factory looks 10. (amaze). | think I will

have a nice start and a bright future here.



Reading for thinking

=z 3

Read the passages and choose the correct answers. X E, i%
FIERER.

| still remember my first day at work.

One day | got a call from the HR manager of the company that | had been
hired and was expected to join them the next Monday. | was very excited and
nervous because the first day at work was so important.

| did my preparations and reached the office 30 minutes earlier. Then |
contacted the HR manager and submitted my relevant documents. He told me
to sit on a couch and then he dealt with emergencies. In the meantime, one
employee looked at me and asked me if | was waiting for someone. | explained
that | was a new employee here. He congratulated me. | felt a little bit nervous
and noticed that my heart was beating faster! After 30 minutes, the HR
manager came back. He gave me three forms and the contract, and asked me
to fill them in. Then he took me to meet some colleagues and introduced me to
them. He showed me my workstation. Since it was my first day at work, | did not
have any particular task. | started feeling easy. | visited the company website
and learnt lots of new information about its service and product offerings.

| felt comfortable at the end of the day and my hesitation was removed.
| was very happy. The company was amazing and my colleagues were very

friendly.

1. What's the writer’s main purpose of writing Paragraph 1?
A.To ask a question. B. To give an example.

C.To introduce a topic. D. To provide a solution.
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What does the underlined word “submitted” mean?
A IR B.%>]
C.Z%E D. NER

What did the writer do after the HR manager showed his workstation?
A.He had a tour of his company.

B. He started to work with his colleagues.

C. He played computer games.

D. He visited the company website.

How did the writer feel at the end of his first day at work?

A. Excited and worried.

B. A little bit nervous.

C. Sad for not having any particular task.

D. Comfortable and happy.

What's the best title for the passage?
A. My first day at work B. My new office
C. My new colleagues D. My preparations for the new job

S

To win respect at work, a good place to start is good office etiquette. Here
are some tips on work etiquette.

Be on time. The first tip on work etiquette is quite obvious. Employees must
go to and get off work on time instead of being late or leaving early.

Dress appropriately. Wear formal clothes to work. It’s necessary to make a
good impression.

Use polite language. Communication is an essential part of work. In
communication, employees should pay attention to what they say and the way
they say it. Use polite language, such as “thank you’, “hello” and “sorry” to show
respect and a friendly attitude to the person you are talking with.

Avoid eating at the office. If there is a dining hall in the company,




employees need to avoid having meals at the office. The smell of food will stay
at the office for a period of time, which may damage the office environment

and the company’s image.

1. How many tips are mentioned on work etiquette in the passage?

A.3. B. 4.
C.5. D.6.
2. Which one is the first tip on work etiquette?
A.Be on time. B. Dress appropriately.
C. Use polite language. D. Avoid eating at the office.

3.  Why should we use polite language for work etiquette?
A.To show respect and a friendly attitude.
B. To make friends with other colleagues.
C. To benefit our daily life.
D. To hide ourselves quickly.
4. Which of the following is TRUE according to the passage?
A.To win respect, you can get off work early instead of leaving late.
B. Dressing appropriately will help make a good impression.
C. In communication, you should pay attention to what you say but not the
way you say it.
D. The smell of food is good for the office environment.
5. What's the main purpose of the passage?
A.To explain how to dress appropriately.
B. To show the importance of work etiquette.
C. To give advice on work etiquette.

D. To avoid eating at the office.

11
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Writing for practical use

[(I) Fill in the blanks according to the given Chinese text. {RiEFr

S[HNPYARE, STRREXANRFM.

TFEABANER T
a':% EEEILJ\
~e: EIRE

B2 BERFNZESE—,
ERZHE

B—=Fh, 8ATFAX.

BRI, REEER I TEAEMNEE.
T1EERSE

FERFYPLRIREBMEBE,

IBIRa R RN IR S ElER

B TEPHRIELZ =

i ZE R
R
IRABREARIF

Orientation manual of the engineering department

Departmental mission and value

Mission: To be the best.

Value: Customers and 1. come first.
Working hours and breaks

Five days a week from Monday to 2.

You must inform your supervisor two working days before asking for leave.
Job 3.

4, equipment and wiring in buildings.




Repair or replace broken equipment or parts.

Inspect the workplace routinely and maintain safety.
Requirements

Wear a(n) 5.

Follow the procedures.

() Write for workplace. 1RiEFRAIRT, TREMBSIE,
BaREzE%, (RIPBRAK (Ben ) WEINERBESEEIREREIN . 15
(RIRIELL MR R RENE .

excited and nervous

Ben'’s problems
don’t know how to behave

don't be late

dress appropriately

Your advice
get to know his co-workers

ask for help

BEOEE: 1. ARSI
2. {RAYEEIN;
3. %=

Dear Ben,

| heard you got a new job. That's great!

Yours,
Li Hua

13
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"4
WV SRR

B RiEEREN -ly B 88N . BI80: careful ( adj. )—carefully ( adv. ),

{Ree5E H Tt ER1aAOtE M Blal e Is?
PN . quick—
1. RaEbpEaE EEEN -ly .
different—
easy—
\ = NI angry—
2. ULy BRIEE |2y R, M-y Y
happy—
heavy—
olite—
ek ZHEEM Ay |
wide—
\ e .bl —
3.Lle ERIFER | possible
DHEE L e B | terrible—
oA -ly simple—
true—

TR aEeEEIySERE, BA2E1E, meEfaiE. W frendly (&
4¥89 ), lovely ( EJZAY ), monthly (&28HAY), lively ( Ze#E /A9 ), daily (&=
HAY )o
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