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Unit 1 Workplace

2

Warming-up

Task 1	 Work in pairs. Look at the following layout. Discuss with your partner and identify 
the marked rooms. 

Task 2	 Look at the above layout again. Mary is at the company gate. Please tell her how 
to find Mike and Jack in the office.                                	

1 washroom	 2 department manager’s office	

3 meeting room	 4 staff office	

5 multifunction meeting room	 6 hallway	 7 reception room

A       1         

E               

F               

G               

B               

C               

D               

Mike

Jack

MaryGate
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Language Points
Words and Expressions
Paragraph 1
fit in with: to live, work, etc. in an easy and 

natural way with sb./sth.
e.g.	He’s never done this type of work before; I’m 

not sure how he’ll fit in with the other people.
	 Our national policy fits in with the changed 

international situation.
reputation: n. the opinion that people have 

about what sb./sth. is like, based on what has 
happened in the past

e.g.	The school has a good reputation for 
examination results.

	 He earned the reputation of being a hard 
worker.

trendy: a. showing or following the latest trends of 
fashion

e.g.	My aunt always wears trendy clothes.
	 These jeans are quite trendy.
display: v. put sth. on show; show signs of having
e.g.	It is the first time the painting has been 

displayed to the public.
	 Her writing displays natural talent.
caution: n. being careful to avoid danger or 

mistakes
e.g.	You should exercise extreme caution when 

driving in fog.
	 He received a caution for being late this month.

Paragraph 2
pros and cons: the advantages and disadvantages 

of sth.
e.g.	What comment do you have on the pros and 

cons of studying abroad?
	 We weighed up the pros and cons of starting 

up our own business.
outfit: n. a set of clothes, especially one that you 

wear for a special occasion
e.g.	She was dressed in a white outfit.
	 On the opening ceremony of the sports meet, 

all of us wore sports outfits.
	 The football team members were wearing 

orange outfits.
compliment: n. a remark that shows you admire 

someone/something
e.g.	Thank you very much for your compliment.
	 He knew that he had just been paid a great 

compliment.
	 She took his acceptance as a great compliment.

Paragraph 3
for instance: for example
e.g.	What would you do, for instance, if you found 

a member of staff stealing?
	 His spelling is terrible. For instance, look at 

this word!
	 For instance, an electric fire is a relatively 

expensive method of heating a room.
casual: a. informal
e.g.	He was wearing casual clothes, not his school ones.
	 We don’t like his casual behavior.
professionally: ad. in a professional way
e.g.	She started playing golf professionally when 

she was 16.
	 Her voice has been trained professionally.
run into: meet, encounter
e.g.	We ran into a patch of thick fog just outside 

Edinburgh.
	 The project is running into financial difficulties. 

Paragraph 4
in question: being considered or discussed
e.g.	The woman in question is sitting over there.
	 The job in question is available for three 

months only.
setting: n. a set of surroundings; the place at which 

something happens
e.g.	It was the perfect setting for a wonderful 

Christmas.
	 People tend to behave differently in different 

social settings.
	 The old castle would have provided the perfect 

setting for a horror story.
hamper: v. prevent the free movement or activity of 

sb.; hinder sb./sth.
e.g.	Our progress was hampered by the bad 

weather.
	 The accident hampered the search for the 

missing child.
productive: a. producing or achieving a lot
e.g.	Agriculture and industry both become more 

productive.
	 There are a lot of productive workers in this 

factory.

Paragraph 5
take… into consideration: take account of; 

consider
e.g.	I always take fuel consumption into 

consideration when buying a car.
	 Your teacher will take your recent illness into 

consideration when judging your examination 
results.
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Task 2  

Task 3  

Key

1. F 	 2. F 	 3. F 	 4. F 	 5. T

Task 1

Key

1. C 	 2. D 	 3. B 	 4. F 	 5. E	 6. A

Paragraph 6
incorporate: v. to include something so that it 

forms a part of something else
e.g.	Many of your suggestions have been 

incorporated into the plan.
	 We have incorporated all the latest safety 

features into the design.
	 His picture had been incorporated without his 

permission into an advertisement.

Difficult Sentences

Paragraph 2

When you wear a fashionable outfit to work, there 
is a good chance that you will receive a lot of 
compliments on your outfit.

Analysis: There is a good chance表示一种可能，

后面一般跟一个由that引导的同位语从句，表示可

能会发生的事情。

Translation: 穿一套时髦的衣服去上班，很可能会

得到一堆夸奖。

Paragraph 5

The last thing that you want to do is get a bad name 
for yourself instead of compliments.
Analysis: The last thing的意思“最不适合的事”，

that you want to do是定语从句，修饰the last thing。 
Translation: 最不希望发生的是不但没有受到夸

奖，还落下坏名声。

Suggested Answers

Advantages Disadvantages
•  Dressing in the latest fashion may give you a 

reputation of being fashionable and trendy.
•  There is a good chance that you will receive a 
lot of compliments on your outfit.

•  Workplace fashion trends do not distinguish 
between jobs and careers.

•  Many workplace fashions are designed for the 
working population in general, not for specific 
careers.
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Words 

supplier /s5'plaI5/ n. 供应商

strive /straIv/ v. 努力，奋斗

demonstrate /'dem5nstreIt/ v. 展示；证明

ethical /'eTIkFl/ a. 合乎道德的，正确的；关于伦理的

outstanding /aUt'st{ndIÎ/ a. 杰出的，优秀的

obligation /"¡blI'geISFn/ n. 义务，职责

conflict /'k¡nflIkt/ n. 冲突；矛盾

violation /"vaI5'leISFn/ n. 违反；妨碍

claim /kleIm/ v. 要求；声称

privilege /'prIvIlIdZ/ n. 特权；特殊待遇

external /Ik'stÆ:nl/ a. 外部的；外来的

source /sO:s/ n. 来源；根源

potential /p5'tenSFl/ a. 潜在的，可能的

Task 1	 Decide whether the following 
statements are true (T) or false (F) 
according to the passage.

disclose /dIs'kl5Uz/ v. 泄露，公开

exception /Ik'sepSFn/ n. 除外，例外

financial /fI'n{nSFl/ a. 金融的，财政的

statement /'steItm5nt/ n. 财务报表；声明，陈述

accurately /9{kjUr5tli/ ad. 精确地；准确地

mislead /"mIs'li:d/ v. 误导

Phrases & Expressions

deal with  处理；解决

on behalf of  代表；做……的代言人

in connection with  关于，与……有关

adhere to  坚持，信守

engage in  参加，参与

	 1.	 Staff shall follow the rules and standards 
only when dealing with suppliers.

	 2.	 Employees shall treat different customers 
with different standards.

	 3.	 Staff shall observe honest and legal business 
practices at all times.

	 4.	 Employees shall sacrifice personal interests 
when representing the company.

	 5.	 Staff shall produce safe products and 
protect the environment.

Task 2	 Decide whether the following things 
are required (R) or not allowed (N) 
according to the passage.

	 1.	 Accept or claim cash, gifts or privileges 
from external sources.

	 2.	 Declare any potential conflicts of interest.

	 3.	 Disclose confidential information of the 
Company.

	 4.	 Repor t f inancial statements honestly, 
accurately and clearly.

	 5.	 Ask managers for a clear answer when in 
doubt.
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Task 2

Key

1. N	 2. R	 3. N	 4. R	 5. R

Task 1  

Key

1. F 	 2. F	 3. T 	 4. F 	 5. T

Language Points
Paragraph 2
strive: v. to make a great effort to achieve sth. 
e.g.	The movie star is striving to improve his public 

image. 
	 Strive for the best, prepare for the worst.
demonstrate: v. to show that you have a particular 

skill, quality, or ability
e.g.	At last she had the chance to demonstrate her 

musical talent. 
	 Recent events demonstrate the need of change 

in policy.
ethical: a. morally good or correct
e.g.	Is it ethical to use drugs to control prisoners’ 

behavior?
	 He had always prided himself on being honest 

and ethical.
outstanding: a. extremely good
e.g.	The girl who won the scholarship was quite 

outstanding.
	 Given the opportunity, she might well have 

become an outstanding artist.
conflict: n. disagreement; clash
e.g.	Your words are in conflict with the evidence.
	 The conflict between employers and workers 

has been long and bitter.

Paragraph 3
adhere to: to follow, act in accordance with
e.g.	Please adhere to the promise you have made.
	 They failed to adhere to our original agreement.

claim: v. to state that you have a right to sth. or to 
take sth. that belongs to you

e.g.	Now they are returning to claim what was theirs. 
	 You can only claim 100 dollars a day for your travel.
external: a. coming from outside a particular 

place or organization
e.g.	Such events occur only when the external 

conditions are favorable.
	 They did it in response to external pressures.
in connection with: concerning sth. 
e.g.	A man has been arrested in connection with 

the robbery.
potential: a. that can or may come into existence 

or action
e.g.	The new drug is a potential lifesaver.
engage in: take part in
e.g.	I have no time to engage in gossip.
	 My brother is engaged in business.
disclose: v. to make sth. known, especially after it 

has been kept secret 
e.g.	He refused to disclose his name and address.
	 The journalist refused to disclose the source of 

her information.
mislead: v. to make someone believe sth. that is 

not true by giving them false or incomplete 
information

e.g.	Don’t let his friendly words mislead you.
	 Their prices don’t include tax which has misled 

a few buyers.
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Listening & Speaking

Task 1	 Roy is talking with his supervisor about 
setting up a department meeting. 
Listen to the conversation and fill in the 
blanks with what you hear. 

Task 2	 Listen to the conversation about work 
shift and decide whether the following 
statements are true (T) or false (F).

Task 3	 Morris and Rachel are talking about 
appropriate dress in the company. 
Listen to the conversation and tick off 
the items that have been mentioned.

Task 4	 Listen to the conversation about water 
cooler chat and choose the best 
answer to each question you hear.

  High-heels	   Sandals

  Jeans	   Skirts

  T-shirts	   Sweaters

  Shorts	   Suits

1.	 The woman wants to discuss                               .
2.	 Wilson is                         this week.
3.	Wilson will be back to the office                        .
4.	 Roy has to check                         before phoning 

back.

1.	Shelly has a headache today.  
2.	The new shift-work system will be introduced 

next year.
3.	The first shift starts at 7 in the morning and 

ends at 2 in the afternoon.
4.	The man is eager to know which shift he 

will be on. 

1. 	A.	 The boss of the company.
	 B.	 The man’s friend.
	 C.	 The writer of the report.
	 D.	 The woman’s workmate.
2.	 A.	 It helps to increase the tension from the 

workload.
	 B.	 It  helps to ease the tension f rom the 

workload.
	 C.	 It helps to increase the workload.
	 D.	 It has nothing to do with the tension from 

the workload.
3.	 A.	 Mr. Blacksmith will be happy when he reads 

the report about the water cooler chat.
	 B.	 There has been too much water cooler chat 

in the company.
	 C.	 People should keep chatting at the water 

cooler for long.
	 D.	 People drink too much water and spend a lot 

of time in the bathroom.
4.	 A.	 The woman thinks that people have the 

right to the water cooler chat while the man 
doesn’t care about it.

	 B.	 The man thinks that people have the right 
to the water cooler chat while the woman 
doesn’t care about it.

	 C.	 Both the man and the woman agree that 
people are spending too much time chatting 
at the water cooler.

	 D.	 Neither of them thinks that people are 
spending too much time chatting at the 
water cooler.

Notes 

work out  找出；计算

on vacation  在度假

schedule  n. 安排

Notes 

shift  n. 轮班 
allocate  v. 分配

Notes 

water cooler chat 办公室闲聊 
ease  v. 减轻；消除

You bet! 当然；的确

Notes 

casual  a. 随便的；

非正式的

inspire  v. 激励；鼓舞
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Listening & Speaking
Task 1  
Script:
W:	 Roy, I shall work out a time to meet with your 

people to discuss the new project.
M:	 Do you wish everyone in the department to be 

there? Wilson is on vacation this week.
W:	 It would be best if everybody could be there. 

When will Wilson come back?
M:	 Next Monday.
W:	 How about sometime next week? 
M:	 Let me look at the schedule first. I’ll get back 

to you this afternoon.
W:	 Thank you.

Task 2  
Script:
M:	 Hi, Shelly, how are you today?
W:	 Well, I didn’t sleep very well last night. I’m 

having a slight headache now. 
M:	 I’m sorry to hear that. Hope you’ll be better 

soon.
W:	 Thanks. Do you know that a shift-work system 

is to be introduced next month?
M:	 Really? How will we be affected?
W:	 The system will affect everyone in our office. 

It will be on a two-shift basis—7 a.m. to 2 p.m., 
and 2 p.m. to 9 p.m.  

M:	 I wonder which shift I’ll be working on.
W:	 Why don’t we go and ask the manager?
M:	 I shall wait. Actually it doesn’t make any 

difference which shift I am allocated.   

Key

1.	 the new project	 2.	 on vacation
3.	next Monday	 4.	 the schedule

Key

1. T    2. F    3. T    4. F

Key

High-heels	 Sandals

Jeans	 Skirts

T-shirts	 Sweaters

Shorts	 Suits

√

√

√

√

√

√

Task 4 
Script:
M:	 A report says that there has been too much 

water cooler chat in the company recently. 
I don’t think Mr. Blacksmith will be happy 
when he reads it.

W:	 Well, the boss may not like it, but we do. It’s 
always relaxing to stay at the water cooler and 
chat for a while. It helps to ease the tension 
from the workload.

M:	 Yes, I agree. But haven’t you noticed that some 
of our workmates are spending too much time 
chatting around the water cooler?

W:	 You are right. I guess we need to come back to 
work once we finish our cup of coffee or tea. 

M:	 I don’t want our nice and pleasant water cooler 
chats to ever get the boss angry.

W:	 Neither do I. I think the point is that we keep 

Task 3  
Script:
W:	 What do you usually wear for work?
M:	 I don’t need to meet customers too often, so I 

usually wear very casual clothes in my office, 
like jeans and T-shirts. I feel more relaxed in 
that.  

W:	 What do you think of the dress code of a 
company?

M:	 Well, I think formal business clothes should be 
worn when meeting with customers and clients 
at scheduled meetings. That gives people a 
sense of trust and authority.  

W:	 Yes. By looking neat and smart, we’ll be able 
to gain the trust of customers. 

M:	 Right. But at other times, staff can wear 
business casual clothes. This includes dress 
shirts, collared sports shirts, sweaters or 
skirts. But shoes should be formal. I suppose 
casual sandals and slippers are not suitable in 
the workplace. 

W:	 And I think blue jeans, T-shirts and shorts are 
far too casual to be accepted in the office. 

M:	 I don’t agree on this. I think casual wear 
brings a sense of freedom in the office and can 
inspire us in our job. 

W:	 Maybe you are right.
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Task 7  
(Omitted)

Task 5  
Script & Key:

We all know that communication is the key to 
a healthy relationship in and out of work. Dealing 
with people can be very annoying, because each of 
us has a different view on life and how things ought 
to be. Try your best to speak to your boss, but in 
a polite and respectful way. Always remember 
that a good job is hard to find and one should be 
professional under all situations. 

Another brilliant way of dealing with your 
boss is by studying him. Notice the signals he or 
she sends; pick up on body language as well as 
spoken language. Figure out your boss’s agenda. 
Then, you’ll be able to read your boss better, 
understand what he or she is telling you and decide 
the best course of action. And don’t be afraid to 
ask your co-workers for help. 

Get yourself ready to help in the work, and 
always look on the positive side of things. If your 
boss says he or she needs something done, don’t 
say, “That’s impossible.” Say, “I’m on it.” If you 
were in your boss’s position, wouldn’t you want 
someone telling you that they’re on board and 
ready to help?

Key

1. A    2. B    3. B    4. C

chatting at the water cooler until it is too long.
M:	 Yes. Otherwise we might drink too much 

water and spend a lot of time in the bathroom! 
W:	 You bet! 
Q1:	Who is Mr. Blacksmith?
Q2:	What does the woman think of the water 

cooler chat?
Q3:	Which of the following statements is true 

according to the conversation?
Q4:	What are the attitudes of the man and the 

woman toward the recent water cooler chatting 
in the company?

Task 6  
  Suggested Answers

1.	 A: When can we have a meeting to discuss 
the new project?

	 B:	 Let me check my schedule first. I will call 
you later. 

2.	 A:	 Hi, Shelly. Why do you look tired?
	 B:	 Well, I work the night shift this week, 

which is from 10 at night till 6 in the 
morning. 

3.	 A: What do you usually wear for work?
	 B:	 I wear casual clothes, like jeans and T- 

shirts. 
4.	 A:	 Why do office workers like water cooler 

chat? 
	 B:	 For me, it helps to ease the tension from 

the workload. 
5.	 A:	 What is the dress code of our company? 

You know, I’m a newcomer…
	 B:	 All employees are supposed to wear 

formal business clothes. 
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Writing

Task 1 

Notice

Sample:
Notice

Kindly note that our Healthcare Center will be 
relocated to the following address with effect from 
September 1, 2014.

New address: 909 J 2nd Street North, 
Fulton
New York

Telephone numbers and fax numbers remain 
unchanged. 

Thanks for your kind attention and continuous 
support.

Key

5→3→4→1→2           

Task 2 

Sample:
Notice

Please be informed that Office Safety Training 
will be conducted from 2∶30 to 4∶30 this Friday 
afternoon in Conference Room 109. 

All staff are required to come. Handouts will 
be available after the training.

	 Jacky Tam
	 Office Manager
	 July 15, 2014

Task 3  

Sample: 

Notice
Please be informed that a three-day sightseeing 

trip will be arranged for all the staff in our company.
Time: May 28–30, 2014
Destination: Guilin, Guangxi Province
Itinerary: May 28 evening	� Train to Guilin, 

Guangxi Province
	 May 29 morning	 City tour in Guilin 
	 May 29 afternoon	 Cruise on Lijiang River
	 May 29 evening	 Free time in Yangshuo
	 May 30 morning	 Train back
Accommodation: Three-star hotels
Transportation: Train, bus and cruiser
Trip Fare: Covered by the company
Others: No family members allowed

Those who will participate please confirm 
with me before May 20, 2014.

	 xxx
	 Office Supervisor
	 May 15, 2014

T-U1组合CS6.indd   19 2/12/15   2:30 PM



T-U1组合CS6.indd   20 2/12/15   2:30 PM



T-U1组合CS6.indd   21 2/12/15   2:30 PM



T-U1组合CS6.indd   22 2/12/15   2:30 PM



Workplace Unit 1

T-12

Language Lab 

Task 1

Key

1. J	 2. I	 3. F	 4. H	  5. B	
6. G	 7. D	 8. E	 9. A    10. C

Task 2

Key

1. incorporate	   2. hampered	
3. displayed	   4. reputation
5. impartially 	   6. abused	
7. approve 	   8. violation
9. for instance	 10. underlies

Task 3

Key

1. You can display your company’s products if 
you go to the trade fair.

2. Despite severe discomfort. she remains 
actively engaged in helping those in need 
after the earthquake.

3. We can ensure the safety of the workers if 
we check the machines carefully.

4. To make sure the plan fits in with our 
arrangements, you need to have a discussion 
with him.

5. We have to rely on ourselves to solve the 
problem because they are very busy for the 
moment.
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Task 4	 Rewrite the following sentences 
after the models.

Task 5	 Translate the following into English 
using the given words or phrases.

Model 1: 

Before you rely on workplace fashion trends, you 
will want to take a good, close look at the trend in 
question.

Before relying on workplace fashion trends, you 
will want to take a good, close look at the trend in 
question.

1.	 Before you book a train ticket, you’d better find 
out if the time suits you.

	
	

2.	 After he had finished his paper, he checked his 
spelling very carefully.

	
	

3.	 He was very sorry, for he was late for school 
again.

	
	

Model 2: 

There are a number of pros and cons of relying 
on workplace fashion trends. Many people do not 
realize that.

What many people do not realize is that there are 
a number of pros and cons of relying on workplace 
fashion trends.

1.	 There are many kinds of animals in the zoo. 
That interests the children a lot.

	
	

2.	 The program will be put off. She said that at the 
meeting.

	
	

3.	 His son won in the match. Mr. Li was proud of 
that.

	
	

1. 公司所有规章制度都应严格遵守。(observe)

	
	

2. 和这些同学在一起我们应随便一些。(casual)

	
	

3. 上述所说的是一些在职场环境中非常有用的交

际技能。(setting)

	
	

4. 我们有一个专业的团队来营销我们的产品。

(professional)

	
	

5. 你知道今秋流行黑衣服吗？(trendy)

	
	

6. 与其求人，不如求己。(rely on)

	
	

7. 新车必须符合国家标准。(comply with)

	
	

8. 我们公司的一些年轻人可能会来寻求你的建议。

(seek)
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Key

Task 4

Model 1

1.	Before booking a train ticket, you’d better 
find out if the time suits you.

2.	After finishing his paper, he checked his 
spelling very carefully.

3.  He was very sorry for being late for school 
again.

Model 2

1.	What interests the children a lot is that there 
are many animals in the zoo.

2.	What she said at the meeting is that the 
program will be put off.

3.	What Mr. Li was proud of was that his son 
won in the match.

Task 5

1.	All the company rules and regulations must 
be strictly observed.

2.	We should be casual when we stay with these 
students.

3.	The above-mentioned are some communication 
skills that are very useful in an office setting.

4.	We have a professional team to market our 
products.

5.	Do you know black clothes will be trendy 
this fall?

6.	We would rather rely on ourselves instead of 
seeking help from others.

7.	New vehicles must comply with national 
standards.

8.	Some young people in our company may 
come to seek your advice.

Suggested Answers
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