UNIT Career Ildeal and
Planning

After studying this unit, you will be able to:

» learn a better way to plan your career;

» know the importance of a realistic career plan;
» know how to write an email;

» learn how to be confident;

» get an insight into career planning.




Warm-up

Task 1 Work in pairs to discuss the following questions.

1 What factors should be taken into consideration when choosing a career?

When choosing a career, many factors should be taken into consideration, especially the following

ones: pay, subsidies, working conditions, career prospects, interpersonal relations, paid holiday, and

SO on.

2 Which would you like to choose? A low-paid job that you like or a well-paid but boring job?

Sometimes, a low-paid job is very interesting and may provide a prosperous future for me, which means

it won't be a low-paid job all the time. In addition, a low-paid job that | like may encourage me to make

great progress and improve my working efficiency in some ways. By contrast, a well-paid but boring

job may depress me in some ways, and then my career prospects might be ruined by it. Therefore,

[ would like to choose a low-paid job that [ like.

3 As a college student, how do you start to plan an ideal future career from now on?

Firstly, | will try to figure out what my ideal future career is. Secondly, | have to study hard to gain

enough knowledge and skills needed in the career. Thirdly, | may work as an intern in some relevant

organizations to gain some work experience after class. Lastly, | shall learn how to interact and

cooperate with others in daily life.

Task 2 Work in pairs to figure out the occupations of the people in the following pictures.

electrician athlete

farmer waiter teacher
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In-depth Reading

Topic Preview:

It is more important than ever to smartly evaluate
each step of your career in this competitive and ever-
changing world. However, planning your career is not
easy because too many factors beyond your control
will shape your choice. Therefore, some suggestions
are put forward in this text for you. One is to gain
transferable knowledge, and the other is to grow your

< network.

A Better Way to Plan Your Career

1 My students frequently ask me how I planned out my career to become president of Fidelity
Investments. I always tell them, “There was no grand plan; I backed into my career one step at a
time.”

2 In the years after I graduated from law school, I had no idea that I would ultimately become the
president of a financial services giant. I held positions as a law professor, a senior official at the
Securities and Exchange Commission, and a partner in a law firm.

3 But during these early steps in my career, I learned a great deal about myself: I found that I really
liked doing deals and managing people, rather than drafting regulations and writing articles. So I
accepted a job offer at Fidelity Investments in 1987, when it was still relatively young. I spent the
next decade climbing the corporate ladder; in 1997, for a complex set of reasons, I was chosen to
be president of the company.

4 What does my history suggest about career planning? You can’'t control the trajectory of your
career. There are too many factors beyond your control that will shape your job options—global
economic trends, political elections, and technological changes, to name just a few. So don’t
commit the hubris of thinking that you can determine your professional glide path. At each step
in your career, you need to ask yourself: What can I do next that will maximize my options in the
future?

Gain transferable knowledge

5 This process begins with the choices you make at school. You want your education to provide you
with the necessary skills and expertise to succeed in a wide variety of jobs. This means that you
need to make smart choices about the courses you will follow. I favor those that involve extensive
writing, rigorous analysis, or quantitative skills.
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Text Analysis

This text is about how to plan a career. In the beginning,
the author tells his personal story of becoming president of
Fidelity Investments. His story suggests that we can’t control
the trajectory of our career, but at each phase of it we need to
know what we can do to maximize our options in the future.
To plan our career in a better way, we are advised to gain
transferable knowledge and grow our network.

The text can be roughly divided into four parts. The first
part consists of Paragraphs 1-4, in which the author raises
the theme by telling his career experience. The second part
includes Paragraphs 5-8, analyzing how to gain transferable
knowledge. The third part consists of Paragraphs 9-10,
discussing how to grow network in career planning. The last
paragraph is the concluding part, stressing the theme of the
text, i.e., we should smartly evaluate each step in our career.

Detailed Study

Paragraph 1
1. plan out: ¥F.00%cHE, X
e.g. She has her career all planned out.
2. There was no grand plan; I backed into my career one
step at a time.
1) back into: AT ; (i) JFiB, (ff) IR
e.g. (D When all the other heirs died she backed into a fortune.
(2) He backed me into a corner at the big party.
2) atatime: FFK; &F—, KK
e.g. He runs up the stairs two at a time.

Paragraph 2

3. I held positions as a law professor, a senior official at
the Securities and Exchange Commission, and a partner
in a law firm.

1) hold positions as: $HT++ -+ JH55
e.g. He held a position as Sales Director in a large company.

2) law firm: AR50

Paragraph 3
4. But during these early steps in my career, | learned
a great deal about myself: I found that I really liked
doing deals and managing people, rather than drafting
regulations and writing articles.
1) do deals: 355
e.g. The partners already doing deals here would like to
keep it that way.
2) draft regulations: #2545, FERL S
e.g. We have spent three months drafting regulations on
greenhouse gases.
5. I spent the next decade climbing the corporate ladder;
in 1997, for a complex set of reasons, I was chosen to
be president of the company.

1) corporate ladder: Ml %5 T

e.g.Mark jumped off the corporate ladder to open a new
company.

2) acomplex set of reasons: — Z 4142 =) JE A

Paragraph 4

6. There are too many factors beyond your control that

will shape your job options...

1) beyond one’s control: out of one’s control # i - A fY)
AR, TR AT

e.g. The complicated situation is beyond our control.

2) shape one’s job options: 525 A AYHRL e

e.2. What we have learned in school will shape our job
options in future life.

Paragraph 5
7. a wide variety of: various of 25 Fl 45 AE 1
e.g. The service has been used by a wide variety of people.
8. quantitative: a. B, LAY, EEK
e.g. We combined them with quantitative criteria to get our
results.

[ #1)% ] qualitative: a. Fif%), PEFRY, MR

SERFIBOIRLR 54
I FRA A A 2 TR B AR M M 2 R
BREMLEAR . FBIEXRE R “BIHBA ST
FARRTHRI, Wk, A AL AR AR
T AL
2 MESBERLERIREEAE, BOFBRA B A D SR
N—F R F L AR TG Bt kr#dz. e
L5 R R E 7 A—Z AR 55 BT a O
3 RGN AT, FW ACAH TIRSH T
A A CARERERAME S AE B, A R A
L. S, Bk, 1987 AEFRIEA T NIRIE A 1 s
IRBBTEEM  1997 4E R — BB IR IEIN, Fepliey
HISBBTER ISR XE TR 4,
4 B NG D RUR BB A (TS R g7 B 5
Je: MRICIEEAEH A S BB A RBE . A RZ IR
WM N R, NEBREFHBE . BUAEE . SR
Hi, A ZEE AR AT APE B C B9 HRL K e 3%
TEHRL RSP i — 20, IREREEA ] T — L B
A REAER AR LU A O A7

ARFIT RS RN
5 XA IR MARTE A e £ PR I LT 4R T o
WAy BT 52 I3 221k A O ARARRE R AE A T AR B £
BRABIT I B0 b B T RIS RE, PRTE R R AR Y
P2 — 28, AR ZW MZS . KiHh - A
E A RERY ERTE o
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Paragraph 6
9. ... however, this narrow expertise probably won’t help

you in any other line of work. By contrast, if you take a
job...

1) any other line of work: any other occupations or jobs
FEMPHABA T, AT Al T AR

2) by contrast: #ILZ T, HZAHLL

e.g. By contrast, the stock price of this company has fallen
25% since March.

Paragraph 8

10. For-profit companies may be concerned about
hiring you if you have spent your entire career in the
government, for instance.

1) for-profit: a. HFIHEH

e.g.Jane has been running her own for-profit school in
southern Florida for 17 years.

2) be concerned about: fHilr; L, FET-

e.g. They are concerned about what the speaker will talk
about.

11. publicly traded companies: [/ ]

Paragraph 9

12. puzzle: n. N2 ik, FE]

e.g. The rise in accidents remains a puzzle.

[ #1)& ] puzzle: v. (fifi) K2, (ffi) K
puzzling: a. & AT, 4 AKEKY
puzzled: a. FRKIY, HRBAHL

13. web of personal relationships: A7 5 ¥

14. paraphrase: v. i, ok

e.g. Try to paraphrase the question before you answer it.

15. advertise: v. fi) 45, B4

e.g. To attract more customers, you can try advertising in
the local paper.

[ #7) ] advertisement: n. |45, B
advertiser: n. | H5Z P, BTN
advertising: n. | 45, [l B4

Paragraph 10

16. Of course, you can build your network to some degree
without changing jobs: You can attend conferences or
participate in committees at trade associations.

1) to some degree: fEHEFRFRE I

e.g. As for this issue, I agree with you to some degree.
[ 35 iA4H ] to a certain degree

2) trade associations: {1V M2, G ME:, LA

e.g.In April, five domestic trade associations advised
member businesses to lower prices.

17. But this sort of event-driven networking pales in
comparison with the deep bonds...

1) event-driven: a. ZH{ IR SN

e.g.In an event-driven system, events are produced and
publicized through a common channel.

2) pale: vi. ZRf5HMA
in comparison with: 5----+- MR
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pale in comparison with: 5------ A ELEb £

e.g. Sometimes, the effects of family background pale in
comparison with the influence of 1Q.
[ i SLim4H ] pale in comparison to

Paragraph 11

18. tough economy: £33 PRI MEHT 1]

e.g. We were in a discussion about competing in this tough
economy.

19. ever-changing: a. continuously changing % 4% %)

e.g. To keep competent in this ever-changing world, we
have to push ourselves.

20. form close bonds with: form close relationship with
e IR R

e.g. All the workers have formed close bonds with each
other in this workshop.

0 FEMEEREAE R, HRIBLEREILIRE— P H X
RIRATAE, XA B TR T —0 T iR
MR GE TAE, LA LUS A 7] BE A 31X 77 1H
ARG LI HR, A % Ml MR B PR R A
FH AT 8 TAEIFE B 45 AHIEZTR, WRARM
— {3 AT LASR e HL i 2 R B RE B0 A, ARAIBOL & R
HHE R,

7 EESTAERE - FPRB AR ERE, &
W AEARPR DR PIAR, WAESEE ., BRI E T AR
AR ], X 222y, Fop o T 3 NN R Y 22
UL SO ANEOA BRI —— 3 X B LA 72 2 Bk F N AT
ST Rl 55 KA 5 Bl

8 [k, AEAFZER A AL TS R B 2200,
ATRHEARR R 2 AR A 5. BN, PRIk — EAE
BUNERT AL, 82 LLE R B 8923 5 1 R AR
A RE A S b TN A B R A AL
A B9 e SR T B TR R 2 ok T IE IR FIIE S 52 5
Z RS IIRIRIETT o

P RZEb el

O FEART AT AR A R, b 2 R 5 R 2 2 TE]
MRR. AR IR REUEX R R AR A
e, MR BN AR A S, 24—
TAEBL RIS, WA B2 05| 7R —— B XA
Ble R AT

10 48R, Rt AT LLE i HAl Oy U sr A BRI R M,
A AEE W TAE, a2 80mA 5 5 b2
Mo, (B, FHFEZEET—ETAE, SRk
TSR MR R R, B A SRS X 4t
LRFARFERZ

1 FEXDETEATA, PRSI IR, B
PRAG O E % S R B ORW
A, WHLRUL, IR ZAE TR BB R R R ik
FERIRE o BAE AR R IOAT T A A AR 94
fE, BB EFET IR
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6 Once you have finished your formal education, search for jobs that will allow you to further
expand your transferable knowledge—to help you find your next job. Let’s say you take a job
putting together airplane leases. Within a few years, you could become the world’s expert on the
subject; however, this narrow expertise probably won’t help you in any other line of work. By
contrast, if you take a job that will expand your computer programming skills, you can greatly
boost your options for later steps in your career.

7 Gaining experience outside your home country is another way to develop transferable knowledge.
I lived for almost two years in Africa and have spent considerable time in England, Japan, and
China. Through those experiences, I learned to deal with different economic, cultural, and political
environments—which later helped me evaluate or start business units throughout the world.

8 Similarly, you can make yourself more attractive to more employers by working in different
types of organizations during your career. For-profit companies may be concerned about hiring
you if you have spent your entire career in the government, for instance. At the top levels of
management, publicly traded companies often fear that a senior executive at a private company
won't be able to adjust to the unique pressures of public shareholders and SEC mandates.

Enlarge your network

9 As you gain transferable knowledge, remember that that is only one piece of the puzzle: Your next
step should also help you expand your web of personal relationships with peers. To paraphrase
a slogan, “Organizations don't hire people. People hire people.” The more people you know, the
more people will think of you when a job pops open—even when it is not publicly advertised.

10 Of course, you can build your network to some degree without changing jobs: You can attend
conferences or participate in committees at trade associations. But this sort of event-driven
networking pales in comparison with the deep bonds you can develop with your colleagues by
working, conversing, and traveling with them.

11 In this tough economy and ever-changing world, it is more important than ever to smartly
evaluate each step in your career. To prepare for whatever surprises lie ahead, try to make choices
today that will maximize your options in the future. Gain transferable expertise—in the classroom
or at work—and form close bonds with your peers and colleagues.

(701 words)

Words election /i'lek[n/ n. the process of choosing sb.
for a position, especially a political position, by
grand /grnd/ a. 1. a grand idea or plan is voting 1E2¢, #E1E (JUHE MED)

impressive because it tries to achieve a lot ZZAKHY,
FHY ; 2. impressive and large or important -
WY, BB, KA

trajectory /tro'dzekt(o)ri/ n. 1. the way in which
sth. develops over a period of time & JEHLiE, &

technological /teknoa'lndzikl/ a. connected
with technology BHE i

hubris /'hjuibris/ n. the fact of sb. being too
proud e, %

JEHEFE ; 2. the curved path of sth. that has been glide /glaid/ n. a continuous smooth movement
fired, hit or thrown into the air #&, b 1547, Wsh, W# v. move smoothly and quietly
W17, W 3h
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maximize /'maksi,maiz/ v. (BrE maximise)

1. increase sth. as much as possible {di3% Jinz fx
KBREE ; 2. make the best use of 743 FIfH, &k
FRBEEFIH

transferable /trens'fairobl/ a. that can be moved
from one place, person or use to another AJ#%£%

(4, A, nIEEIER

extensive /ik'stensiv/ a. 1. involving a lot of
information or details | 3Z 9, | 1#AY ; 2. very
large in amount or degree K], FK[H)

rigorous /'rigoras/ a. done carefully and with a
lot of attention to detail J#ELAY, 4HELAY

analysis /o'nalosts/ n. the detailed study of sth.
in order to know more about it, the result of the

study (XFFHIEY) 7387, 7Hr4s

quantitative /'kwontitativ/ a. connected with
the amount or number of sth. rather than with
how good it is ZLHE 1Y, FAKM, & wi

lease /lits/ n. alegal agreement that allows you
to pay to use a building, a piece of equipment,
etc. for a period of time (5= BIEA S5 1)) f144,
(it d

contrast /'kontra:st/ n. a noticeable difference
between people or things, the fact of comparing
two or more things to find the difference 25,
XFEG, X AR

considerable /kon'sid(o)rabl/ a. great in amount,
size M40, XKW

for-profit /for: 'profit/ a. aiming to make a
profit & FIPERY

shareholder /'[es houlda/ n. an owner of shares

in @ company or business B4

mandate /'mandert/ n. an official order to do
sth. CIERHY) 4, $84

puzzle /'pazl/ n. sth. that is difficult to understand
or explain A ik, SEin]

paraphrase /'paro freiz/ v. express what sb. has

said or written using different words, especially
to make it easier to understand f#RE, Btk

New Applied College English
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pop /pop/ v. 1. appear suddenly ZERHER ; 2. make
a short explosive sound or cause sth. to make this

sound (fifi ) & HiEfER

advertise /'&dvo,taiz/ v. tell the public about a
product or a service in order to encourage people
to buy or to use it 1, B E

conference /'konf(o)rons/ n. a large official
meeting, usually lasting a few days, at which
people with the same work or interests discuss
their views (I ) 18, W2

committee /ka'miti/ n. a group of people who
are chosen, usually by a larger group, to make
decisions or to deal with a particular subject ZE 514

converse /kon'v3:s/ v. have a conversation with
sh. IR, R

Phrases and Expressions

plan out plan carefully and in detail #&.00%HE,
E=31)
back into 1. get sth. by chance 4145 ; 2. move

backward or make sb. move backward (i) J5iE,

(fif) FHR
agreat deal alot fRZ, %

be concerned about 1. be worried about fH.(» ;
2. be caring about ., 75T

to some degree to some extent, partly 7& 57
FEE
in comparison with when compared with

e A H

Proper Names

Fidelity Investments /fi'deloti m'vestmonts/

(RH) &ixgEr

Securities and Exchange Commission (3[E)

A 22 i 2x (4RmsIECh SEC)

o




| T T —6— (T

Comprehension

Task 1 The following are eight statements related to the text. Each statement contains
information given in one of the paragraphs. Identify the paragraph from which the
information is derived.

(11) 1 ltis very important to intelligently evaluate each step in your career.

(8) 2 Companies seeking profit may be hesitant to hire you if you have spent your entire career
in the government.

(4) 3 You can't control the path of your career, but you can do something to increase your
options in the future.

(9) 4 You may get more job opportunities if you have a broad network.

(5) 5 You need to smartly choose the courses that you will follow in order to gain the necessary
skills and expertise.

(7) 6 Gaining experience abroad is also a good way to develop transferable knowledge.

(6) 7 Jobs that will allow you to further expand your transferable knowledge are helpful for
you to find your next job.

(10) 8 Sometimes, you can grow your network without changing your job.

Task 2 Complete the following summary according to the text. Write no more than three
words on each line.

SUMMARY

e After graduating from law school, | held positions as a law professor, a(n)
senior official at the Securities and Exchange Commission and a partner
in a(n) law firm, and learned a great deal about myself.

e There are many factors that will influence your job options. You cannot

Personal
experience

determine your professional glide path.

e At school, you shall smartly choose the courses that you will follow to

gain the necessary skills and expertise to succeed in a lot of jobs.

Gain transferable | ® At work, one way is to look for jobs that will let you expand your

knowledge transferable knowledge. Another way is to gain experience in other countries.

e Similarly, you can make yourself more valuable to more emplovers by
working in different kinds of organizations during your career.

® You can enlarge your network of personal relationships by attending

Enlarge your conferences or participating in committees at trade associations.
network ® You can establish deep bonds with colleagues by working, conversing, or

traveling with them.

; e To prepare for whatever surprises lie ahead, try to make choices today
Conclusion i o ] :
that will maximize your options in the future.

UNIT 1 Career Ideal and Planning 7
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Follow-up Exercises

I Vocabulary

Task 1 Match the following words in Column A with their synonyms in Column B.

Column A Column B

1 puzzle //A careful

2 considerable B examination
3 analysis C agreement
4 conference7< D confuse

5 rigorous ~—— E meeting

6 extensive F significant
7 lease :\:></\:\//G order

8 mandate —— ~H farreaching

Task 2 Complete the following sentences with the words given below. Change the form
if necessary.

lease ‘ analysis ‘ advertise ‘ converse

paraphrase trajectory puzzle committee

If you want to attract more customers, try advertising on WeChat.

Try to paraphrase each word and then translate it into Chinese.

The two men were conversing on music and opera.

The committee has / have decided to close the restaurant for financial reasons.
My career seemed to be on a downward trajectory in some sense.

Under the terms of the |ease, you have to pay maintenance charges.

The book is a(n) analysis of poverty and its causes in this country.

0 N O Ul A WN =

The deeper meaning of the poem remains a(n) puzzle to all readers.

Task 3 Fill in the blanks in the following passage by selecting suitable words from the
word bank. You may not use any of the words more than once.

In the academic world, it's to publish or to perish; getting papers accepted by the right journals
can make or break a researcher’s career. But beyond an easy tenured position, it's difficult to
(1) __ G success. In 2005, physicist Jorge Hurst suggested the h-index, a(n) (2) _ O  way to
evaluate the success of scientists via their publication record. This score takes into (3) __ D both the
number and the quality of papers a researcher has published, with quality accepted as the number of
times each paper has been (4) __ ) in peer-reviewed journals. H-index is commonly (5) _ H in
tenure decisions, making this measure an important one, (6) __ C  for scientists early in their career.

However, this index only measures the success a researcher has achieved so far; it doesn’t show

their future career (7) __A . Some scientists stand out after publishing a few (8) _ N papers; by

8 New Applied College English
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(9) |, others make slow progress with a slow start. So how can we estimate what a scientist’s
career will look like several years down the road? A recent article in Nature suggests that we can
(10) __ M scientific success, but that we need to take into consideration several attributes of the

researcher (such as the breadth of their research).

A) trajectory B) smartly Q) especially D) account

E) analysis F) career G) measure H) considered
I) contrast J) cited K) attributes L) conference
M) predict N) considerable  O) quantitative

Il Sentence Structure

Task 1 Combine two short sentences into a long one after the model.

Model:
You have finished your formal education. You search for jobs that will allow you to further
expand your transferable knowledge.

- Once you have finished your formal education, search for jobs that will allow you to further expand

your transferable knowledge.

1 You start a task. You must bear it through.

Once you start a task, you must bear it through.

2 She gets to know everyone else. | am sure she will be happy here.

Once she gets to know everyone else, | am sure she will be happy here.

3 The project is completed. Opening hours of this theatre will be extended.

Once the project is completed, opening hours of this theatre will be extended.

Task 2 Rewrite the following sentences after the model by using the comparative degree.

Model:
You know many people. Many people will think of you when a job pops open.

~ The more people you know, the more people will think of you when a job pops open.

1 You work hard. You will make great progress.

The harder you work, the greater progress you will make.

2 There is much air inside the tire. There is great pressure in it.

The more air there is inside the tire, the greater pressure there is in it.

3 She flatters me much. I like her little.

The more she flatters me, the less | like her.

UNIT 1 Career Ideal and Planning 9
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Il Translation
Task 1 Translate the following paragraph from Chinese into English.

HRO IR — PR B R, B ROl AR — 1 A | 72 TR ATRERY A2 1k
DL e B AR . AT AR R A KI5 1 fo ) — D T C—— TARURAI A DU
EIRAAS AL LR T H T A R L2y R n— e $R B R G ER s e REA ) S B2

Career planning is a lifelong process, which includes choosing an occupation, getting a job, arowing in

the job, possibly changing careers, and eventually retiring. Planning a career should start from long-term

thinking. The most important step is to understand yvourself—your values, your goals, and your dreams.

The next step is to see what opportunities are available. Lastly, you should find the opportunities

matching your interests or skills.

Task 2 Translate the following paragraph from English into Chinese.

Career planning is an ongoing process. Many occupations have the potential to satisfy your career
ideal. Once you have clearly defined what you are looking for in a career plan, you will find that there are
a number of occupations that match your goal. You will probably adjust your career plan several times
during your working life. In this sense, the typical person entering the workforce at the age of 25 will
have as many as five or six different occupations by the time of retirement.
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The Importance of Having a Solid Career Plan

1 Almost everyone has some sort of significant goal or aspiration they hope to achieve in the future.
For a significant number of people, this includes some type of long-term career plan or dream job
that they would like to obtain. While these major objectives may seem difficult or even impossible
to achieve, they can appear much more manageable through the use of a career plan.

2 The future can provide an extremely uncertain ride, but having a solid career plan in place can
serve as a reliable road map to get you wherever you would like to go.

Career planning helps us grow

3 Having a realistic career plan in place is often an essential part of our personal growth and
development. Without goals to strive for, most people find it difficult to stray from the easy norm
or to gain skills which make them a more valuable commodity in the business world. By planning
for the future and setting a specific timeline for accomplishing the things you want to achieve,
you will find that your career plan is an effective way to ensure you never lose motivation along
the way. Between the accountability of having fixed objectives and the inspiration you’ll receive
when you attain your goals, your career plan is an opportunity to maximize your true potential.

Unlikely you will fall into your dream job

3 4 If one of the important destinations in your future is a much-desired job or position, a career
plan truly is a road map to help you reach it. Job search engines are full of available positions, but
often the most desired and competitive dream jobs require a significant amount of prerequisite

experience or education.

UNIT 1 Career Ideal and Planning 11
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It’s very rare that someone will simply fall into their dream job. Most commonly, it takes years of
planning, work and even a little bit of luck to develop your current situation into the career of your
dreams. By isolating exactly what you’ll need to accomplish in order to be a candidate for the job
you truly want, fulfilling the needed tasks will become much easier and your chances of success
are much higher.

Do you want to work forever?

6 Having a realistic career plan in place is not just about work. In fact, a great career plan should
have a much longer view. Unless your dream job is something that you want to do every single
day of your life, your career plan can also be used to determine the steps needed to smoothly enter
into retirement down the road.

7 By incorporating a rudimentary knowledge of financial planning into your career goals, setting
yourself up for retirement through proper savings and the allocation of investments will serve as
a great way to wrap up your long-term career plan. Working in your dream job may be where you
would like to see yourself in 10 years, but what about when you're in your 60s or 70s?

8 Career planning may intimidate some people who are unsure about the direction. They would
like to take decades down the road. Instead of being a set-in-stone list of rules and objectives you
must follow, your career plan should instead be viewed as simply a way to get what you want. As
frequently as our wants and needs change, the tasks we must accomplish in order to achieve them
change just as fast. Having a career plan can help you design your future the way you would like it,
but can also be flexible enough to change when your personal ambitions and goals do.

(588 words)

Words material that can be bought and sold &

timeline /'taimlain/ n. a horizontal line used to
represent time, with the past toward the left and
the future toward the right Bf[aj2k, B2k

aspiration /,@spa'rerfn/ n. a strong desire to
have or do sth. &3, f#iff, &

obtain /ob'tein/ v. get sth., especially by making
an effort (JLIR4:557)) 3K4%, wits

manageable /'manidzabl/ a. possible to deal

with or control FIFEAAY, AL FE

accomplish /o'kamplif/ v. succeed in doing or
completing sth. 5£h%

attain /a'temn/ v. succeed in getting sth., usually
after a lot of effort (W #6553 1/5) 4%, 152
r.eallsltlc fra :Stlk/ T|' " b;;ﬁ%rjj;;ts;ndbl prerequisite /pri:'rekwozit/ a. that must exist
S A] -
?tuatljonstas; eydrea y a‘zeth#* ﬁth t al]l € or happen before sth. else can happen or be
o understand and accept things as they really are , ]
! done SEHiy, LAY
SEBRIN, B
fulfilling /ful'filip/ v. causing sb. to feel satisfied

str‘lve /strarv/ v. try very hard to achieve sth. 4577, and useful AR 0. 3 ARSEAT 2 X 1
a3k, S

tray / / £ he ol H rudimentary /rurdi'ment(9)ri/ a. dealing with
stray jtrey m.ove away ro.m the place where only the most basic matters or ideas &R, &
you should be, without intending to 2}, {25 A

commodity /ko'mpdati/ n. a product or a raw
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allocation /,&lo'kerfn/ n. 1. an amount or share shows all the main roads and motorways in a
of sth. that is given to sh. or used for a particular region JE &, 32 E

= N
purpose JrHCEE, Jil#ksK ; 2. the process of fall into start doing sth. by chance ({#4X) JF44
deciding to give an amount or share of sth. to sb.

AL, AV, Kk develop into change to or grow up into #2454,
, RIERCH

wrap /rap/ v. cover sth. completely in paper or

other material, for example when you are giving incorporate... into add or include sth. as a part

it as a present {1, B GGLY%) of sth. else ¥+ ABIFA

set... up for prepare... for (fff) fE4F1HERT
Phrases and Expressions

road map 1. a plan or a set of instructions about
how to do sth. f§=FiT%l, #5§85; 2. a map that
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0 Further Reading

Detailed Study
Title

1. a solid career plan: a firm or reliable career plan —>

CIE AL AN G564
Paragraph 1

2. some sort of: A
ZETE S AT Y some type of AT

3. a significant number of: a great number of RZ, 14,
K

4. long-term: a. IRy, KLY
[ 5z SCin] ] short-term: a. %5 HH 11

5. (some type of ) dream job: ( F-Ff ) BEAEMY T A

Paragraph 2
6. The future can provide an extremely uncertain ride,

but having a solid career plan in place can serve as a
reliable road map to get you wherever you would like
to go.

1) have... in place: have, possess #i1f5, HA

¢.g. You should have a good model in place.

2) serve as: play the role of 7524, +H/T:

e.g. The girl would like to serve as a female flight attendant
on the airline.

Paragraph 3
7. Without goals to strive for, most people find it difficult
to stray from the easy norm...

1) strive for: fight for, work hard for, struggle for %% J14+Hi

e.g. Both countries are striving for peace in the region.

2) stray from: s
[ [F 3234 ] deviate from

e.2. You cannot stray from the values that you hold most
deeply.

8. fixed: a. established, constant, defined #ifi & %)

e.g. The students have a fixed amount of time to learn new
concepts.

Paragraph 4

9. much-desired: a. very keen, eager 3 & E )

10. a significant amount of: a great deal of K1, RZ

Paragraph 5

11. It’s very rare that someone will simply fall into their
dream job.

1) %4JH, someone will simply fall into their dream job
AT EIEER, it B ER,

2) itis very rare A] AYRf# A : it is almost impossible,

e.g. It is very rare for the average person to get denied.

12. By isolating exactly what you’ll need to accomplish
in order to be a candidate for the job you truly want,
fulfilling the needed tasks will become much easier and
your chances of success are much higher.
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%), by 515 J7 2R 1, what you’ll need to...
you truly want J& isolate ¢ FE1H M A), 11 fulfilling the
needed tasks EIAE SR TEAE AT 1 FiE
Paragraph 6
13. Unless your dream job is something that you want to do
every single day of your life, your career plan can also
be used to determine the steps needed to smoothly enter
into retirement down the road.
1) R it AR R B T
2) down the road: used for talking about the future and
what may happen ¥k, 45
e.g.Several years down the road, you might find it quite
different.
[ #1)% ] go down the road: FEHBLHs, IRFEM
by road: & %-
in the road: 474 %
on the road: ¢ -
along the road: 5%

Paragraph 7

14. By incorporating a rudimentary knowledge of financial

planning into your career goals, setting yourself up for
retirement through proper savings and the allocation of

investments will serve as a great way to wrap up your
long-term career plan.

1) AR AT AR

2) incorporate... into: -+ ZIA I A

e.g. It allows you to incorporate the existing technologies
into application.

3) rudimentary: a. LRI, FEAHY

e.g. The tracing capabilities are rudimentary, but will be
sufficient for our purposes.

4) set yourself up for retirement: AiEIRVEUER
[ #i )% ] set yourselfup as: AR, HAH

set up house / home: %58, MK

5) wrap up: complete &3 5E il

e.g. Let us wrap up this series of articles.

Paragraph 8

15. set-in-stone: a. — ALY

e.g. It is advised to use the book as a source for ideas, not as
a set-in-stone complete guide to life.

16. As frequently as our wants and needs change, the tasks
we must accomplish in order to achieve them change

just as fast.

1) justas fast BH “—HFER7, HJSHHET as our wants
and needs change.

e.g. An enemy might come out of nowhere and then vanish
just as fast.

2) [HZE % we must accomplish in order to achieve them A
FETE A, &M the tasks.

o

N EINL L S
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N,



A S RIS IR R
I LA N R BB RETE AR SR 2 A b
ok, XMRZATM S, XA H bRl ) f fE AL
KA A B AR Sy L E A R HAR T AR, B4R
T 6 TR H AR LT e L S B BR A A AT e S B,
RO AL AT DA A 5 5 42
2 AR RARK, (R—An] 5 A B A
Il —iK LR IE], BERER T IRBAMT AT/ AR 2L Y
SF:

IO A% B BT ki £

3 USRI FATH A AR A K
Kt ah 2, MRBA AL BbR, REBRE
oy BT DR EEARME L BRREAE R AL 2> 2 T
ITE BN ERIBRE . T AR A ML B B 5
BLEBR I BAAIITRIZE AR 2x S BRI MR B R A
Tt Sfad e AR S B A RO R . I SE F AR
JE AR ST, B HARSE IS Z 2 A8, X
S0 1) WP A ) R B 1 e R B Hb A 4R A R
BRI VIE

RSB LA IF SOk 24 5

4 AR I E B F AR Z — AR — 1 FAR A
A, IR AL HUI ECA 2 B RS2 8 FAR B9 5 R
SRPUERT % EARZ IR, (HRZ B
W51 71 EL5E A A AT R X SR A ) AR
BMAFTRAEHEZ IR,
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50 AR NRERSIRIN 5 28 R BRAE Y T AR . 3l
W, VR ZAEMILAER R 2000, ek, H=
EHFE— K AB R, IR BT AE B A R
WITIa AR, h TR HIER R TAE, JREHE
e AT 55 B B R, SRR S e S B A
5, IHIHLARME R

PRAE— B TAHE 5052

O — USRI P AR T AR
S b, — RO RZ S IEA EOKE  BR
FEREAE A TAERAE b — KA B3, &
D7 HEA T MR AL el 3 157 32 7% i A A )5 3R
KRB BL

7 WO RS N 55 R A R
T8 RAF AN B B A O RIB ARG R, iX
JE RO A P AR B — s ARk 4R,
WHFIRII R A O BRAR A AR, (HRHESAE
N2 R A BLIE 7

8 ORI AT RES IR R — 2B 2 TAE T L H4EE
IR BB H AR R IT I BN o AN AL ALK
B A A B — B A2 Hi 3t DAY LU B BE Y AR
BN AR AN AR T T ERATTAY T
TR W R AR, BT LA SE X SEAS AR T A6 25
BOE IS MR A B S Al Bl AL AT 5 1l
Fel 18 A S BRI Bt AR, wATFEN A
FGFN bR R A AR A R AT
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Comprehension

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

(F) 1 Asolid career plan cannot help people a lot because the future is extremely uncertain.

(T) 2 A career plan is an effective way to make sure that you are always motivated to achieve
your goals.

(F) 3 Most jobs demand that candidates have plenty of work experience and have accepted

higher education.

It's very often that someone will simply fall into their dream job.

A realistic career plan is not just about work, and it should have a very long-term view.

A long-term career plan doesn’t involve proper savings and the allocation of investments.

People who are uncertain about their career direction might be afraid of having a career

plan.

(F) 8 A career plan can help you design your future, but it cannot be flexibly changed when
your personal ambitions and goals change.

N o b~

Level-up Exercise

Task Please list the benefits of career planning and the reasons for doing it.

Benefits Reasons
+ Helping us to grow mature. + A career plan is an effective
+ Helping us to design our future. way to ensure that we will never
+ Helping us to gain a much broad lose motivation.

view of life. « A career plan can serve as a

reliable road map to get us
wherever we would like to go.

« A career plan can be used to
determine the steps needed to

smoothly enter into retirement.

14 New Applied College English




| T T —6— (T

Vocational Listening and Speaking

Task 1 Listen to a long conversation and choose
the best answer to each question you have just
heard.

1 A.Taking management courses.

o)

. Teaching English at a university.
. Doing marketing work.

C

D. Studying for a degree in French.

A.She wants to get a higher salary.

B. She wants to be close to her family.
. She doesn't like the job in Geneva.

. She has gained enough work experience.

C
D
3 A.Call the man again a couple of days later.
B. Read the advertisement again for more details.
C.Send a CV to the company and wait for an
interview.

D. Find more information about the position.

Word Bank

marketing /'ma:kitig/ n. Hii%EH
fabulous /'febjulas/ a. #hfH
arrangement /o'reindzmont/ n. “ZHE
detailed /'dizterld/ a. #4149

Task 2 Listen to two passages and choose the
best answer to each question you have just heard.

Passage One
1 A.Job security.
B. Good working conditions.
C. Recognition.
D. Attractive wages and benefits.

2 A.Let them work as individuals.
B. Let them work as family members.
C. Treat them equally.
D. Let them work as a team.

3 A.They are not accepted easily by administrators.
B. They concern a small number of people only.

C. They will not bring real benefits to the staff.
D. They are beyond the control of ordinary workers.

Passage Two
4 A. Gaining experience in a job.

B. Finding passion in a career.

C. Finding friendship in a career.

D. Finding chances to promotion in a career.

5 A.Make sure your occupation is a good fit for you.
B. Make sure you find a perfect occupation.
C. Make sure you love your occupation best.
D. Make sure you will succeed in an occupation.

6 A.Finding your passion.
B. Doing some homework.
C. Finding career satisfaction.
D. Making wise choices.

Word Bank

head over heels 5S¢4, %
beat oneself up TIKAT
infrequently /in'frizkwontli/ ad. RZH H

Task 3 Listen to three recordings of lectures or
talks and choose the best answer to each question
you have just heard.

Recording One
1 A.To thank Madam Machel Graca for her invitation.
B. To remember Mr. Mandela at the Nelson
Mandela Centre of Memory.
C. To show his pleasure in the trip to South Africa.
D. To celebrate a special evening with President
Mandela.

2 A.He met President Mandela a number of years
ago.
B. He has been to South Africa many times.

UNIT 1 Career Ideal and Planning
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C. This is his first official tour on behalf of the
Queen.
D. He knows very little about President Mandela.

3 A.To unlock the huge talent among the youth
in South Africa.
B. To improve the living condition of the
disadvantaged young people in the world.
C. To encourage young people to pursue their
dreams in South Africa.
D. To promote the economy in South Africa.

4 A.The impact that President Mandela had on
South Africa.
B. The time to visit South Africa again.
C. Protecting South Africa’s natural heritage,
especially its critically endangered animals.
D. Empowering the next generation of engaged
South African citizens.

Word Bank

eloquent /'elokwant/ a. HEREHY, A A1)
momentum /mau'mentom/ n. ek
incredibly /in'kredabli/ ad. MELLE(FHE, % Hb
hospitality /, hospr'taleti/ n. 4%, B

Recording Two

5 A.Highlighting the mental health of children.
B. Prioritizing the physical health of children.
C. Helping teachers solve their problems.
D. Assisting parents to prevent problems.

New Applied College English
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6 A.To render children enough love and care.
B. To give all children the space to build their
emotional strength.
C. To provide children with happy homes.
D. To listen to and trust their children.

7 A.Later in their lives.
B. When they are on campus.
C. Early in their lives.
D. When they get married.

Recording Three
8 A. More than 180. B. Less than 100.
C.17. D. More than 150.

9 A.To choose the path of compromise and
consensus.
B. To inspire new sustainable development.
C. To take flexible action.
D. To prevent global emissions.

10 A.Food and water security.
B. Lower global emissions.
C. Economic stability.
D. International peace and security.
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Vocational Listening and Speaking

Task 1 Transcript

: Hello, this is Jenny and I’m calling to apply for the position of Sales Assistant in your company.
: Hello. Could you tell me something about yourself?

: Yes. I’'m 25. I’ve been working abroad for two years.

: Where have you been working?

In Geneva.

Oh, Geneva. And what have you done there?

: Marketing.

Why do you want to come back?

: Well, I am really wishing to be closer to my family.

I see. So how do you plan your career as a salesperson?

Y

I am very interested in international trade because of my work experience abroad. And I think I
will be an excellent sales manager someday.

: That is fabulous! And what foreign languages can you speak?

: French and Italian.

: OK. I think you are a good candidate for the position.

Thank you so much. So will I have a formal interview later?

222 =2

: That’s sure. Could you please send us a CV as soon as possible? And I will reply to you telling the
specific arrangements.

: No problem. I am really looking forward to the interview.

: Fine. Do you have any other questions?

: No, I don’t. The advertisement is very detailed.

: OK. See you then. Goodbye.

W: Goodbye.

S =

Questions 1 to 3 are based on the conversation you have just heard.
1. What has the woman done in Geneva?

2. Why does the woman want to find a job in her own country?

3. What is the woman asked to do in the end?

Task 2 Transcript
Passage One

It is commonly accepted that things like good labor relations, good working conditions, good
wages and benefits, and job security motivate workers. But one expert argues that these things do not
motivate workers, they are just some satisfiers.

Motivators, on the contrary, include things such as having a challenging and interesting job,
recognition and responsibility. However, even with the development of computers and robotics, there
are always plenty of boring, repetitive and mechanical jobs, and lots of unskilled people who have to
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do them. So how do managers motivate people in such jobs?

One way is to give them some responsibilities, not as individuals, but as a team. For example, some
supermarkets combine office staff, the people who fill the shelves, and the people who work at the
checkout into a team. And let them decide what product lines to stock, how to display them, and so on.

Many people now talk about the importance of a company’s shared values or culture, with which all the
staff can identify. For example, being the best hotel chain, or making the best, the most user-friendly, or the
most reliable products in a particular field. Such values are more likely to motivate workers than financial
targets, which ultimately only concern a few people.

Unfortunately, there are only a limited number of such goals to go around. And by definition, not all

the competing companies in an industry can seriously try to be the best.

Questions 1 to 3 are based on the passage you have just heard.
1. What can actually motivate workers according to the passage?
2. How can people be given responsibilities?

3. Why are financial targets less likely to motivate workers?

Passage Two

Many authors have written books and articles that stress the importance of finding your passion when
you choose a career. Some career experts say your work must be meaningful. You won’t be satisfied if it
isn’t. They say it should inspire you. It has to be your calling. I am not surprised some of my clients don’t
think it’s good enough to like what they do. They’ve heard repeatedly they must be head over heels in
love with their careers.

You should stop worrying about trying to find your passion. If you happen to come upon a career that allows
you to do work about which you are passionate, that’s great. Stop beating yourself up about it if you don’t or
you will never feel satisfied with your career choice. You can have a very successful career that involves doing
work you enjoy—not necessarily love—but at least like.

The key to achieving career satisfaction is to make sure you choose an occupation that is suitable for
you. Make sure it is a good fit for your personality type, interests and values. You should have a talent or
natural ability for it. You need proper training that will allow you to do your job well. Having certain soft
skills will let you succeed in your career. These are personal qualities you are either born with or acquire
through life experiences.

Remember that even when an occupation is a good fit for you, if you don’t enjoy most of the day-
to-day activities, you won’t enjoy your work. Don’t expect to like every single task for which you are
responsible. Chances are you won’t. Nobody does. If you dislike doing something that is only a small part
of your job or something you have to do only infrequently, you will be OK. Do your homework before
you choose an occupation to find out if it is a good match for you. Remember, there’s more to career

satisfaction than finding your passion.

Questions 4 to 6 are based on the passage you have just heard.
4. What do many books and articles stress according to the passage?
5. What is the key to achieving career satisfaction?

6. What is more important in a very successful career according to the author?
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Task 3 Transcript
Recording One

Thank you very much. Good evening, everybody.

First, I would like to thank Madam Machel Graca for inviting me to join you all this evening. It is a
huge pleasure for me to be here at the Nelson Mandela Centre of Memory to remember Mr. Mandela, in
the company of those who knew him best.

It is not for me to try and put into words the impact that President Mandela had on South Africa, or
a generation across the globe—those far more eloquent than I have already done so. However, I was
fortunate enough to meet him a number of years ago and I have treasured that memory ever since.

Although I have been to South Africa many times, this is my first official tour on behalf of the Queen.
I have been keen to see how Mr. Mandela’s values and his legacy are inspiring the next generation and
shaping the future for South Africa.

I have visited a number of fantastic organizations over the last four days, supporting some of the most
disadvantaged young people across the country. These organizations, although very different, are united
in ambition: to unlock the huge talent among the youth in South Africa regardless of background or
circumstances and crucially on World Aids Day, the status of their health.

These organizations, which include the Nelson Mandela Foundation, are empowering the next
generation of engaged South African citizens. This innovative centre for memory opens up history to
help guide the future. I am sure Mr. Mandela would be pleased to see such great work being carried in his
name, giving inspiration to so many.

I also know that President Mandela worked tirelessly to protect everything that is special about this
beautiful country for all future generations. To that end, I was pleased on this trip to lend my support to
the conservationists who are fighting to protect South Africa’s natural heritage, especially its critically
endangered animals. Much of this work is a burden that South Africa bears on behalf of the entire world,
and there is a gathering momentum to support you in this urgent task. I was pleased to be able to discuss
this with President Zuma this morning and share my hopes for the future.

I can think of no better way of ending my visit to South Africa than by joining you here this evening
to remember Mr. Mandela as we approach the anniversary of his passing. I know he is missed by a
generation, a nation and most keenly by his family. However, he will never be forgotten.

I would like to end by thanking all the South Africans I have met over the last few days for their
incredibly warm welcome and hospitality. I look forward to seeing you again soon when I no doubt visit
this beautiful country again. And now I have to catch a flight.

Thank you.

Questions 1 to 4 are based on the talk you have just heard.

1. Why was the speaker invited to deliver this talk?

2. Which of the following statements about the speaker’s visit is NOT true?
3. What’s the ambition of the organizations that the speaker visited?

4. What did the speaker discuss with President Zuma?

UNIT 1 Career Ideal and Planning  16-T3

| o |




| T —6— (T

Recording Two

Thank you, Catherine, for that kind introduction. I was delighted when I was asked to help open
today’s conference. I want to start by saying a big thank you to all of the head teachers here today. I know
how much is asked of you. The fact that you are all committing your valuable time to support Place2Be,
and prioritize the mental health of your students is something that all parents should be grateful for.

I often get asked why I decided to spend time highlighting the mental health of children. I imagine my
answer might be similar to many of yours.

I know that I was lucky. My parents and teachers provided me with a wonderful and secure childhood
where I always knew I was loved, valued and listened to. But of course many children aren’t so lucky.
I am sure you will agree that all children deserve time, attention and love from the adults in their lives.
These basic qualities are so much more valuable than the always changing material and social concerns
that can seem so important to young people. As today’s theme reminds us, many children—even those
from stable, happy homes—are finding that their heads are just too full. It is our duty, as parents and as
teachers, to give all children the space to build their emotional strength and provide a strong foundation
for their future.

Of course, not all children have a strong family. Many will arrive through your school gates feeling
a real lack of love and devotion in their lives. This often leaves them feeling insecure and without
confidence and trust in the world around them. That is why your work is so important.

Parents, teachers and other school staff need the tools to help these young people early in their lives.
And the earlier, the better. It is proven that early action prevents problems later in life.

Imagine if everyone was able to help just one child who needs to be listened to, needs to be respected,
and needs to be loved—we can make such a huge difference for an entire generation.

As head teachers, you have the chance to reach tens of thousands of children during your careers, and make
an impact on such a great scale. Thank you for making the work of Place2Be part of your mission. I hope you
know how much your work is valued.

Thank you and I look forward to the rest of the afternoon.

Questions 5 to 7 are based on the talk you have just heard.

5. What is this talk talking about?

6. What’s the teachers’ and parents’ duty according to this talk?

7. When do parents and teachers need to help young people who feel insecure?

Recording Three

Ladies and Gentlemen, you are here today to write the script for a new future, a future of hope and
promise, of increased prosperity, security and dignity for all.

In September, at the United Nations, you adopted an inspiring, new sustainable development agenda
with 17 sustainable development goals, endorsed by all the people of the world. You showed your
commitment to act for the common good. It is now time to do so again.

More than 150 world leaders have come to Paris and are here together in one place, at the same time,
with one purpose.

We have never faced such a test. A political moment like this may not come again. But neither have

we encountered such a great opportunity at this time. You have the power to secure the well-being of this
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Task 4 Work in pairs to make a conversation according to the situation given below,
using the useful expressions given in the box if necessary.

Situation: After studying the two texts in this unit, Andy and Sophie start to think about their future career and
now they are talking about each other’s career planning on their way home.

Useful Expressions
Questions and answers about career e The most important thing to me is...,
planning: because...
e What is your ideal career in the future? e The most important thing | expect to get
e \What would you like to be in several years? from my career is...
e What is the most important thing you

expect to get from your career? Suggestions on career planning:
e Do you want to get a quick promotion? e | strongly advise you to...
e | would like to be a(n)... in the future. e You shall study hard in class and gain
¢ Infive years, I'd like to be a senior manager some work experience after class.

of the industry. e You'd better consider...

and succeeding generations.

I urge you, distinguished leaders, to instruct your ministers and negotiators to choose the path of
compromise and consensus and if necessary, flexibility. Bold climate action is in the national interest of
every single country represented at this conference.

The time for brinkmanship is over. Let us build a durable climate regime with a clear rule of the roads
that all countries can agree to follow. Paris must mark a decisive turning point.

We need the world to know that we are headed to low-emissions, climate-resilient future, and that
there is no going back. The national climate plans submitted by more than 180 countries are as ours.

Today is a very good start. But we need to go much faster, much farther if we are to limit the global
temperature rise to below 2 degrees Celsius.

The science has made it plainly clear. Even a 2-degree Celsius rise will have serious consequences for
food and water security, economic stability and international peace and security.

That is why we need a universal, meaningful and robust agreement here in Paris.

Questions 8 to 10 are based on the recording you have just heard.
8. How many world leaders have come to Paris?
9. What does the speaker urge the distinguished leaders to do?

10. Which of the following is NOT the consequence of a 2-degree Celsius rise in temperature?
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Practical Writing

Emails

Email is sometimes written as “e-mail.” It is a system, in which computer users can exchange
messages with each other by using a communication network. Email servers accept, forward,
deliver, and store messages. There are many servers available to send and receive emails, including
Gmail, Hotmail, Outlook, and so on.

An email often consists of two major parts: the heading and the body. The heading should
include the following items: To (the email address of the addressee), From (the email address of
the sender), Cc (carbon copy, for an addressee or some addressees to whom the sender wants to
send a copy of an email), Bec (blind carbon copy, for an addressee or some addressees receiving a
copy of an email without letting the other addressees know that), Subject (the theme of an email)
and Attachments (files which go with an email). The body includes such elements as salutation,
text, complimentary close and signature, which includes the sender’s name, title and organization,
if necessary. When writing and sending an email to someone, you’d better take the following tips

into consideration:
1 Make sure that your email address is suitable

The email address that you use should refer to your real name, which allows the addressee to

identify you a lot easier. Never use your nickname or a different username.
2 Keep the subject concise

The subject is what allows the addressee to quickly identify your purpose of writing the email.
Therefore, you’d better keep it as short and simple as you can, and stick straight to the point that

you want to propose.
3 Use proper salutations

Be sure that you always refer to the addressee by name. If the addressee has got a title, be sure
to use it with the last name. This is the standard greeting in an email, which is always followed by
a comma or a colon. If you don’t know the addressee’s name, simply refer to him or her as Sir or
Madam (for example, “Dear Mr. Smith,” “Dear Madam,”).

4 Keep the body simple and short

The body of an email is similar to that of a letter. But it is usually shorter and simpler. If the

body is too long, some parts of it can be sent as an attachment.
5 Have a proper complimentary close

The way of closing an email depends on how your relationship is with the addressee. There are

a number of ways to conclude an email (Yours sincerely, cordially, respectfully, etc.)
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6 Have an appropriate signature

If you’ve got a certain job title that you want to project onto people, make sure that you include
it alongside your name at the end of a business email.
In a word, a formal email would have no errors, grammatically or textually. Make sure that

your email looks nice and aligned before you send it.

Sample:

Addressee
T lihua@xxxx.com Carbon
7 copy

Blind carbon Cc: xyz@xxxx.com
copy 1 B abc@xxxx.com

From: John Smith <johnsmith@xxxx.edu.cn> .

Subject: Thanks for th Sender

ubject: Thanks for the position
Subject e

Dear Mr. Li,

As we discussed on the phone, | am very pleased to
accept the position of Marketing Manager with the
company. Thank you for the opportunity. | am eager
to make a positive contribution to the company and to
Body 4«1 work with everyone there.

As we discussed, my starting salary will be £3,000, and
insurance and housing fund benefits will be provided
after three months of employment.

| look forward to starting employment on April
25, 2016. If there is any additional information or
paperwork you need prior to then, please let me
know. |, again, extend my sincere gratitude to you.

Closing
e Yours sincerely,

Signature «—4 John Smith
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Task 1 Suppose that you are a junior at a university studying public relations and hope to
work as an intern at Jones Public Relations this summer. Complete the following email to
Mr. Jones.

To: rjones@jpr.com

From: alamb@xxx.edu.cn

Subject: Application for Internship

Dear Mr. Jones,

| am a junior at xxx University studying public relations and | am very

interested in pursuing a career in marketing.

| would like to offer my services and show my interest in pursuing an

internship at Jones Public Relations this summer. | am one of the top students

in my major, and | have also received merit scholarships and participated in

many extracurricular activities, such as Best Buddies. Most importantly,

my experience in the position of Vice President of Communications allows me

to develop my social skills. You may contact me via phone or email, and | look

forward to hearing from you. Thank you so much!

Sincerely,

Andrea Lamb

Task 2 Write an email to your friend Mark to send congratulations on his winning the
scholarship to Pittsburg State University.

Dear Mark,

| take great pleasure in sending congratulations on your winning the

scholarship to Pittsburg State University.
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While I'm not a little surprised, I'm all happy to get the good news. | know

you have got excellent records for all the courses you took through your own

industriousness and perseverance. It is really a great achievement to you

to achieve the goal you set for yourself. I'm really proud of you. Warmest

congratulations.

Yours,

Zhang Hua

;/
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Workplace Communication Skills

How to Be Confident

Confidence is all about being certain in your life no matter what you experience. Learn to be
more confident, and you will have a fulfilling and rewarding life.

We all experience the same difficulties of life like paying the bills, keeping healthy and staying fit,
reconnecting with our spouse and raising our children. As Jim Rohn says, “The same wind blows on
us all.” What separates an insecure person from a confident person is how they handle each and every
situation in their life. It’s the direction that you take matters when a difficulty comes up. You can either
travel backward or travel forward the direction you want to go in. When you’re able to live in alignment
with your deepest values and beliefs in life, your self-confidence and inner being will be nourished. Try

the following ways that can help to make you confident and get over any uncertainty in your life.
1 Perfect your posture

How you carry yourself communicates a lot to other people, so make sure you’re telling them
that you’re confident. Keep your shoulders back, your spine straight, and your chin high. Walk with
purpose instead of dragging your feet, and sit up straight. When you look like a confident person

on the outside, you’ll be approached as one by the world around you.
2 Smile genuinely

Keep your grin in easy reach—you’d be surprised how even a small smile can disarm many a social
situation and make everyone feel more comfortable. If you’re worried that your smile is fake, keep it
small. A fake smile can be spotted from a mile away. On the other hand, if you’re genuinely happy to see

someone—or just happy for the chance to show your confidence—give a smile from your heart.
3 Make eye contact

Making eye contact can work wonders on how others perceive you. Don’t be afraid to meet the
gaze from someone else; it not only shows that you are a person worthy of communicating with, but

tells them you respect them, acknowledge their presence, and are interested in the conversation.
4 Have approachable body language

If you see a person huddled in the corner pretending to play games on their mobile phone, are
you going to come up and say hello? Probably not. If you want others to approach you, make sure
you’re approachable.

If you have your arms and legs crossed, you’re telling others that you’re not interested in

welcoming them. Same goes for your face and hands—if it’s clear you’re preoccupied with

something else (be it a thought or your cell phone), people will take the hint.
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5 Recognize your talents and good qualities

No matter how down you feel, try to pat yourself on the back a little and remember the things that you
are good at. Focusing on your better attributes will distract you from perceived flaws and will boost your
sense of worth. Think of your good qualities in looks, friendships, talents, and most of all, personality.

Having confidence isn’t a finish line you cross once, and the process won’t always move forward—
there will be days when you feel like you’re starting from square one. Take a deep breath, remember

the self-confidence hurdles you’ve already cleared, and resolve to keep going. In the toughest times, it is

good to make it your duty to pat yourself on the back.

Task Suppose that you are going to have an interview for a job. How to prepare for it?
Here we go! Now work in pairs, and you’re going to play the role of an interviewee while
your partner is going to be an interviewer. Try to be confident in the interview.

You may do it following this process:

Greet and introduce each other.

As an interviewer, prepare these four questions: Can you tell me something about yourself? Why do you
want to work here? Where do you see yourself in five years? What are your expectations of our company?
As an interviewee, find answers to the questions above.

Design a conversation (an interview) between the interviewer and the interviewee by using the questions
and answers that you have prepared.

After that you are going to present the interview in front of the class.

When conducting the interview, you’d better pay attention to the following aspects:
Appear confident and act confidently;
Design a well-organized and logical presentation;

Be sure to speak correctly and fluently.

This part is to help students find out how to be confident in an interview. It is essential for them to learn that

if they look confident, eventually they’ll feel confident too.

When designing the interview, they should pay special attention to appearing confident and acting

confidently. The correctness and fluency of language cannot be neglected. Furthermore, they should make sure

that the interview can be finished within five minutes.

4 4 4 4 <4 < <«

The teacher may guide the students to conduct the interview as follows:
Introduce the task to them and clarify the requirements;

Help each student find a suitable partner so that they can cooperate pleasantly;
Help them find out the proper answers to the questions;

Recommend some materials to them;

Help them rehearse the interview;

Randomly invite several groups to perform their interview in front of the class;

Comment on their performances positively and try to give some constructive suggestions to them.
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Workplace Exploring

Work in groups of five, and suppose that you are a career planning counselor while the
other four are your clients. The following are some target careers that your clients want to
achieve. Give them some constructive suggestions on how to plan for those careers. Take
turns to do the activity.

No. 1: Health care investment banker. Health care investment
involves the vast majority of bulge bracket banks, with a range of
talent competing in this area.

1. You'd better acquire a bachelor's or master's degree in biology:

2. You have to learn enough financial knowledge;

3. Try to gain a broad skill set that you can apply to business.

No. 2: Post-MBA private equity professional. Private equity firms
have switched their attention from analyst recruitment to the post-
MBA hiring.

1. Try to gain some special academic achievements, such as being a top

ranked analyst or passing the accounting exams;

2. Try to gain some useful financial experience in a top investment bank;

3. Be sure to be a winner in your personal interests.

No. 3: Compliance analyst. No list of top finance jobs would be
completed without a nod to the skills in compliance.

1. You'd better earn a bachelor's or master's degree in business, law or

a field relevant to the industry in which you want to work;

2. Try to have a good command of analytical and problem-solving skills:

3. Try to master excellent writing and speaking skills.

No. 4: Financial advisor with sticky clients. If you are a private
banker or financial advisor with lots of clients and assets, there will be
a lot of firms that would like to talk with you.

1. Try to acquire abilities to establish trust with sticky clients;

2. Try to take online information and social media as marketing tools;

3. Learn to encourage your clients to make a financial plan and build the
discipline to stick to it.
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A Glimpse of Culture

Work Experience: Choosing to Go Abroad

Working abroad will not only help you develop skills in your chosen area, but will be great
experience appealing to potential employers, who are likely to be looking for someone with
something extra—they want a well-rounded person with “life” skills who can easily adapt to
different environments. There are loads of companies to choose from, and loads of countries you
can work in. The world is your oyster, but the downside is that it will cost you, and there are
extra issues to take into consideration.

Hidden costs

It's worth bearing in mind that sometimes these placements have extra costs associated with
them. Most companies won't include, for example, flights to and from the country, but they may
include insurance. Sometimes they won't include certain meals or visas. Make sure you check their
website carefully, or speak to a representative about what is included and excluded from the price
before you book a placement.

Health comes first

As with traveling anywhere, it's important to take care of your health—you’ll be of no use to
anyone if you fall ill! If travel insurance is not already included in the price of your placement, make
sure you sign up for insurance that will cover you for the length of your stay.

Research the company you want to go with

Sometimes the company you
go with can make or break what
should be an incredible learning
experience. Check message
boards and online forums for
information on companies,
particularly negative experiences.
Don't just read the testimonies
from happy customers on their
website or brochure—ask for an
email address of someone who
has been on your placement
previously, and email them with
any queries or worries you may
have.
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Research the country you're going to

It sounds obvious but it's important to understand what you're getting yourself into. Is it
generally safe for tourists there? Have there been any problems in that area in the last couple of
years? Will you be staying in accommodation with other volunteers or with a host family? Are
you able to travel on public transport alone to and from your workplace? If you like going out, do
some research on the nightlife in the city you're going to, and how much it’s likely to cost you.
It's also an excellent idea to check up on cultural customs and the local law—you don’t want to
accidentally insult your host family, breach cultural dress codes or end up on the wrong side of
the law!

Questions:

@ What are the advantages of working abroad?

Working abroad will not only help me develop skills in my chosen area, but will be

great experience appealing to my potential employers, showing that | am a well-

rounded person with "life” skills who can easily adapt to different environments.

@ What issues you have to take into consideration when you choose to work abroad?

When choosing to work abroad. | have to take the following factors into

consideration: First of all, consider the hidden costs such as fees for flight to and

from the country and travel insurance. Secondly. make sure | have signed up for

insurance that will cover the length of my stay. Next, know something about the

company | want to go with. Finally, learn something about the country | want to go,

including cultural customs and the local law.

WOI'dS placement /'plersmant/ n. (also work placement)
a job, often as part of a course of study 52>J TAE,
well-rounded /wel 'raundid/ a. having a variety SR

of experiences and abilities and a fully developed P el 5, € ST O K [0 i o
lit 4, 2RI e .
personality =2, ST A A passport by officials of a foreign country that

oyster /'o1sto/ n. 4L, I gives you permission to enter, pass through or

downside /'daun,said/ n. the disadvantages or leave their country 2k

less positive aspects Bk &, ASF 5T
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exclude /ik'sklu:d/ v. not include sth. in what
you are doing or considering AU 4%, HERR

testimony /'testimoni/ n. a thing that shows
that sth. else exists or is true jiE4, I

query /'kwiari/ n. a question, especially one
asking for information or expressing a doubt
about sth. g, ]

accommodation /o,koma'derfn/ n. a place to
live, work or stay in {4k, ik, (AL

breach /bri:tf/ v. break a law, rule or agreement,
etc. I, HR

code /koud/ n. a system of words, letters,
numbers, etc. that represent a message or record
information secretly %15, K515, 1A

Phrases and Expressions

bear... in mind remember or consider sb. / sth.
iefE

be associated with connected with or related
to Heverer BER, Heooros Hx

get oneself into go into or put oneself into
A

check up on find out if sth. is true or correct £

ik, B£5E

on the wrong side of the law doing sth.
illegal and having to deal with the police JB7%
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