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Human Resources

Learning Objectives

In this unit, you will

v get to know what a career in Human Resources (HR) involves;

% grasp the vocabulary related to human resources in this unit;
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¥ learn about the documents with which you start your HR career; |
|
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% review types of sentences. !
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I. Please make a list of the etiquettes necessary for business travel.

I1. Do you want to be an HR professional? Why or why not?

Human Resources
The People Department

Pre-reading Questions [ 4

1. Why was “Human Resources” called “Personnel” in the past?
2. What does HR usually involve?

3. What is important when disagreements arise between employees?
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What Is a Career in Human Resources All About?

“Human Resources” used to be called “Personnel” because it dealt with persons and managed the
hiring and firing. Changing the name offers a realistic insight into what the work entailed in a modern
business encompasses because it suggests the resources held within people.t It involves not only
working with people but their skills and ability to be cooperative with colleagues and something of
their personality. This is a responsible career, which can aid or hinder the company if the work is not
well done.

This work involves finding candidates to fill vacancies in an organization, interviewing them,
checking references and ensuring that they fit in and are comfortable in their working environment
when they are employed. The morale of a workforce can be an important element to its success.

As a Human Resources professional you need to be able to assess the person you are interviewing
for a job as well as what their potential for the company might be. Eliciting unexpected skills which
will be of benefit means asking the right questions during interviews.2

Keeping an eye out for professionals working for other companies who might be of use to the
business is useful, so networking is worthwhile. Head hunting is a specialist activity but can change
the dynamics positively for the organization when the right person is found.

A Human Resource employee needs to be able to keep relevant records because they are involved
in administering employee benefits. As a result, not only the basic information about an employee
needs to be kept but also how they fit into the organizational system. When individuals feel they are
not being given their worth their morale drops and they become less engaged and eager to work well.2

There will inevitably be some disputes between employees. Crises happen everywhere. Being
able to sort these out without panicking is vital. The personality clashes that occur between managers
and employees and between colleagues require an understanding of people. The issue may merely be
a misinterpretation of how someone said something or an employee feeling bullied. Most people
misunderstand someone else at some time and a brief discussion of feelings and what was actually said
with a neutral person can calm things down. Being able to listen to grumbles and sorting out whether
they are reasonable, or just someone who is complaining, and taking the appropriate action are part of
the job. Tact and insight are necessary elements to the job.
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There are times when a business lags. Morale drops and output is below normal. Here the human
resource professional can offer advice to management on how to boost morale and change the working
environment. As a result, human resource professionals have to be competent managers. They must
know how to offer incentives and ideas to turn a poor situation into a positive one — in other words,
how to use the people resources available to the best advantage.

A degree is not necessarily the entry requirement but a valuable asset. Degrees in Business
Administration, Psychology and Behavioral Sciences are appropriate for Human Resource roles.
A degree in Social and Behavioral Sciences is also useful. These days one can even get a degree in
human resources by attending college online.

While many small firms cannot afford to hire a Human Resource professional full time, there
are occasions when a business flounders. Here an experienced Human Resource professional can
evaluate the issue and consider ways which may lead to a resolution. This can generate a profitable
consultancy fee. Such a position cannot be a side line because working for a large organization is a
full time job, but after a number of years of experience being a consultant might be an option.4
The profession of Human Resources can never be boring because the dynamics of working with

people is always changing and there will always be challenges. (641 words)
insight /'msart/ n. asudden clear understanding of something or part of something,
especially a complicated situation or idea /A 27 ; RZ169 T %
entail /mn'te1l/ v.  to involve something as a necessary part or result /£ (3£ F4)
encompass /m'kampas/ v.  toinclude a wide range of ideas, subjects etc &1 4-2% 6135 3L F 4
cooperative /kou'aparativ/ adj. willing to cooperate &4k
hinder /hinds/ v.  to make it difficult for something to develop or succeed [EA%
WiREAN CGEFH) itk; MBERIMMEAN CEFH)
morale /ma'ra:l/ n. the level of confidence and positive feelings that people have,

especially people who work together, who belong to the same
teametc £4; HAPIR S

workforce /'wakfa:s/ n. all the people who work in a particular industry or company, or
are available to work in a particular country or area A %; %
Hh; L

potential /pa'tenfal/ n. if people or things have potential, they have a natural ability or

quality that could develop to make them very good (A#4)i#: 77,
ks (CFeY) A THME

adj. likely to develop into a particular type of person or thing in the
future; likely to come into existence #7249, “T#E#I; THE
IRA A



elicit /1'lis1t/

unexpected /anik'spektid/

dynamics /dar'neemiks/

administer /od'ministo/

dispute /dr'spju:t/

panic /'paenik/

vital /'vartl/

clash /klaf/

misinterpretation

/mismtaiprr'terfon/

bully /buli/

grumble /'grambol/
reasonable /'rizzonabal/
tact /tekt/

lag Nleg/
output /autput/

boost /bu:st/

asset /'aset/

administration
/adminr'strerfon/
psychology /sar'kolodzi/
behavioral /br'hervjoral/

flounder /'flaundo/

adj.

adj.

adj.

adj.
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to succeed in getting information or a reaction from someone, especially
when this is difficult AIEALLFE S, i (FE. BESF)
used to describe something that is surprising because you were
not expecting it AAt%149; Fohay; Ko key

the way in which things or people behave, react, and affect each
other ZiA; FAT., THRYAHE

to manage the work or money of a company or organization %
#(kgF) ; BHE

a serious argument or disagreement % &, # i (X H T
quarrel )

a sudden strong feeling of fear or nervousness that makes you
unable to think clearly or behave sensibly Z&#5; I7ig
extremely important and necessary for something to succeed or exist( x4
EFDAAL. RAREN) RERL, LFTIH

an argument between two people or groups because they have
very different beliefs or opinions & K #958; + %

not understanding the correct meaning of something that someone
says or does, or of facts that you are considering, or making a
wrong inference of something &4~ &fF; Eik; WiE

to threaten to hurt someone or frighten them, especially someone
smaller or weaker Z¥F; #f; 4EF (55H)

complaint %% %; #FI1%

fair and sensible  (F5A) #3284, A FI Y

the ability to be careful about what you say or do, so that you do
not upset or embarrass other people = 4744 RIFFEANAE
FAFAF R 5T

to move or develop more slowly than others £ {F#.1%; % /&
the amount of goods or work produced by a person, machine,
factory etc (M. TAFKH) ~&

to increase or improve something and make it more successful
i CGEFmed) hE: & CGEFHe) oL B2
something or someone that is useful because they help you succeed
or deal with problems 7 - &4 38 ) 6 4F M A AR

the activities that are involved in managing the work of a
company or organization §¥; Z%; 47

the study of the mind and how it influences people’s behavior « 22 5
relating to behavior 474 &

to have a lot of problems and to be in danger of failing completely
BT E; REHFIL
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resolution /rezo'lu:fon/ n. a formal decision or statement agreed on by a group of people,
especially after a vote SEX T ; il

generate /'dzenarert/ ».  to produce or cause something 1 (k4) HAERLE; 4

profitable /'profitobol/ adj. producing a profit or a useful result =T 3% )8 R AF4La9; A A
TEW: K&

consultancy /kon'saltonsi/ n. advice that a company is paid to provide %14

profession /pra'fefon/ n.  ajob that needs a high level of education and training 321k (L35
% R E Bt LD Ay, de T, R EFZIRL)

keep an eye out for B, ZEEARLEEY

calm down UEEA) F#, #i3, £#

available to TR T A AR AT E 0

a side line (sideline) & FIR

Proper Names

e N\
| Human Resources (N MM AN TR (G XA HR) |
| Business Administration THER :
| Psychology S 3E :
| Behavioral Science 1AM :
| Social Science A }
A /

1. Changing the name offers a realistic insight into what the work entailed in a modern business
encompasses because it suggests the resources held within people. # % & #&x &k T AAIA TiZ T
VEEIRA 5P T 4 R B0 RILFE AR R—— AN TR ERAARH P B TR

XA —AH A4, 44 changing the name offers a realistic insight...; & %4 ¥4/ —A
414 into FIT 4 649 5245 A &) what the work entailed in a modern business encompasses. ...because it
suggests the resources held within people % & 4K #&M &) . FEiX AN 4] P, entailed in a modern
business #= held within people 2% % it & -8 42 154F £ 351546 H A7 dr 49 % 33 word #= resources.

2. Eliciting unexpected skills which will be of benefit means asking the right questions during
interviews. At A & LI238 3] h-FEA 0GB AL, xS KA AR B MRIR R R X AR 69 BAE,
P & YRR AR L R Pl

XA —ANA A8, E4) 2 eliciting unexpected skills means asking the right questions during
interviews; & &M &) which will be of benefit #4-4% unexpected skills.

3. When individuals feel they are not being given their worth their morale drops and they become less
engaged and eager to work well. % 5 T2 2] & & 69 M 1E4F R 2] & A B4R ILAT, 4169 £ 2T %,
IHHREARLEE, LRARLBZEIFIF A,

JE X AHF 44 %, E 4 % their morale drops and they become less engaged and eager to
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K
work well; B8] k&M &) when individuals feel they are not being given their worth # i &, 48—
AN é] they are not being given their worth, 4FAKi& M 6] 4918 15314 feel 89 %1%,

4. Such a position cannot be a side line because working for a large organization is a full time job, but
after a number of years of experience being a consultant might be an option. v T 7& X ALy 69 TA4E
ALEFNEN), BH—ANBAARTRARR, 22 0RSFIBAET TAFZE, #MINIH
JR R ) R R A — AN ik

MKAER KA, ZA—NEHEE605t5]4), #£3Fbut £3T7T ANMEX LEHITX A
#3551 &, 4% such a position cannot be a side line because working for a large organization
is a full time job #= after a number of years of experience being a consultant might be an option.
FRHANEZ, FH NS A8 & a4 —AJR B IkEM ) because working for a large
organization is a full time job.

Exercises

Y4[pYReading Comprehension | ¢

I. Answer the following questions according to the text.

1) What is the effect of changing the name from “Personnel” to “Human Resources”?
2) Why is HR a responsible career?

3) What is the significance of head hunting?

4) What is the purpose of keeping relevant records?

5) What can HR do to cope with business lags?

6) How is a degree viewed in the HR world?

I1. Choose the best answer to each of the following questions according to the text.

1) “Human Resources” used to be called “Personnel” because .
A. it managed the relationship between human beings and natural resources
B. it managed the hiring of persons
C. it managed the firing of persons

D. it managed the hiring and firing of persons

2) What can be an important element to the success of a workforce?
A. Its leadership.
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B. Its morale.
C. Its welfare.
D. Its project.

3) When do employees become less engaged?
A. They feel they are not being given their worth.
B. They feel they are misunderstood by others.
C. They feel they are not respected.
D. They feel they are over-worked.

4) What are supposed to be the necessary elements for coping with disputes?
A. Patience and sympathy.
B. Patience and tact.
C. Tact and insight.
D. Understanding and insight.

5) How is HR profession described in the passage?
A. Itis always very boring.
B. It is very boring and tends to be more and more boring.
C. It can occasionally be boring.

D. It can never be boring.

el \/ocabulary |3

I11. Match the English words in Column A with the English explanations in Column B.

: Column A Column B

: 1. Vacancy A. quarrel; controversy

: 2. resolution B. to include a wide range of ideas, subjects

: 3. cooperative C. a job that is available for someone to start doing
: 4. encompass D. a choice you can make in a particular situation

: 5. option E. a formal decision or statement

: 6. dispute F. willing to cooperate

|

: entail hinder elicit lag

| boost generate sort out calm down

|

~N _ ...
1) So far we any positive response from our customers.
2) The situation in the quake-hit area must as soon as possible.



3) When business in winter with no visitors to receive, they would have two months off.

4) Do you possibly know what the job of HR manager generally
5) We can now prepare to set out. The storm is
6) Frequent telephone calls last night

7) It is truth that heat can by friction.

?

her from getting enough sleep.

8) production, new technologies are going to be introduced.

V. Translate the following sentences from Chinese into English.

1) X Ax FAER 0 IFAS TARA FHBLGF LA . (an insight into)

2) TR — AL iE W RIRE RANK —F iR {a 49 B F . (fill a vacancy)

N ERTFEE &, s TAIMEIEKRAIFL. (elicit; be of benefit)

4)Z) RETEBATHBIF— R, XHAAENGHE. (be eager to; merely)

5) B A 69 AR T %o 4t KB LT A7 6945 .. (online; be available)

The Documents You Need to Start Your HR Department

Remember when you got to go to camp or on a field trip as a kid
and there was always that handy dandy checklist to help you pack?
Wouldn’t it be nice if that were something that you got in real life
too?! That checklist is what we want to give you as real tools that you
can use every day in Human Resources (HR).

Building an HR Department within a new or established

-

company is going to
take some work, but
with a solid plan and the
great advice it can be
done. However, unlike
a camp checklist, many
of these items cannot
be purchased on the
way home from soccer

dandy adj. Cinfml @) #23F
oy e

purchase v. ¥ %

Human Resources Unit 1
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practice, so you might have to make them yourself or find vendors
who can supply them as a value add. Ready? Let’s get started.

Start with job profiles. Develop a profile for each role within
your company and the person who fills it. You can include as much or
as little information as you would like but keep in mind if you choose
to include more information (like what makes the current employee
successful in that role) you will be able to use it for multiple projects
(like building out sourcing profiles for future hiring).

Create a business staffing plan. When your company is hiring
just a few key positions, this almost seems like a moot point but
having a plan you can refer to is crucial as the business scales.2 Who
do you need to speak with? Sales, operations, product development
and marketing. These people or teams should have a solid idea of
how many widgets? they want to make or how many contracts they
want to sign and the people that you need to hire are part of that plan.
So make sure you get a sketch of what they’re doing over the next 12
months to figure out what you need to be hiring for.

Devise a salary structure document. Discover salaries for various
functions within the company and compare and contrast those with
fair market value for similar positions. Revise every six months to
ensure that you stay competitive. If your company offers other forms
of compensation like benefits, stock options, profit sharing or a
work-flex environment, make note of them but keep them separate
from the salary structure document.

Be clear about your vacation, sick, time off and holiday policy.
Include things like permissions, notices, time off that is job specific.
Don’t forget to include some sort of recording system to help you
keep track. Your employees will ask.

A way to measure performance. When developing your job
profiles, find out how each person measures their success and write
or record those measurements down. Sure, those will change as the
company grows but knowing how the team defines “doing well” and
sets their goals will only help new hires get acclimated. In addition, it
helps you create the dreaded performance evaluation.

Training and Development. You may not yet have set up a
training and development process, but start thinking about what the
employees get out of working for you. Have a plan in place, whether the
budget exists or not, but what’s even more important is getting buy-in
from the managers in your company.* They know what sort of learning
opportunities their people need and how to ferret them out.

10

profile n. A4 K F 4 2 1
A~ AL

current adj. TLAEH), IATH
multiple adj. & % #. % R
K% EAH

project n. ++X|; #MX|; T4
source v. (A eeeee ) KA
moot adj. 1 K i & #49; a
moot point/question (idm 3J )
EmAkEE

scale v. (3% B € b ) 835
widget n. f&4F; NS
contract n. &-Fl; 2%
sketch n. #4289 FR & R 4% 5
devise ». 2831, &+ GGFXI.
wE, TEF)

contrastv. *Fb; AL
revisev. L& (EFH); (L
7)) A4, BIT, BE
competitive adj Yo R4; 5549
compensation n. #M# K &1
REEE SR

stockn. (2N8169) FA; By
work-flex n. # T AE 4]
keep track it 37; FR&FEK A
measurement n. & &; M &
acclimate v. 1% 3& & #7 2R 35% ;
iE 5

dreaded adj. 3E % T 14 #)
budget n. & AT &; % #;
TRIF

buy-in n. %, Abst (AT
B 3R 3) SRk AR A
} ferret something out Cinfml
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Job Description Template. You want to ensure that your job N
ads are read by the right talent and the best way to do this is to create | K ILFEF 4 ik k)
compelling, fun copy, which is tough to do with a template. On the | template n. ##44, A4, #
other hand, your ads may have to create a consistent tone via various : s
job boards and distribution engines. You want those to always tell : compelling adj. #A3F 2 %
your company’s story— so what to do? Some progressive companies : RTH
tell the corporate and cultural story up front and follow up with | individualize v. # (334
individualized job descriptions. Either way, have a standardized : AL, BAAASFESAMAE
template that you can give to team members or use when you need to | standardize v. f (RFF4) 47

|

get something out with short notice. (671 words) R F AL

1. Wouldn't it be nice if that were something that you got in real life too? 4w % £ 3L 52 A 7& P AR AIAH
— W RN w R, R ST

XA —ANEHBGEA A A . 4 % wouldn’t it be nice. 4 ZEEWA, FHK
5 M &) if that were something that you got in real life too. 2§44 IKiE M 4] P if 14— A 35
&) that you got in real life too, #-4% 7 & 4X.73 something.

2. When your company is hiring just a few key positions, this almost seems like a moot point
but having a plan you can refer to is crucial as the business scales. % 4R B £ 89 2 8] XA 2.
JINE B RALEZRBAR N, X FHOTAFTXD) MFRAME S EA (R
DR RMZ ) o 2R ELFEGT K, WA - ERTRALARY (AF) FXE2
EXTEY,

A —ANE A . £6) K554 this almost seems like a moot point but having a plan you
can refer to is crucial, W but E4#EmAFF & T, ZHFXE. EF A5 4 ¥, you
can refer to -2 & &M 4], 1546 aplan. Mk sk, & A #ASETE K55 M 4 when your company
is hiring just a few key positions, vAZ as the business scales.

3. widget # 4, £ — /A HETUAEEEZ—ANLT HTML 6 Web R & _EHATHR A, ERIHX
TRAAMM . B, FE., DEHRF; BTH LR L EE, PER,

4. Have a plan in place, whether the budget exists or not, but what’s even more important is getting
buy-in from the managers in your company. %.i&iZ AR A& & H e, #RERH R EEH L. R
mEAERNR, ZLZENEZRGTR].

X T but G —ATFI A8 . METHERRAE, ZHFXEZ, F—540
S #Hr1# 6) have a plan in place, & #9 whether the budget exists or nor & — A~k k5 4] .
whether... or... 7] ik ¥ k&M 4) BF 48 5 F no matter if...(or)..., F A RE -eeee (B eeeees ) .

% = 6 & A X454 89 A 4 4 what’s even more important is getting buy-in from the

managers in your company, &M 4] 4973|533 what 48 % T the thing that..., A £AT3E %

ZARIE 8 T Bk

11
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Exercises

V4 DY Reading Comprehension [ 4

I. Answer the following questions according to the text.

1) What is supposed to be the first document in HR?

2) Why is it important to get a sketch of what employees are doing over the next 12 months?
3) Why should a salary structure document be revised every six months?

4) How can you help new hires get acclimated to the working environment?

5) What can be done with the “training and development” of the staff?

6) What should a job description template be like?

I1. Decide whether the following sentences are true (T) or false (F) according to the text.
1) Items in a camp checklist can be purchased.
2) A business staffing plan is crucial as the business grows.
3) Other forms of compensation should be kept with the salary structure document.
4) It is the job of HR to find a way to measure the performance of employees.
5) A company should provide its employees with learning opportunities.

6) Employment ads via different channels do not have to be consistent in tone.

¥2eq Cloze [ 2

I11. Select one word for each blank in the following passage from the word bank. You may not
use any of the words in the bank more than once.

Ve N
| career touches current with }
: perspective replaced old consequently :
| impact talk past totally }
AN 7/

During the past twenty years, “Personnel” was synonymously used to refer to Human Resources
management. But today, “Human Resources” has 1) the antiquated term, “Personnel”.

Over the years, personnel management became extensively integrated to the point where

12
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K
it 2) on the entire life conditions of employees or workforce. Personnel’s involvement relates
to employee hiring, training, 3) development, retention, health, safety, retirement, social

advancement, and even family well-being. It even touches on employees’ character and the
4) of such on the employer or the employee’s performance and credibility. This understanding, in
part, generated the understanding that employers needed to deal with and manage employees as human
beings and from a more human 5) . Hence, this has generated a newer understanding and
meaning that one would refer to as human resources in the 6) dynamics of personnel
management.

7) these changes, evolutions and radical formation of Human Resources organizations, the
concept of “Personnel Management” is a thing of the 8) , and Human Resources Management
or administration has become the most suited and logical concept replacing the 9) reality.
However, the truth remains that Personnel Management has not 10) disappeared, but has
actually changed into what is currently known as Human Resources Management.

¥zaf Transiation [ <

IV. Translate the following sentences from English into Chinese.

1) Several contributing factors changed the use of the word “personnel” in modern day workforce
management or administration.

2) In the United States, there are federal employment laws that mandate employers with a certain
number of employees to comply with certain legislations, policies, and regulations.

3) HR is the implementation of a strategy to drive innovation, productivity and share price through
mobilizing the workforce towards excellence.

4) Remuneration can make or break an organization, essentially it is how much to reward employees

financially.

5) Training and development can turn poor performers into solid performers, and good employees
into great ones.

13
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¥2a4 Word Formation |2

V. Analyze the formation of the following derivatives in each group and give further examples of

words with the same affix (the first word is given as an example).

Derivatives in the text  Part of speech ~ Root word Affix More derivatives
encompass V. compass en- encourage
personality

vacancy

ensure

specialist

positively

comfortable

option

Types of Sentences (4 F£&)
AT ETURBHNREG A —26)THRiE, —2aTes,

—. ) FeyRiEsk
O TRy R, RIS THEZHRAER, FHPE, PTAGEES T TASMK
W k: Rik & (declarative sentence) . £t 9] &) Cinterrogative sentence) . #74% 4] (imperative
sentence) #A=2&wL4) (exclamatory sentence) .
1 R4
MR & R RF N —F 8 F, MR FE. Ak, HEHE kL, BREE, RASF,
HEAHR, FHFEABRAFELGHX. #lde:
Chinese is one of the major languages in the world.
It is not an easy job to learn English well.
2. 58] 4
S5 6) I RIB R B A, TR B R R R A T 5 A A T e A AL,
(1) —#&%E1# 4 (general question)
— R EE 1) ) R F ST LR L F TR Bk, AR Yes” A “No”;
= AR TR G 8] T AT VR R A, LTV R 8) o Bl e
—Do you like dancing?
—Yes, | do.
(2) #zr%€1° 4] (special question)
HFTREE 1) 6) AT AR F S A 0L P 69 R BAAR N RAR ), SRR AE S A AF IR 19 39, e

14
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B (When) . #u.% (Where) « RE (Why) . 7 X (How) . A4 (Who) . &#& (What) .
BT VA B 20 A 1% B AR o 48] e

—Why is Lily absent from duty today?

—She is preparing for her wedding.

(3) ##F% 17 4) (alternative question)

AR EE ) &) T AAT 6] F e AT A R B R M, I mik ) “or” EiE. E A M
—fEEE G, HEmEARXA, BHARLXFE 6B REER “Yes” L REEA “No” , WA
FRA R ARG RFRE. B, “or” ZATeEoRIE, B HIRSEEIR, Hlde:

—Are you going to school or back home?

— (I’m) Going back home.

(4) R F£194) (disjunctive question)

Lt AT RAP R LA A de R, RFR—FIEE, RTIEARLELRF S RELF S
MBRA RIS F—3 R ZEGIRE S, F 3R MAY— KP4, F—HrEmAHT L
HR, B3N ALTEHR; RZHFK. B4, BRI EAM. KAud K55 5 @aLimpk
’ﬁ:"ﬁo 1) e .

—Elizabeth is a college student, isn’t she?

—Yes, she is.

—NMark cannot speak French, can he?

—No, he can’t.

3. A4

ik a) A RRFHEAG TR, A BR ENF. HEQHEETHAS. B XK,
Ao T AR AL AR, F AT EEE. AEGWIREERNHIARY . Hlde:

Be quiet, please!

Don’t smoke in the office.

You do this; I do that. (%} F&)

4. B é)

B8] AT HIEAREBL. AN R FRE S, A “What” (54F%33) & “How” (5
A, @A REE) Tk, A RMES, —AKRE, B&TidFAEFTES. 44,
IR RAXFGR, ma)F (BRI TF) KRG L EAFT LR ey Ed, Aoz bk
KT B E] o A

What a lovely dog you have here!

How fast the athlete runs!

Tom is such a nice guy!

= e TR

XEHEMN, ERRIG6 TP ELERIFEIAAMRGIKL R R THEN, k&
SFTaA=%: WE4H (simplesentence) . 14 (compound sentence) F=%5 4-4) (complex
sentence) .
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TR SIBLEEHE
Integrated Skills

2

&, 1R a) T EIFRERA A
China and Chinese people are incredibly progressing in many aspects. (% /> £3&, —AN§iE)
Computers mean a lot to human beings and are ever-improving. (—/~%£1&, #AEE)
2. 5t91 4
3] & LA ImARTAA L6 ZIRLEM . AT —A B LM L Rk &%, R,
X FREMAETERETHR LA —RBRENNERKSZ., £ F, B85 %78 RE 8
R HAAR S AL RN IR EMERE R, RRNFINEFRRTRRNXZ, K&ESH
VAT K.
(1) sFR8 [ &3
4r: Everything in the world is outside you but health belongs to yourself.
(2) &RI1TAXR
42: I’ve got a meeting to attend, so | have to go now.
(3) #®#F
4= Do it this way or you’ll be in trouble.
(4) ¥gim | &t
4=: Not only have we thorough-cleaned the house but we have also decorated it.
(5) RE X “for” —13)
4=: You’d better take an umbrella with you, for it’s going to rain.
3_ a L\’j
Lh Qe mARAANA LY TR, HGFRAA-—NERGIIFEH, 22401k,
ﬁ/ﬁﬁbiéj (main clause) ; HAboy IFLEMARME TEIA T 209 TIREH), ARAES T M8 K
F4) (subordinate clause) . A& T4 H =K %K: #£3EAHM4) (nounclause) « % &M 4) (relative
clause) F=iki&M 4] (adverbial clause) o #4w:
China is not what it used to be. (&3 &)
Taxes consist of money that people pay to support their government. (% & &) )
They ate and chatted while the television was on. K& M 4] )

I. Fill in the blanks with proper words or expressions.
1) Few of them hurt themselves in the accident last night, ?
2) Which writer do you , Charles Dickens or Mark Twain?
3) —You are not a newcomer, are you?
— . | came here only yesterday.
4) Let’s football in the street. It’s so dangerous.
5) terrible weather we’ve been having these days!
6) How | wish pay a visit to Hong Kong Disney World!
7) I went to Betty’s birthday party yesterday, I didn’t bring her any gift.
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Human Resources Unit 1

K
8) The story was so thrilling I finished reading it at one sitting.
9) In chilly winter it is terrible to live in a room windows are broken.
10) The completion of the project depends on you make utmost efforts.

I1. Turn the following sentences from Chinese into English.

1) Rl & B R RS F A2
2) ARITI Xy XA, ERRIFR?
3) H—AMAIUTFHMAR T XM F, s4h?
4) e, h—RaBIFRHFHT G,

5) B ARIX &t SEALAE R 3T, RATERRE KT Ko

(Humour |2

A Gentle Reminder
Having been married a long time, my husband sometimes needs a gentle
reminder of a special occasion. On the morning of our 35th anniversary, we were
sitting at the breakfast table when | hinted, “Honey, do you realize that we’ve been
sitting in these same two seats for exactly 35 years?”
Putting down the newspaper, he looked straight at me and said, “So, you want
to switch seats?”
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