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Section A  Lead-in
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 Icebreaker

Look at the pictures and answer the questions.
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 Reading Aloud
	Any company, large or small, depends upon its people for success. The human resource, also known as human capital, is the organization’s most important resource. 

The Human Resource Department deals with management of people within the organization and serves as a link between the organization and its employees. There are a number of responsibilities that come with this title which involve recruitment, selection, training, development, evaluation and promotion of the people within an organization. The Human Resources Manager oversees the function of the HR Department and sometimes specializes in an area of human resources management.
A Human Resources Manager must have good communication skills to work with employees and department heads. Besides, he must have leadership skills to direct the activities of workers in the HR Department.
	

recruitment /rɪ'kru:tmənt/ v. 招募，  招聘

evaluation /ɪˌvæljʊ'eɪʃn/ n. 评估，评价

oversee  /ˌəʊvə'si:/ v. 监督，监视       

specialize /'speʃəlaɪz/ v. 专门从事；专门经营


Answer the following questions based on the above passage.
(
Which department deals with the management of people within the organization?
(
According to the passage, what are the responsibilities of the HR Department?
(
What are the two skills a Human Resources Manager must have?
Section B  Listening Focus
Identifying Prices（辨认价格）
A. Read the following expressions about prices after the speaker.

$3.50           
$20.09          
£3.95           
€19.99

$35.00 to $50.00  
$85.00 and up    
¥46 per piece    
HK$25 per pound
B. Listen to the following sentences and fill in the blanks with the missing information.
1. Price is hovering between ____________________.
2. The French price of stainless steel plates are about ___________ per Metric Ton (MT), while the German price is still lower.
3. Business is possible if you can lower the price to HK$ __________.
4. Our rock-bottom price is __________, and cannot be further lowered.

5. Your price is quoted C&F Xingang at DM _______ per washer, right?

6. They start at _________________ and go up to ______________.  
7. You’re offering us this product at ___________ per unit—is that right?  
8. We’d appreciate it if you could sell it to us for __________ per unit.  
C. Listen to the commercial and write down the prices.
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Section C  Work Step by Step

Task 1  Getting Started—Key Functions of HRM

[image: image10.png]M) O
CEEEEEEE




A. Sharpen Your Ears

1. Listen to the dialogue and fill in the blanks with the missing words.
	Word bank

	conduct
	v.
	组织；安排；实施
	be laid off
	
	被解雇


W: Do you know the       of an HR professional?

M: Yes I do.

W: Can you explain some of them?

M: An HR professional may conduct         , help plan vacations and deal with sick days.

W: Anything else?

M: An HR professional also helps when a person is        or laid off.
2. Listen to the dialogue and decide whether the following statements are true (T) or false (F).
	Word bank

	criterion
	n.
	标准；准则（[复] criteria）
	Bachelor’s Degree
	学士学位


(  ) 1) The job requires at least ten years of HR related experience. 

(  ) 2) Sara and Jenny are best friends.

(  ) 3) Jenny encourages Sara to apply for the job.
3. Listen to the dialogue and choose the best answer to each of the following questions.
	Word bank

	schedule
	n.
	时间表，计划表
	Engineering Department
	
	工程部


1) Which of the following does the HR Department do?

A. Choosing the candidate.

B. Interviewing the candidates. 

C. Hiring, firing, training, etc.

2) Who is responsible for explaining the benefits?
A. HR manager.

B. Engineering Manager.

C. The receptionist.

3) What is the conversation mainly about?

A. Functions of the HR Department.

B. Functions of the Engineering Department.

C. Functions of the Sales Department.
4. Listen to the passage and answer the questions briefly.
1) Who performs the lower-level repetitive HR tasks?
2) Who manages the HR Department staff?   

3) What position is similar to the role of the HR Manager?

4) What job titles are on the top of the career ladder?
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B. Let’s Talk
1. Make a brief introduction to Human Resources Management.
Useful Expressions

	When you define the term “Human Resources Management”

	Human Resources Management is a term …
Human Resources Management means …

	When you talk about the function of the HR Department

	the HR Department deals with …
the HR Department is responsible for …

	When you talk about responsibilities of the HR Manager

	the HR Manager helps …
the HR Manager is in charge of …


2. Suppose you want to recommend your friend to fill the vacancy of the Human Resources Manager in your company and you are introducing his information to the president.
Useful Expressions

	When you talk about one’s work experience

	He worked as a/an… for… years

He left his first job in … and has been working with … since then

	When you talk about one’s education

	He graduated from … university with a … degree in …(year)

He got his master’s degree in … from … university in …(year)

	When you talk about one’s personality and competence

	He is good at …

He is very confident in …


Task 2  Going Further—HRM Practice
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A. Sharpen Your Ears
1. Listen to the dialogue and choose the best answer to each of the questions.
	Word bank

	vacancy     
	n.
	空缺，空位
	impressive
	adj.
	给人深刻印象的


1) What is the name of the applicant?

A. Alex.    


B. Tom.    


C. Andrew.

2) What is the job vacancy?

A. Sales Manager. 

B. Human Resources Manager.  

C. Finance Manager.

3) From which university did the applicant get his master’s degree?

A. Harvard.     

B. Stanford.      

C. MIT. 

4) What might be learned about the applicant?

A. He had six years of experience in accounting.  

B. He worked in banking management for three years.

C. His education background is outstanding.
2. Listen to the dialogue and match the following information.
	Name
	Job title

	1) Mike Watson
	a. Training Manager

	2) Tessa Saunders
	b. Training Assistant

	3) Cindy
	c. Human Resources Manager


3. Listen to the passage and complete the following diagram.
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Recruitment sources 

Advertise vacant 

positions in local  

1) ___________ 

Keep a page on the 

company 2) _____ 

Ask existing  

3) ___________ for 

open positions 

On-campus 

interviewing 
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B. Let’s Talk 
1. Work with your partner and make a dialogue based on the given situation.
A’s company wants to recruit an HR Manager. He is now giving some information to B, a headhunter and answering questions related to the job requirement.
	Possible Questions
	Possible Answers

	What is the purpose of this job?
	

	
	The major responsibilities of this job include…

	What qualities are needed for this job?
	

	
	The bottom salary for this job is…


2. Work with your partner and make a dialogue based on the information given in the two cards.
	A—a radio program host
He interviews B and asks questions about
1) major responsibilities of an HR Manager 

2) qualifications of an efficient HR Manager

3) his feelings about his job

	
	B—an experienced HR Manager in a famous international company
He tells about
1) hiring, training, evaluating and promoting people
2) importance of good communication skills
3) the challenging part of his work


Task 3  Playing Your Role—Labor Policy
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A. Sharpen Your Ears
1. Listen to the passage and decide whether the statements are true (T) or false (F).
	Word bank

	retailer
	n.
	零售商；零售店
	permanent contract
	
	长期合同


(  ) 1) Mercadona is an American supermarket chain.

(  ) 2) Training is an important part of HRM in Mercadona.

(  ) 3) Mercadona tries to ensure work-life balance for the employees.
2. Listen to the passage again and answer the questions.
1) What is Mercadona known for?
2) What kind of contract does Mercadona offer to its employees?

3) How many hours of training does each employee receive per year in Mercadona?
B. Role-Play

Helen Brown, HR Manager of AAA Company, is introducing the company’s labor policy to James, John and Susan—three new employees in the company.
A: Helen, answering questions posed by the new employees

B: James, interested in employees’ training project by the company

C: John, eager to know performance evaluation criteria of the company

D: Susan, keen to know the public holiday and salary related policy
Useful Expressions

	When you talk about the company’s Labor policy

	Our training focuses on…
We offer/provide…hours of training for…per year/month/week… 
The starting salary is…
You can get a salary raise if…


Section D  After-class Activities
Be an Active Listener 

1. Listen to the dialogue and choose the best answer to each of the following questions.
1) What does the training focus on?

A. Leadership development.  

B. Communication skills.  

C. Team spirit.

2) How does the man feel about the program?

A. He is interested in it.

B. He thinks it unnecessary.   

C. He thinks it boring.

3) Who are qualified for the training course?
A. Everyone.

B. Managers. 

C. The selected participants.
2. Listen to the passage and fill in the blanks with the missing information.
It’s never easy to talk about your salary, but it might sometimes be necessary! 
Imagine that you have been working for your company for 1) ____________ years, but you haven’t yet received a 2) _________________ or a significant bonus. You have decided to raise this 3) ___________________ with your manager. How is it possible to do this without sounding 4) ______________ or too desperate?
Receiving a job offer is a good chance to ask for a 5) ____________ or a position change. If you are a great employee, then your 6) ___________ might try to persuade you to stay. If you are 7) ____________ to stay, you can say that you have received another 8) __________ and you are still thinking about it. If they try to make you stay, you can state what it will take for you to stay.
Presentation
Do some research with your partner on the functions of HRM in one of the world famous companies and be ready to present it to your class next time. Your presentation should cover the following aspects:
Recruitment                       
Training

Performance evaluation              
Benefits
Enjoy Your English 
Sing a Song:Sunshine on My Shoulders
Sunshine on my shoulders makes me happy
Sunshine in my eyes can make me cry
Sunshine on the water looks so lovely         
Sunshine almost always makes me high
If I had a day that I could give you
I’d give to you a day just like today
If I had a song that I could sing for you
I’d sing a song to make you feel this way
Sunshine on my shoulders makes me happy
Sunshine in my eyes can make me cry 
Sunshine on the water looks so lovely
Sunshine almost always makes me high
If I had a tale that I could tell you
I’d tell a tale sure to make you smile          
If I had a wish that I could wish for you
I’d make a wish for sunshine all the while
Learning Objectives


In this unit, you will 


learn to identify prices; 


get to know the functions of Human Resources Management (HRM); 


learn how to describe responsibilities and qualities of an HR Manager.
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What things do you need to consider when you prepare for a business trip?











How much do you know about the work of a Human Resources Manager?
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On-campus interviewing







Ask existing 



3) ___________ for open positions







Keep a page on the company 2) _____







Advertise vacant positions in local  1) ___________
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