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Uit 1

First Step mnto the Workplace:

Professional Cognition and Basic Communication

OJHAPTER |/ Dverview

This chapter centers on the theme of new comers in the workplace, serving as an introductory
overview of the core content and learning objectives. Through this chapter, students are expected
to achieve the following goals: learn words related to the workplace; analyze reading materials
about new comers in the workplace; master the grammatical knowledge of the simple present tense
and the present continuous tense; conduct simple conversations with co-workers and complete
work reports; write a personal career plan; and understand and spread the spirit of craftsmanship.
Relevant learning tasks will be carried out with the integration of immersive VR/AR activities and

role-play scenarios to deepen the learning effect.
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Readin
9 Method X &R ARG
Phase

. B SCEAR R R SRR B R B S 5
1. Scan titles/photos to predict -

ﬁ /N0
Pre-reading  themes.
< 2f )R JCER] . gratitude . recent, graduate.
2. Learn key vocabulary. VN
portfolio 2§ BAH]

e W YE /N BR B “Scene 1: First day—Team

. , introduction” “Scene 2: First leadership assignment”
1. Read headings/topic sentences

Skimming o “Scene 3: Ask a colleague at lunch” “Scene 4: First
for main ideas. . o, — -
team brainstorming” , BH#f 43P0 KI5 R HR
N|27590yrs

Alex Chen is new to an advertising agency and works as an assistant

designer. It is his first two weeks’ workplace conversation in his company.

Alex: “Hi everyone! I'm Alex. It’s a pleasure to have the opportunity to
introduce myself here. First of all, I would like to extend my sincere
greetings and gratitude to everyone present. Thank you for taking the
time to listen to my introduction. I look forward to working and growing
together with all of you in the future. I am a recent graduate of Beijing
Art College, where I obtained a degree in Product Design. I love turning
ideas into visual designs, especially with clean lines and practical details.
I am eager to apply my knowledge and experience to this position and
contribute to the success of the company. I'm excited to join this dynamic
team! Thank you for the opportunity to introduce myself. ”

Emily (colleague): “Welcome! Could you show us your portfolio? We always review each

other’s work here to improve quality.”



Alex: “Sure! This logo design went through 15 revisions to perfect the color

balance. I believe good work needs patience.”

Linda (leader): “The client wants the logo larger. Can you adjust it by 3 PM.?”
Alex: “I’ll enlarge it carefully. Should I also check if the text alignment matches its
brand guidelines? I noticed some inconsistencies in the draft.”
Linda: “Great observation! That’s the mindset we need. Even small fixes can make

our work stand out.”

Alex: “Ryan, yesterday’s meeting was so efficient! How did you take notes so quickly?”

Ryan: “I used abbreviations and focused on key objectives. But remember: Always write
down action items with deadlines—that’s our team rule.”

Alex: “Thanks! I’ll practice this. Maybe I can create a model to organize notes better.”

Ryan: “Perfect! Refining your methods is how craftsmanship grows.”

Alex: “What if we add a textured surface here? It would make the product feel more
exclusive when touched.”
Linda: “Interesting! But how will that affect production costs?”
Alex: “I checked with the factory—using this material only increases costs by 2%, but

improves customer satisfaction by 40% based on past data.”

Team: “Wow! You really did your research! ”




Choose the best answer based on the information provided in the text. ( &S )

1. The word “portfolio” in Scene 1 refers to:

A. A folder. B. A collection of creative works.
C. Meeting minutes. D. A brand manual.

Answer: B

2. What time did Linda ask Alex to finish adjusting the poster?

A.By2PM. B. By 3 PM.

C.By 4 P.M. D.By 5 PM.

Answer: B

3. Which action BEST reflects “craftsmanship” ?

A. Completing tasks quickly. B. Using data to improve designs.
C. Avoiding teamwork. D. Reducing revisions.
Answer: B

4. The synonym for “deadlines” is:

A. Goals. B. Final time limits.
C. Meetings. D. Challenges.
Answer: B

5. Alex’s suggestion about textured packaging aimed to:

A. Lower costs. B. Enhance tactile experience.
C. Speed up production. D. Simplify the design.
Answer: B

Mark each statement as True (T) if it is correct or False (F) if it is incorrect. ( Wi )

1. Alex graduated from Shanghai University with a major in digital media.

Answer: F

2. In Scene 2, Alex suggested checking text alignment to follow brand guidelines.

Answer: T

3. During the brainstorming session, Alex proposed adding a textured surface to the packaging
and provided cost data.

Answer: T

4. Ryan uses abbreviations and focuses on key objectives to take efficient meeting notes.

Answer: T

5. Craftsmanship includes “ignoring small details to save time” as a core principle.

Answer: F (Craftsmanship emphasizes attention to details.)
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Answer the question in a complete sentence using information from the text. (i)

Q1: What are Alex’s position and educational background?

Answer: Assistant designer at an advertising agency/Graduate from Beijing Art College with
a Product Design degree.

Q2: How many revisions did Alex’s logo design undergo to achieve color balance?

Answer: 15 revisions.

Q3: What two key elements does Ryan emphasize for effective meeting notes according to
team rules?

Answer: (D Using abbreviations & focusing on key objectives. (2) Recording action items
with deadlines.

Q4: If you were Alex, what additional strategy would you propose to balance the 2% cost
increase while maintaining customer satisfaction? (Open-ended)

Possible answers:

Negotiate bulk material purchases to offset costs.

Suggest phased implementation based on product tiers.

Propose eco-friendly packaging as value-added element.

Develop A/B testing for customer preference validation.



In the United States, the goal of customer service is simple: make

every customer feel important. No matter where you go, good service
means making customers feel special.

When you enter a store, you are usually greeted warmly. Store employees rarely just sit
around—instead, they welcome customers and offer help. Prices are clearly marked, so you often
don’t need to ask how much something costs.

When you’re ready to pay, you can choose the shortest checkout line. Good stores will open
more lanes if the lines get too long. Some even have express lanes for people buying 10 items or
fewer. After paying, the cashier will often smile and say, “Thank you, and have a nice day.”

But customer service doesn’t stop after the sale. Many products come with a money-back
guarantee. Expensive things like cars, computers, or speakers usually come with a warranty—
a promise that the product will work well for a year or more. Many ads say, “Your satisfaction
is guaranteed.” This means if there’s a problem, you can return the product. A customer service
representative will usually let you exchange it or give you all your money back.

Why is service so important in America? It comes from the idea that “the customer is always
right” . If someone gets poor service at a store, they likely won’t go again. On the other hand,

people often stay loyal to businesses with great service—even if their prices are a little higher.

Choose the best answer based on the information provided in the text. ( i%&£%# )

1. What is the main goal of American customer service?

A. To sell the most expensive products. B. To make every customer feel important.
C. To open many checkout lanes. D. To offer long warranties.
Answer: B

2. What do express lanes usually require?

A. Customers to be members of the store. B. Customers to buy more than 20 items.
C. Customers to have 10 items or fewer. D. Customers to pay with a credit card.
Answer: C

3. Which of the following is NOT mentioned as having a warranty?
A. Cars. B. Computers. C. speaker. D. Books.

Answer: D



4. What does the phrase “the customer is always right” mean in the text?

A. Customers never make mistakes.

B. Stores should always listen to and respect customers.

C. Customers can return any product without a reason.

D. Stores must give discounts if customers complain.

Answer: B

5. Why might customers stay loyal to a business even if its prices are higher?

A. Because the store is close to their home.  B. Because the store has a good warranty policy.
C. Because the store offers excellent service. D. Because the store sells expensive brands.

Answer: C
Mark each statement as True (T) if it is correct or False (F) if it is incorrect. ( Wi )

1. In American stores, clerks often sit and watch TV instead of helping customers.
Answer: F

2. Prices are usually not marked clearly, so customers have to ask how much items cost.
Answer: F

3. Some stores have express lanes for customers who are buying 10 items or fewer.
Answer: T

4. After paying, customers wouldn't hear anything from the clerk.

Answer: F

5. In America, if a customer gets poor service, they will probably return to the same store.

Answer: F
Answer the question in a complete sentence using information from the text. (A )

1. According to the text, what are two ways that American stores make customers feel special
when they are shopping?

Answer: According to the text, American stores greet customers warmly and offer help
proactively, and they manage the checkout process efficiently to make customers feel special.

2. What does “Your satisfaction is guaranteed” mean for customers?

Answer: The motto "Your satisfaction is guaranteed" is a promise to customers. It means that
if there is a problem, they have the right to return it. The store will then typically allow them to

either exchange the item for another one or receive a full refund of their money.



A CHAPTERS / Crammar

Present Simple Tense & Present Continuous Tense

Present Simple Tense: FRZH M. 2J0HE . M SIESCIRE.
Usage:

2 e ) SIE (5 often, usually, every day 25 ) -

In America, customers don't usually find the store clerks sitting around. ( >J {5 )
Alex loves turning ideas into visual designs. ( > A5/ IRZS )

SV RSB

Customer service grows out of the belief that “the customer is always right” . ( & WFLE
Good service means making customers feel special. ( & X PEZFSE )

FOREETT . UL . FRIE SRR

He works as an assistant designer. ( [l )

This material increases cost by 2%. ( & W EHEZFL )

e Eh R REER TR (BRT HBRZHE)

(f#1l1: The store opens at 9 AM tomorrow. )

Present Continuous Tense: F/RINTE (BINMTEL ) IELESEAT I SV E SRR RS, SR04
BT S B =

Usage:

Ui I IEAE & A B

Look, the clerk is greeting that customer. ( FJ 4" &35t )

Alex is adjusting the logo size now. ({BIX 24 Hi1EAE &4 )

HT— BT IS Sl (B R T )

Alex is learning the team's workflow these days. (YE AT A, PR BLEFE43T )

FRGWAA (F 5 get, become, increase S5 ) :

More stores are offering express lanes these days. ( & a3 )

FORCMAE I ZHE R TRRIE )

The team is having a brainstorming session tomorrow. ( ¥4 I SCATH#EWTAG 41 )

Unit 1 First Step into the Workplace: Professional Cognition and Basic Communication



Difference:

FE — AR Pl B BT
BPEPERT 2k, AR, BE . SR BBk
i AT A S, JUHURRAS SR (@ w O T Eh s, AR E— A
" love, know, believe ) PEAFEE (A0 T am knowing ) .
Ryan uses abbreviations. ( SR ) R}./an 18 u.s1ng abbreviations to take notes in
SR this meeting. ( HEZI1EAEAR )
Xt

The store opens new lanes when needed. The store is opening a new lane right now.

CH U2 ) (MZIEAERA)

Fill in each blank with the most suitable option. ( Y148 )

A. Choose the correct tense (Simple Present Tense or Present Continuous Tense).

1. Look! The boys  (play) football in the park. They usually ~ (play) on Sundays.

2.1  (notwatch) TVrightnow;I  (study) for my exam.

3.Water  (boil) at 100 °C. Can you check ifit _ (boil) now?

4. My flight ~ (leave)at 9 PM. Tonight,sol  (pack) my bags now.

5. Alex usually ( double-check ) his designs for consistency.

6. Listen! Linda (discuss ) the project timeline with the client on the phone.

7. In this agency, team members often (review ) each other's portfolios.

8. The customer (look ) for the warranty information on our website at the
moment.

9. Good stores always ( thank ) customers after a purchase.

Answers:

1. are playing/play
2. am not watching/am studying
3. boils/is boiling
4. leaves/am packing
5. double-checks
6. is discussing
7. review

8. is looking

9. thank



Writing Practice

Write 3 sentences about your daily routine (Simple Present Tense) and 3 sentences about what
you are doing now (Present Continuous Tense).

Open Answer




& |0HAPTER 4/ Oral Practice

Bl Listening Exercise (Five gaps to fill while listening)

Scenario 1—First Day at Work

Manager: “Hi Sarah, welcome to the team! Let me show you around. This is your desk, and
here’s your company laptop. Do you have any (1) so far?”

Sarah  : “Yes, actually. Where can I find the shared (2)  for project files?”

Manager: “Good question! It’s in the ‘Team Drive’ folder. Also, we have a meeting at 10 A.M.

tomorrow. Don’t forget to (3) the agenda first.”

m—

Scenario 2—Asking for Help

Sarah: “Excuse me, Mark. I’m not sure how to use this (4) . Could you help me?”
Mark : “Of course! First, log in with your ID. If you get stuck, just check the (5) or
ask IT support.”

( Answers: 1. doubts 2. documents 3. review 4. printer 5. handbook )
If1 Oral Expression Framework

Topic: Role play in below Scenarios— “Solving Workplace Problems”

Scene 1: Asking for Clarification

Student A: You are a new employee. Ask your colleague how to submit a report.
Student B: Explain the process (e.g., email, online system, deadline).

Scene 2: Handling a Mistake

Student A: You accidentally deleted an important file. Apologize and ask for help.
Student B: React calmly and suggest solutions (e.g., check the backup, contact IT).
Scene 3: Joining a Meeting

Student A: You’re late to a team meeting. What do you say?

Student B: As the manager, respond appropriately.

S INEE N K2



Scene 1: Asking for Clarification

Student A (New Employee):You need to
submit a weekly report but are not sure
about the process.

Student B (Colleague):Explain the procedure
clearly and helpfully.

Excuse me, could you show me how to submit the

weekly report?

Sure, we usually submit it through the online

portal. Let me show you.

I'm not sure about the report submission process.

Could you walk me through it?

You need to email it to the team leader by 5 PM
every Friday.

What's the usual way to submit reports here — by

email or through a system?

First, log in to the company system, then go to

“Reports” and upload your file.

Is there a deadline I should be aware of?

Yes, the deadline is Friday afternoon, and please

include your manager in the email.

Do I need to call anyone when I send it?

I can send you a template to make it easier.

Scene 2: Handling a Mistake

Student A (Employee who made a mistake)
You accidentally deleted an important
project file.

Student B (Helpful Colleague / Supervisor)
Stay calm and suggest practical solutions.

I'm really sorry, but I think I’ve deleted the project
file by mistake.

Don't worry, these things happen. Let’s check the
backup folder first.

I apologize — the file seems to be gone. Can you

help me recover it?

First, stay calm. Have you checked the Recycle
Bin?

I’m not sure what happened. Do we have a backup

system?

I’11 contact IT right now and ask if they can

recover it from the server.

Is it possible to contact IT to see if they can

restore it?

Next time, try to save important files in the shared

drive so we always have a copy.

We can also check if anyone else downloaded or

emailed the file recently.

Unit 1
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Scene 3: Joining a Meeting

Student A (Latecomer)
You are 10 minutes late for a team
meeting.

Student B (Manager / Meeting Leader)
Respond appropriately without disrupting
the meeting flow.

Sorry I’m late, everyone. My previous meeting

ran over.

No problem, please take a seat. We’re just

discussing the project timeline.

Apologies for joining late. Please carry on — I'll

catch up quickly.

Glad you could join. We’re on the second agenda

item now.

May I come in? Sorry for the interruption.

We’ll send you the notes later, but for now let’s

continue.

Could someone briefly fill me in on what I’ve

missed?

We just reviewed last week’s results. Now we’re

talking about next steps.

Il Presentation

What’s the most challenging part of being a new employee?

Write 3 tips for workplace newcomers.

e.g. Always ask questions!

S INEE N K2




2 (RAPIER o / Whiting

I8 Model Essay Analysis

My Career Plan

Name: Li Ming

Major: Computer Technology

1. My Career Goal

I want to be a computer technician after graduation.
I like fixing computers and solving technical problems.

2. My Current Skills

Strengths:

Good at computer hardware repair (learned in
class).

Can use basic software like Office.

Worked part-time at a computer repair shop.

Weaknesses:

Need to improve English for reading manuals.

Have not enough experience with network systems.

3. My Career Plan

Short-term (1-2 years):

Get a job as an IT assistant in a small company.

Take an online course about network security.

Practice English by reading technical articles every
week.

Long-term (3-5 years):

Become a senior technician in a tech company.

Unit 1 First Step into the Workplace: Professional Cognition and Basic Communication




Get some relevant certificates.

Learn to manage a team.

4. Action Steps

Every month: Visit a tech forum to learn new skills.

By June 2025: Finish the network security course.

This summer: Find an internship at a local IT company.

5. Conclusion

I believe hard work will help me succeed. I will review my

plan every year and make changes if needed.
I Make Your Own Plan Step by Step.

1. Self-Assessment

My Skills Examples
Iam good at... fixing phones, teamwork
I need to improve... English writing, time management
My experience... part-time job, school project

2. Setting Goals

Time Goal How to Achieve
In 1 year Become a Take a course in
In 3 years = Geta certificate = Practice every week

3. Action Plan

To achieve my goal, Iwill __ every month.
By next year, [planto

Ineedto  because

4. Final Writing

Career Goal

Strengths & Weaknesses

Short-term & Long-term Goals

Action Steps

ST e BB 2




@|[HAPTER B/ Vocabulary

S
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)

Assistant / designer / graduate / colleague / perfect / client / brainstorm / laptop / folder /
dynamic / visual / practical / portfolio / review / revisions / patience / adjust / enlarge /
alignment / inconsistencies / observation / mindset / stand out / efficient / abbreviations /
objectives / deadlines / template / refining / textured / satisfaction / research

1. Assistant [o'sistont]

HhOCRESC s B (441A))

She works as a teaching assistant in the biology department.

(IGIE I Z P e e Xa s/ ES GGUR RIJ/E S @

2. Designer [di'zamor]

HSCRESC: Bl (44 3R])

The young designer created a modern logo for the coffee shop.

BIRIEE: X AAERR BTN A IHEE B T — D IS A bR

3. Graduate ['graedsu,ert]

HICRESC: @ Bk (BhiA) ) 5 @ Bl A: (4436)

After I graduate, I plan to apply for internships in marketing.

BlRIEE: FE IS TR HE TS E 5 I 2T

4. Colleague ['kalixg]

HICBE: Rl (i)

My colleague helped me prepare the presentation for tomorrow's meeting.

BlRIEE: FRAY R R FER T IR 2 SO AT 7R ST

5. Perfect ['psirfikt]

HOSCRESC: @ 5E3eR) OB%R) 5 @ fli5gsE (3hia))

Practice makes perfect when learning a new language.

PR B2 )« ZRadfgil s ik 52 e 55k,

6. Client ['klaront]

OB, & (440

Our team spent hours discussing the client's feedback on the project.

(k= A (NIl A GNID R e D O R = ) 8

7. Brainstorm [ 'brem sto:rm]

HSORE S SRR (Bhial / #416])

Let's brainstorm some creative ideas for the advertising campaign.

BB (i) - FAT—EA) ™ E i 3k X R —LE B I

Unit 1 First Step into the Workplace: Professional Cognition and Basic Communication



8. Laptop ['lep,tazp]

HOSORE LA (#i7])

I forgot to charge my laptop before the online class started.
BRI EZRIREETTIAHT, FREICHEICARN TR T .

9. Folder ['fouldor]

HOSORES: SRR (#4108 )

Save the document in the "Research" folder on the desktop.
BIRIEARE . JESCRPRAFAE ST B0 “BFFE” SO L

10. Dynamic [dar'naemik]

HICBE: @ FEwiiE n OB ) 3 @ 3hds (A, LllARiE)
Our company needs a dynamic leader to handle fast-paced challenges.
BRI BRI )« FRAT A R FE B0 78 16 1 BT 2R D Y 22 B Bk
11. Visual ['vizual]

HSCRESC: My (FEA A )

The professor used visual aids like charts to explain complex data.
BIRIEARE B 1 R AF LS Bh T EoR R A 2 Bl

12. Practical [ 'preektikal]

HSCRESC: SEHIR OB AR

Learning basic coding skills is practical for many modern jobs.
BIRIEARE o~ Al R B RE X1 22 B T ARHRAR S H]

13. Portfolio [porrt'fouliou]

HOSCRESC: MRRVAR / B (4400])

Art students must build a strong portfolio before applying to jobs.
BB (FESER )« ZAREAESRIRFT AU — 3 th PR i
14. Review [r1'vju:]

hIcBE: @ didr (Bhi) /4406 ) s @ &2 (ghia), MiEE>] )
We will review the final draft of the report next Monday.

BlRIEE (A ) o FRATRAAE T A — A A2 .

15. Revision [r1'vizenz]

HSCRESC: B (#41A))

The editor suggested several revisions to improve the article's clarity.
PRI AR T LAME SO BORR = SCRE RS I

16. Patience ['perfons]

HSCRESC: il (£41))

Teaching children requires a lot of patience and creativity.

BIRIEE . BH T HR R A O FIBIIE TT

S INEER N K2



17. Adjust [o'd3ast]

HROCRE S R (Zhin])

You need to adjust the font size to make the text more readable.

IR EIE: R E R TR MESCTFE S

18. Enlarge [m'la:rds]

HSCRESC: R (BhiA] )

Click this button to enlarge the image for better details.

BRI Rl IR OR I AR 41

19. Alignment [o'lammont]

HSCRESC: XF5F (£40A))

Check the alignment of the text boxes to ensure they look neat.

o)) B s A SCASHE 00 5% 5 X AR PR RUEE 1 -

20. Inconsistency [ mken'sistansi]

PSCRESC: A—E(AiR)

The manager noticed inconsistencies in the financial report and asked for corrections.
BIRIERE: BT WSSl R A — B AL I EORIBIE
21. Observation [ a:bzor'verfn]

HOSCRESL: Mg (44iR])

Through careful observation, she discovered a pattern in the data.
PRI A ATADIEE, e B T — AL

22. Mindset ['maimdset]

TSR YRR (A400)

A growth mindset helps students embrace challenges and learn from failures.
)R T R AR CREHE B 27 A e A RSO R Py~
23. Stand out [stend aut]

HSCBES: e, WAR (ShiAkE)

Her bright red dress made her stand out in the crowd.

BIRIEARE: WL (AR T A AR PSSR AR
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24. Efficient [1'fifont]

HOCRESL: R B2 )

Using a planner is an efficient way to organize your daily tasks.
BRIEARE il TRIAS I Rz R HAT S5 BT

25. Abbreviation [ brivi'erfn]

OB AR (4410)

Avoid using too many abbreviations in formal emails.
BRIERRE . AEIE AR PE b N S 245 1

26. Objective [ob'dzektiv]

OB Hr (#1A)

Clear objectives are essential for the success of any project.
BIRIERE WY H AR AT F B i

27. Deadline ['dedlan]

HOSORESC: R H A (440R])

Meeting tight deadlines can be stressful but rewarding.
BRIEARE LR BE A LR HBTHT S8 AR oA B D (HARA st/
28. Template ['templot]

HSORESC: B (#417])

Download this resume template to structure your job application.
BRI B T X0 (A ISR AR B SRHR R AR
29. Refining [r1'famm]

HOORESC: B, @ (BhiA, shAiRIER)

The author spent weeks refining the first chapter of her novel.
BV BRHE: VEFAE T BUR A ot/ NS 35—,

30. Textured ['tekstford]

HSCRESC: ABOR (B4 )

The textured wallpaper adds depth to the room's design.
)T . SORERAN B E BB AR T R

31. Satisfaction [ setis'feek(n]

HOSCRESC: i R (440R])

Completing the project on time gave her a sense of satisfaction.
BR) RIS FEINSE RN H 45 1 it — b A2 IR

32. Research ['riissirtf]

hSCBE: @ BT (41 5 @ WiEsE (3l )

The team conducted market research to understand customer preferences.

BIRIEE (A1) - BIATHE T 0T L T % s

S INEE N K2



