 B Listen to the passage twice and choose the right answer to the question you hear.

1 A. Receptionist.             B. Personal secretary.

 C. Computer.                D. The manager himself.

2 A. By examining ID.      

B.By analyzing image and voice print.      

C. By face-to-face communication.     

D. By touching and feeling a person’s hands.

3 A. Praise or criticize the boss.

 B. Adjust neural impulse of people’s brains.

 C. Analyze and process data.

 D. Talk to people and send data into their minds.

4 A. Having a teleconference.

 B. Writing letters to him.

 C. Waiting for him to return.

 D. Having a face-to-face meeting.

C Listen to the passage twice and fill in the chart with the information you get.

	
	Functions

	Export manager
	To deal with (      ) , pricing (      ) , (      ) and terms of (      ) 
To be responsible for coping with (      ) , (      ) , (      ) and distributors
To be concerned with (                 )  and contact with (      ) 

	Dispatch clerk
	To deal with two main functions, (           ) 

	Secretary
	To (       ) , and to do other (         ) 


D Listen to the passage twice and answer the questions.

What can be affected by the quality of the indoor environment in the office?
What does poor IEQ bring about?
What strategy is suggested to improve the office environment?
How do three green plants help maintain indoor air quality standards, according to the research in India?
How long did the research last?
How do green plants help improve employees’ health, according to the research in India? Give two examples.
