New Words and Expressions
taxation 征税、税款       conscience 良心、道德心  initiative 主动性            to the full 充分      
trait    特点               tact   得体
insight 洞察力              skyscraper 摩天大楼  

supervise 管理             clerical 文书的
notify 通知                hesitancy 犹豫不决


B. Listen to the passage twice and choose the right answer to each question you hear.
1 A. Conscience.            B. Loyalty.
C. Initiative.              D. Responsibility.
2 A. To work overtime when necessary.       

B. To make decisions for her boss.
C. To leave loose ends untied.   

D. To improve working conditions.
3  A. The ability to act for her boss in his absence or in his presence.         

B. The ability to know when to act on her own and when to consult.
C. The ability to let the boss have enough rest.              

D. The ability to work tirelessly.

4  A. Ability to speak English.         

B. Ability to handle routine correspondence.

C. Ability to avoid spelling mistakes.              

D. Ability to do reports and summaries.
5  A. Tact.               B. Psychological insight.
C. A primary education.  D. Good sense in clothes.

C Listen to the passage twice and decide whether the statements are true or false. Write “T” for true and “F” for false.
（  ）1 White-collar workers are those who do all the office work.

（  ）2 Middle management includes both junior executives and senior executives.

（  ）3 The policies for the companies are usually established by the senior executives.

（  ）4 Nowadays it is not possible to start out at the bottom and go all the way to the top.

（  ）5 Education plays an important part in the selection of people for management jobs.

（  ）6 Those who have studied courses of business administration in university often start out in middle management jobs.
D Listen to the passage twice and complete the following statements according to the information you get.
1                              are called receptionists.

2 In a large firm, a receptionist normally does              

                                .

3 Executives or their secretaries should inform receptionists of
                        or at the beginning of each day.

4 Executives should                               so that the reception work could be done more efficiently.
5 There are some        ,        ,        ,        , 

and          widely used between receptionists and visitors.

