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10.1 Business topic



10.2 Business topic: Career development
Reading

Business skills portfolio

 Leadership qualities

   Relative clauses
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Reading

    Don't just manage, lead!

Listening

Vocabulary

   Describing people
Reading



Business skills portfolio

Reading



1 Read the Chamber of Commerce website. 
Who are the course for?

A people looking for their first job
B students in full-time education
C people already in jobs



Useful Words and Expressions 
portfolio
full-time education
people in jobs
education in the workplace
seminar
semester course  
e-learning
prioritise
innovation
mind gymnastics

       

n. 组合

全日制教育，脱产教育

在职员工

在职教育

n. 研讨会 
学期课程

网络学习

V. 把……区分优先次序

n. 革新，创新

思维训练



2 Read more from the Business Skills Portfolio 
website and decide which words could fill in the 
gaps(1-8). Then choose the correct options from 
the list below.



C

C

A

B

A
A

C
A



Useful Words and Expressions 
value for money
profitability
expertise
qualification 

       

（英）物有所值之物

收益性

专家意见、专业技术

资格、资格证书 



Leadership Qualities

Listening



1 Listen to five recordings about leadership. 
Match each recording to A-E.

A A presentation

B Two friends at university

C A job interview

D At a trade fair

E A telephone call

( 1 )

( 2 )

( 3 )

( 4 )

( 5 )



A

A

C

B

B



3. Match these adjectives(1-10) from the 
listening to the definitions(A-J).

1 patient
2 decisive
3 organised
4 creative
5 authoritative
6 motivational
7 ambitious
8 dynamic
9 confident
10 careful

A certain about his/her ideas and abilities
B compare options and then choose the 
    best one
C plans everything efficiently
D makes people want to work hard
E wants to get to the top
F exciting to work with
G in charge and everyone does what 
    he/she says
H thinks about things and doesn’t take 
    risks
 I waits and listens without being anxious
J thinks of new ideas and solutions

1. I  2. B  3. C   4. J   5. G   6. D  7. E  8. F  9. A  10. H



Useful Words and Expressions 
£ patient
£ decisive
£ organised
£ creative
£ authoritative
£ motivational
£ ambitious
£ dynamic
£ confident
£ careful

       

耐心的

决定性的,果断的,坚定的

有条理的

有创造性的

有权威的

激发动力/积极性/兴趣的

志向远大的，雄心勃勃的

精力充沛的,活跃的

自信的

仔细的



Describing people

5. Think of a good leader you have known, or 
a  l e a d e r  i n  p u b l i c  l i f e .  W h i c h  o f  t h e 
statements below describes the person?

He / She was a very charismatic / dynamic / 
ambitious / organized / open person.

He / She was good at motivating people / 
communicating / listening.

 He / She was confident / understanding / 
patient / creative / authoritative.



More Useful Words
£ charismatic
£ reliable  
£ easygoing 
£ amiable
£ considerate
£ upright
£ foresighted
£ enthusiastic
£ dedicated
£ warm-hearted

       

£ 有魅力或领袖气质的

£ 可信赖的

£ 容易相处的

£ 和蔼可亲的

£ 考虑周到的

£ 正直的

£ 深谋远虑的

£ 有激情的

£ 有奉献精神的

£ 热心的


