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@ it @ such @ that @ which

@ As a result @ On the other hand

@ In addition @ 1In other words

@ Luckily @ Frankly @ Sadly @ Strangely
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To become a good writer, you need to have a good knowledge of social situations.

The style of business letters tends to change as you get to know the people you are
writing to.

You can be positive whenever you write letters.

If you can’t understand the other person’s cultural background, there is a possibility
that you will not succeed in communicating.

Bill and Steve received an email from a Japanese company which was hard to understand,
but it didn’t develop into a serious problem.

If you recognize writing as a useless tool, it can lead to successful communication.

ROz, BOIZEZBRT N,

To become a better writer you need to work on improving several skills, some linguistic*,
some social. Of course, to write well, you should have a good knowledge of grammar and usage*,
(7 ) will help you to compose clear sentences and send clear messages. Another skill is being
able to notice the difference between a formal business-style of writing and a friendly style. When
you start doing business with a new company, your letters to them will probably at first be quite
formal, even cool. But as time goes by, and as you get to know the people you are writing to
better, your correspondence will almost always soften in tone.

Another skill involves your attitude toward the people who will read your letters. You are
the writer and the maker of the messages, (7 ) gives you the power to affect people’s feelings
positively or negatively. If you write, ‘I don’t like you because you smell bad,” you can guarantee
that your reader will be quite upset. ( - ), a message like ‘You are the most wonderful person
I have ever met’ will make your reader happy for days and days. In this way, your writing
works quite hard for you. I'll give you an example of my friend. He told his female friend that
he thought her dress was great. In fact that wasn’t the truth. He didn’t really like it, but his
comments made her very happy. The last I heard about them was that they are going steady,
and are very happy together.

Sometimes your communication will be across social or cultural borders. If you don’t
understand much about the other person’s culture or lifestyle, you might have a few problems.
Bill Perkins and Steve didn't know what to do with the email they received from a Japanese
company. The message was too vague for them to understand, and so they made up their minds

v

problem was solved. So you can see that writing is a powerful tool. Depending on how you use it,

to wait until they received a clearer correspondence. ( ), a second letter soon arrived and the

it can lead to many different consequences.
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The world of work is rapidly changing. Many of today’s best jobs could be out of date
tomorrow. The Australian science agency CSIRO has looked ahead to 2035. It predicts that by
then, most workplaces will be “digitally focused and automated.” So, will people and machines
be fighting each other for jobs? No, says Michaelia Cash, Australia’s Employment Minister. “The
future won’t be about people competing with machines. It will be about people using machines
to do more interesting and satisfying work. People who are adaptable and flexible will be
successful.”

Dr. Stefan Hajkowicz is the author of Global Megatrends. He agrees with Minister Cash. “Future
jobseekers must develop skills and abilities that complete artificial intelligence and robotics*,” he
writes. “The future ‘digitalized’ working environment will improve workers’ productivity. It will
give them more rewarding careers.”

Many of these future careers will, of course, be in STEM — science, technology, engineering,
and mathematics. At the same time, so called peer-to-peer* platforms* will allow us to turn our free
time into paid work. Thus, more and more people will become self-employed and freelance*. Also,
many new jobs will be created in the service industries, especially in education and healthcare.
This, says the CSIRO report, means that “people skills” and “emotional intelligence” will become
increasingly important.

Forbes magazine recently put out a list of some “quickly growing power professions.” If you
are a computer expert, here’s one you might consider: “ethical* hacker.” In this job, a company
would hire you to intentionally break into its computer systems. You wouldn’'t be a criminal.
Your “hacking” would help the company recognize problems before your less ethical counterparts

got the chance.
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According to CISRO, most of today’s jobs will disappear.

In future workplaces, people and machines will be working together.

People will have serious difficulty using machines to do more interesting work in the
future.

In a digitalized office, workers will be less productive.

With peer-to-peer platforms, people will waste their time.

In the service industries, workers with the ability to deal well with people will be
welcome.

If you are skilled in using a computer, there is a possibility of working as an ethical

hacker.
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I went to Hawaii on vacation.

C7 )

Yes, I loved it. I want to live there.

1 )2

The island is green, and the water is blue.
w2

No, but I went to the beach with my family.
)

It was hot and sunny every day.

Did you buy anything for your friend Liz?
Yes, I got her a pretty T-shirt.

C#* )2

Yes. She always cares about her appearance.

How was the weather

Did you know how she got it
What did you like there

Did you like it there

How was it going

Did it make her happy

Did you go swimming

1) T will look (
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) my cousin until his parents come home from work.

@ after @ by @ into @ across
(2) I made ( ) with a bright girl next door.

@ a friend @ my friend @ my friends @ friends
(3) The new stadium ( ) now.

@ is being built @ is building @ s built @ has built
(4) ( ) 1 want to do in the future is to make a trip around the world.

@ Which @ That ® What @ As
(5) How about ( ) to a movie after school?

@ go @ going ® to go @ to going
(6) Sapporo has ( ) population.

@ many @ much @ afew @ a large
(7) Two months have passed ( ) we moved into this town.

@® when @ since ® while @ as

(8

@ can

It's a long way from here to the supermarket. You (

@ must @ shall
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Server :
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Server :
Customer :
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Server :

Customer :
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Can

Hello. ¢ 7 )?

Yes, I am.

Would you like to eat here or take away?
Eat here.

OK. C 1 ).

I'd like the special hamburger, please.

Would you like that with French fries or salad?

Salad, please.

And to drink?

Cw )

Yes, of course. Hot or iced?
Iced, please.

(G

No, I think that’ everything.
OK, that will be $7.

).

Thank you. Enjoy your meal!

Thanks.

T help you

Here you go

you ready to order

Could I have a tea
Please go ahead with your order

Yes,

I'm sure

I get you anything else

) use my bike if you like.

@ would
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@ respectful @ kind @ right @ calm
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St. Augustine thought that people who didn’t travel didn’t read books.

The more you know about the places you are going to visit, the more you want to live
there.

Even if you see an unfamiliar custom, it is better for you to keep it to yourself.

You should enjoy eating at restaurants where travelers often go, and buying local
products.

When you go abroad, it is good to try to behave in the same way you want your

guests to do in your home.

ROz, BOIZEZBRT N,

“The world is a book, and those who don’t travel read only a page,” said the ancient
philosopher St. Augustine. How true! It's so easy to be involved in our everyday lives and to see
the world through half-closed eyes. But travel can take us out of this “rut*” by giving us a fresh
perspective. It increases our knowledge and shows us new ways of thinking and doing things.
Travel offers us the opportunity to open our minds and become bigger, better people.

But there are good travelers and bad travelers. We've all seen tourists at home and abroad
who behave badly. They are loud, arrogant*, and rude. They cause offense and give their home
countries a bad reputation. The last thing you want to do is to be one of them. So here are
some tips for being a good, responsible traveler.

Be smart. Read up on the places you intend to visit, and learn a little of the local language.
The more you know about a country and its people, the more alive the place will come for you
and the better your memories of your trip will be.

Be open-minded. When you see a custom that upsets or shocks you in some way, keep it to
yourself. Every country, even your own, has its unusual practices. Would you want visitors to
openly criticize or make fun of you and your customs?

Be ( ). Follow the rules of places of worship like churches and temples. Don't cause
offense by wearing inappropriate clothing, don’t talk when silence is called for, and don’t take
photos when signs prohibit it. Help preserve the local heritage. Don’t take part in harmful
tourist activities. Don’t damage or try to remove archeological* treasures.

Be adventurous. Challenge yourself to go off the “beaten path” and try to see and do things
beyond your comfort zone. Eat in local restaurants and support local businesses by buying local
brands. But please: refrain from excessive haggling™*: it's just not “cool.”

Be eco-friendly. Choose hotels or hostels that have policies for protecting the environment. Do
your best to reuse and recycle. Dispose of your garbage properly and minimize your consumption*
of water and energy. Never buy products made from threatened natural resources.

When you travel to another country, you are, in a way, a guest in someone’s home. So when
you are abroad, always keep this question in mind: How would you like guests in your home to

behave?

(23]
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ROEL %A, BOITEARI W,

Over the past four decades, computers have become increasingly compact and more and more
suitable for use in the office, at home, or even in your favorite coffee shop. They have become
so widespread that most of us own at least one and use some form of computer each day.
Computers have various social uses, too, helping friends and relatives keep in contact through
email and social networking. And businesses also rely heavily on computers. Most corporate®
correspondence these days is done through computers, and most office information is stored in
them.

What was our society like before computers? For one thing, people exchanged letters by
post — snail* mail, as it is sometimes called. Because it took so long to receive a reply, we
were very careful about composing them. When fax machines came along, they revolutionized
correspondence, but their popularity didn’t last too long.

Now, as you well know, mobile phones allow us to talk to people, anytime, anywhere. We
can also use them to relay written text messages. One big change in this kind of communication
is that with each new invention, the message has become shorter. Most emails between friends
contain only part-messages — a kind of chatting through your fingers. I have one acquaintance
who sends a constant stream of email mini-messages to her friends. I really don’'t know how she
finds time to do her work.

Even in our hi-tech world, I believe we should still know how to write a business letter and a
polite informal letter. Texting is so quick that we have no time for formalities*, and so we are in danger
of losing our letter-composition skills. In the UK, commas, apostrophes, and quotation marks are
vanishing, and more and more people are confusing possessives* with plurals*. Grammarians are
losing the war as this modern style of English takes root. Perhaps this means that children will
soon be using a variation of English that their parents will have a hard time understanding.

[€E3)

corporate : 224

snail : 7% L)

formality : b AL LAKALTEI NN
possessive : FifGt4

plural : 0¥
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@ In recent years, computers have become lower in price, and most families have at least (1) She ( ) new ways of saving water.
one.
@ made up for @ made up into @ came up with @ came up to
@ In social settings, people rely heavily on computers.

@ Most office information is stored on computers and most business correspondence is done

(2)  The room 2004 is ( ) use all afternoon.
by post.
@ In the age before computers, exchanging letters by post was less popular than sending @ in @ at @ for @ of
by fax.
® Messages sent by mobile phones tend to be shorter than those sent by post or fax. (3) 1( ) to Canada before I entered college.
® The author thinks that sending a polite informal letter by email takes us a lot of time.
@ had never gone @ have never gone
@ The author thinks that parents and their children will not use the same style of English
@ have never been @ had never been
in the future.
(4) This is the best novel ( ) has ever been written in Japan.
@ that @ where @ what @ such
(5) We are happy to hear the news ( ) he got a good job.
@ of @ that ® what @ which
(6) The price of this new car is ( ).
@ cheap @ small @ expensive @ high
(7) My cellphone battery is almost dead. 1 ( ) it last night.
@ may have charged @ may charge
@ should have charged @ should charge
(8) 1If I were you, I ( ) such an expensive watch.
@ don't buy @ won't buy @ didn't buy @ wouldn't buy
ROFEERE B DI ABROBI AT E, ThENTOERED 5 | DT ORUT 2 LALTZOTHIHT ZEETOPY LD
X0, Manager :Hello, Peter’s. (7 )?
Caller :  Hi, I'd like to book a table at your restaurant.
1 Manager : (1 ). When is it for?
Ann: (7 ). Caller :  For Sunday at 6:00.
Ray : It leaves at 11:15. Manager : And for how many people?
Ann : So, we have to be at the airport by 9:15, don’t we? Caller :  It's for 5 people.
Ray: ( 1 ). Manager : (7 ). That’ a table for 5 people, for Sunday at 6:00. Is that correct?
Ann : It'll be rainy tomorrow and ( =7 ). Caller: ( T ).
Ray : It’'s OK to leave here at 8, isn't it? Manager :Is there anything else I can help you with?
Ann: Well, ( T ), if there are no traffic problems. Caller :  Yes, we'd like to sit by the window in the non-smoking section.
Ray : So, maybe we should leave at 7:30. Manager :Our whole restaurant is non-smoking now, and you will get a table by the window.
Ann: Yes, ( 4 ). Caller: ().
Ray : I agree. Manager :Could I have your name and phone number, please?
Ann @  You never know what might happen on these freeways. Caller :  Yes. It's Lucy Williams, and my number is 123-4567.

Manager : Thank you for calling, Ms. Williams. We look forward to seeing you on Sunday.

@ I think so Caller :  Thank you. Good-bye.
@ it usually takes an hour
@ you shouldn’t do so @ Take care
@ it's better to get there too early than too late @ All right
® it may take us a long time to get there @ That's right
® I wonder what time vour plane leaves @ That's good to hear
@ Tell me what time you are going to start ® How may I help you
® Certainly
@ What would you like to buy
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