Unit 2

Liaison and Communication

In this unit, we’ll explore the

language of liaison and communication
in English with a series of activities that
examine several typical settings about
communication, and get to know
information about modern communication
methods and communication in different

cultures.

Learning Goals

After learning this unit, you will be able to:

1.  get the knowledge of communication methods.

2. communicate in different situations especially in telecommunication settings.

3. get some ideas about effective communication within the family and explore the right
value of Chinese-style non-verbal communication.

4. learn how to read and write a telephone message and get some tips about non-finite

verbs.



Look at the following pictures, and talk about your favorite way of communication

based on the following questions.

1)  What is your favorite way of communication and why?

2)  Can you list any other way of communication?

3)  What factors are important for communication?

Match the English phrases with their Chinese equivalent.

intercultural communication
interpersonal communication
verbal communication
non-verbal communication
formal communication
informal communication
body language

facial expression

gesture

eye contact
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Llstenmg and Speakmg Activities

Activity 1

Look at the pictures in Task 2 and discuss with your group members with the
following questions.
1) Do you think gesture is important in communication, and why?

2)  Which gesture do you usually use in communication?

Work in pairs and discuss the meanings of the following gestures in different cultures.

Vi
Al
(1) @) 3)
.
v
i i
) 5) ©)

Unit 2 Liaison and Communication 21



Activity 2

Listen to the conversation and choose the correct answer for each question.

1)

2)

3)

Which department does Linda Roberts belong to?

A. Sales. B. Marketing. C. HR.

When will Linda Roberts be back?

A. Not until tomorrow. B. Not until next week. C. Not until next month.
How will the caller contact Linda Roberts?

A. Leave her a message. B. Send her an email. C. Ring her tomorrow.

Listen to the conversation and then answer the following questions.

1)
2)
3)

Which department does Michael Brown work in?
Who is calling to speak to Michael Brown?
What will the operator do then?

Listen to the conversation and fill in the blanks according to what you have heard.

A:

> %> w

Holiday Inn. Good morning. May I help you?
Good morning. I’d like to talk to Mr. Smith, please. 1)

2) , please? I’ 11 check for you.
OK.

(pushing the button) Oh, I’ m sorry. I’ m afraid Mr. Smith is not in his room now. 3)
?

Yes, please. Tell him that Jack Johnson called, and would like to speak about
4) . Ask him to call me at 13258692315.

OK. May I check the message, please? (checking) So you want Mr. Smith to call you at
13258692315 about the contract you’ re going to sign tomorrow and your name is Jack
Johnson. Is that right?

Yes, 5) . Thank you.

You are welcome.

Role-play the above conversations with your group members.
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Activity 3
alk

Listen to the talk and then answer the following questions.
1)  Which department does Jason Carter work in?
2)  What time will Jason Carter be out of the meeting?
3)  Who made the call to speak to Jason Carter?
4) How did she decide to contact Jason at first ?

5)  How did she decide to contact Jason finally?

Listen to the talk again and fill in the blanks according to what you have heard.
Hello, HR Department.
Hello, can I speak to Jason Carter, please?

I’m afraid 1) . Can I help you?

No, I think I need to talk to Mr. Carter. What time will he be out of the meeting?
2) . Can you call back later?
OK, I' 1l do that.

Or can | take a message?

S - e

Actually, 3) ? Could you tell him that Alice Wood called

and that 4) if he could call me back.

Can | take your number, please?
Yes, it’s 86737258.
86737258. OK, 5)

Thank you for your help. Bye.

> % x> w2

Goodbye.




Activity 4

Spot Dictation

Today, more and more Chinese cannot live 1) mobile phones, indeed. Many of
them, including the elderly, 2) with others and broaden their 3) of friends with
mobile apps. They also use their cell phones for 4) shopping and searching for
information as cell phones are 5) . In addition, the communication by mobile
applications is 6) than that by traditional phones. However, this new 7) makes
people over-reliant on mobile phones for social 8) . In fact, some young people have
become so 9) that they 10) the face-to-face communication with their families

and friends.

Have a debate about “Smartphones Make Communication Better or Worse” with

your group members according to the above passage.

Activity 5

Making an appointment can be complicated if two people are very busy. How do you
find a time that is convenient for both of you? Imagine you’ re making a phone call to arrange
an appointment to see Mr. Johnson. Make a dialogue with your partner according to the

information given below.

Can I speak to ... please? Would next ... be okay?

I’ m afraid he’s ... He’s free in the afternoon after about four.
I’ d like to make an arrangement. I could make it after five.

When will be convenient for you? So shall we say 5:15 next...?
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Readmg and Thinking Activities

Pre-reading questions:
1.  How do you communicate with your family members?

2. What is the most effective communicative way in your family?

Passage 1

ve Communication Within the Fa
\\_/

Communication is not the mere verbal exchange of information in the family. It is the
expression of respect, affection and concern. Communication doesn’t refer to the verbal alone in
the family, but physical expressions, gestures and even an affectionate look can be
communicative in the family.

It is through the communication that the members of the family express their requirements,
love, desires, advice etc. to each other person in the family. Family communication is very much
different from formal communication.

There are many practical tips to make the communication between the family members
more effective. Let us see some of them.

The focus is preference, not principles.

Family is the place where no strict or inflexible rules are applicable and principles always
remain subordinate to preference. Focusing on the preference simply means to give more
importance to the personal likes and methods than rules and regulations. For example, you can’t
just implement a rule that everyone should be silent after 10 at night. It may be the only

convenient time for one of the family members to communicate with others.
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Be flexible in communication. It is not what others follow that is to be considered the
standard in your communication in the family. There is no right time, right way and right place
for communication in the family. Implicating principles for communication will make the
process completely official and people may feel it mechanical, rather affectionate.

Be positive.

Negative and sarcastic communication will destroy the warmth of family talking. Do not
over criticize or approach everything in the negative way. Certain people cling to sarcasm when
they talk to others, especially with family members. This will destroy the mood of talks and
others may withdraw themselves deliberately from the family communication.

Positive communication is much more influencing and effective than criticism. Creative
criticism is helpful in family but always defines limits to criticism. Let the communication be
appreciating, encouraging, supporting and soothing.

Let it be more than just verbal.

Let the communication in the family be more than just a verbal expression. The presence of
parents conveys the messages of safety, love and concern to the kids. Similarly, the presence of
spouse communicates the feeling of warmth. Use gestures of affection lavishly in the
communication. Even when you scold or correct a child or your spouse, holding and talking to
him/her in the most pleasing manner may help the messages to be accepted in the desired
manner. A kiss, a hug, or an appreciation, everything can tell more than words can do.

Be clear, be gentle and be precise.

Being clear, gentle and precise is the rule applicable to any communication and so is to
family communication. If you want to say something to children or your spouse, make your
point clear in the most pleasing way. Do not beat around the bush and make others unknown of
the messages you intended to pass. Angry expressions or thoughtless words may be taken lightly,

also may not yield the expected reaction.

Yo New Words and Expressionsﬁ
verbal ['va:bl] adj. v k44, 23569, 50865, RF @4 n. 1369 3E 1535 X
affection [a'fek n] n. &%, &g, Hrh, B3
refer to 5%, & 5692 & AT
physical expression #¥ &% &
inflexible [in'fleksobl] adj. M B 49, R 7T % wh &9, & R 6Y
applicable [a'plikobl] adj. & JA #9
subordinate to IR , Ak /% T
give importance to #F -+ AL
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implement ['tmpliment] v. 5536, 47, EI AL AL n. TH, B L, FB
mechanical [ma'kanikl] adj. AT, /1 5269, KRR, &R
sarcastic [sa:'kestik] adj. 32869, K Z] 64, F G

approach [o'prout[] v. &£, 5------ B T . ik, A, BT
cling to "B4F 4R 5 AR, B3R Rk

deliberately [di'libaratli] adv. ¥ & Hu, K ML F M

appreciate [2'prifiert] v. ;K5 , B

soothing ['suidin] adj. FEE 69 LA S Y

lavishly ['leevifli] adv. & Ho, ik 3 #o

scold [skould] v. W%, 3T, 5 n. w5, X HHA

beat around the bush 5= 2k & , 35,35 25 18 F

Skim the passage and decide whether each of the following statements is true or
false. Put a “T” for TRUE and an “F” for FALSE in the space provided.

1) Communication is more than verbal exchange of information in the family.

2) To a large degree, family communication is very similar to formal communication.

3) Family members cannot make strict rules in communication.

4) There are certain times, correct ways and precise places for communication in the
family.

5) Positive communication is more effective than criticism.

6) Any type of criticism is not helpful in family communication.

7) Gestures of affection is welcome in family communication to help members accept
the messages.

8) Frequent communication has been mentioned as an effective way in family

communication.

Complete the sentences using the words given in the box. Make a necessary change

if necessary.
verbal physical applicable lavishly scold
criticism effective soothing approach implement

1) It has been shown that this drug is

2) He did not the door at once until his wife came.
3) Later she her daughter for having talked to her father like that.
4) The and mental problems caused by the illness have troubled many professors.
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5)  The apartment building was decorated.

6) What is a reasonable standard for one family is not for another.
7)  The government promised to a new system to control these organizations.
8)  Bullying is not restricted to physical attack, but also abuse.

9)  She has published more than 20 books including novels, poetry and literary

10) The voice announced the arrival of an e-mail on the computer.

Translate the following sentences into English, using the expressions in brackets.
1) WA FHSE T EER. (refer to)

2) TR L A AR B 5 SR AR, A RAR IR J T B A R BRI

(focus on)

3)  EREFMES HEMRIRER ZAR . (subordinate)

4)  FABAZHINEMFIE=] . (give more importance to)

5)  AZSZEME T R 47 (beat around the bush)

Passage 2

e-style non-verbal Communica

N—

Although China is modernizing, there are still vast differences in the ways in which
Chinese interact with Western people and the world at large. The key function of Chinese
communication strategy boils down to maintaining existing relationships between individuals
while emphasizing and adhering to status and role differences, with the ultimate aim being to
preserve harmony within the group.

China ranking lowest in the individualism factor is mainly attributed to the high level of a
collective society. The low individualism ranking manifests that Chinese value being a member

and close to a group, and it can be a family, an extended family, or other extended relationships.
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China thrills in stronger relationships where each and everyone is taking responsibilities of their
group, and loyalty is quite important. Chinese like to successfully integrate with others, and
conflict should be avoided. Communication in China should strengthen relationships and not
challenge them.

Non-verbal communication includes facial expressions, eye contact, gestures, and tones of
voices. This plays such a vital role in their day-to-day life, and at some point, it’ s even more
powerful than the verbal communication. Different nationalities have their specific emotions and
gestures that have different meanings. It’s imperative to understand the basics of non-verbal
communication since they might mean something totally different in another culture.

China is one of the largest countries in the world, and it’ s one of the places where
civilization and ancient culture was born. Since the Chinese are greatly influenced by Confucius’s
philosophical thinking, they’ re more reserved and their gestures are less expressive. However,
non-verbal communication in Chinese speaks volumes. The Chinese greatly advocate for peace
and collectiveness, and they rely on tonal voices, facial expressions and postures to know how
the person is feeling. Frowning when someone is speaking can be viewed as a way of
disagreement hence the Chinese try and maintain quite an impassive expression during the
speech. It is also disrespectful to be staring into another person’s eyes.

When trying to adapt to a more interrelated world, it is imperative to know how the
Chinese communicate and think. Although the language style in China might seem complicated,
it is important to choose the correct style of communication. For the Chinese, communication is
more than the exchange of just words. It is more about establishing harmony and building a

relationship with the community.

o New Words and Expressionsﬁ
non-verbal [non-'va:bl] adj. €5 = 49, 3E A = &0
modernize [' mpdonaiz] v. &+ AL, TARAL
at large /209, RALIH 09, A0, — ke, 53k 49
boil down to )24 A
adhere to "4, ZE M, 447, 1B A
ultimate ['Altimot] adj. S84 , IR AR n A8 AR, AR T
preserve [pr1'zaiv] v. £R 4, B4
individualism [,1nd1'vidzualizom] n. A E 3L, A1) & £ 3L
be attributed to Y2 E F-----
collective society FhAE2
extended family X K &
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thrill [Or1l] n. 330, ESR, FiK v A BAFh AL BT AR BB A
integrate withf# 5 -+ e

at some point 7£ 3 — i %

imperative [1m'pretiv] adj. 56-Z-49 , 7~ 7T # .69, % 209

Confucius [kon'fju:fos] n. 5L-F

reserved [r1'z3:vd] adj. %8 &9, TRIT 09, LR2K 04, A% 0

staring into %t AL

Choose the correct choice according to the passage.

1)

2)

3)

4)

5)

30

What does “boils down to” mean according to the first paragraph?
A. Comes down to.

B. Nonetheless.

C. Not because.

D. Definitely.

What is the main reason why China ranked the lowest in individualism?
A. Emphasizing the existing relationships between individuals.

B. Focusing on role differences.

C. The high level of a collective society.

D. Harmony within the group.

Which option is not true about Chinese-style communication?

A. It is quite different from the western style.

B. It contributes to a low individualism ranking.

C. Chinese dislike to integrate with others.

D. It has been deeply influenced by Confucius’s thinking.

Which is excluded in non-verbal communication?

A. Facial expressions.

B. A joke.

C. Eye contact.

D. A hug.

According to the passage, how can China have a better relation with the world?
A. To improve the economy.

B. To choose the correct style of communication.

C. To build a better relationship.

D. To be neutral in politics.
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