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Unit 100 Part [0  Listening Comprehension: Getting Lost and Asking the Way[l Part [1 Speaking Development:
Getting Lost and Asking the Way[ Part [1  Integrated Course: Text A The Development of Reading Habits Text
B Outside Distractions While Studyingd Part 1 Workplace Context: Making Appointments(] Part [ Writing
Work: How to Write a LetterUnit 200 Partld 0  Listening Comprehension: Sports and Games [ Part [
Speaking Development: Sports and Games( Part [1 Integrated Course: Text A The Voice of TimeText B From
Olympiato the Great WallCJ Part [0 Workplace Context: Letters and EmailsC] Part [0 Writing Work: Letter of
Thanks and Congratialations Unit 300 Partl] 0 Listening Comprehension: Seeing the
Doctor[] Part] [1 Speaking Development: Seeing the Doctor[d Part[] [0  Integrated Course: Text A When
Mothers Get the Bug (1 ) Text B When Mothers Get the Bug (I )OI Partld 0 Workplace Context: Confenrence
Arrangementsd Parttd 0  Writing Work: Letter of Reference and RecommendationUnit 4[] Part [J Listening
Comprehension: Sightseeing and Touring[J] Part [ Speaking Development: Sightseeing and Touring(J Part [J
Integrated Course: Text A The Killer Smog (1) Text B The Killer Smog (CJ )T Part I Workplace Context: File
ManagementU Part O Writing Work: Letter of Applicationst] [0 0 Unitd 5Unitd 6Unitd 7Unit0d 801 O O
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[0 O The workplacel] like anyplace you bring a bunch of people together(] is a jumbleof many different
personalities. In addition to coworkers who are easy to work with[J you will also find difficult people at work. What
sets the workplace apart from manyother places is that everyone——even the difficult people——must cooperate
in order to beproductive. Here are five types of difficult people you may meet at work and advice forgetting along
with each one.[J [ The Chatterbox[d [ Lets start with your most affable coworker. The chatterbox usually means
well.She is friendly and wants to share all her thoughts [J every last one of them with you.She isnt trying to cause
harm to anyone ... her incessant talking is just keeping youfrom concentrating on your work. Here are some things
you can do to quiet downyour chattering co-worker so you can get your job done. Rather than risk insulting
yourcolleagueld put the blame on yourself. Tell your coworker you have trouble concentratingwhile you are
listening to her very engaging stories. Youd love to hear them at someother timelJ just not while youre working.
ThenO if you truly enjoy her company] havelunch with her once a week.[J [ The Gossip[J [J The gossip seems
to know everything about everyone and he wants to share it. Should you listen to what your gossiping colleague has
to sayJ

Yes[] you should listen to it since it is often a good way to hear news that may not make it through more formal
information channels. The problem with gossip is that it carries both elements of truth and untruthd so view it
with a cynical eye. Listen to your gossipy coworker quietly. Dont become a gossip too. However[ if the gossip
being shared is of a very personal naturel] for example he shares with you news of another coworkers marital
problemsC] change the subject or say that you dont feel right discussing someone behind his back.
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