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Pocket Readers Overview

The 10-book business reader series tells
the story of your first year working in

ABC Convenience Stores.
looks at skills and strategies fo
successful in intervie e firs
on the job, giving atiQug? taking
part in meetj riting emails,
entertaining b clients, going
overseas O aling with office
conflict, lau ew products, and

mentor
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1. The Beginning

The story begins with you. In April,
you started work in the product
marketing department of
venience Stores. You had a

week on the job (See Bagk 2). YO
a successful busi eglfation
(See Book 3). You a successful

business mee Book 4). You
attended workshop. You
rite better busi-
¢¢ Book 5). You looked

peakers from the U.S. (See
Bodkwsf” You went on your first busi-
ness trip overseas, attended an im-
portant conference, and met Mary
Benson from the ABC U.K. team (See
Book 7). There was a big office con-
flict with Mr. Ogawa. Mr. Ogawa
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was fired (See Book 8). Finally, you did
a successful product launch for soup
(See Book 9).

It is now the following year. ril
3rd. You have been workin B

Convenience Stores forg@ne yealgdf1s
Wednesday mornj Vnaka
calls you into the@gegping rdom.

“You've dane a

t%ob for us in

your first “ghe says. “The two

partncgShi s with Underground

SgmglwiBlfes are really successful.
ork really hard for us”

you,” you reply.

“I had a meeting with the director,
Kevin Wei and the assistant human
resources manager, Julie Morris
yesterday,” Ms. Tanaka says. “We
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discussed Mr. Ogawa’s position.
As you know, he left the company
about three months ago.”

“Yes,” you reply. You remeggber ghe
conflict with Mr. Ogawa. Yo sa

“We planned to hi Wnew
for his positio TaWaka ex-

plains. “But, y Iped us out so
much by dgi . We're very
thankful. ecided yesterday

to pro to his position.”
t®me?” you ask. “You're giv-
in promotion?”

“Yes, that’s right,” Ms. Tanaka smiles.
“Congratulations!” she says.

“Thank you,” you say. You feel really
happy.
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“So, were going to hire somebody
for your position,” Ms. Tanaka says.
“Were going to advertise and do
interviews as soon as possible. We
hope to get a new employegffor your
job by the middle of April”

“Great,” you say.

“And, wed like ggu entor the new
employee. Wed to be his or
her mentor, naka requests.

“Men’m? ask.

P s? Tanaka replies. “You'll be
re ible for the new employee
for the first few weeks. You'll help
the new employee. You'll give them

advice, training, support, and so on.”

“Sure,” you reply. “I can do it.”
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“Okay,” Ms. Tanaka says. She smiles.
“And...”

“And?” you reply.

“Please don't make the s
takes that Mr. Ogawa di
Tanaka looks ver ious,
mentored a ne lo a few
years ago. We
from her. And,

ny after a
“What ¢” you ask.

ould speak to Julie Morris,”
M aka replies. “She’ll tell you

what happened. She’ll give you some
good advice about what NOT to do.”

quit the compa-

“Okay, thanks. I'll talk to her;” you
reply.
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2. Unsuccessful Mentoring

You send Julie Morris an email:

To: Julie Morris
CC:
Subject: Mentoring new employ

Dear Julie, V
I hope you are well.
I am writing to a ould meet this

week. Ms. s #sked me to talk to
you abget merthgring the new employee.

LgmyfreeN@morrow afternoon and all day
ri

Th or your help.

Kind regards,
[Your Name]

About thirty minutes later, you re-
ceive a reply from Julie Morris:
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To: [Your Name]
CC:
Subject: Re: Mentoring new employee

Dear [Your Name],

Thank you for your email and,
gratulations on your promotion!

I am busy tomorrow, see gou on
Friday. How about he ning? 1
can meet you in

Sincerely,
Julie Morris,

esources Manager

Subject: Re: Mentoring new employee
Dear Julie,
Thanks. That’s great. See you on Friday.

Kind regards,
[Your Name]
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It is Friday. You are sitting in Julie
Morris’s office. She makes you a cup
of coftee.

“Congratulations on yourgprogo-
tion! So, how can I help you'tga
Julie asks.

me to mentor
say to Julie.

11
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2.1 Not Introducing Mari

“The new employee was..., let’s call
her Mari. It was her first job_after
graduating university, Jufe ex-
plains. “We asked Mr. OgaWggfo

responsible for her. Ofher firShflay
at ABC Convenie, sl met
her at the rec rea. It was a

Monday morn ok her to the
product department. I
Intro r1 to Mr. Ogawa. I

d a to introduce Mari

as
r colleagues. I also asked
im togghow her around the office.”

“That’s great,” you say. “Ms. Tanaka
did the same for me when I started
here”

“Yes, but Mr. Ogawa didn't do it
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4. Language Focus and Tasks
4.1 Vocabulary #1

Read the following sentences. What
do you think the words in boldgnean?

1. We are going to promote M
Ogawa’s position.

ou to mentor the new em-

€e

55
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4.2 Vocabulary #2

Read the definitions to the words in
Task 4.1. Did you guess the meanings

of the words correctly?

Promote / Promotion: | (Verb / Noun) To giv

pnn) A phrase you
epmeone who has good
to show that you are hap-
py for them e.g. a promotion,
passing a test, getting married.

Congratulations!:

enti (Verb / Noun) To give some-
body help, advice, and training
at a company / Somebody who
helps, gives advice, and trains
another person at a company.

Quit: (Verb) To stop doing some-
thing / To leave a company.
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4.3 Useful Language:

1. Saying ‘Congratulations’
- Congratulations on your promotjon!

- Well done on your promotio

2. Introducing a new employee to r
colleagues
- I'd like you to EMPLOYEE]. He/

ofry! I've got this!

- on me.

- I'll get this.
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4.4 Reflection Questions

1. What mistakes did Mr. Ogawa make
when mentoring Mari?

2. Why was the mentoging of 0
Santos successful?

3. Talk to gafrien§. What other things
could happ ake mentoring a
new e e Wpsuccessful?

%0 a friend. What other things
could you do to make mentoring a

new employee successful?
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without the prior written permission of the publisher.
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