优马思教育               www.youmars.com          新编剑桥商务英语高级（1）

听众朋友，大家好，欢迎您收听优马思高级商务英语节目，我是欧德喻。在这套节目中，您会接触到各种商务话题，我们将会对这些话题进行详细的讲解，让您在掌握各种商业知识的同时，全面提高运用英语进行商业活动的能力，实现有效的商务沟通。

现在我们就开始第一课的学习，describing work roles. 描述工作职责。在工作中，我们都应该把自己的工作做好， 因此明白自己应该做的事情就非常重要。We should do our job well; thus it’s important to understand our responsibility. 一般我们都是用job description 岗位说明书来确定我们的职责,现在贝尔宾联合管理咨询公司提出了另外一种描述工作职责的方法. Belbin Associates provides a new way to describe work roles, which they call WorkSet. 他们把这种方法称为定工制。

接下来我们就来看什么是定工制？What is WorkSet?
What is WorkSet?
WorkSet is an advanced means of setting up jobs and developing employees in response to the changing nature of work. By adopting the use of color s, companies can specify the exact level of responsibility to be allocated to the key tasks that form an employee’s job descriptions. WorkSet replaces the often static job description with a more dynamic short-term job brief.
The employee interprets the manager’s brief and uses it as a framework for approaching the task that make up the job. A feedback and review process then enables the manager to keep a breast of what the employee actually does and provides an opportunity to jointly assess performance, re-align the job and decide on the development needs of the employee.
Core color s
Blue work refers to tasks an employee has to carry in a prescribed way to an approved standard. Examples: machining an engineering component to a specification.
Yellow work involves personal responsibility for meeting an objective. Exactly how the work is done does not matter too much as long as the goal is achieved. Example: initiating procedures to reduce costs by 15%.
Green Work refers to task that vary according to the reactions and needs of others. Example: helping the hotel service manager at times of peak occupancy.
Orange work involves shared rather than individual responsibilities for achieving an objective. Example: contributing to a management team.
Employee feedback color s
Grey work refers to work which is incidental to the job and involves responding to situational needs. Example: being asked to entertain a visitor.
White Work refers to any new or creative undertakings outside the employee’s formal duties which may lead to improvements. Example: revising standard customers service letters.
Pink work demands the presence of the employee but serves no useful purpose. Example: attending meetings where nothing new is learnt and no contribution to decision-making is encouraged.
WorkSet is an advanced means of setting up jobs and developing employees in response to the changing nature of work. 定工制是一种设定工作岗位，发展员工能力，以适应不断变化的工作性质的先进手段。WorkSet 在这里相当于WorkSet System，指使用表现不同工作职责的色牌来布置工作的方法. in response to 意思为“作为对……的答复/反应，as an answer or reaction to something。 例如：In response to their hospitality, we wrote a thank-you note.  为了回报他们的热情, 我们写了一封感谢信。By adopting the use of colors, companies can specify the exact level of responsibility to be allocated to the key tasks that form an employee’s job descriptions. 通过使用工作色牌，公司可以确定关键任务所规定要求的具体责任范围，形成员工的工作责职描述。by在这里是表示“通过……方式”的意思，比如：By reorganizing the procedure, the factory improves the production a lot. 通过流程改造，这家工厂大大提高了产量。

WorkSet replaces the often static job description with a more dynamic short-term job brief. 定工制替代通常静止不变的岗位说明书，它是一种更加灵活多变的短期简要工作布置。The employee interprets the manager’s brief and uses it as a framework for approaching the task that make up the job. 员工领会了经理的简要工作布置后，即可应用它作为实施工作任务的参照标准。interpret在这里是“理解，解释“的意思，例如：We interpreted his silence as a refusal.  我们认为他的沉默是拒绝的表示。

A feedback and review process then enables the manager to keep abreast of what the employee actually does and provides an opportunity to jointly assess performance, re-align the job and decide on the development needs of the employee. 然后，通过反馈和检查程序，使经理能及时跟踪员工的实际工作状况，提供机会共同评估业绩，重新调整工作并决定员工的个人事业发展需求。keep abreast of 是一个常见的短语，意思是“了解...的最新情况”，有时候也写成，stay abreast of ,比如：How can you stay abreast of all the developments in biotechnology？你如何了解生物技术的最新情况。 

刚才我们简单地讲述了WorkSet的特点，现在我们就来看它所使用的工作色牌的含义。

先看蓝色工作牌，Blue work refers to tasks an employee has to carry in a prescribed way to an approved standard. 蓝色工作牌指的是员工必须按照事先确定的工作方式依照规定标准完成的任务。Examples: machining an engineering component to a specification.例如：按规格制作工程零件。

接下来是黄色工作牌，Yellow work involves personal responsibility for meeting an objective. 黄色工作牌指的是完成一个目标个人所要承当的责任。 Exactly how the work is done does not matter too much as long as the goal is achieved. 只要能够达到工作目标，如何去完成无关紧要。Example: initiating procedures to reduce costs by 15%. 例如：自行实施能够降低成本15%的各种做法。initiate是“开始，创始，开始实施”的意思。比如：initiate a new course，开始一门新课程。

再来看绿色工作牌，Green Work refers to task that vary according to the reactions and needs of others. 绿色工作牌指的是根据他人的反应和需求完成内容不同的任务。Example: helping the hotel service manager at times of peak occupancy. 例如：在酒店入住高峰期间帮助服务经理。
最后一个核心工作牌是桔黄色工作牌
Orange work involves shared rather than individual responsibilities for achieving an objective. Example: contributing to a management team. 桔黄色工作牌 指的是完成一个目标需要集体共同分担责任，而并非是一个人的责任。例如：向管理团队出谋献策。

上边讲的是定工制的核心工作色牌the core colors of WorkSet. They specify the exact level of responsibility to be allocated to the key tasks. 这些工作色牌确定了关键任务所规定要求的具体责任范围。 And become the employees’ job descriptions.并且形成员工的工作责职描述。

接下来我们继续来看需要员工反馈的工作色牌Employee feedback colors
Grey work refers to work which is incidental to the job and involves responding to situational needs. 灰色工作牌 指的是某一项工作中偶然产生的任务，包括对应临时发生的情况。Example; being asked to entertain a visitor. 例如：被叫去接待客户。

继续来看白色工作牌，White Work refers to any new or creative undertakings outside the employee’s formal duties which may lead to improvements. 白色工作牌指的是在该员工正常工作之外对改善工作有利的任何一项创新性工作。Example: revising standard customers service letters. 例如：修改统一客户服务函件。

最后一个需要员工反馈的工作色牌是粉红色工作牌Pink work demands the presence of the employee but serves no useful purpose. 粉红色工作牌指的是没有特殊任务目的，只需要员工在场的工作。Example: attending meetings where nothing new is learnt and no contribution to decision-making is encouraged. 比如：参加一个既不用学习也不需提出决策的没有新意的会议。
刚才我们听到的就是定工制的介绍，那定工制是如何使用不同颜色的色牌描述工作职责呢？How does the WorkSet use color to clarify work roles?
WorkSet allows companies to clarify work roles by classifying different aspects of the job according to color. 定工制让公司用颜色区分工作的各个方面，从而阐明员工的工作职责。Companies can use color to specify the exact level of responsibility to be given to a number of key tasks. 通过使用工作色牌，公司可以说明关键任务所规定要求的具体责任范围。 These specifications can be changed as the job changes. 这些说明可以随着工作的改变而改变。Employees can use the same system to give feedback on the job from their point of view. 员工也可以利用定工制来进行反馈，表达他们对工作的看法；从而确保公司对雇员的期望和雇员所理解的自身工作职责是一致的。

不过在实际工作中，有时候公司对雇员的期望和雇员对自身工作职责的理解却是不一致的，从下边这两个饼形图就可以看出来。
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Manager’s brief to the employee          Employee’s feedback on the job
第一个图形是某公司经理对雇员工作职责的说明，是公司对雇员的期望，第二个图形是雇员的反馈，也就是雇员对自身工作职责的理解。

According to the manager’s brief, about half of the employee’s time should be spent taking personal responsibility for meeting objectives (yellow work). 按照经理的说明，雇员一半的时间都应该用来承当责任，实现目标，也就是做黄色工作牌的工作。

However, the employee feels that this is not the case. 不过雇员并不这样认为，Blue work (i.e. work carried out in a prescribed way) is double the amount envisaged in the brief. 雇员所做的“蓝色工作”是经理说明的两倍，As can be seen from the grey, white and pink segments, the employee also perceives himself/herself to be involved in certain activities outside the job brief. 雇员还认为自己应该做一些“白色，灰色和粉红色工作”，不过这些在工作说明中都是没有的。While the white (creative) work appears to be positive, the pink time serves no useful purpose. 虽然那些白色工作是积极有用的，不过那些“粉红色的工作时间”就没有什么用处了。Moreover，the incidental grey work which the employee is asked to do addition to his/her job may be detracting from the core yellow work. 另外雇员偶尔要做的“粉红色工作”对自身所要做的“黄色工作”也会造成干扰。

好，优马思高级商务英语节目第一课的内容到这里就结束了。欢迎您登陆我们的网站www.youmars.com 学习更多精彩的内容。希望您每天学习，每天进步。感谢您的收听，再见。
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