
 

English Only 
 عم صنلا" فوشتو تحت لزنت نكمم ،ملاكلا تمهف ام ةسل اذإ نكل طقف توصلا تمهف ام اذإ طقف اهمدختسا

 .مها مهفلا ةمهم يهم تاملكلا ..تاملك عمجت لا ،ةيناث ةرم ."ىنعملا

Time: 00:00 
Voice 1  

Welcome to Spotlight. I’m Adam Navis. 
  

Voice 2  

And I’m Liz Waid. Spotlight uses a special English method of broadcasting. It is easier for 

people to understand, no matter where in the world they live. 
  

Time: 00:30 
Voice 1  

Imagine this situation. You studied very hard in school. Now you have finished. You 

dreamed of getting a good job in the United States. Finally, your dream came true. It is your 

first day of work. Now, you are walking into your work place on the first day. You see your 

supervisor – the person who will be your boss and tell you what to do. Your supervisor 

reaches out a hand. Suddenly you are not sure what to do! Should you reach out your hand 

too? Should you say something or wait for your supervisor to speak first? What should you 

do? 
  

Voice 2  

Today’s Spotlight is on work culture. Each work place has its own culture. This culture 

guides the way supervisors and employees talk to each other. The values of a company 

influence a workplace culture. The culture of the country where you work can also influence 

work culture. Some people may move to a new country to take a new job. They may not 

know what to expect in a new culture. It can be difficult to know the right behavior in new 

situations. It can even be difficult to know the best way to communicate. In today’s program 

we share a few things people can do to learn the culture at their work place. 
  

 

 

 



 

Voice 1 

Immihelp.com is a website that gives advice for people moving to and working in the United 

States. They give general advice about many things people may experience there. One area 

where they offer advice is work culture. On their website, they say: 
  

Voice 3  

“People in the U.S. have many different kinds of jobs. Work culture and office environment 

may be different across different industries and different parts of the country. Even different 

companies in the same industry and in the same area may have different work cultures.” 

 

Voice 2  

Immihelp is a website particularly for people living in the US. But this idea is true no matter 

where in the world people work and live. Every work culture is different. So it is difficult to 

make or follow an exact list of rules that helps in every situation. However, there are some 

general methods people can follow to learn the culture of a work place. This advice can be 

helpful for any person starting a job. This advice may also be helpful to people who are 

experiencing problems at their current job. 
  

Time: 05:21 
Voice 1  

Everyone who works should know the rules. When you begin working at any job, you can 

ask for the employee manual. Most work places make this list of rules. Read through the 

rules. They should tell you rules about taking holidays or vacation, policies about using the 

computer, and other helpful rules. 
  

Voice 2  

An employee manual will also tell the dress code. The dress code tells what clothes are 

good to wear at that work place. Some work places require employees to wear a uniform. 

Others require employees to wear formal clothes, and others do not require any special 

clothes at all. 
  

Voice 1   

A written rule guide is very helpful. But many work culture rules are not written. One good  

way to learn a work culture is to observe your co-workers, the people that you work with. For 

example, observe how people greet each other. Is it different when a boss greets an 



 

employee? What happens when co-workers greet each other? It can be helpful to watch 

these greetings and then use them yourself. 
  

Voice 2   

You can also learn other social rules from observation. For example, different cultures have 

different rules about how close to stand to another person. The website skillsconnect is for 

immigrants finding jobs in Canada. They write this advice on their website. 

  

Voice 4   

“Watch your co-workers’ body language and change yours to fit in. For example, Canadians 

are most comfortable with 18 inches between each other when meeting or talking. Standing 

closer is considered rude and invasive. Standing further away appears that you are not 

interested in the other person, or that you are too shy.” 
  

Voice 1   

Observing behavior in an office is one good thing to do. But it can also help to talk with your 

co-workers. This advice comes from Satheesh Kumar. He is from India. Kumar studied 

computers there. Then he got a job in the United States. He noticed the work cultures of the 

two countries were very different. Kumar began a blog to tell other people from India coming 

to work in the US what they could expect. On his blog he says that a simple thing can help 

you gain trust from your co-workers. That thing is eating the lunch meal with them! He says: 

Time: 09:50 
Voice 5   

“It is probably very common for people to eat lunch with co-workers. But some do not 
understand the importance of it in the working world. It is especially important when you are 

working in a different country like in the US and in a different work culture.” 

  

Voice 2   

Kumar explains that while you are all eating a meal, you can talk about things other than 

work. You can talk about a person’s family or the things they are interested in. It is also a 

chance to ask about the culture you are in, and to share information about your own culture. 

Most of all, it is a chance to build a personal relationship. 

 

 



 

Voice 1   

Finally, do not be afraid to ask questions. If you are not sure how to do something, or what is 
accepted, you can ask someone else. Immihelp writes on their website: 

  

Voice 3 

“If you are not sure about something at your work, do not act like you know it. Admit it 

honestly and go ask the right person. Concentrate on key areas of knowledge. Develop your 

skills accordingly. Do not act like you know everything. Sooner or later, people will discover 

that you do not know. And that may negatively affect your performance.” 

Time: 12:14 
Voice 2   

There can be many things to learn and remember when you start a new job. In the 

beginning, it can be difficult. But if you keep a positive attitude and try, you will do well 

  

Voice 1   

The writer of this program was Liz Waid. The producer was Mark Drenth. The voices you 
heard were from the United States. All quotes were adapted for this program and voiced by 

Spotlight. You can listen to this program again, and read it, on the internet at 

www.radioenglish.net. This program is called, ‘Work Culture’. 

  

Voice 2  

Tell us what you think about today’s program. You can leave a comment on our website. Or 
email us at radio@radioenglish.net. And find us on Facebook – just search for spotlight 

radio. We hope you can join us again for the next Spotlight program. Goodbye 

 

 

 

 

 

 

  



 

 ىنعملا عم صنلا
 .تاملكلا ظفح وم ،ساسلأا يه باعيتسلااو نيمختلا ةراهم .ىوصقلا ةرورضلل طقف اهمدختست لواح

 00:00 :تقولا

Voice 1  

Welcome to Spotlight. I’m Adam Navis. 

 لولأا توصلا

  .سييفان مدآ انأ .Spotlight يف كب ابًحرم

Voice 2  

And I’m Liz Waid. Spotlight uses a special English method of broadcasting. It is easier for 

people to understand, no matter where in the world they live 

 يناثلا توصلا

 ةغللا مهف سانلا ىلع لهسي ثيحب ثبلل ةصاخ ةيزيلجنا ةغل بولسأ Spotlight جمانرب مدختسي .ديو زيل انأو

 .ملاعلا لوح هيف نوشيعي يذلا ناكملا نع رظنلا ضغب

 00:30 :تقولا
 Voice 1  

Imagine this situation. You studied very hard in school. Now you have finished. You 

dreamed of getting a good job in the United States. Finally, your dream came true. It is your 

first day of work. Now, you are walking into your work place on the first day. You see your 

supervisor – the person who will be your boss and tell you what to do. Your supervisor 

reaches out a hand. Suddenly you are not sure what to do! Should you reach out your hand 

too? Should you say something or wait for your supervisor to speak first? What should you 

do? 

 لولأا توصلا

 ةديج ةفيظو ىلع لوصحلاب تملح .نلآا ةساردلا نم تيهتنا دقل .ةسردملا يف دجب تسرد دقل .عضولا اذه ليخت

 .لولأا مويلا يف كلمع ناكم ىلإ ريست تنأ ،نلآا .لمعلا يف لولأا كموي هنإ .كملح ققحت ،اريخأ .ةدحتملا تايلاولا يف

 بجي امم ادًكأتم نكت مل ةأجف .هدي دمي كفرشم .لعفت اذام كربخيو كسيئر نوكيس يذلا صخشلا - فرشملا ىرت

 ؟لعفت نا كيلع اذام ؟لاًوأ فرشملا ثدحتي نأ رظتنت وأ ائًيش لوقت نأ بجي له ؟اضًيأ كدي دمت نأ بجي له !هلعف

 



 

 Voice 2  

Today’s Spotlight is on work culture. Each work place has its own culture. This culture 

guides the way supervisors and employees talk to each other. The values of a company 

influence a workplace culture. The culture of the country where you work can also influence 

work culture. Some people may move to a new country to take a new job. They may not 

know what to expect in a new culture. It can be difficult to know the right behavior in new 

situations. It can even be difficult to know the best way to communicate. In today’s program 

we share a few things people can do to learn the culture at their work place. 

 يناثلا توصلا

 يتلا ةقيرطلا ةفاقثلا هذه هجوت .ةصاخلا هتفاقث لمع ناكم لكل .لمعلا ةفاقث ىلع مويلا ءوضلا Spotlight طلست

 رثؤت نأ نكمي .لمعلا ناكم ةفاقث ىلع ةكرشلا ميق رثؤت .ضعبلا مهضعب عم نوفظوملاو نوفرشملا اهب ثدحتي

 دق .ةديدج ةفيظو ذخلأ ديدج دلب ىلإ صاخشلأا ضعب لقتني دق .لمعلا ةفاقث ىلع اضًيأ هيف لمعت يذلا دلبلا ةفاقث

 و .ةديدجلا فقاوملا يف حيحصلا كولسلا ةفرعم بعصلا نم نوكي دق .ةديدج ةفاقث يف هعقوت نكمي ام نولهجي

 اهب مايقلا صاخشلأل نكمي يتلا روملأا ضعب كراشن ، مويلا جمانرب يف .لصاوتلل ةقيرط لضفأ ةفرعم بعصلا نم

 .مهلمع ناكم يف ةفاقثلا ملعتل

Voice 1  

Immihelp.com is a website that gives advice for people moving to and working in the United 

States. They give general advice about many things people may experience there. One area 

where they offer advice is work culture. On their website, they say: 

 لولأا توصلا

 نومدقي .اهيف نولمعيو ةدحتملا تايلاولا ىلإ نولقتني نيذلا صاخشلأل حئاصنلا مدقي بيو عقوم وه "بليه يميإ"

 ةفاقث يه اهيف ةروشملا نومدقي يتلا تلااجملا ىدحإ .كانه سانلا اههجاوي دق ةريثك ءايشأ لوح ةماع حئاصن

 : ينورتكللإا مهعقوم ىلع نوبتكي .لمعلا

Voice 3  

“People in the U.S. have many different kinds of jobs. Work culture and office environment 

may be different across different industries and different parts of the country. Even different 

companies in the same industry and in the same area may have different work cultures.” 

 ثلاثلا توصلا

 ةيبتكملا ةئيبلاو لمعلا ةفاقث فلتخت دق .ةفلتخملا فئاظولا عاونأ نم ديدعلا مهيدل ةدحتملا تايلاولا يف سانلا"

 سفن يفو ةعانصلا سفن يف ةفلتخملا تاكرشلا ىتح .ةلودلا نم ةفلتخم ءازجأو ةفلتخملا تاعانصلا ربع

 ." ةفلتخم لمع تافاقث اهل نوكي دق ةقطنملا

 



 

Voice 2  

Immihelp is a website particularly for people living in the US. But this idea is true no matter 

where in the world people work and live. Every work culture is different. So it is difficult to 

make or follow an exact list of rules that helps in every situation. However, there are some 

general methods people can follow to learn the culture of a work place. This advice can be 

helpful for any person starting a job. This advice may also be helpful to people who are 

experiencing problems at their current job. 

 يناثلا توصلا

 ناكم نع رظنلا ضغب ةحيحص عقوملا ةركف .ةدحتملا تايلاولا يف نيميقملا صاخشلأا صخي عقوم وه"بليه يميإ"

 يتلا دعاوقلا نم ةقيقد ةمئاق عابتا وأ عضو بعصلا نم كلذل .ةفلتخم لمع ةفاقث لك .ملاعلا يف نكسلاو لمعلا

 .لمعلا ناكم ةفاقث ملعتل اهعابتا سانلل نكمي يتلا ةماعلا قرطلا ضعب كانه ،كلذ عمو .فقوم لك يف دعاست

 نيذلا صاخشلأل اضًيأ ةديفم ةحيصنلا هذه نوكت دق .لمعلا أدبي صخش يلأ ةديفم ةحيصنلا هذه نوكت نأ نكمي

 .ةيلاحلا مهتفيظو يف لكاشم نوهجاوي

 05:21 :تقولا
Voice 1  

Everyone who works should know the rules. When you begin working at any job, you can 

ask for the employee manual. Most work places make this list of rules. Read through the 

rules. They should tell you rules about taking holidays or vacation, policies about using the 

computer, and other helpful rules. 

 لولأا توصلا

 مظعم .فظوملا ليلد بلطت نأ كنكمي ، ةفيظو يأ يف لمعلا أدبت امدنع .دعاوقلا فرعي نأ بجي لمعي نم لك

 ،تازاجإ ىلع لوصحلا لوح دعاوقب ليلدلا  كربخي .دعاوقلا أرقا .دعاوقلا نم ةمئاق ىلع يوتحت لمعلا نكامأ

 .ىرخأ ةديفم دعاوقو ،رتويبمكلا مادختسا لوح تاسايسو

 Voice 2  

An employee manual will also tell the dress code. The dress code tells what clothes are 

good to wear at that work place. Some work places require employees to wear a uniform. 

Others require employees to wear formal clothes, and others do not require any special 

clothes at all. 

 يناثلا توصلا

 بلطتت .اذه لمعلا ناكم يف اهؤادترا نكمي يتلا سبلاملا ماظن ددحيو .يزلا لوح اضًيأ فظوملا ليلد كدشري

 ، ةيمسر سبلام ءادترا نيفظوملا نم بلطي رخلآا ضعبلا .يمسرلا يزلا ءادترا نيفظوملا نم لمعلا نكامأ ضعب

 .قلاطلإا ىلع ةصاخ سبلام يأ بلطتي لا رخلآا ضعبلاو



 

 Voice 1   

A written rule guide is very helpful. But many work culture rules are not written. One good 

way to learn a work culture is to observe your co-workers, the people that you work with. For 

example, observe how people greet each other. Is it different when a boss greets an 

employee? What happens when co-workers greet each other? It can be helpful to watch 

these greetings and then use them yourself. 

 لولأا توصلا

 ةديجلا قرطلا ىدحإ .ةبوتكم تسيل لمعلا ةفاقث دعاوق نم ديدعلا نكل .ةياغلل ديفم بوتكملا دعاوقلا ليلد

 بحري فيك ظحلا ،لاثم .مهعم لمعت نيذلا صاخشلأا مهو ،لمعلا يف كئلامز ةبقارم يه لمعلا ةفاقث ملعتل

 لمعلا ءلامز موقي امدنع ثدحي اذام ؟فظوملا سيئرلا لبقتسي امدنع رملأا فلتخي له .ضعبلا مهضعبب سانلا

 .كسفنب اهقيبطت مث ةيحتلا هذه ةدهاشم ديفملا نم نوكي دق ؟ضعبلا مهضعب ةيحتب

Voice 2   

You can also learn other social rules from observation. For example, different cultures have 

different rules about how close to stand to another person. The website skillsconnect is for 

immigrants finding jobs in Canada. They write this advice on their website. 

 يناثلا توصلا

 ةفلتخم دعاوق ةفلتخملا تافاقثلا ىدل ، لاثملا ليبس ىلع .ةظحلاملا نم ىرخأ ةيعامتجا دعاوق ملعت اضًيأ كنكمي

 نودجي نيذلا نيرجاهملل صصخم ينورتكللإا عقوملا تاراهم طبار .رخآ صخش نيبو كنيب ةفاسملا برق ىدم لوح

 .تنرتنلإا ىلع مهعقوم ىلع ةحيصنلا هذه نوبتكي .ادنك يف فئاظو

Voice 4   

“Watch your co-workers’ body language and change yours to fit in. For example, Canadians 

are most comfortable with 18 inches between each other when meeting or talking. Standing 

closer is considered rude and invasive. Standing further away appears that you are not 

interested in the other person, or that you are too shy.” 

 عبارلا توصلا

 عم ةمات ةحارب نويدنكلا رعشي ، لاثملا ليبس ىلع .اهعم مئلاتتل كتغل ريغو لمعلا يف كئلامز دسج ةغل بقار"

 ةفاسملا .احًقو افرصت برق نع فوقولا ربتعي .ثدحتلا وأ عامتجلاا دنع ضعبلا مهضعب نيب ةصوب 18 ةفاسم دوجو

 " .ادًج لوجخ كنأ وأ ، رخلآا صخشلاب متهم ريغ صخش كنأ رهظت ةريبكلا

 Voice 1   

Observing behavior in an office is one good thing to do. But it can also help to talk with your 

co-workers. This advice comes from Satheesh Kumar. He is from India. Kumar studied 

computers there. Then he got a job in the United States. He noticed the work cultures of the 

two countries were very different. Kumar began a blog to tell other people from India coming 



 

to work in the US what they could expect. On his blog he says that a simple thing can help 

you gain trust from your co-workers. That thing is eating the lunch meal with them! He says: 

 لولأا توصلا

 .لمعلا يف كئلامز عم ثدحتلا اضًيأ كدعاسي دق نكلو .هب مايقلا بجي ديج ءيش وه بتكملا يف كولسلا ةبقارم

 يف ةفيظو ىلع لصح مث .كانه رتويبمكلا ةزهجأ راموك سرد .دنهلا نم راموك شيتاس نم يتأت ةحيصنلا هذه

 دنهلا نم نيرخآ صاخشأ رابخلإ ةنودم راموك أدب .ةياغلل ةفلتخم نيدلبلا يف لمعلا تافاقث ظحلا .ةدحتملا تايلاولا

 ىلع كدعاسي نأ نكمي اطًيسب ائًيش نأ هتنودم يف لوقي .هعقوت مهنكمي امب ةدحتملا تايلاولا يف لمعلل نوتأي

 :لوقي !مهعم ءادغلا ةبجو لوانت وه ءيشلا اذه .لمعلا يف كئلامز نم ةقثلا بسك

 09:50 :تقولا
 Voice 5   

“It is probably very common for people to eat lunch with co-workers. But some do not 

understand the importance of it in the working world. It is especially important when you are 

working in a different country like in the US and in a different work culture.” 

 سماخلا توصلا

 يف كلذ ةيمهأ مهفي لا ضعبلا نكل .لمعلا يف مهئلامز عم ءادغلا ماعط صاخشلأا لوانتي نأ ادًج عئاشلا نم"

 ةفاقث يفو ةدحتملا تايلاولا يف لاحلا وه امك فلتخم دلب يف لمعت امدنع صاخ لكشب مهم هنإ .لمعلا ملاع

 "ةفلتخم لمع

Voice 2   

Kumar explains that while you are all eating a meal, you can talk about things other than 

work. You can talk about a person’s family or the things they are interested in. It is also a 

chance to ask about the culture you are in, and to share information about your own culture. 

Most of all, it is a chance to build a personal relationship. 

 يناثلا توصلا

 نع ثدحتلا كنكمي .لمعلا ريغ ىرخأ ءايشأ نع ثدحتلا كنكمي ،ماعطلا  اعًيمج نولوانتت امنيب هنأ راموك حضوي

 ةكراشملو ، اهيلإ يمتنت يتلا ةفاقثلا نع لاؤسلل ةصرف اضًيأ يهو .اهب متهي يتلا ءايشلأا وأ ام صخش ةلئاع

 .ةيصخش ةقلاع ءانبل ةصرف اهنأ هلك كلذ نم مهلأا .كتفاقث لوح تامولعملا

 Voice 1   

Finally, do not be afraid to ask questions. If you are not sure how to do something, or what is 

accepted, you can ask someone else. Immihelp writes on their website: 

 

 



 

 لولأا توصلا

 .رخآ صخش لاؤس كنكمي ،لوبقم وأ ام ءيشب مايقلا ةيفيك نم ادًكأتم نكت مل اذإ .ةلئسلأا حرط نم فخت لا ،ارًيخأ

 :"بليه يميإ" عقوم بتكي

 Voice 3   

“If you are not sure about something at your work, do not act like you know it. Admit it 

honestly and go ask the right person. Concentrate on key areas of knowledge. Develop your 

skills accordingly. Do not act like you know everything. Sooner or later, people will discover 

that you do not know. And that may negatively affect your performance.” 

 ثلاثلا توصلا

 .بسانملا صخشلا لاؤسل بهذاو قدصب فرتعا .ملعت امك فرصتت لاف ، كلمع يف ام ءيش نم ادًكأتم نكت مل اذإ"

 ، لاًجآ مأ لاًجاع .ءيش لك فرعت كنأكو فرصتت لا .كلذل اقًفو كتاراهم روط .ةفرعملل ةيسيئرلا تلااجملا ىلع زكر

 ." كئادأ ىلع ابًلس كلذ رثؤي دقو .فرعت لا كنأ سانلا فشتكيس

 12:14 :تقولا
 Voice 2   

There can be many things to learn and remember when you start a new job. In the 

beginning, it can be difficult. But if you keep a positive attitude and try, you will do well. 

 يناثلا توصلا

 اذإ نكلو .ابًعص رملأا نوكي دق ،ةيادبلا يف .ةديدج ةفيظو أدبت امدنع اهركذتتو اهملعتتل روملأا نم ديدعلا كانه

 .ةدًيج روملأا نوكتسف ،تلواحو يباجيإ فقوم ىلع تظفاح

 Voice 1   

The writer of this program was Liz Waid. The producer was Mark Drenth. The voices you 

heard were from the United States. All quotes were adapted for this program and voiced by 

Spotlight. You can listen to this program again, and read it, on the internet at 

www.radioenglish.net. This program is called, ‘Work Culture’ 

 لولأا توصلا

 عيمج .ةدحتملا تايلاولا نم تناك اهتعمس يتلا تاوصلأا .تنيرد كرام وه جتنملا .دياو زيل وه جمانربلا اذه بتاك

 ةرم جمانربلا اذه ىلإ عامتسلاا كنكمي .Spotlight ةطساوب اهنع ريبعتلا متو جمانربلا اذه عم ىشامتت تاسابتقلاا

 ."لمعلا ةفاقث" جمانربلا اذه ىمسي .www.radioenglish.net ىلع تنرتنلإا ىلع هتءارقو ىرخأ

 

 

 



 

 Voice 2  

Tell us what you think about today’s program. You can leave a comment on our website. Or 

email us at radio@radioenglish.net. And find us on Facebook – just search for spotlight 

radio. We hope you can join us again for the next Spotlight program. Goodbye 

 2 توص

 ىلع ينورتكللإا ديربلاب انلسار وأ .انعقوم ىلع قيلعت كرت كنكمي .مويلا جمانرب يف كيأر نع انربخأ

radio@radioenglish.net. ويدار نع طقف ثحبا -كوبسيف عقوم ىلع اندجت Spotlight. نم نكمتت نأ لمأن 

 .اعادو .يلاتلا Spotlight جمانرب يف ىرخأ ةرم انيلإ مامضنلاا

 


