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IHNEPEIMOBA
INTRODUCTION

MeTtonuuHi BKa3iBKM 0 TPAKTUYHUX 3aHATh Ta CaMOCTIHHOI poOoTH
CTYACHTIB 3 iHO3eMHOI (anriikicbkoi) moBu “English for Economists” mpusnaueno
JUTSL  CTyNIEHTIB HampsiMiB miarotoBku 6.030504  «ExoHOMIiKa MiANPUEMCTBAY,
6.030505 «YmpaBiiHHA IEPCOHATIOM Ta €KOHOMIKA Ipalli» JeHHOI Ta 3a04HO0i (opMuU
HaBYaHHSI.

MeTor0 1aHOoi METOAMYHOT poOOTH € PO3BUTOK KOMYHIKATHUBHHUX HAaBHUYOK 32
JOTIOMOTOI0 CUTYallli, HAOJIMKEHUX JI0 pealbHUX, IPAKTUYHE OBOJIOAIHHS PI3HUMHU
BUJIaMU  MOBJICHHEBOI  JISJIBHOCTI  BIANOBIAHO 70 Tpoduio  ManOyTHHOI
CHEIaJILHOCTI.

3anponoHOBaHI BOpaBU Ta 3aBAaHHS CHOPUSIIOTh BHUBUCHHIO JIEKCHYHHUX
OJIMHUIH Ta TPAMAaTUYHHUX CTPYKTYp 3a Te€MaMH, HEOOXIIHWMH /JIsi CHUIKYBaHHS B
Mexax MpodeciiftHoi MisTbHOCTI. MeToInYH1 BKa31BKU CKJIANAIOThCS 3 JIECSITH TEM
(Units), ski MamTh OJHAKOBY CTPYKTYpy Ta 3a0e3MeuyioTh PO3BHTOK BCIX
MOBJIEHHEBUX KOMIIETEHTHOCTE: YUTaHHS TEKCTIB MPOQECiiHOI CIPSMOBAHOCTI,
ayJlIFOBaHHS, J1aJOT1YHOTO Ta MOHOJIOTTYHOT'O MOBJICHHS.

VY pe3ynbTaTi ONpalOBaHHS yCiX TEM, CTYJE€HTH MMOBUHHI OMAHYBATH JIEKCUKY,
rpamMaTuky, GoHeTuKy, opdorpadiro, nepeadadeHy nporpamoro Kypcy, BMITU YUTATH
Ta MepeKagaTH TEKCT 3 MOOYTOBOI Ta MPoQeciiHOT TEMATUKH CEPEIHBOT CKIIATHOCTI,
CHIJIKYBaTUCA 1HO3€MHOIO MOBOIO Ha MOOYTOBI, CYCIUIBHO-TIOJNITUYHI Ta NpodeciiiHi
TEMU B MEXaX BUBYCHOI JIGKCMKU Ta TPAMATHKH; MHUCATA KOPOTKI MOBITOMIICHHS Ta
ece 1H03eMHOI0 MOBOIO, TIOTPUMYIOUHUCH MpaBuil opdorpadii Ta rpaMaTUKH; CKIaAaTu
J7I0B1 JOKYMEHTH Ha 3a/laHy TeMy, AOTPUMYIOYUCh MIKHAPOJAHHMX CTaHAAPTIB;

0JIep>KyBaTH HOBITHIO (haxoBy 1H(POpPMAIIiI0 Yepe3 HOBITHI JKEpea.



METOJNYHI PEKOMEHJIAIIIT 3 BUBUEHHS JUCHUTLITHA
«IHO3EMHA MOBA (aunriiicbka)
MPODECIMHOI'O CIIPSIMYBAHHS»

1. Onuc HABYAJIBHOI JUCIHHUILIIHA

HavimenyBanns
MTOKa3HUKIB

["any3s 3HaHb, HAIPSAM
MATOTOBKH, OCBITHBO-
KBasTi(piKaIiitHUIl piBEHb

XapakTepuCcTrUKa HaBYaIbHOI
TUCIATLTIHA

J€HHA

¢popma
HABYAHHS

HaBYaHHA

KinbkicTh KpeauTiB — 5

['any3b 3HaHBb

0305 «ExoHoMika Ta
1 IIPUEMHHUIITBOY
(mmdp 1 Ha3Ba)

Hamnpsim miaroroBku
6.030505 «YnopasiiHHs
IIEPCOHAJIOM Ta €EKOHOMIKa
mnpaiy, 6.030504
«ExoHOMIKa
MIAIPUEMCTBAY :
croemiamizamst «EkoHoMiKa
HIIIPUEMCTBAY,
creriamsans «K EKoHoMiKO-

IPABOBE 3a0€3MEYCHHSI
O1AIIPUEMCTBA))
(mmdp 1 Ha3Ba)

Hopmatusna

MonymiB — 3 . . Pik miaroroBku:

- ; CriemianbpHICTD » v
3MICTOBUX MOAYJIB — 5 . 1-i1 | 1-ii

: (npodeciiine
[HmuB1AYyabHE HAYKOBO-
) CIPSIMYBaHHS): Cemectp
JIOCJIITHE 3aBJaHHS
3aranbHa KUIBKICTb 1-i1 | 1-i
roauH — 150 Jlexknil
- rox. | 2ron
IlpakTuuHi
TwxKHEBUX TOAUH 1JIA 65 ron. ‘ 13 ron.
eHHOo1 popmu ) . .o . | JIaOOpaTOpHIi
a (bop OcBiTHBO-KBaTi(hiKAIIHHUI parop
HaBYaHHS: : - TOf. ] - TOg.
_ PIBCHB: e
aynuTopHux — 5x13 = 65 SaKAIAE CamocriiiHa poboTa
CaMOCTIHHOT pobOTH Vaka-1aBp 85 rox. \ 135 ron.
cTyneHTta — 85 InauBinyanbHi 3aBIaHHS:
- TOJ.

Buja KOHTpoITIO: icUT

3a04Ha ¢popma




2. MeTa T2 3aBIaHHA HABYAJLHOI JUCHUILTIHA

Merta - popMyBaHHS y CTYJEHTIB HEOOX1THOT KOMYHIKaTUBHOT KOMITIETEHIIIT y
cdepax npodeciitHOro Ta CUTYaTUBHOTO CIUIKYBAaHHS B YCHIN 1 TUCHMOBIH Qopmax;
BJIOCKOHAJICHHS] BMiHb Ta HABUYOK YHWTaHHS, IEpeKIany, pedepyBaHHs CHeiaTbHOl
JiTepaTypu 3a (haxom, BeeHHS Oeciau 3 mpodeCiiHOT TEMATHKH.

3aBaaHHA:

dbopMyBaHHS Y CTYACHTIB 3arajbHUX YSBJIEHb PO OCOOIUBOCTI JIIJIOBOTO
CIILJIKYBaHHS;

HAOYTTA HABUYOK MPAKTUYHOTO BOJIOJIHHS 1HO3E€MHOIO MOBOIO B PI3HUX BHIAX
MOBJICHHEBOT AISUTBHOCTI B 00CSI31 TEMaTUKH, 3yMOBJICHOI ITpodecitHuMu
noTpedaMu; 0IepKyBaHHS HOBITHBOI (paxoBoi 1HPOpMaLli uepe3 1HO3EMHI
JDKepena;

KOPUCTYBaHHSI YCHIM MOHOJIOTIYHUM Ta 1aJIOTIYHAM MOBJICHHSM y MEKax
noOyTOBO1, CYCHIJILHO-TIOJMITUYHOI, 3araJlbHOEKOHOMIYHOI Ta (haxoBoi
TEMaTHUKH;

nepexsaa 3 IHO3eMHOT MOBH Ha PIJIHY TEKCTIB 3arajJbHOCKOHOMIYHOTO
XapaKkTepy;

pedepyBaHHs CyCHUILHO-TIOIITUYHOT Ta 3araJJbHOEKOHOMIYHOI JIITepaTypu
1HO3EMHOIO MOBOIO;

(dbopMyBaHHSI OCHOBHUX BMIHb BUKOPUCTAHHSI 3HAHb HA MIPAKTHUIII 1] 4ac
BEJICHHS J17I0BOi Oeciy abo CIIKyBaHHS MO TeJIePOHY B JUTOBHX IIIISAX 3
ypaxyBaHHSM KOHKPETHHX YMOB;

03HAMOMIICHHS 3 HaOUJIBIII BIJOMUMU 3pa3kaMy MOBJICHHEBOT MOBEIIHKH TIi]
Yyac NpOBEJEHHS AI0BUX 300piB, Mpe3eHTAlllll Ta NEPETrOBOPIB.

VY pe3ynbTaTi BABUYCHHSI HABYAJIbHOIT JUCHUIUIIHU CTYJICHT MOBUHEH
3HATH:

JIEKCUYHUN MaTepiai 3a (axOBUM CHPSIMYBAHHSIM;

doneTnuHi Ta opdorpadiuHi 0COOIMBOCTI JTEKCUKH, TIEpeI0aYeHOT
IPOrpaMoro;

rpaMaTUYHUNA MaTepiall 3a TEMaMH, Nepe10auyeHuMH IPOrpamoro;
MpaBUJia YCHOTO JIJIOBOTO CIUJIKYBaHHS;

OCHOBHI BUMOTH JI0 KYJbTYPHU MOBJICHHS.

BMIiTH:

YUTATH Ta NMEPEKIIAJaTH TEKCTU MOOYTOBOI, CYCHIIbHO-TIOJITUYHOI,
3araJbHOEKOHOMIYHOI Ta ()ax0BOi TEMATHUKHU;

CHIJIKYBaTUCA 1HO3EMHOIO MOBOIO Ha MOOYTOBI, CYCHIJIbHO-TIOJITHYHI Ta
npodeciitHi TeMH B MeKaX BUBUCHOI JISKCUKH Ta TPaMaTHKH;

MACAaTH KOPOTKI MOBIIOMJIEHHS Ta €C€ 1HO3EMHOI0 MOBOIO, TIOTPUMYIOUHUCH
npasui opdorpadii Ta rpaMaTHKY;



KOPUCTYBATHUCSI HEOOX1THOIO JIITEPATYPOIO;

pedepyBaTH JiTepaTypy i1HO3EMHOIO MOBOIO;

IPaMOTHO CIUIKYBaTHUCS B MEKaX YCHOTO JJIOBOTO MOBJICHHS;

BECTH MEPErOBOPH Ha Pi3HI TEMHU Ta POOUTH MPE3eHTAalll] 3T JHO BUMOT
J1JIOBOTO MOBJICHHSI.

3. IIporpama HABYAJBHOI JUCIHUILIIHI

Monayas 1.
3micToBuii Moay.b 1. IloHATTSI PO MOOYI0BY Kap’e€pH Y KOMIAHII
Tema 1. Kap’epa
Mos MaitbytHsa npodecis. Buau nisuibHOCTI y pi3zHHX cdepax Oi3Hecy. EdexkTunHi
nUIIXd JIsi Kap’epHoro pocty. ComiaibHI MEpexi Ta iX BIUIMB Ha Kap epy.
CoinkyBanHsi 1o  TenedoHy 100  OTPUMAaHHS  MEBHOI  iHQopMariii.
[IpaneBnamTyBaHHs 3aKOpJOHOM. MojalibHI Jli€cTiOBa JJisi BUCJIOBIICHHS MPOXaHHS,
MO>KJIMBOCTI Ta MIPOIO3HUIIIi.

Tema 2. Komnamii

Bunu kommnaniii. CTpykTypa Ta AisUIbHICTh KOMIAHIA. YMOBH YCIIIIHOCTI KOMIaHIi.
[Ipe3zenrtamiss kommadii. ApTukil. IMEHHUK, MHOXXHMHA IMEHHHKIB. TemnepimiHii
HEO3HAaYeHUH Ta TeNepiliHIi TPUBAJIUH Jac.

3micToBuii MoayJib 2. IIoHATTA PO AUCTPUOYLiTO

Tema 3. IIpoaa:k Ta peasnizauist ToBapis

Bunu maraszuniB. 37iiicHEHHS TPOJIAXKy Ta MOKYIKUA TOBapiB. 31HCHEHHS OTUIATH 32
MOKYTKY, BUJIU TPOIIOBUX OJUHUIIL. TenebadueHHs Ta MOro pojib y MPoJiaXKi TOBApIB.
TopriBenpHi HaBWYKW. JIiJIOBI MEperoBOpH s 3AIMCHEHHS IIPOJIaky TOBAapIB.
BeiunuBi ¢opmMu BimmoBu. MoganbHi Ji€ciaoBa IS BHUCIIOBICHHS IOPajH,
MPOTIO3HUIIi1, HEOOX1THOCTI, 3a00pOHHU.

Mogayas 2.
3micToBuii MoayJib 3. IIOHATTH PO KOPIOPATHUBHY €THKY
Tema 4. IIpogeciiina JifJIBbHICTH Ta BUPILICHHS IOTOYHHUX MPO0JiemM
Buecennss npomosumiii Tta ined. JlinoBa Hapama. Buctynm Ha Hapaal. Yuacth B
00roBOpeHH1 Tpomno3uilid Ta npobiem. CTpecoBl cuTyallii Ha podOUYOMYy MicCIll Ta
OUIAXW 1X TMOAOJIAaHHS. MUHYJIWM HEO3HAYeHUW Ta MUHYJIWM TPUBAIMK Yac.
TenepiHiii TOKOHAHUH Yac.

Tema 5. KopnopatuBHe 103BijList

Buaun pos3Bar s aimoBux maptHepiB. JlimoBuit 00id. Ixa Ta mamoi. IToxim B
pectopan. KopmoparuBHi 3axonu. CHoiaKyBaHHS: TPHUBITAHHS, 3HAHOMCTBO,
OpUAHATTS a00 BIAXWJICHHS TMPOMO3UINI, 3’SICYBaHHS JeTajei, BIANOBIAb Ha
3anuTaHHs, nojska. dpa3oBsi JiecioBa.



Monayas 3.
3micToBuii Moay.ab 4. Ilpe3eHTanis npoAyKuii HA pUHKY
Tema 6. MizkHApOIHA TOPTiBJIA TA MAPKETHHT
[TonsaTTs mpo wmapkeTuHr. ba3oBi CKIaJA0BI MAapKETHHTY: TMPOAYKIS, IIiHA,
MPOCYBaHHS MPOAYKINi, Micie peamizamii. Bimomi cBitoBi Openaun. OOMiH
iHpopMartiero o Tenedony. [1oOyaoBa 3anuTaaTbHUX PEUCHB.

Tema 7. ToBapu
Bunu toBapis. Onuc ToBapiB. BipoBapkeHHst HOBUX TOBapiB Ha puHOK. [Ipe3enTartis
HOBUX TOBapiB. [lacuBHuii ctan fiecniB. CTyneHi NOPIBHIHHS TPUKMETHHUKIB.

3micTroBuit MoayJb S. IIOHATTS PO MiANPUEMHUIIBKY TiSLJIbHICTH

Tema 8. IlinnpueMHULBbKA AiIVILHICTH

YMOBM moOYaTKy ~MIANPUEMHUIIBKOI  JisNIbHOCTI.  Jlep’kaBHI Ta  NpUBaTHI
MIAIPUEMCTBA. EKOHOMIYHI TEpMiHHM, IO BUKOPUCTOBYIOTHCA B MIAIPHUEMHHIIBKINA
nismbHOCTI. PoGota 3 umdpamu: ApoOH, AECATKOBI IpOOH, MPOLICHTH, BaJIIOTH.
[TigpsaHi peyeHHs yacy.

Tema 9. IlnanyBanust
Metonu nnanyBaHHa. BaxiuBicTh 1utanyBaHHS. [lepeprBaHHSA BUCTYIy Ha Hapaji.
['pamatuuni Gopmu 1751 BUpAKEHHS A1l B MallOyTHbOMY.

Tema 10. MeHex:KMeHT
Buau misibHOCTI KepiBHUKA MIAMPUEMCTBA. SIKOCTI TapHOTO Ta TOTAHOTO KEPiBHUKA.
VYmopasninass ~ nepcoHanoMm.  KynmbTypa — chOuikyBaHHS — MIX — MpailiBHUKAMH
nignpuemMcTBa. [logonanns koHQuikTHUX cutryariid. Henpsima wmoBa. YMOBHI
pEeUYCHHS.

4. CTPpyKTYpa HABYAJIbHOI JUCHUILIIHU

Ha3su KinekicTs rogua

3MICTOBHX neHHa opma 3a04yHa popma

MOJIYJIiB 1 yChO | Y TOMY YHCI yChO | Y TOMY YHUCII

TEM ro I | o Ja | 1HA | C.p. | IO hj I Ja | 1HI | C.p.
0 0

1 2 3 |4 5 |6 |7 8 9 10 |11 |12 |13

Moayas 1

3micToBuii MoayJib 1. IloHsTTA PO MO0OYA0OBY Kap’€pH y KOMIAHIl

Tewa 1. 15 |- 7 |- |- |8 |15 |- |2 |- |- |13

Kap’epa

Tewa2. —lgg | lg . |- lo 15 |1 |2 |- |- |12

Kommanii

Pa3zom 3a

3MICTOBUM 30 |- |13 - - 17 |30 - 4 |- - 25

moxayiem 1




3micToBuii MoayJb 2. IloHATTS PO AUCTPHOYLiO

Tewma 3.
[Iponax ta
peaizartis
TOBapiB

15

15

15

Ycnoro
rOIMH

45

20

- - |25

45

40

Monyab 2

3MicTOBHI MO

Jb 3. IIOHATTS PO KOPNOPATHUBHY €THKY

Tewma 4.
[Tpodeciiina
TISUTBHICTH Ta
BUPILIECHHS
MOTOYHUX
npo0em

15

15

13

Temas.
Koprniopatusne
JTO3BUILIIS

15

15

15

Pa3zom 3a
3MICTOBUM
MOJTyJIEM 3

30

13

- - |17

30

28

Ycboro rogua

30

13

Y

30

28

Moayas 3

3micToBuii MoayJs 4. Ilpe3enraniss NpoayKIlil HA pUHKY

Tewma 6.
MixHapoaHa
TOPTIBJIS T
MapKETHHT

15

15

12

Tema7.
ToBapu

15

15

15

Pa3zom 3a
3MICTOBUM
MoxyJiem 4

30

13

- - 17

30

1

2

27

3micToBuii MmoayJs 5. Ilo

HATTH

MPo MiANPUEMHHIBKY MifJILHICTH

Tema 8.
[Tignpueman
bKa
ISUTBHICTD

15

15

13

Tema 9.
IimanyBanHs

15

15

15

Tema 10.
MeHenKMEeHT

15

15

12

Pazom 3a

45

19

45

40




3MICTOBUM

MOJYJIEM D

Yeroro 75 |- 32 |- |- |43 |75 |1 |7 |- |- |67

TOJIMH

Beworosa 950 |- les |- |- |85 |150 |2 |13 |- |- |185

Kypc¢

5. TeMH NpaKTUYHUX 3aAHATH
KingpkicTb

No TOJVH
Hasa temu

3/m JICHHAa | 3a04YHa

dbopma | popma

1 Bunu nismeHOCTI y pi3HEX cdepax Oi3HeECY. 2 1

2 EdexTuBH1 nuisixu it kap’epHoro pocty. ColialibHi 2 -
MepexXi Ta iX BIUTUB Ha Kap epy.

3 CrinkyBaHHs 10 TejaedOHy 010 OTPUMAHHS [TEBHOI 1 1
1H(popMaitii. MoanbHi 11€CIOBA JIJ11 BUCJIOBIICHHS
MIPOXAHHS, MOXKJIMBOCTI Ta MPOIO3UIIII.

4 [IpaneBnamryBaHHs 3aKOPJIOHOM. 2 -

5 CtpykTypa Ta AisUIbHICTh KOMITAHIN. 2 -

6 YMoBu ycrintHocTi kommnadii. TenepimHiii Heo3HaueHui Ta | 2 2
TETNEePINHIN TpUBAJIMN Yac.

7 [IpesenTarist komnanii. Aptuxii. IMeHHUK, MHOKHMHA 2 -
IMEHHUKIB.

8 3n1iiCHEeHHs NPOAAXXy Ta MOKYIKHU TOBapiB. 3 -

9 TenebaueHHs Ta HOro posib Y IPOJIaxi TOBapIB. 2 -

10 | dinoBi meperoBopH AjIsl 3A1MCHEHHS MPOJaXXy TOBAPIB. 2 0,5
Biunusi popmu BimMoBHU. MojanbH1 Ji€caoBa s
BUCIIOBJICHHS TIOPAJH, MPOMO3UILi, HEOOX1THOCTI, 3a00POHHU.

11 | dinoBa Hapaja. Y4acTh B 0OTOBOPEHHI MPOIIO3HIIiH Ta 3 0,5
npoOiemM. MuHyIMi He03HAYSHU I Ta MUHYJIUI TPUBAJIHMA
Jac.

12 | CtpecoBi cuTyaiili Ha po6oUOMY MICIII Ta MIJIAXHU iX 4 1
nofoJianHs. TenepinHii JOKOHAHUM Jac.

13 | Buau po3sBar s autoBux naptaepis. KopnopartusHi 2 =
3axoqu. Opa3oBi J1I€CIOBA.

14 | linoBuii 06ia. [1oxin B pecTopas. 2 -

15 | CnutkyBaHHS: IPUBITAHHS, 3HAOMCTBO, IPUUHSITTS 200 2 -
BIJIXWJICHHS TIPOTIO3UIIIi, 3’ ICYBaHHS JIeTajeH, BIAMOBI b Ha
3aMUTaHHS, MOJIIKA.

16 | IlonsTTst mpo mapkeTuHr. ba3zoBi ckila0Bl MAPKETHUHTY: 3 -
MPOAYKIIis, 1IHA, MPOCYBAHHS MPOYKIIIi, MICII€ peati3allii.

17 | Bigomi cBiTOBI OpeH/IH. 2 1
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18 | O6min iHpopMartiero o Tenedony. [lodyaosa 3anuranbHuX | 2 1
pEYCHD

19 | Bunu ToBapi. Onuc ToBapiB. CTymneHi MOpiBHIHHS 2 -
NPUKMETHHKIB

20 | BripoBaykeHHsI HOBUX TOBapiB Ha PUHOK. 2 -

21 | Ilpe3enrariist HoBUX ToBapiB. [lacuBHMII CTaH A1€CIIB. 2 -

22 | YMOBH MOYATKY MIAMNPUEMHHITLKOT isuTbHOCTI. TTiapsani 2 -
pEYEeHHS Yacy.

23 | JlepkaBHi Ta NpUBaTHI MiAIPUEMCTBA. 2 1

24 | EKOHOMIYHI TepMiHH, III0 BUKOPUCTOBYIOTHCS B 2 1
T TPUEMHUITBKIN TisTbHOCTI. PobGoTa 3 udpamu: 1poodwu,
JIECSATKOBI IpoOU, TPOIICHTH, BAJIOTH.

25 | Meronu niuanyBaHHs. BaKIuBICTh MJIaHyBaHHS. 2 -

26 | [lepepuBanus BUCTYyIy Ha Hapaji. ['pamatuuni popmu s | 4 -
BUPAXEHHS A1 B MallOYTHHOMY.

27 | Bunu nisnbHOCTI KepiBHHKA MianpueMcTBa. Henpsima moBa. | 3 -

28 | YopasiiHHS IepcoHAIOM. SIKOCTI TapHOTO Ta TIOTAHOTO 2 2
KEpIBHUKA.

29 | [logonanHst KOH(IIKTHUX CUTYaIlid. Y MOBHI peueHHSI. 2 1
Pa3om 65 13

6. CamocTiiina po6oTa
Kinbkictb

No TOAVH
Ha3zBa Temu

3/m JIEHHAa | 3a04YHa

dbopma | hopma

1 Most MaitbyTHs npodecisi. 2 4

2 [IpaneBnamryBaHHs 3aKOPAOHOM. 4 6

3 MopanbH1 Ji€caoBa sl BUCTOBICHHS IMPOXaHHS, MOXJIUBOCTI | 2 3
Ta TIPOTIO3HIII].

4 Buan xommaniii. 2 2

5 [Ipe3eHTaliist KoMnaHii. 4 2

6 ApTukii. IMEeHHUK, MHOKMHA IMEHHHKIB. 1 4

7 TenepimHiii HEO3HAYCHUI Ta TENEPINTHIN TPUBAIUHN Yac. 2 4

8 Buan mara3sunis. 2 3

9 3MiiiCHeHHSI OTIJIATH 3a OKYMKY, BUAM TPOIIOBUX OJTUHUII. 2 4

10 | TenebaueHHs Ta HOTO POJIH Y IPOJIAXKi TOBAPIB. 2 4

11 | MopaanbHi Jii€ciioBa JijIs BUCJIOBJICHHS TTOPAJIH, MPOTO3HIIii, 2 4
HEO0OX1THOCTI, 3a00POHHU.

12 | Buctyn Ha Hapa/i. 2 2

13 | CtpecoBi cuTyarlii Ha poOOYOMY MICIIi Ta MUISXH 1X 2 4
MO/I0JIaHHS.
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14 | MuHynnii HEO3HaYEHUI Ta MUHYJIMIA TPUBAJIMIL Yac. 2 4
15 | TenepimHiii JOKOHAHUH Yac. 2 3
16 | Buau posBar s ainoBux naptHepiB. Kopnopatusai 3axoam. |1 6
17 | Ixa Ta Hanoi. 4 9)
18 | dpasosi gieciora. 4 4
19 | IloHATTS PO MApPKETUHT 2 4
20 | Bimomi cBITOBI OpeHIH. 4 4
21 | IloOynoBa 3anuTaJIbHUX PEYCHD 2 4
22 | Ilpe3eHTailisi HOBUX TOBapIiB. 3) 3)
23 | CryneHi nopiBHSIHHS MPUKMETHHUKIB 2 3)
24 | IlacuBHUI CTaH QIECIIB. 2 5
25 | Jlep>kaBH1 Ta mpuUBaTHI NiANPUEMCTBA. 4 5
26 | EkoHOMIYH1 TEpMiHH, 1110 BUKOPUCTOBYIOTHCS B 3 5
M TPUEMHHUIBKIN TISTTBHOCTI.
27 | IligpsaHi peyeHHs Jacy. 2 3
28 | MeToau niuaHyBaHHS. 4 3)
29 | I'pamatuuni popmu A BUpaKEHHA 11 B MalOyTHHOMY. 5 5
30 | Henpsama mosa. 2 5
31 | KynbpTypa cnijikyBaHHs MK MpalliBHUKaMHU MiIIPUEMCTBA 2 6
32 | YMOBHI peYeHHS. 4 6
Pa3zom 85 135

OcHogHi opmu HasuanrbHo20 npouecy npu

7. MeToau HABYAHHSA

Mo8ay (anzniiicbka):
HaBYaJbHI 3aHATTS, CAaMOCTIHa poOOTa CTYAEHTIB, poOOTa B HAyKoOBIH OiOmioTer
Joun HYET, po6ota B IHTepHETI, KOHTPOIBHI 3aX0IH.

Buou naseuanvhoi pooomu cmyoenmie:
MPaKTUYHI 3aHITTS, KOHCYJIbTAllll, TUCTAHI{IHE HABYaHHS, 1CTIUT

Y npoueci eueuenna Oucuunninu «IHo3emHa moBa
3aCcMoCco8yOmbCA HACHLYNHI MEMOOU HABUAHHA:
3a TMIIOM MI3HABAJIBHOI JIISIJILHOCTI:

PENPOAYKTUBHUN, poOJIEMHOTO BUKJIANY, aHaJITUYHUH,
JNEeNYKTUBHUM.
3a OCHOBHMMHU €TallaMH MPOIIECY.

dbopMyBaHHS 3HaHb,

y3arajabHEHHS, 3aKpIIICHHS, IEPEBIPKa;
3a CHCTEMHUM MT1IX00M:

CTUMYJIIOBAHHS T4 MOTHBAIIISL, KOHTPOJIb Ta CAMOKOHTPOJIb;
3a KepesaMu 3HAHb.

eueueHui oucyuniinu «Inozemna

(a”rIicbKa)»

1HIYKTUBHUH,

dopMyBaHHS yMiHb 1 HaBMYOK, 3aCTOCYBaHHsS 3HaHb,

CJIOBECHI — PO3IOBI/Ib, TOSCHEHHS, JICKIIis; HAOYHI — JIEMOHCTpAIlisl, 1JTI0CTpAIis.
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3a piBHEM caMOCTINHOT PO3YMOBOI AisIILHOCTI:
MpoOJEeMHUN, YaCTKOBO-TIOITYKOBUM,  JOCHITHUIBKUN, METOA  MPOOJIEMHOTO
BUKJIQJJAHHS.

8. MeToau KOHTPOJIIO
O1iHIOBaHHS AKOCTI 3HaHb CTY/ICHTIB B YMOBaX OpraHisailii HaBuajabHOTO MPOoIeCcy 3a
MOAYJTbHO-PEUTUHTOBOKD ~ CHCTEMOIO  3IIHCHIOETBCS ~ INIISXOM  ITOTOYHOTO,
MOAYJBHOTO, MiJICYMKOBOTO (CEMECTPOBOTr0) KOHTPoo 3a 100-6ampHOI0 MIKAIOH0
olliHIOBaHH4, 3a mKajor ECTS Ta HallloHAJIBHOO IIKAJI0I0 OLIIHIOBAHHS.

8.1. Ilomounuii KoHmpo.b

[ToTouHUM KOHTPOJIH — 1€ OI[IHIOBAHHS HABYAJIBHUX JOCSATHEHb CTYJIEHTa (PIBEHb
TEOPETUYHUX 3HAHb Ta NPAKTUYHI HABUYKH 3 TEM, BKJIIOYEHHMX [0 3MICTOBHUX
MOJYJIB) T Yac NPOBEICHHS ayJAWTOPHUX 3aHATh, IUCTAHIIHOIO HaBYaHHS,
opraHizailii CcaMOCTIMHOI pOOOTH, Ha KOHCYNbTalisfax (IMiJ Yac BIAMpaIIOBAHHS
MPONYIICHUX 3aHATh YW 3a Oa)kaHHsS MIABUILMTUA TIONEPEIHE OI[IHIOBAHHA) Ta
AKTUBHOCTI CTY/ICHTA HA 3aHSATTI.

[loTOuHMI KOHTPOJb peai3yeTbcss y (OpMI ONHUTYBAaHHS, KOHTPOJIBHHUX PpOOIT,
BHUCTYIIIB, E€KCIPEC-KOHTPOJII0, KOHTPOJIO 3aCBOEHHS HABYAJBLHOTO MaTepiaiy,
3aIJIaHOBAHOT'O HA CAMOCTIITHE OIpaIlOBaHHS CTYJIEHTOM TOLIO.

8.2. Iliocymkoeuii KoHmpo.iv

[criut
9. Po3noaia 0auiB, siki OTPUMYIOTH CTYIEHTH
3micToBUI 3MicTOBU 3micToBU# 3micToBUi 3MicTOBHUI MOTYJTb 3aranmpHa  |[lizcymxoB Cyma
Moyb I it MoyTb moxyab 11 Moxayib [V \% KiJIBKICTB uit (B Ganax)
(moToune I (moToune (moTtoune (moroune 6aiB o KOHTPOJIb
TecTyBaHHs | (MOTOYHE TecTyBa- TeCTyBaH TECTYBaHHS) Moxaynsm | (B Ganax)
TecTyBa- HHST) “ H1) “
HHS) 2 2
= =
8 4 8 8 12
1 (2 3 4 |5 6 |7 |8 |9 |10
4 4 |4 |5 |4 |4 |4 |4 |4 |5] 90 50 100

[MIxajna oninroBanusa: HagioHaabHa 1a ECTS

Cyma 0auiB 3a . OuiHKa 32 HAIOHAJILHOK HIKAJIOK0
BCi BUIH Ouinka
. ECTS .
HABYAJbHOI JJISl €K3aMEeHY, 3aJIKy
TIIBHOCTI
90-100 A BiJIMIHHO
80-89 B
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65-79 C no6pe

55-64 D

50-54 E 3aJI0BIJIBHO

35-49 FX HE3a/I0BUILHO 3 MOKJIMBICTIO TIOBTOPHOTO CKJIAIaHHS
0-34 = HE3aJIOBLILHO 3 000B’I3KOBUM TTOBTOPHUM

BUBUYECHHSAM JTUCILUAILIIHU
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Unit 1 Careers

‘Many people quit looking for work when they find a job’
Steven Wright, US comedian

|. Topical Vocabulary

1 | career Kap’epa

2 | company KOMIaHis

3 | services OCITYTH

4 | clients/ consumers/ customers KJIIEHTH, CIIOKMBAaYi, 3aMOBHHUKH,
TTOKYTIITI

5 | employee CITy>k0OBEIb, MPAIiBHUK, POOITHUK

6 | employer HaliMay, poOOTOTaBEIb

7/ | products/ things/ goods TOBapH, BUPOOH, IMPOTYKIIisT

8 | work for MpaIoBaT Ha

9 | work for one company IIPAIFOBATH HA OJIHY KOMITaHIO

10 | work for several different companies | mpaioBaTu Ha JE€KUIbKa PI3HUX
KOMMaH11

11 | work for yourself IpaIoBaT Ha cebe

12 | work on something MpaIfOBaTH HAJl YUMOCH (IIPOCKTOM,
IIJIAHOM 1 T.J.)

13 | Finance dbinancy; GpiHAHCOBHMA BIIIT
(xomnaHii)

14 | Human Resources (HR) BIJITUT KaJIPiB; JIFOJICHKI pecypcu

15 | production BUPOOHUIITBO

16 | Customer Service BiJUT11 KITIEHTCHKOTO
00CITyroByBaHHS

17 | Research and Development (R&D) HAyKOBO-AOCTITHULIBKUH BIILI

18 | Sales and Marketing BiJITUT TPOJIAKY Ta MAPKETHHTY

19 | to be in charge of OyTH BiANOBIIaIBHUM 3a, OyTH
TOJIOBHUM

20 | to run the company KEPYBaTH KOMITAHIEO

21 | to manufacture/ to make things BHUPOOJISITH TOBapH

22 | to sell products or services POJIaBaTH TOBAPH Ta TIOCITYTH

23 | to deal with MaTH CIPAaBY 3

24 | to work with figures mparfoBaTu 3 udpamu

25 | to investigate BUBYATH, JOCIIJKYBATH

26 | superior KEPIBHUK, BHIIMI 32 PAHTOM

27 | extra qualification JI0JJAaTKOBA KBaJi(hiKaIis

28 | career move Kap’ €pHUM 3PICT

29 | career break niepepsa B Kap’epi

30 | career plan Kap’€epHUH TU1aH

31 | career opportunities Kap’€pHi MOYKJIMBOCTI
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32 | career path Kap’ €pHUHN IIISIX

33 | career ladder Kap’epHa JipabuHa

34 | multinational M1KHApOIHA KOPITOpaIlisi

35 | rapidly growing company KOMIIaHisl, 10 MIBHUJKO PO3BUBAETHCS
36 | unemployed 0e3po0iTHHIA

37 | unemployment rate piBeHB 6€3p00ITTA

38 | industry MIPOMMCIIOBICTD; M1ANPUEMCTBO

39 | to make a fortune po30araTiTH, HAKHTH MaHHO

40

to make progress

pOrpecyBaTH

41

to make a living

3apO0JISITH HA KUTTSA

42

to get a promotion

OTPUMATH TT1JIBUIIICHHS

43

to get a bonus

OTPUMATH MIPEMIIO

44

to get fired/ get the sack

OTpHUMATHU 3BUILHEHHS

45

to earn commission

3apo0IsITH KOMICIHHI (ITPOIEHTH Bij
MPOJIAKY)

46 | to earn money 3apo0JIATH TPOITi

47 | to earn 40,000 per year 3apobsatu 40,000 Ha pik

48 | to do part-time work IIpaIfOBaTH HETIOBHHI JICHb

49 | to do a nine-to-five job npamroBaTy 3 9 10 5 (MOBHMIA ICHB)

50

to do one’s best

poOUTH BCe, IO B TBOIX CUJIaX, BCE
MOJKJIMBE

o1

to take an opportunity

CKOPHUCTATHUCS MOKJIMBICTIO

52

to take time off

B3SITH BIJTYJ, BIAIYCTKY

53

to take early retirement

MITH HA BUCTTYTY

54 | to work flexitime MPAIfIOBATH 110 3MIHHOMY Tpadiky

55 | to retire 1TH Y B1JICTaBKY, 3QJIMIIIATH TTOCAY,
BUITH Ha TICHCIIO

56 | salary, wage 3apo0iTHA TU1aTa

57 | social-networking sites COIliaJIbHI MEpexi

58 | jobseekers/ job hunters/ employees KaHIUAaT, IPETCHACHT Ha BAKaHCIO
(;monuHAa, fKa 1rykae poooTy)

59 | survey ONMTYBAHHS

60 | to reject a candidate BiIMOBHUTH NPETEHJCHTY Y po0OTi

61 | to land one’s dream job OTpUMaTH POOOTY CBOET MPii

62 | to complain about work CKap)KUTHCS Ha POOOTY

63 | profile podianb

64 | staff TIEPCOHAJ

65 | to warn/ to caution NIOTIePEKYBATH, 3aCTepiraTu

66

receptionist

CEKpeTap y NpuiiMasbHi, pericTpaTop

67

Quality Control Inspector

1HCIIEKTOP KOHTPOJIIO SKOCTI

68

Security Officer

HAYaJIbHUK OE3IEKHU

69

Maintenance Engineer

1HKEHEP M0 TEXHIYHOMY
3a0€31eUYeHHIO
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70 | to involve

BKJIOUATH B cede

71 | to look after

BIJIIIOBIJIATH 34

72 | recruitment

Ha01p KaJpiB

73 | to be responsible for

OyTH BIJNIOBIIAJILHUM 3a

74 | monitoring

Harjsia, KOHTPOJIb

75 | to improve quality

MOKpAIIyBaTH AKICTh

76 | premises BOJIOIIHHSI

77 | equipment o0J1aTHaHHS

78 | repairs PEMOHT

79 | current MOTOYHUH

80 | previous job norepeIHs podoTa
81 | basic skills 0a30Bi HABHUKH

82 | ability 31110HICTh, YMIHHSA

83 | offer; to offer

IIPOTIO3HIIIS; TPOIIOHYBATH

84 | request; to request

ITPOXAHHS; TPOCUTH

85 | appointment

3ycTpid

86 | workspace

poboue MicIie, CepeIOBHIIE

87 | to give smb. a lift

MIBO3UTH KOTOCh

88 | to speak English fluently

BUIbHO TOBOPUTH aHTJIHCHKOIO

89 | achievement

JOCATHCHHS

90 | to reorganise

3MIHIOBAaTH, IEPEOPraHi30BYBaTU

91 | to use smb’s own initiative

10 BJIACHIH 1HIIIaTHUBI1

Il. Starting up

1. Suggest different stages in a typical career using expressions such as go to

school, go to university, etc.

2. Discuss these questions.

- Do you have a career plan? Where do you want to be in 10 years' time?

- Which of the following would you prefer to do?

a) work for one company during your career

b) work for several different companies
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c¢) work for yourself

- How ambitious are you?

3. Look at these activities (1-7). In pairs, match each activity to its corresponding
area of work (a-g). Which of these areas do you work in or would you like to
work in? Why?

1. making/manufacturing things a) Sales and Marketing
2. being in charge of people b) Finance
and running the organization ¢) Management
3. selling products or services d) Human Resources (HR)
4. dealing with clients/consumers e) Production
5. working with figures f) Research and Development (R&D)
6. dealing with employees and training  g) Customer Service
7. investigating and testing

4. What should you do to get ahead in your career? Choose the four most
important tips from this list. Compare your ideas in a group and try to agree on
a final choice.
1. Change companies often. 5. Be energetic and enthusiastic at all times.
2. Use charm with your superiors. 6. Be the last to leave work every day.
3. Attend all meetings. 7. Find an experienced person to give you
help and advice.
4. Go to your company's social 8. Study for extra qualifications in your

functions. free time.
I11. Vocabulary and Speech Exercises
1. These phrases (1-6) all include the word career. Match each of them to its

correct meaning (a-f).

1. career move a) chances to start / improve your career
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2. career break b) ideas you have for your future career
3. career plan C) an action you take to progress in your career
4. career opportunities d) a period of time away from your job to, for

example, look after your children
5. career path e) a series of levels or steps in your working life

6. career ladder f) the direction your working life takes

2. Complete the sentences below with the verbs in the box.

climb decide have make offer take

1. Employees in large multinationals excellent career opportunities if

they are willing to travel.
2. Some people a career break to do something adventurous like sailing

round the world or going trekking in India.

3. One way to a career move is to join a small but rapidly growing
company.
4. Certain companies career opportunities to the long-term

unemployed or to people without formal qualifications.

5. Ambitious people often on a career plan while they are still at
university.
6. In some industries, it can take a long time to the career ladder.

3. Look at these groups of words. Cross out the noun or noun phrase in each
group which doesn't go with the verb in italics.

1. make a fortune/ progress/ a living/ a training course

2. get progress/ a promotion/ a bonus/ fired (AmE)/ the sack (BrE)

3. earn commission/ a part-time job/ money/ 40,000 per year

4. do part-time work/ a mistake/ a nine-to-five job/ your best

5. take a pension/ an opportunity/ time off/ early retirement

6. work  flextime/ anti-social hours/ overtime/ an office job
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4. Complete each of these sentences with the appropriate form of a word
partnership from Exercise 3.

1. In banking, you can with the big bonuses and retire at 35.

2. When you , YOu can arrange your own schedule, so this is very

convenient when you have children.

3. People who work in sales often have the opportunity to on top of a

basic salary.
4. Luke is ambitious and does not want to be a sales assistant all his life. In fact, he
hopes to and become Assistant Manager very soon.

5. Many students when they are at university because it fits in with

their studies.

6. Goran is 59, but he does not want to . In fact, he is taking on more

work!

5. Choose the best word (a, b or ¢) to complete each space in the advert.
Lambrois 303
Your careers guidance service
If you don’t have a career 1) in mind or if you are tired of your old
nine-to-five 2) and want to make a career 3), you can just
call us on the telephone number below to find out how we can help.
We will work with you to understand what is really important to you. For

example, are you more interested in 4) a lot of money or in having the

opportunity to 5) the career ladder?

Our experienced counsellors will also review your existing skills, experience

and 6) to help guide you into a role that will be right for you. They

may also ask you to 7) a psychometric test to help them to understand

what areas of 8) suit you best. Maybe you are thinking of a job in

finance but are you really good with 9)? Or a position in

10) resources but do you really enjoy dealing with people and their

needs?
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Don’t delay, call us today on: 02072489894

1 | a)ladder b) path C) opportunity
2 | a)work b) job c) employee

3 |a) move b) training c) break

4 | a)doing b) earning c) taking

5 |a)climb b) follow C) earn

6 |a)diplomas b) levels ¢) qualification
7 |a)give b) make c) do

8 |a) employment b) progress c) job

9 |a) figures b) counts C) maths

10 | a) personnel b) staff ¢) human

6. Complete each sentence with the correct form of an item from the box.

toinvolve tobeincharge todeal tolook to make sure
to be responsible

1. Lev Migachov works in research and development. His job

developing new products and new ideas.

2. Suzanna Lonza is the receptionist. She after visitors and takes
messages.
3. Nadine Deschamps works for HR. She with staff problems, as well

as with recruitment and training.
4. Linda Eriksen is our Quality Control Inspector. She for monitoring
our products and trying to improve their quality.

5. Jose Manzano is our Security Officer. He that our staff and

premises are protected against crime.
6. Hans Reiter is our new Maintenance Engineer. He checks all our equipment

regularly and of all repairs.

7. Complete the phrases with the words that come immediately after them and
build sentences with these phrases.

l.tobeincharge 4. to make sure

2.todeal 5. to be responsible

3.tolook
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8. Complete the sentences with words from the box.

commission bonus currency earn tax overtime
pension rent salary social security mortgage

1. After I lost my job, | was living on for three months. This was

difficult, because the amount was much lower than the | had before.

2. I used to work as a salesperson, but I wasn’t very successful, so I didn’t

much

3. If the company makes 10 % more than last year, we’ll all get a at

the end of the year.

4. 1t’1l take me at least 25 years to repay the on my house.

5. Many European countries now have the same , the euro.

6. My wages aren’t very good, so I do a lot of

7. Nearly 40 % of everything | earn goes to the government as

8. The owner has just increased the on our flat by 15 %.

9. When | retire, my will be 60 % of my final salary.

IV. Reading Comprehension

Text 1
Be aware of your online image
1. Discuss these questions in pairs.
1. What social-networking sites do you a) know, and b) use?
2. Why do you use them?

2. Scan the article below quickly and answer these questions.
1. What percentage of employers research candidates online?

2. Which social-networking sites are mentioned?

3. Who do Peter Cullen and Farhan Vasin work for?
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Jobseekers have been warned that their Facebook profile could damage their
employment prospects, after a study found that seven in 10 employers now research
candidates online.

According to new figures released by Microsoft, checks on Facebook and
Twitter are now as important in the job-selection process as a CV or interview.

The survey, which questioned human-resource managers at the top 100
companies in the UK, the US, Germany and France, found that 70 per cent admitted
to rejecting a candidate because of their online behaviour.

But HR bosses also said that a strong image online could actually help job
hunters to land their dream job. Peter Cullen, of Microsoft, said: “Your online
reputation is not something to be scared of, it's something to be proactively managed.
These days, it's essential that web users cultivate the kind of online reputation that
they would want an employer to see.”

Facebook faux pas* include drunken photographs, bad language and messages
complaining about work.

Farhan Yasin, of online recruitment network Careerbuilder.co.uk, said: "Social
networking is a great way to make connections with job opportunities and promote
your personal brand across the Internet. People really need to make sure they are
using this resource to their advantage, by conveying a professional image."

But Mr Yasin cautioned job seekers to be aware of their online image even
after landing the perfect job, after their own research found that 28 per cent of
employers had fired staff for content found on their social-networking profile. He
added: "A huge number of employers have taken action against staff for writing
negative comments about the company or another employee on their social-

networking page."

* Faux pas — a mistake

3. Read the article again and choose the best headline (a, b or c).
a) Complaining about your job could lose you your job

b) Facebook profile 'could damage job prospects'
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¢) Ambition is key to a successful career

4. According to the article, how can social-networking sites make or break your
career? In pairs, write a short list of things you should not do on your social

networking pages. You can include your own ideas.

5. Should staff be allowed to use social-networking sites during the working day?

Discuss.

Text 2
What does economics study? What are microeconomics and
macroeconomics?
1. Before you read
Discuss the following with your partner.
Do you know much about economics?
Which of these statements you think are true?
1) Economics is only the study of money?
2) Economics is something governments take care of.

3) An economist basically decides how money is spent.

What do you think of when you hear the word economics? Money, certainly,
and perhaps more complicated things like business, inflation and unemployment. The
science of economics studies all of these, but many more things as well. Perhaps you
think that economics is all about the decisions that government and business
managers take. In fact, economists study the decisions we all take every day.

Very simply, economics studies the way people deal with a fact of life:
resources are limited, but our demand for them certainly is not. Resources may be
material things such as food, housing and heating. There are some resources, though,
that we cannot touch. Time, space and convenience, for example, are also resources.

Think of a day. There are only 24 hours in one and we have to choose the best way to
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spend them. Our everyday lives are full of decisions like these. Every decision we
make is a trade-off. If you spend more time working, you make more money.
However, you will have less time to relax. Economists study the trade-offs people
make. They study the reasons for their decisions. They look at effects those decisions
have on our lives and society.

Economists talk about microeconomics and macroeconomics. Microeconomics
deals with people, like you and me, and private business. It looks at the economic
decisions people make every day. It examines how families manage their household
budget. Microeconomics also deals with companies — small or large — and how they
run their business. Macroeconomics, on the other hand, looks at the economy of a
country — and of the whole world. Any economist will tell you, though, that
microeconomics and macroeconomics are closely related. All of our daily
microeconomics decisions have an effect on the wider world around us.

Another way to look at the science of economics is to ask ‘what’s it good for?’
Economists don’t all agree on the answer to this question. Some practice positive
economics. They study economic data and try to explain the behavior of the
economy. They also try to guess economic changes before they happen. Others
practise normative economics. They suggest how to improve the economy. Positive
economists say, ‘this is how it is’. Normative economists say, ‘we should...’.

So what do economists do? Mainly, they do three things: collect data, create
economic models and formulate theories. Data collection can include facts and
figures about almost anything, from birth rates to coffee production. Economic
models show relationships between the money people earn and unemployment. From
this information, economists try to make theories which explain why the economy

works the way it does.

2. Match the words with the definitions.
1. budget a) the people who control a country and make laws
2. business b) information

3. convenience c) company that sells goods or services



25

4. data d) easiness

5. demand e) the amount of money you have for something

6. government f) how much people want something

7. inflation g) the number of people without work

8. resources h) something such as money, workers or minerals

9. trade-off 1) rising prices

10. unemployment J) giving away something in exchange for something

V. Listening Comprehension

1. Listen to three people talking about their careers. Which person is at the

beginning, in the middle and at the end of their career?

2. Listen again. Which of the phrases with the word “career” does each person

use? Which of the experiences do you think are common?

3. Listening “Changing jobs”
A) Listen to part one and match the two parts of these expressions. Then put the

expression into these groups.

a) TV programmes  b) jobs c) types of company
1. finance a) channels

2. television b) channels

3. music C) business

4. children's d) business

5. movie e) channels

6. chocolate pudding f) director

B) Melissa Foux is the Finance Director of CSC Media Limited, a television
company. Listen to the first part of the interview and answer these questions.
1) How does she describe her current company?
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2) What was her previous job?

3) Why is it easy to move from sector to sector in the finance world?

C) Listen to the second part and complete this extract.

When | was a student, although | was studying 1), I thought | would

like to do something 2) afterwards, and | actually did a summer

3) with one of the big 4) firms, which was an excellent

way to get an 5) of what the job would be like. | started off as an

auditor, and it was through that 6) that I got my first job.

D) Listen to parts one and two and replace the verbs in italic with infinitive
forms of verbs that Melissa Foux actually uses. (One of the verbs she uses is a
multiword verb.)

1. transfer from sector to sector

2. do a subject at university

3. perform an internship

4. gain an understanding of something

5. begin as an auditor

6. obtain a job

E) Melissa is asked if she has had any good advice during her career. Listen to
the third part and number these points in the order in which she mention them.
a) maintain clarity

b) be able to see the key point and the key decision you have to make

c) do not overcomplicate things

F) Listen to parts three and four. Choose the correct alternative to replace the
expression in italic so as to keep the closest meaning.

1. I think the thing that stands out is, really, not to overcomplicate things.
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a) make things easier b) make things too difficult c) keep things the same

2. Especially in the finance world, people can get bogged down in a lot of detail.

a) up to their ankles in b) tiring out by ) overloaded with

3. And it's important to try and maintain clarity and always be able to see above all
the numbers.

a) keep things clear b) keep things interesting c) keep things difficult

4. What | found, in coming across people who have applied for positions in the
companies I've worked in.

a) meeting b) interviewing ¢) employing

5. The key difference is people who've done a lot of research on the companies that
they've applied to.

a) asked for more information about  b) asked to join c) asked to leave

6. So | say, research is the key.

a) the least important thing b) one of the most important things ¢) the most

important thing

G) In groups, discuss these questions.
1. What do you hope to do in the future in your career?
2. Do you think there is an ideal career for you? What is it? Why?

3. What is the best advice you have been given during your career or your studies?

VI. Skills “Telephoning: making contact”

1. What kinds of phone calls do you make in English? What useful telephone

expressions do you know?

2. Listen to three phone calls and answer these questions.
1. What is the purpose of each call?
2. Do the callers know each other?
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3. Listen to the first call again. Complete the expressions on the right so they

have the same meaning as the ones on the left.

1. Can I talk to ? I'd to

2. Just a moment Thank you.

3. I'll connect you. i

4. Am | speaking to Carina Molenaar? Hello. Corina Molenaar?
5. Yes, it's me.

6. The reason I'm calling is Yes, I’'m your advert
7. Can | have your name and address? _______yourname and address, please?

4. Listen to the second call again and complete this extract.

A: Hello. to Giovanna, please?
B: she's not here at the moment. Can | a ?
A: Yes, please. Johan from Intec. you her
| won't be able to the training course on Saturday? She can

me if there's a problem. I'm 0191 498 0051.

5. Listen to the third call again. Choose the phrases the speakers use.
Matt: Hello, Matt speaking.

Karl: Hi, Matt. Karl here.

Matt: Oh, hello, Karl. How are things / you?

Karl: Fine, thanks. Listen, just a quick word / question.

Matt: Yeah, go ahead.

Karl: Do you think you could give me / let me have the other number for Workplace
Solutions? | can't get through to them. Their phone’s always busy / engaged.
Matt: I've got it here / right in front of me. It's 020 9756 4237.

Karl: Sorry, I didn't hear / catch the last part. Did you say 42277

Matt: No, it's 4237.

Karl: OK. Thanks. Bye.

Matt: No problem / Don't mention it. Bye.
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6. Study the Useful language box below. Then role-play the phone calls.

Role play 1

Student A: You work at Lochlin plc. You receive a call for your colleague, Jamie
Vincent. Jamie is not in the office at the moment. Take the caller's details and say that
Jamie will call them back.

Student B: You are Jamie Vincent. Telephone the person who called about the job
advertisement. Offer to send an application form. The closing date for applications is

in two weeks' time.

Role play 2

Student A: You want to attend the computer training course which you saw in the
advertisement below. Call and ask for Alex Frantzen.

Student B: Some time later, Alex Frantzen calls you back. You want to know more
about the course and when the next one starts. Also ask about when you need to
register for the course.

Useful language

MAKING CALLS RECEIVING CALLS

Could | speak to Carmela Cantani, please? Who's calling, please?

Yes, this is Erika Mueller from KMV. Could you tell me what it's about?

Is this the sales/finance/marketing department? I'll put you through.

I'm calling about ... Can you hold?

Could you transfer me tothe IT department, please?  He seems to be with someone rightnow. Can | get him to call you?
Could you tell him/her that | called? I'm afraid there's noanswer, Can | take a message?

Could you ask him/her to call me back? I'm sorry, there's no answer. | can transfer you to his/her voice mail

(an | leave a message, please?

VI1I. Self-directed work

Reading 1
Read this article from the Financial Times by Rhymer Rigby and answer the

questions
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Before you read
Is it part of your career plan to work abroad one day? If you have worked abroad, was

it good for your career? Why? / Why not?

Working abroad
By Rhymer Righy
A period overseas is seen by many as an important addition to your CV. But
how do you make sure that it really works to your advantage?
1

"Think carefully about the job," says executive coach, Nicola Bunting. "Does it

fit in with your career goals or are you being attracted by the lifestyle? Also before
you go, you need to have a re-entry plan." Kevan Hall, chief executive of the
international people management group, Global Integration, says you shouldn't
underestimate the culture shock. "Go out there beforehand. See what you’re getting
into."

2

Nigel Parslow, UK managing director of Harvey Nash executive search, says

staying where you are may not be possible if you work for an organisation that has
overseas operations. He adds that the experience you gain is also very attractive.

3

The biggest is family. This can be particularly hard for people in the middle of

their careers who may have children at school. Ms Bunting says: "There's your
partner's career too. Some people's spouses try and commute back and I'd really
advise against this as it makes an already stressful situation even more difficult.”

4

Mr Hall says: "There's been a power shift to Asia, and that, coupled with low

growth in America and Europe, means that particularly if you're ambitious you might
want to spend some time there."
5
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Many people say two to three years. But this will vary according to the country
and organisation. Mr Parslow thinks so that if you spend too long abroad, you can
end up with a not entirely positive expat* label attached to you.

* An expat is someone who lives and works abroad often for a long period.

Exercises
1. Find the correct place in the article for each of these questions.
a) Is there an ideal length of time?
b) What about the destination?
¢) What are the advantages and disadvantages?
d) What are the personal considerations?

e) What should I consider before | go?

2. Look through the whole article and match each person with their organisation

and their opinions/advice. (Each person has more than one opinion / piece of

advice.)
Persons Organisations Opinion / Advice
1. Nicola Bunting | a) Global a) Don't stay abroad too long.
Integration

2. Kevan Hall b) Harvey Nash b) Make sure the overseas job suits
your career goals.

3. Nigel Parslow | ¢) not mentioned ¢) Think about your partner's career.
d) Don't underestimate the culture
shock.

e) You may have no choice about
going abroad or not.

f) Think about what you will do when
you get back.

g) Go to work in Asia.

h) Go to the place beforehand to check
it out.

3. Read paragraph 2 and decide if these statements about expressions are true or
false.

If you ...
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a) consider if a job fits in with your career goals, you think about the long-term
consequences of taking the job.

b) go to work abroad and have a re-entry plan, you have an idea about what you are
going to do when you get back.

¢) underestimate something, you give it more importance that it really has.

d) suffer from culture shock, you find it easy to get used to another culture.

e) get into a situation, you get involved in it.

4. Find the answers to these questions in paragraphs 4, 5 and 6. Start your
answers with Because ...

When considering a job abroad ...

a) why is it especially hard for people in the middle of their careers?

b) why should married people consider the issues carefully?

¢) why is it a bad idea for the husband or wife to commute back to the home country?
d) why is Asia a good place to go and work for a while?

e) why is it a good idea not to stay there too long?

Over toyou 1
Imagine that a colleague of yours is going to work or study abroad for two years.

What advice would you give them?

Over to you 2

Some say that the business world is becoming more or less the same everywhere and
that people should have less and less trouble adjusting to work in a new country. Do
you agree or disagree? Give your reasons

Reading 2

Read this article from the Financial Times by Lucy Kellaway and answer the

questions.
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Before you read
In a performance review or performance appraisal, your boss tells you how well you
are doing your job, and things that you must improve. Are these reviews useful?
Why? / Why not?

If you're a student, what forms of appraisal are there for your work?

It's time to sack job appraisals
By Lucy Kellaway

Last week an e-mail went round the office asking for suggestions on ways to
improve our performance appraisal system. My suggestion is dead easy and dirt
cheap: get rid of the whole thing and replace it with nothing at all.

Over the past 30 years, | have been appraised 30 times - as banker, journalist
and nonexecutive director. I've lived through the fashion for long, complicated forms.
I've also survived the fashion in which appraisals are called “career chats". I've done
appraisals across a table, on a sofa, even over a meal.

But | have never learnt anything about myself as a result. | have never set any
target that I later hit. Instead I always feel as if | am playing a particularly bad party
game that isn't fun and that doesn't answer the most basic question: am | doing a good
job? The resulting form is then put on file even though you know from experience
how much attention will be paid to it later: none at all.

At least I've only had to suffer one side of the process. | have never - thank
goodness - had to appraise anyone else. This must be even worse, as you have to
perform the same operation with each employee in turn. You have to let people
believe they are doing more or less okay, because it's too tiring to tell them that they

aren't doing okay at all.

Exercises
1. Read through the whole article. Is the writer for or against job appraisals?
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2. Complete the table with words from paragraphs 1, 2 and 3.

Verb Noun
suggest
improvement
appraise
replacement
survival
target
answer
file
experience

3. Now match the nouns in Exercise 2 to their definitions.
a) what you give when someone asks a question

b) when something gets better

¢) something that takes the place of another

d) the act of giving an opinion about someone or something
e) something that you aim at or for

f) advice about what to do

g) sheets of paper with information, kept together

h) knowledge of what has happened in the past

1) continuing to exist, despite difficult conditions

4. Choose the correct alternative to complete these statements about the
expressions in italic from paragraphs 2 and 3.

1. If something is dead easy, itis...

a) not so easy.

b) very easy.

C) quite easy.

2. If something is dirt cheap, it is ...

a) very cheap.

b) quite cheap.

c) not at all cheap.



3. If you get rid of something, you ...
a) keep it.

b) throw it away.

C) prevent it.

4. If you live through something, you...
a) experience it.

b) ignore it.

c) realise it.

5. If something is complicated, it is...
a) easy.

b) nice.

c) difficult.

6. A chat is a type of ...

a) speech.

b) interview.

C) conversation.

5. Match the verbs from paragraph 3 with the things that they go with.

1) learn a) a party game

2) set b) something on file

3) play C) a basic question

4) answer d) a target

5) put e) attention to something

6) pay f) something about yourself

6. Read paragraphs 3 and 4 and decide if these statements are true or false.
The writer of the article...

a) found out things about herself thanks to job appraisals.

b) set targets for herself, but didn't hit them.

c) compares job appraisals with party games.

35
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d) has found out if she has done a good job during job appraisals.
e) has done job appraisals of people working for her.

T) thinks that it's easy to tell people that they are not performing well.

Over toyou 1
After reading the article, do you think that performance appraisals are a) less useful,

or b) more useful than you did before you read it? Give your reasons.

Over to you 2
Give suggestions on how to tell an employee in a performance appraisal that their

work is not good enough.

Reading 3
Before you read
You are going to read an article about how to get a job abroad. Before you read

match a word on the left with a word on the right to make a collocation.

1 career a) process 5 degree e) letter

2 work b) language 6 cover f) an application
3 foreign c) placement 7 short g) subject

4 application  d) ladder 8 withdraw h) list

Cultural Chameleons

In today’s competitive job market, not spending time abroad can seriously
damage your chances of climbing the career ladder. It is no surprise then that more
and more graduates and professionals are looking for opportunities to live and work
in a foreign country.

With record numbers of workers hoping to relocate, it is no longer enough to
have done a work placement abroad or to speak a foreign language. “This is no
longer something that makes you different,” says Nannette Ripmeester, director of

Expertise in Labour Mobility. “It is something employers expect.”
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But even if you are a strong candidate, the application process for foreign jobs
is far from straightforward. The EU has introduced the Euro CV to standardise
application procedures throughout Europe, but Ripmeester believes that a culturally
adapted CV is better. °"What do I mean by that? For example, in the UK, it is
customary to add hobbies and interests at the bottom of the page. In Italy however,
that information is not necessary.”

When you write your CV it is also a good idea to check whether a photo is
necessary and whether an English-language CV should be written in American or
British English. Another point to think about is whether or not employers will
recognise your degree subject, especially when you have studied a subject, such as
Wireless Network Systems, which doesn’t necessarily translate into another language
and culture.

You also need to consider the cover letter, the first thing that an employer will
read. Approaches differ from country to country: get the CV right but the cover letter
wrong and you destroy your chances of getting short-listed for interview because the
cover letter is the first thing that an employer will read. The British usually write long
letters to draw attention to relevant sections on the CV, the Italians want one or two
sentences and the French expect candidates to handwrite detailed letters which may
be analysed by handwriting experts.

When it comes to interviews, make sure you know about the work culture and
understand the importance different countries place on language and speech. For
example, the French use short sentences and hate silence, while Scandinavians have a
deep respect for pauses. You may think these points are not important but by not
paying attention, you are showing that you do not respect the culture of the country
you wish to work in.

Making a mistake at the interview is something Sarah Hall knows all about.
She is from Liverpool in the UK and has worked in Germany, Sweden and Spain.
“My advice is be aware of ‘culture clash.” In Britain there is usually a maximum of
two interviews. In southern Europe they will call you back for a third or fourth

interview. I lost a very good job in Spain when I thought they weren’t serious. I
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withdrew my application because they asked me to go for a fourth interview. Looking
back, I now realise they were doing as they always do. I behaved wrongly.”

“It’s important to show that you understand the working culture. Adapting a
similar style of dress to your co-workers, eating the kind of food they eat, enjoying
similar activities - these things help to win trust and respect.”

“Think of yourself as a cultural chameleon, mirror the kind of messages you
get about communication and appearance. People like people who remind them of

themselves, and nobody likes what they don’t understand.”

Exercises

1. Read the article and mark the sentences T (true) or F (false). Change any false
sentences to make them true.

1. To have a successful career these days you need to have experience of working
abroad.

2. A work placement abroad will help your application attract attention.

3. Nannette Ripmeester thinks that the Euro CV is the best kind of CV to use when
looking for a job.

4. You need to check that your employers will recognise your degree subject.

5. CVs are more important than cover letters.

6. A cover letter in France may be studied by a specialist.

7. Sarah Hall withdrew her application for a job in Spain because she didn’t like the
questions in her interview.

8. When working abroad you should behave in a similar way to those around you.

2. In small groups discuss the questions.

1. Which countries would you like and not like to go and work in?

2. What problems do you think people who work abroad have?

3. Do you think working abroad is essential for a successful career? Why / Why not?
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3. Read the extracts from an article on living abroad. Find the correct heading
for each extract. Use the words in the boxes to fill in the space

Health Opening a bank account Mobile phones Accommodation

bills notice contract deposit

1. Perhaps the most difficult thing to organize is where you are going to live.

Your employer might help you find an (1) or it might even be

provided for you. The best advice is to start looking before you go. Use the Internet

to look for places to rent and post your own advert on bulletin boards. It is important

to view anywhere though before you sign a (2) and give a large
(3) to a landlord. You also need to check whether or not the
utility (4) are included and how much (5) you need

to give when you want to move out. Many people choose to live with a local family

as a way to learn about the culture of the country they are in.

creditcards  salary overdraft

2. To open a bank account in another country you will need to show your
passport, proof of earnings, proof of your address and residency. It is also likely that

you will be expected to show proof that your monthly (6) will be paid

into this account. Remember that rules regarding banks are not the same in every

country. You have to pay for an (7) on your account in France, and the
rules on (8) can differ greatly, make sure you check before you sign up!
check-up insurance scheme  national health service

3. In most countries you have to pay for medical treatment. For trips of up to
three months in Europe, the European Health Insurance Card may allow you to be
treated for free by the (9) _ of the country you are in. Your employer may have an
(10) that you can join or you might want to take out your own

insurance policy. This will help you if you need to see a doctor while you are abroad.
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You may need to register with a doctor and you may also need to have a

(11)

top-ups landline contract  number

4. In many countries, the process of buying a mobile phone is straightforward:

you choose the phone and the provider you want, you are then given a

(12)

. Italy is one exception, where you will need your national 1D

card and your tax code. When you don’t know how long you are planning to live in

the country, many people choose prepaid packages that allow (13)

This means you can cut off the service when you want without worrying about being

tied into a (14)

access meaning you won’t need to have a (15)

apartment.

. These days many providers also offer wireless Internet

put into your flat or

4. Look at the eight pieces of advice for people who are going to live abroad. For

each set of four match the beginning with the correct ending.

1. You might have to pay two month’s rent

a) for free with most banks.

2. When you move out of a flat

b) vyour landlord will check the

inventory.

3. You can have an overdraft

¢) to withdraw money from a cash point.

4. You can use your bank card from home

d) as a deposit before you move into a
flat.

5.You need to be registered with a doctor

e) broadband access in the area where
you live.

6. Most
insurance

employers include medical

f) means you don’t need to sign a
contract for your mobile phone.

7. Using top-ups

g) to get medical treatment.

8. You need to check that there is

h) as part of their employment package.

Which pieces of advice are true for your country? Which are different? What

other advice and information could you give? Compare your answers with a partner.
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Unit 2 Companies

‘Corporations are not things. They are the people who run them’
Charles Handly, Irish management guru

|. Topical Vocabulary

1 | head office

rOJIOBHHM o(ic, yrpaBimiHHS
(koMITaHii, Kopropariii)

2 | market share

JI0JISI pUHKA (MMMTOMA Bara Ha pUHKY
JAHOTO TOBapy (MPOAYKIIi KOMIIaHii)

3 | net profit

YUCTUI NPUOYTOK

4 | parent company

MaTEepUHChKA KOMIIaHisl, KOMIIaHis-
3aCHOBHUK

5 | subsidiary JOYipHS KOMITaHisI

6 |share aKIIis

7/ | share price KypC aKIIiid, OipyKOBHUI Kypc

8 |turnover 00ir

9 | workforce poboua cuiia, TpyJI0Bi pecypcu
10 | costs BUTpATU

11 | tax MOJATOK

12 | financial performance

¢diHaHCOBHUI pe3ynbTaT, PiHAHCOBUI
CTaH (XapakTepucTuka e(EeKTUBHOCTI
JUSITBHOCTI ITATIPHEMCTBA)

13 | all-time high

HE3BUYHO BUCOKHI PIBEHb; MOCTIMHO
BHUCOKHM (PO ILIHM 1 T.I1.)

14 | strong demand

BUCOKHI TTOITUT

15 | cash flow

I'POIIOBUM MOTIK

16 | CEO (Chief Executive Officer)

reHepabHUN JUPEKTOp (KOMITaHii);
KEepPIBHUK MIIPUEMCTBA,;

17 | shareholder

aKIIlOHED

18 | board of directors

paja IMPEKTOPiB; MPaBIIHHS;
aaMiHICTpalis

19 | chairperson / chairman

roJjioBa (300piB TOIIO)

20 | policy decision

CTpaTeriyHe pillleHHs

21 | a family-owned company

POJIMHHA KOMIaHIs

22 | a multinational company

MDKHaApOHA KOMIIaHis

23 | to be self-employed

MpaIfroBaT Ha cebe

24 | enterprise

1IITPUEMCTBO

25 | corporation

KOpHoparis

26 | profitable

PpUOYTKOBUM, BUTTHUH, TOX1THUN

27 | failing

30U TKOBUI

28 | bankrupt

OaHKpPYT

29 | pharmaceuticals

dbapmareBTUIHUN
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30 | sustainability CTIKUH PO3BHUTOK, CTIHKICTh

31 | chart niarpama, rpadik, cxema, TaOJIHIIs
32 | company officer 1ocajioBa 0co0a KoOMIaHil

33 | lay off 3BUIBHUTH 3 pOOOTH (TUMYACOBO)
II. Starting up

1. Say which adjectives and verbs could come in front of the word company. Use

the initial letters of the words on the left as clues.

sTHTLNLL ™

AW
=

2. Which of these companies do you or would you like to work for?

1) a family-owned company

2) a multinational company

3) your own company (be self-employed)

Think about such points as: work environment, pay, promotion possibilities, and
job security. Then compare your answers with the information below.

Work environment: May be more friendly in a small family business. But some

family-owned businesses are multinationals with thousands of employees, and the
environment may not be that different to working in an ordinary multinational. Self-
employed people working on their own sometimes complain about feeling isolated.
You may feel more in control running your own company, but there again, if you
have employees to look after, this can be a big responsibility.

Pay: Small family companies may or may not pay good wages and salaries.
One issue here is that when multinationals come to an area with low unemployment,

they may make it more expensive for firms in the area to employ people in office or
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factory jobs. On the other hand, some multinationals are well known for paying very
low wages to people in places such as fast food outlets. The pay of self-employed
people, of course, varies enormously.

Promotion possibilities: There will be fewer opportunities for promotion in

family companies, especially if family members are in key positions. Multinationals
will probably offer more scope - the fast-food worker may become a branch manager
and possibly go even further, but examples of top managers who have risen all the
way from shop-floor level are rare.

Job security (= probability that you will keep the job): Family companies may
hesitate longer before laying people off out of a feeling of responsibility towards their
employees. Multinationals have had different attitudes towards laying people off, but

companies in general are probably quicker to lay people off than before.

3. Can you name a company in each of these business sectors? Is there one that

you would like to work for?

Telecommunications/Media Banking and finance  Food and drink
Engineering Transport Retailing
Pharmaceuticals/Chemicals Manufacturing Another service industry
Construction IT/Electronics Tourism

I11. Vocabulary and Speech Exercises

1. Complete the chart with the information in the box below. Then write
sentences about the companies.

Example: Cisco Systems is an American company which supplies Internet equipment.

American Express  container-ship operator ~ fashion/retail Finnish
Japanese  Korean Nokia oilandgas pharmaceuticals Toyota
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COMPANY MAIN ACTIVITY NATIONALITY
Cisco Systems Internet-equipment supplier American
Car manufacturer
Inditex Spanish
Travel and financial services American
provider
Roche Swiss
Samsung Electronic-goods maker
Telecommunications
Hapag-Lloyd German
Petrobras Brazilian

2. Complete the sentences below with the words and phrases in the box.

head office  market share
share price  subsidiary

net profit  parent company
turnover workforce

1. The amount of money a company receives from sales in a particular period is

called its ...

2 The money a company makes after taking away its costs and tax is its...

3 A company which owns another company is called a...

4 The employees in a particular country or business are called the ...

5 The percentage of sales a company has in a particular market is its ...

6 The main building or location of a large organisation is its...

7 The cost of a company's shares is its ...

8 A company which is more than 50% owned by another company is called a ...

3. Complete this extract from a company report with appropriate words or

phrases from the box in Exercise 2.

| am pleased to say the 1)

Financial performance

has continued its excellent

performance. We are changing, growing and doing well at a difficult time for the

industry. 2) was €57.2 million, an increase or 15% on last year, and
3) rose by 5% to €6.4 million.

We are a highly competitive business. We have increased our 4)
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to 20%. Consequently, our 5) has risen and is now at an all-time high
or €9.6.

Increased production and strong demand have had a positive effect on our

cashflow, so we are able to finance a number or new projects. We have successfully

moved to our new 6) in central London. We are now planning to start
full production at the recently opened Spanish 7) in October.
Finally, thanks once again to our loyal and dedicated 8) . Our

employees will always be our most valuable asset.

4. Use the prepositions at, by, for, in, of, to and on to complete the extract from a
company report.
PINELCOM
Financial performance
Pinelcom is committed 1) creating and delivering value — value to
its customers, value to its employees and value to the region. Our success in moving

towards this goal is most evident in the financial results for this year. Turnover

2) the close of the year was €83,5 million, that is an increase
3) 12 per cent over the previous year, and profits rose 4)
6 per cent 5) €7,3 million. In spite of fierce competition, we have

increased our market share to almost 25 per cent. As a result, our share price has risen
and is now 6) an all-time high 7) €11,6.

A huge increase 8) production and rising demand have had a
positive effect 9) our cash flow. We are planning to start full production
10) our recently opened Polish subsidiary 11) May.

Finally, I would like to congratulate our staff on their outstanding performance.

Thank you all once again 12) your continuing support of the company.
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5. Match the companies to the industry sector they belong to.

1. Lenovo, Apple, Dell, Microsoft a) Electrical / Electronics

2. Bayer, Johnson & Johnson, Novartis b) Engineering

3. BMW, General Motors, Nissan, ¢) Banking and finance

Toyota

4. HSBC, ING d) Pharmaceuticals / Chemicals
5. LG, Nokia, Samsung, Siemens e) IT (Information Technology)
6. AP Moller-Maersk, Qatar Airways, f) Retail

Ryanair

7. lkea, Tesco, Wal-Mart, Zara g) Transport

6. Read the sentences and write the missing words.
1. Human r ¢ _ s deals with employees, keeps their records and helps with

any problems they might have.

2. If someoneis _ __f-e oy _ _, it means that they don’t work for only one
company.

3. Cisco Systems is a famous American IT company which _ _ pp_ _ _ _ Internet
equipment.

4. A company which owns another company iscalleda __r__ company.

5A_ bs_ Is a company which is more than 50 per cent owned by another
company.

6. The main building or location of a company or organisation is its _ _ d
o___ _e.

7. Banking and tourism belongtothe v industry.

8. All the people who work in a particular country, industry, or factory are called the
kf
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IV. Reading Comprehension
Text 1
Company structures
Most companies are made up of three groups of people: the shareholders (who
provide the capital), the management and the workforce. The management structure

of a typical company is shown in this organisation chart.

2 2 2 20

Board of Directors

2

Managing Director

Middle management

At the top of the company hierarchy is the Board of Directors, headed by the
Chairperson or President. The Board is responsible for policy decisions and strategy.
It will usually appoint a Managing Director or Chief Executive Officer, who has
overall responsibility for the running of the business. Senior managers or company
officers head the various departments or functions within the company, which may
include the following:

a) Marketing

b) Public Relations

c) Information Technology or IT

d) Personnel or Human Resources

e) Finance

f) Production

g) Research and Development or R & D
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Text 2
Two different organisations

1. Discuss the statement ‘Companies should be owned by their employees.'

2. Work in pairs. As you read, make a note of the key points about your
company in the chart below.

Student A: Read Atrticle 1.

Student B: Read Atrticle 2.

Tata John Lewis

India’s biggest company Owned by its employees

Article 1
India: Tata's search for a new CEO
by Joe Leahy in Mumbai

Mr Tata, Chairman of India's biggest company, is expected to retire — yet again
— in two years. But this time things look different. The group appears ready to move
on, formally announcing last month that it has set up a special committee to look for a
new CEO.

Instead of simply choosing the most obvious successor, the group has said it
will consider all candidates for India's biggest corporate job. In a country where
companies are often controlled by influential families, the idea of an outsider,
particularly a foreigner, controlling a group of Tata's size and reputation is
revolutionary.

At risk is more than the future of the Tata Group, though this is very important
to the national economy. With its 100 subsidiaries — including India's biggest private-
sector steel company, its biggest information technology outsourcing company and its
biggest automotive producer - it is also the country's first true multinational, with 65
per cent of its $71 bn in revenue generated overseas.
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Analysts question whether Tata can create an example for corporate India of
orderly transition from family leadership to professional management. "There's a
feeling if an outsider, especially a foreigner, took over a group as complex as Tata, it
would be disastrous," says a banker who knows the company.

However, some critics argue that introducing professionals would help to break

down a reputation for weak management in large, family-run companies.

Article 2
Is John Lewis the best company in Britain to work for?

by Jon Henley

It is owned by its employees — or partners - who have a say in how it is run and
receive a share of the profits. Surely this is the way every organization should be run?

It's just before opening time on bonus day at John Lewis and, boy, are we
excited. Up and down the country, the 69,000 people who work for the nation's
favourite retailer are gathered, impatient. A specially chosen staff member opens an
envelope and reads out a number. Fifteen per cent. It's the percentage of their salary
that each John Lewis employee takes home as that year's bonus.

If a product is on sale in a John Lewis store, you know you can trust it. Plus
you can be sure you’ll be served by someone who really knows what they're talking
about and, most unusually of all, is eager to help.

Unlike other high-street names, John Lewis is owned by its employees, each of
whom has a say in its running and a share in its profits. This is Britain's largest
example of worker co-ownership. Its purpose is "the happiness of all its members,
through their worthwhile and satisfying employment in a successful business".

"It's a good company to work for", says Pedro, a Waitrose* chef. "I didn't
realise how good until | joined." Employer-employee relations at John Lewis, says
Nicola McRoberts, "are completely different. They want you to be happy."

A veteran of five years, Kirsty Reilly, in womenswear, speaks of the "passion

and commitment” that come from "being engaged, because you have a shared interest
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in making sure it works, for you and for the people you work with."

* A supermarket chain, part of the John Lewis group.

3. Compare and contrast the two companies.

Example: Tata is an Indian company, but John Lewis is a British company.

4. Discuss these questions:

— What are the good and bad points of bringing in someone from outside to run a
family owned business?

— Do you know of any company like john Lewis in your country? If so, how

successful is it?

V. Listening Comprehension

A successful company
1. Listen to the first part of an interview with Susan Barratt, the Chief Executive
Officer of Nature's Way Foods, and correct the six mistakes in this paragraph.
Nature's Way Foods is a drinks-manufacturing company based on the east
coast of Ireland. They put chilled product, the majority of which is milk and cheese,
into various types of packaging for the major retailers and various food-service

companies in Ireland.

. Listen to part one and find the following.

. an adjective meaning cold or cooled

. a four-word expression meaning most of which

. aword that means different

. aword for what food is wrapped in

. a two-word expression used for the chains in item 6 below

. the names of three supermarket chains that sell food to consumers

~N O o AW DN RPN

. a three-word expression that includes the chain in item 8 below
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8. the name of a fast-food restaurant chain

3. Listen to the second part, where Susan talks about the reasons for the
company's success, and complete these notes with one word in each gap.

First reason for success: the 1)

* Health — desire to eat healthy 2)

* Convenience — 3) -poor.

* Sustainability — low level of food 4)

* Indulgence — diet Monday to Friday, but have several pieces of cake on Friday

night.

Second reason for success: the way they 5) the business.
* High- 6) business.

* Produce hundreds of 7) of units.

* Need to be very 8) in the way they produce them.

* Invested heavily in 9) and processes.

4. Listen to part two and complete the table with words that Susan Barratt uses.

noun adjective

healthy

convenient

sustainable

indulgent

efficiency

5. Match the adjectives in Exercise 4 to their meanings in this context.
a) easy to prepare, use, etc.

b) using the least possible amount of time, effort, money, etc.

c) allowing someone to eat something that tastes good but may be unhealthy
d) able to continue into the future

e) good for your body
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6. Listen to the third part and answer these questions.
1. What two things has Susan enjoyed the most when running a company?

2. What does she not enjoy about running a company?

7. Listen to part three. Which of these things does Susan Barratt mention?
Someone who runs a company . . .

1. should set strategy

2. should set clear goals

3. should be an expert in accountancy and finance

4. should get people to work together as a team

5. should socialise with their team at weekends

6. might suffer from the fact that they are continuously responsible for different
things

7. might get lonely

8 must make some decisions on their own

8. Listen to the final part and complete this extract.

I've learned a lot of lessons from the companies I've worked for. | think the key
thing is that you have to make sure your 1) in the organisation are
engaged with the organisation and have a clear 2) of what that

organisation is trying to 3)

If you can get that clarity of 4) and 5) from the
people within the organisation, then that will help move the business forward in itself.

VI. Skills “Presenting your company”

1. What sort of presentations have you given? How did you feel?

2. Listen to the beginning of a presentation by Robert Pullin, Director of Human

Resources at DCV Fashions, and answer these questions.
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1. What is the main aim of the presenter?

2. What kind of audience is he probably addressing?

3. Listen again and complete this paragraph.

1) I’'ll give you some basic information about DCV Fashions.
2) , I'll explain why we've been so successful in the fashion industry
3) , I'll tell you about our mission statement. This describes what we're
all about, why we're in business. And 4) , I'll explain how we

communicate with people through our advertising and promotion.

4. In pairs, practise giving an introduction to your own company or one which

you know well.

5. Listen to the rest of the presentation. Work in pairs and complete the
information.
DCV Fashions
Head office 1)
Products 2)

Turnover (last year) 3)
Profits (last year) 4)

Reasons for success 5)

Advertising and promotion 6)

6. Number these phrases which introduce different sections of the presentation
in the order in which they appear.

a) Moving on now to our mission ...

b) Finally, a word about ...

c) Thanks very much for listening ...

d) OK, some basic facts ...

e) What's the key to our success?



54

7. Choose one of these topics. Work in pairs. Make your presentation and

answer your partner's questions. Your audience is a group of young people from

a fashion college.

* Think about your company or a company you know. Study the Useful language

box below, and use the headings in the chart in Exercise 5 to help you prepare a

presentation about it.

INTRODUCING YOURSELF

Hello everyone, my name's

Robert Pullin. I'm Director of Human
Resources at DCV Fashions.

Good morning, I'm Robert Pullin,
Director of Human Resources,

DCV Fashions.

STATING YOUR AIM
My purpose todayis to talk
to you about our company.

Today, I'd like to talk about our
new projects.

Useful language

OUTLINING THE PRESENTATION CHANGINGTO A NEW SECTION

First, I'll give you some basic OF THE TALK

information. Moving on now to our mission.

Next, I'll talk about our products. OK/Right. What about our

Then, I'll discuss the reasons for distribution system?

OUr SUCCEsS.

Finally, I'll tell you about our ENDING THE PRESENTATION

advertising and marketing. Thanks very much for listening
to my presentation.

INTRODUCING NEW INFORMATION Thanks for coming to my talk.

Here are some basic facts. Are there any questions?

Here are some key facts about

our company.

* Use the facts provided in the table to make a presentation about Moda International

Fashion Group (MIFG).

MIFG Data

Head office

Milan, Italy; founded in 1978

Turnover (last year)

€286 million (increase of 10.4%
compared with previous year)

Products

Makes and sells clothing, designer shoes,
handbags, giftware
Target consumer: 20-35-year-olds

Number of stores

28 in Italy, 35 internationally

Workforce

1,800 employees

Reasons for success

Strong brand image; competitive prices;
excellent TV advertisements;
endorsement by a famous, young lItalian
model

Mission

To create an exciting lifestyle for its
customers

Advertising and promotion

Focuses on TV advertising and on full-
page  advertisements in  fashion
magazines
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8. Match each of the headings (1-6) to one of the expressions (a-f).

1 Introducing yourself

a) Here are some key figures on our
amazing growth over the last five years.

2 Stating your aim

b) That's it for today. Thank you very

much.

3 Outlining the presentation

c) My name's Katie Woo and I'm Head of
Marketing here at Fragrant Perfumes.

4 Introducing new information

d) My talk is divided into four parts

5 Changing to a new section of the talk

e) I'm here to tell you about our exciting
new products to be launched next year.

6 Ending the presentation

f) That's all I have time for on lipstick. I'll
move on now to shampoo.

9. Work in groups of three. The directors of three new Internet start-ups make

presentations about their companies to possible investors. You are one of the

directors. Use the notes to make a presentation about your company.

Linkalot

Vidcall

Source-it

Based

Hoxton, London

Stockholm, Sweden

Riga, Latvia

Nature of site

Social networking

Video calls using the
Internet

Putting suppliers and
buyers in touch with each
other

Users

Young professionals aged
25-40

Businesses and individual
consumers

Businesses in cars,
electronics and
construction

Current source of
investment

Friends and family

Loan from a Swedish bank

Grant from (=money given
by) the European Union

Amount already invested

€200,000

€550,000

€1.1 million

Purpose of new investment

Employ 10 new

Develop new video

Move into a bigger building

programmers technologies with the most up-to-date
equipment
Amount required €1 million €1.5 million €1.9 million

VI1I. Self-directed work

Reading 1

Read this article from the Financial Times by Stefan Stern and answer the questions.

Before you read
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What's the best way to keep a company's employees happy and motivated?

The real value of managing information and people
By Stefan Stern

SAS has been a pioneer in the business of "analytics". This involves not just
gathering information, but also processing it and getting the value from it. Its chief
executive, Jim Goodnight, says: "When the economic downturn started | told
everyone there would be no job losses, that we might have lower profits but that was
fine with me,” he says. "If didn't care because | prefer keeping everybody's jobs. I
think everybody actually worked harder to save money, to cut expenses, to try to
bring in more revenue, and we actually ended up growing last year by 2.2 per cent. |
always say if you treat people like they make a difference they will make a
difference."

SAS has just been named by Fortune magazine as the best company to work
for in the US. The on-site perks and benefits at SAS headquarters are remarkable.
Medical care, childcare, sports centres, massage, food, hairdressers and a 35-hour
week: these all form part of the employee package.

There is a downside. SAS does not pay the highest wages in its sector. But it is
a successful business with low staff turnover. Most employees seem happy with the
deal, which is designed to make working life easier. It is these software programmers

who in turn keep SAS's clients happy.

Exercises

1. Look through the whole article. Which organisation is it about?

2. Complete these statements with words from paragraph 1, as they are used in
the article.
a) A IS a person or organization that does something that has not been

done before. (7 letters)

b) If you collect information, you it. (6 letters)
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c) If you information, you try to make it easier to use, understand, etc. (7
letters)

d) An economic IS a time when business activity goes down. (8 letters)
e) You say that something happened when you want to talk about what

really happened, not what might have happened. (8 letters)

f) Is another word for 'costs'. (8 letters)

9) Is money from sales. (7 letters)

h) If you people in a particular way, you manage them in that way. (5
letters)

3. Read paragraph 1 and choose the best summary.
SAS got through the economic downturn...

a) but profits increased and some employees lost their jobs.
b) but it made a loss; however, everyone kept their jobs.

¢) and the company even grew during that time.

4. Now answer these questions about paragraph 1.

a) What does SAS do?

b) During the downturn, why didn't Jim Goodnight worry about having lower profits?
¢) How did his employees manage to get the company to grow?

d) What is his 'philosophy" in relation to employees?

5. Read paragraph 2. Imagine that SAS employees make the comments below.
Which perk or benefit is each employee referring to?

a) 'l like being able to leave work at 5.30"

b) 'If I get ill, I can always go and see the company doctor.'

¢) 'l can leave my kids in the créche and pick them up when | leave work.’

d) 'It's great to be able to play tennis at lunchtimes.’

e) 'l can always get my hair cut without going into town.'

f) "'The hamburgers are delicious.’
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6. Choose the alternative with the closest meaning to the expression in italic.
1) There is a downside.

a) disadvantage

b) disagreement

¢) disappointment

2) SAS does not pay the highest wages ...

a) earning

b) salaries

C) payments

3) ... in its sector.

a) segment

b) industry

C) area

4) But it is a successful business with low staff turnover.
a) few employees who leave

b) low sales per employee

c) few employees who sell

5) Most employees seem happy with the deal, ...

a) location and salary

b) healthcare and sports centres

¢) pay and benefits

Over toyou 1
Think about your own organisation or one you would like to work for. What perks

and benefits would you most like to have?

Over to you 2
SAS is based on a '‘campus’ outside Raleigh, Virginia. (A campus is a kind of park,
often on the edge of a city, where a company has its offices.) Would you prefer to

work on a campus like this, or in a city centre office? Give your reasons.
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Reading 2
Read this article from the Financial Times by Rachel Sanderson and answer the

guestions.

Before you read

What products do you think of when you think of Italian companies?

Value of being ‘Made in Italy"
By Rachel Sanderson

In Palazzo Strozzi, a Renaissance palace overlooking Florence's Arno River,
Ferruccio Ferragamo, owner of luxury shoe brand Salvatore Ferragamo, is explaining
why his shoes are "Made in Italy”. Mr Ferragamo's father, Salvatore, put handmade
shoes on the feet of Marilyn Monroe and Sophia Loren, Lauren Bacall and Judy
Garland. But many people might think that his son is living in different times, with
rising Chinese and Indian manufacturing companies putting Italian companies out of
business.

A decade ago, many economists, in Italy and outside, were convinced that the
small and medium-sized businesses that make up a large part of the country's
economy were in decline. The Italians could not compete with rival manufacturing
countries in Asia. Their productivity was too low and too costly. But the country's
exports are estimated to have grown 12, 5 per cent this year, with forecasts of 8 per
cent for next year's growth.

The surge has been caused by the attraction of "Made in Italy" goods to the
middle classes of rapidly growing economies, including Brazil and China. And
whether it is sending furniture to Russia, textiles to Egypt, rubber and plastic products
to Turkey or winemaking equipment to Chile, emerging markets are proving
increasingly important for Italy's entrepreneurs.

The place where a product is made is very important for Chinese consumers.
By some estimates, China is now the world's biggest luxury market. This has allowed

the industry to raise prices by 10 per cent in the past 12 months. As Mr Ferragamo
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says, "We cannot make enough to keep up with the demand from the Chinese. They

want their shoes not just made in Italy, but often made in Florence."

Exercises

1. Look through the first paragraph to find the names of:
a) a luxury Italian shoe company.

b) its current owner.

¢) the name of his father.

d) the names of four actresses who have worn its shoes.

2. Choose the alternative with the closest meaning to the expression in italic.
1) A decade ago, ...

a) five years

b) ten years

C) twenty years

2) ... many economists, in Italy and outside, were convinced that the small and
medium sized businesses ...

a) unsure

b) secure

C) sure

3) ... that make up a large part of the country's economy were in decline.

a) getting smaller and less important

b) getting bigger

C) staying the same

4) The Italians could not compete with rival manufacturing countries in Asia.

a) similar

b) competing

c) helpful

5) Their productivity was too low and too costly.

a) sales
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b) profits

C) output per person

6) But the country's exports are estimated to have grown 12, 5 per cent this year, ...
a) known

b) calculated

C) guessed

7) ... with forecasts of 8 per cent for next year's growth.

a) predictions

b) promises

¢) plans

3. Read paragraphs 3 and 4 and decide if these statements about expressions are
true or false.

a) A surge is an increase.

b) If something has an attraction, people like it.

¢) Emerging markets have existed as markets for a long time.

d) Entrepreneurs are people who start new businesses and have new ideas for
existing businesses.

e) Demand for something is the amount of it that is available to buy.

4. List all the products mentioned in paragraph 3.

5 Choose the best summary of the whole article.

Italian manufacturing companies...

a) have been successful because they have higher productivity than Chinese or Indian
companies.

b) were expected to do badly, but have been successful because of demand from
emerging markets.

c) do well because customers in emerging markets want their shoes made in Florence.
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Over toyou 1

Why is the place where luxury goods are made so important?

Over to you 2
Describe areas in your country that specialise in making particular goods. How are

they doing now in relation to the past?

Reading 3
Philips is a major multinational company which has almost 30,000 trademarks

registered worldwide. Study the organisation chart below

PRESIDENT
l
BOARD OF MANAGEMENT

(In charge of company strategy and general policy.)

SUPERVISORY BOARD GROUP MANAGEMENT COMMITTEE

(Responsible for the general course of business.
Makes sure policy is implemented and advises the board of management.)

Corporate Deparntments

[ i

Finance: Information Human Resource Legal Affairs Communication and J

Accounting & Control Technology Management Public Relations

1. Match these products to the sectors below which they come from.

faxes mobile computing products  X-ray equipment  hairdryers  lamps

Sectors
Philips Business Electronics Philips Components 7 Pﬁllps Consumer Electronics Philips Domestic Appliances
Products include: Products include; Products include: sl
u digital video- m display components | | m video: TV, VCR Products include:
communications systems m general systems | m digital video m personal care:
B components DVD, internet, digital TV, shavers, 2
m speech processing digital cameras suncare
m mobile phones m domestic appliances:
u 3 mobxle computtne vacuum cleaners, food
producks processors, blenders,
coffee makers
Philips Lighting Philips Medical Systems Philips Semiconductors
Products include: Products include: Products include:
nd n5 | m telecom terminals

u lighting electronics and gear m ultrasound m emerging business e.g. Trimedia
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Before you read

2. Decide whether you think these statements about Philips are true or false.
1) It is the world’s second biggest electronics company.

2) It has produced over 100 million TV sets.

3) Its headquarters are in Amsterdam.

4) It was the first company to produce compact discs.

5) It is active in a small number of specialised businesses.

6) It provides the lights for famous landmarks such as London’s Tower Bridge.

The Philips Story

The foundations of the world’s biggest electronics company were laid in 1891
when Gerard Philips established a company in Eindhoven, the Netherlands, to
manufacture light bulbs and other electrical products. In the beginning, it
concentrated on making carbon-filament lamps and by the turn of the century was
one of the largest producers in Europe. Developments in new lighting technologies
fuelled a steady programme of expansion and, in 1914, it established a research
laboratory to stimulate product innovation.

In the 1920s, Philips decided to protect its innovation in X-ray radiation and
radio reception with patents. This marked the beginning of the diversification of its
product range. Since then, Philips has continued to develop new and exciting product
ideas like the compact disc, which is launched in 1983. Other interesting landmarks
include the production of Philips” 100-millionth TV set in 1984 and 250-millionth
Philishave electric shaver in 1989.

Philips’ headquarters are still in Eindhoven. It employs 256,400 people all over
the world and has sales and service outlets in 150 countries. Research laboratories are
located in six countries, staffed by some 3,000 scientists. It also has an impressive
global network of some 400 designers spread over twenty-five locations. Its shares
are listed on sixteen stock exchanges in nine countries and it is active in about 100
businesses, including lighting, monitors, shavers and colour picture tubes; each day

its factories turn out a total of 50 million integrated circuits.
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Royal Philips Electronics is managed by the Board of Management, which
looks after the general direction and long-term strategy of the Philips group as a
whole. The Supervisory Board monitors the general course of business of the Philips
group as well as advising the Board of Management and supervising its policies.
These polices are implemented by the Group Management Committee, which
consists of the members of the Board of Management, chairmen of most of the
product divisions and some other key officers. The Group Management Committee
also serves to ensure that business issues and practices are shared across the various
activities in the group.

The company creed is 'Let's make things better'. It is committed to making
better products and systems and contributing to so improving the quality of people's
work and life. One recent example of this is its '‘Genie' mobile phone. To dial a
number you just have to say it aloud. Its Web TV Internet terminal brings the
excitement of cyberspace into the living room. And on travels around the world,
whether passing the Eiffel Tower in Paris, walking across London's Tower Bridge, or
witnessing the beauty of the ancient pyramids of Giza, you don't have to wonder any

more who lit these world famous landmarks, it was Philips.

Exercises
3. Read 'The Philips Story' again. Why are these dates important?
a) 1891 b) 1914 c)the 1920s d) 1983 e) 1984

4. Find the figures that correspond to the following pieces of information.
Example: The approximate number of designers working for Philips: 400

1) The number of people working for Philips worldwide.

2) The number of countries with sales and service outlets.

3) The number of countries where Philips has research facilities.

4) The approximate number of scientists working in Philips' research laboratories.

5) The number of integrated circuits produced every day.
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5. Match the words from the text with their corresponding definitions.

1) an innovation a) a planned series of actions

2) a patent b) main offices

3) diversification c) a place or address

4) arange d) the introduction of a new idea

5) headquarters e) a selection or series

6) a location f) making different types of products

7) a strategy g) an agreed course of action

8) a policy h) the right to make or sell an invention

6. Replace the words in italics with the words used in the text.

1) Gerard Philips set up ( ) a company in Eindhoven.
2) The company initially specialised in ( ) making carbon-filament
lamps.

3) Developments in new lighting technologies fuelled a steady plan for growth

( ).

4) In 1983 it introduced ( ) the compact disc onto the market.

5) Each day its factories produce ( ) a total of 50 million integrated
circuits.

6) Royal Philips Electronics is run ( ) by the Board of Management.

7) The Supervisory Board carefully watches ( ) the general course of
business.

8) Policies are put into practice ( ) by the Group Management
Committee.

9) The Group Management Committee consists of members of the Board of

Management and chairmen of most of the product sectors ( ).

10) The Group Management Committee serves to ensure that important matters
( ) and ways of doing business ( ) are shared across the

company.
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Unit 3 Selling

‘I’m very proud of my gold pocket watch.
My grandfather, on his deathbed, sold me this watch.’
Woody Allen, American actor, writer, director and comedian

I. Topical Vocabulary

1 | distributor, wholesaler OINTOBUH TUCTPHO'IOTOP, IPOTABEIH

2 | retailer pO3ApiOHUIN TOPTOBEIH

3 | to buy in bulk KyIyBaTH ONTOM

4 | refund MOBEpHEHHS (Tpoiieit);
BIJIIKOTyBaHHS (BUTPAT)

5 | discount 3HM)KKA

6 | to dispatch TIOCWJIATH, HAJICHJIATH, BiJIPABIISITH

7 | purchase; to purchase KYHIBJIS; TOKYIIATH

8 | stock 3arac, aCOpTUMEHT TOBapiB

9 | to be in stock OyTH B HassBHOCTI

10 | to be out of stock PO3MPOIaHO

11 | storage CXOB, 30epiraHHs

12 | warehouse TOBapHUU CKJIaJl

13 | bargain BUT1JIHA TTOKYTIKA, 33]ICIIECBO KYIUICHA
piu

14 | cooling-off period niepioj; oOMipKOBYBaHHi (Tiepes
MOKYIKOI0 200 MiAMUCAHHSIM YTOJIN)

15 | expiry date JaTa 3aKiHYCHHS TePMiHy il
(moroBopy, yroau)

16 | payment card IUTaTDKHA KapTKa

17 | method of payment dbopMa oriaTH; BUJI IIATIKHOTO
3aco0y; METOJI OTIaTH

18 | extra cost JI0JTATKOBA BapTiCTh, TOTATKOBI
BUTPATH

19 | interest-free 0e3npoIeHTHHH (KPEINT)

20 | money-back guarantee rapaHTis [IOBEpHEHHS Ipolici (3a
TOBAp)

21 | after-sales service rapaHTiiiHe 00CIyroByBaHHS

22 | DIY —do it yourself «3pobu cam» (ToBap, KK MOTPIOHO
30UpaTH BPYUYHY)

23 | credible Syn: believable TiIHU# TOBIp's; IMOBIpHUIA

24 | sales pitch IPOMOBA, SIKY MPOAABII KaXKyTh, 00
YMOBHUTH MOKYIIIIS KYIIUTH TOBAp

25 | engaging YyapiBHUN, NPUBAOIUBUM, TPUEMHUN

26 | skin care JIOTJISIT 32 HIKIPOFO
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27 | moisturiser 3BOJIOKYIOUHI KPEM

28 | fragrance apoMaTt

29 | to alter 3MiHIOBaTH(Csl), TIEPepOOISITH

30| on air B e(ipi

31 | to browse npouBIATUCA (1HQOpMaIIiio)

32 | salespeople POJIABIT

33 | to close a deal HIIKCATH YTOIy

34 | to highlight 1 IKPECITIOBATH, BUIUIATH

35 | approach METOJ, TiAXI

36 | integrity YECHICTD

37 | hard sell MOCUJICHE PEKJIaMyBaHHs TOBapiB,
HaB’ sI3yBaHHS

38 | to be the case IIPABIIILHO, BIpHO, Ma€ MicIie OyTH

39 | incentive CTUMYJT

40 | average sales CepeHii 00’ €M TTPoIaxK

41 | praise XBaJla; BUXBAJSIHHS; IPOCIIABJISTHHS

42 | e-commerce = electronic commerce CJICKTPOHHA TOPTiBJIs (Uepes
InTepuer)

43 | retail sales POk TOBapiB Mara3uHaMu
PpO31piOHOT TOPTiBIII

44 | B2G - abbreviation for business-to- referring to a business dealing with

government government rather than individuals or

companies

45 | to go beyond MIEPEBHIIYBATH

46 | to part with pO3JIydaTucs 3

47 | co-worker = colleague criBpoOITHUK, KOJIera

48 | to keep on the right side of smb. HiATPUMYBATH TapHI CTOCYHKH 3
KHMOCh

49 | negotiation skills HABUYKH MTPOBEJICHHS TIEPETOBOPIB

50 | cold calling crpo0a HaB's3aTH TOBapH abo
MOCITYTH 32 Tese()OHOM; TPOTIO3HUITis
TOBAapiB 200 MOCIYT 3a TeJIePOHOM

51 | business-to-business = B2B denoting trade between commercial
organizations rather than between
businesses and private customers

52 | to bid for IPOTIOHYBATH I[iHY 32 IIOChH;
HAMaraTucs OCSITTH SIKOICh METH

53 | outlet TOProBeJIbHA TOYKA; MarasuH

54 | warranty TEXHIYHA rapaHTis; 3aBipeHHs (B
yrofi)

55 | prospect MOTEHI[INHUHN KIIIEHT

56 | setback HEeBJava

57 | lead MIPUKJIAJI, JOCBIT
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| 58 | challenge BHKIIHK

II. Starting up

. In pairs or small groups, discuss these statements.

. Selling is about sticking your foot in the door and making a speech.
. To be a good salesperson it helps if you like people.

. It is essential to like what you are trying to sell.

. Selling is always fun.

g B~ W N =

. A salesperson needs to have a lot of initiative.

2. Answer these questions

1. What do you like about shopping? What don't you like?

2. When did you last visit these retail outlets? What did you buy?

* a (street) market * a convenience store* ¢ a supermarket

* a department store* e« a specialist retailer* ¢ a shopping centre / mall*

* an online retailer

3. Have you ever bought something you had not planned to buy?

4. What was it that convinced you to buy on impulse?

*a convenience store — open long hours selling a variety of food and drink and most
household items;

a department store — large store, often with many floors and divided into
departments, each selling a different type of goods;

a specialist retailer — individual store or part of a chain selling one type of goods,
e.g. electrical goods, shoes, books, etc.

a shopping centre / mall: large area with many different shops, usually under cover

and where cars are not allowed

3. Listen to three people talking about their shopping habits and answer these

guestions.
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1. What do they like and dislike?
2. Which shopper are you most like?

3. How are shopping habits changing in your country?

I11. Vocabulary and Speech Exercises

1. Choose the correct word (a, b or ¢) to complete each sentence.

1. A Is another name for a ‘producer’.

a) supplier Db) distributor c¢) manufacturer

2. Suppliers often sell large quantities of goods to , who do not usually

sell directly to consumers.
a) wholesalers  b) retailers  ¢) manufacturers

3. We offer a to customers who buy in bulk.

a) refund b) discount c) delivery

4. We ask consumers who are not fully satisfied to goods within seven
days.

a) discount b) refund c) return

5. In order to get a full , customers must send back goods in the original
packaging.

a) discount b) refund c) return

6. Goods will be within 24 hours of your order.

a) dispatched Db) purchased c) exchanged

7. Goods are kept in our until ready for delivery.

a) stock b) storage c) warehouse

8. Products and services offered at a large discount are generally a(n)

a) sale b) bargain c) offer

2. Combine phrases from Box A with words from Box B to make word
partnerships. Use the definitions (1-8) below to help you.
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A

after-sales cooling-off credit-card interest-free loyalty-card
method of money-back out of

B

credit details guarantee payment
period  scheme  service stock

1 the time when you can change your mind and cancel an order

2 the name, number and expiry date on your payment card

3 the way you pay for the goods you want

4 when you can pay some time after you buy, but at no extra cost

5 when the goods you require are not available

6 a promise to return your money if you are not happy

7 the help you get from a company when you start to use their product

8 method for customers to obtain a discount on future purchases from the same

organization

3. Look back at the retail outlets in Starting up Exercise 1. Where would you
buy the following items? Why?
* a pair of shoes *music -« fruit < a bottle of perfume/cologne < a holiday

» a watch / piece of jewellery e furniture <« abook < concert tickets

4. Which of the answers in Exercise 2 would you expect to be important in each

situation/purchase in Exercise 3? Discuss your ideas.

5. Use the clues to complete the crossword puzzle.

ACross
1. A Is something you buy cheaply or for less than the usual price.
6. A money-back IS a promise to return the money paid for a product

or service if the customer is not satisfied.



7. If the goods you require are out of , they are not available.

8. If you buy goods in , You buy large amounts of them.

9. Always the small print before you sign a sales contract.

12. Your credit card are the name, number and expiry date on your
credit card.

13. A IS a person or company that sells goods in large quantities to
businesses.

Down

2. A IS a company or a person that sells goods to members of the
public.

3. Is a formal word meaning buy.

4.To means to give someone their money back (e.g. because they are

not satisfied with what they have bought).

5.To means to send goods to a place.
10. An IS a request by a customer for goods or services.
11. A is a large area where there are lots of shops, usually a covered

area where cars cannot go.
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5. Role-play one of these situations in pairs.

Find out brand, size, amount of
money willing to spend.

Find out what the customer

uses car for, model and year
preferred, and budget.

Student A: Suhspomn
Find out the color, size, and
type of shoe required.
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Stndﬁ 'l': Customer
Provide the information and

make a decision on what you
are offered.

Student B: Customer

Provide the information and
then decide that you need time
to think it over.

Student B: Customer
Take your time and ask to see
many different pairs of shoes.

IV. Reading Comprehension

Text 1
Different types of selling

The world of selling can be a tough place to work. Though the rise of
e-commerce has changed retail sales, the fact remains that at all levels, from street
markets up to billion-dollar business to-government (B2G) deals, most sales are still
negotiated the old-fashioned way: by people talking to one another.

A company may produce a fantastic product or offer outstanding service, but
without a successful sales team, the business will fail. But selling a product or a
service goes beyond getting customers to part with their money. Everyone in business
needs to do some selling: selling your own ideas to your co-workers; convincing
potential business partners that you can deal with problems that may arise; keeping
your team on side during hard times. Mastering the art of selling requires confidence,
product knowledge, an ability to take rejection, and excellent negotiation skills.

Selling a product or services takes many forms. Cold calling is phoning or
visiting someone you haven't had contact with before to convince them to buy
something or do something. Telesales is cold calling using the telephone. Business-
to-business (B2B) sales, for example distributors selling to retailers, tend to be

relationship-based. The buyer and seller are doing business together rather than the
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seller trying to fill the buyer's emotional need for something. In B2G selling, which is
highly formal, companies bid for government contracts.

E-commerce, mentioned earlier, is the increasing area of sales over the
Internet. However, e-commerce courses in business schools are no longer
oversubscribed and no longer preaching that 'everything has changed'. Companies
look more at how e-commerce can be used in conjunction with other methods of
selling: in retailing this means combining traditional retail outlets with online
operations. Some old-economy companies, like the UK supermarket company Tesco,
have made a success of e-commerce by combining it with their existing operations,
rather than investing in a whole new expensive infrastructure. Webvan, a pure online
groceries company in the US, fell down on the hurdles of logistics: warehousing and
delivery.

Retailing is the business of selling products to the general public. Most retailers
sell from shops or stores which are called outlets. Many countries have large retail
chains which are organised nationally and sell a standardised selection of products.
Their outlets are often in shopping centres (US malls), where there is a large variety
of stores in the same location.

Many large retailers operate from out of town locations with parking facilities,
known as either hypermarkets (over 30,000 square metres) or superstores (under
30,000 square metres). They may be on a retail park, where there are a number of
large stores.

Department stores such as Harrods in London are large shdps which sell a wide
variety of products, usually from a city centre location. As the name suggests, they

are organised in departments, each with its own manager.

Text 2
1. Look at these qualities needed to succeed in sales. Which do you think are the
top four?
* personality e« honesty < appearance e confidence < knowing your product

» organisational skills < ability to close a deal < ability to deal with people
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2. Read the article and match each of these headings (a-h) to one of the

paragraphs (1-8).

a) Motivation e) Main finding of the survey

b) Professionalism f) Why women make the best salespeople

)TV g) What the survey asked

d) Personal qualities h) The woman who would make the best salesperson

Women on top in new sales industry survey

A new survey of the sales industry shows who sales professionals believe make
the best salespeople and the qualities needed in order to succeed.

1. A new survey of over 200 sales professionals has found that two-thirds of
women and over half of men believe that women make the best salespeople,
underlining the growing reputation of women in the sales industry.

2. The survey was carried out for Pareto Law, a recruitment and training
company. It questioned sales professionals on what they considered to be the most
important qualities for a salesperson. It also asked who would be most likely to
succeed.

3. Both men (53%) and women (66%) agreed that women do make better
salespeople, with Hillary Clinton voted as the top female celebrity most likely to
succeed in a career in sales.

4. When asked why women make the best salespeople, men believe the main
reason is that women are better at actually closing a deal, while women stated they
are better than men when it comes to dealing with people. Other female skills
highlighted included being more organized and being able to handle more work,
while male skills were identified as strong personalities and selling skills.

5. Jonathan Fitchew, Managing Director of Pareto Law, said: "Television
programmes have increased people's interest in the sales industry, but have also

highlighted the different approaches of men and women to the same sales issues."



75

6. When it comes to the individual qualities required to become a successful
salesperson, men ranked honesty as most important (53%), while women placed most
value on personality (47%). Both agreed that integrity was also key, coming third
overall (41%). Good looks came at the bottom of the list, with only 3% of sales
professionals ranking this as important.

7. This focus on professionalism, rather than the hard sell, supports the fact that
over half of the sales professionals questioned believe that the reputation of sales has
improved over the last 10 years, with 55% of men and 47% of women considering
this to be the case.

8. Both men (87%) and women (86%) agreed that the top incentive for
salespeople was money, with the average sales executive expecting to earn between
£25-35K, including bonuses and commission, in their first year of work. Other

incentives included verbal praise, overseas holidays and cars.

Text 3
1. Read the article and match each of these headings (a-h) to one of the

paragraphs (1-8).

a) Know your business e) Numbers, numbers, numbers
b) Appearance f) Know how far you'll negotiate
c¢) Confidence g) People dislike selling

d) The sales mindset h) Develop a sales process

How to master the art of selling
1. Selling is an area of business that many people dislike, whether it's
telemarketing or face-to-face selling. It takes quite a bit of skill to become an
effective salesperson, but through developing a particular mindset and following
some important advice, you can begin to master it.
2. One of the most important attributes to have when selling is confidence -
you must sound and appear confident. Remember that many of the most confident

people aren't inwardly confident, yet they can show confidence on the outside.
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3. There's nothing worse than a salesperson who doesn't fully understand what
they are selling. Make sure that you know your product, business and industry inside
out.

4. Research suggests that you have less than 30 seconds to interact with
someone before they form an opinion of you. For face-to-face selling, having a
professional appearance is vital. For selling over the phone, the first 15 seconds are
vital, so make sure you know what you intend to say. Getting words mixed up or
sounding hesitant will result in a bad first impression

5. Rejection will happen, but don't take it personally. Too many people focus
on this rejection and often end up making contact with fewer prospects than they
otherwise would. You will receive setbacks, but the more people you call, the more
leads or sales you'll make. It's a numbers game — hit the high numbers, and success
will almost always follow.

6. Don't think that you have to make a sale the first time that you speak to a
prospect. Many telemarketers know this and rarely attempt to generate sales, but
instead focus on leads. A lead may be anything from obtaining permission to e-mail
over some more information to organising a meeting in person.

7. Never call a prospect or attend a sales meeting without knowing how far
you'll negotiate. You should know your starting point, the point which you won't drop
below and a mid-way point which you'll aim for.

8. Finally, seasoned sellers talk of adopting a 'sales mindset'. Don't approach
selling with dread, as an area where rejections are commonplace. Selling should be a
challenge. You should enjoy closing deals, making sales, and each rejection should

be looked on as a result - you're one step closer to meeting your next customer.

2. Work in pairs. Student A: Ask Student B these questions about their article.
1 What should you do if you are not inwardly confident?

2 What do you need to know well?

3 What do '30 seconds' and '15 seconds' refer to?

4 What should you do when you are rejected?
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5 What should you focus on?
6 What do you need to know when negotiating?

7 What sales mindset should you have?

Student B: Ask Student A what these numbers refer to in their article.
a) two-thirds b) half ¢)53 d)66 e)53 f)47 g) third
hy4l )3 j)10 k)55 1)47 m)87 n)86 0)25-35

V. Listening comprehension

Sellingon TV
1. Sue Leeson is Director of Marketing at QVC, the global shopping channel.
Listen to the first part of the interview and answer these questions.
1 What are the six product groups that she mentions?
2 QVC sells to consumers in which countries?

3 Which two media are used to sell QVC's products?

2. In the second part, Sue talks about the secret of a really good presentation and
developing a sales pitch. Listen and complete this paragraph.

Firstly, having a product that you can easily 1) and a product that
has a good 2) behind it. Secondly, that the person who's actually giving

the sales presentation can engage with their 3) in a credible fashion, can

tell the story very clearly and can demonstrate the features and 4) of

each product in a very 5) and easy-to understand way.

3. Listen again and complete these notes.
You need to know:
* the product 1)

« what the product can or can't 2)
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 when the product is or isn't 3)

4. Listen to the third part and answer these questions.
1 Why are beauty products easy to sell on TV?
2 Which type of product is difficult to sell, and why?

5. Listen to this extract from part three and replace the eight mistakes in the
transcript below with what Sue Leeson actually says.

We have many successful product areas. One of our most successful is beauty.
Beauty works so well on TV for two reasons. First of all, each beauty brand has a
terrific story behind it, and we can really bring life to the brand and to the sales pitch
through telling that story in a very attractive way.

And secondly, each product is very easy to present. So if it's a skincare
product, like a moisturiser, we can show how to apply it, the quantity to apply in
order to give the best effects. Finally, we add another layer to our product

presentation in that we always invite the expert behind that product to tell the story.

6. Listen to the final part. If customers want to buy a skin product, what four

things can they see on the QVC website?

7. Listen to part four and find words that mean the following.

1 on the Internet 0
2 changed a
3 terrific f
4 chance 0
5 product [
6 picture i

7 catalogue r
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V1. Skills “Negotiating: reaching agreement”

1. Work in two groups, A and B.
Group A: Look at the negotiating tips.

Group A: Negotiating tips

s Be friendly. * Pay attention to the other side's body language.
¢ Have clear aims. + Don't change your plan during the meeting.

* Tell the other side what you want. * Never be the first to make an offer.

* Listen carefully. Ask three of your own questions.

Group B: Look at the negotiating tips.

| Group B: Negotiating tips
¢ Be strong and try to win. * Summarise often the points you agree on.
¢ Prepare carefully before you negotiate. e Change your strategy during the negotiation if
¢ Ask a lot of questions. necessary.
* Have a lot of options. * Never show any emotion.

1 Each group agrees on the five most important negotiating tips on its list.
2 Form new groups with members from Groups A and B. Agree on a single list of the

five most important tips from both lists.

2. You are going to hear a conversation between Martin, Sales Manager of
Pulse, an electric-car company, and Chen, an official from the Urban Transport
Department of a city in China. Listen and answer these questions.

1 Why does Chen want to buy electric cars for the Transport Department?

2 Which of these do they discuss?

e quantity e price < discounts e colours edelivery e warranty ¢ models

3 What will they discuss after lunch?

3. Listen to the negotiation again and complete these sentences.

1 Chen: Yes, pollution is a big problem here. We're trying all sorts of ideas to reduce
it. | see from your that a standard two-seater car will cost about €12,000.
2 Martin: If you order 10 vehicles, you'll be paying us about €100,000, minus the 2%

we offer a new customer.
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3 Martin: We could possibly deliver by late August, all being well.

Chen: Mmm, that might be OK, if you can by then.

4 Chen: Good, how about the ? We'd like a long period.

5 Chen: What about payment? Do you offer terms?

Martin: I'm afraid not. It's company for a new customer. We need
payment by bank transfer on receipt of the goods. Oh, and we ask for a of

20% of the value of the order.

4. Work in pairs to role-play this situation. Martin and Chen are continuing the
negotiation. They discuss these points. Read your role cards. Try to agree on the
points you negotiate. Use useful language box.

« four-seater car

* colours

» after-sales-service

« radio / CD player and sat-nav system

Student A:

You are Martin. You want to:

1 Sell Chen some deluxe four-seater models of your cars. Price: €20,000; discount of
5% for first order

2 Offer only two colours for your two-seater cars: white and black. Extra colours will
raise the price by 5%.

3 Send a Pulse mechanic to China every six months to service the cars. You can train
local mechanics at a cost of €200 per hour.

Student B:

You are Chen. You want:

1 To buy an additional five deluxe four-seater cars. Negotiate on the price. Try to get
a 10% discount on the order;

2 Four colours for the two-seater cars: black, white, red and blue;

3 After-sales service: visits every three months from a Pulse mechanic; a training

course for a local car-repair firm.
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Useful language

STATING AIMS REJECTING SUGGESTIONS GETTING AGREEMENT
We're interested in buying 10 cars. I’'m afraid not. It’s company policy. That’s very reasonable, don’t you think?
We'd like to start the scheme in June. I’'m sorry, we can’t agree to that. That sounds a fair price to me.
We must have delivery as soon as Unfortunately, we can’t do that. Fine./OK./Great!
possible.
BARGAINING FINISHING THE NEGOTIATION
MAKING CONCESSIONS If it works, we’ll increase the order Right, we’ve got a deal.
We could possibly deliver by August. later on. Good, | think we've covered everything.
That could be all right, as long as If you increased your order, we could 0K, how about dinner tonight?
you paymorefora longer period. offer you a much higher discount.
We can do that, providing you make That might be OK if you can guarantee
a down payment. delivery by then.

V1. Self-directed work

Reading 1
Read this article from the Financial Times by Stefan Stern and answer the questions.

Before you read
When businesses sell services to other organisations, what skills do the salespeople
need?
The days of amateur selling are over
By Stefan Stern

Don't you just love it when you come through the arrivals gate at the airport
and you see a driver there waiting for you, holding up a board with your name on it?
How much is that service worth to you? If it is a business trip and your company is
paying, do you know what price you will be charged?

| didn't think so. The individual customer doesn't have this sort of information.
The travel department in your company can handle it. But what if the travel agency
that they are buying from doesn't know the price either? Good news for your
company's purchasing department: they can get a better all-in deal. But the travel
agency, through its amateur approach to buying and selling, is throwing away a large

amount of money.
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That is the story of a real travel business as told to me by Michael Moorman,
head of ZS Associates, a Chicago-based sales and marketing consultancy.
Mr. Moorman is critical of some of the old-fashioned, amateur selling techniques that
go on in many businesses, that are unsuited to today's commercial environment.

A new report from the UK's Cranfield School of Management has also
described some of the problems. "The average sales person is a pleasant individual
who knows a lot about their products,” the report says, "but is not able to show how
their products are different from the competition, or to solve the customer's
problems.”

This game has changed. "Today sales people have to go in and negotiate with
professional negotiators,” Mr Moorman says. "You have to be able to speak the
language of finance.” It is not good enough to be a "born salesman™ any more. It is
the smart salesmen and women who will keep their businesses afloat in the months

ahead.

Exercises

1. Look through the whole article. It's about the way that companies buy
products and services. Which type of product or service is mentioned in
particular?

a) cars b) travel c¢) computers

2. Give your own personal answers to the three questions in paragraph 1. For
the third question, think of a particular place that you have visited and give

details of prices, if you can.

3. Read paragraph 2 and answer the questions.

a) What two expressions are used to refer to the department that buys travel services
in a company?

b) What expression is used to refer to the organisation selling these services?

¢) What is the organisation in question b) above doing wrong? Why?
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4. Complete the table with words from paragraphs 4 and 5, in the form they are

used in the article.

Verb Noun

report

manage

complete

solution

negotiate

5. In what order do these items of information appear in paragraphs 4 and 5?
Sales people ...

a) have to know about finance.

b) are usually nice people.

c) have to be intelligent.

d) should be able to say why their products are different from the competition.

e) are often highly informed about their products.

) should be able to provide answers to the customer's problems.

g) have to be able to negotiate skillfully.

6. It is the smart salesmen and women who will keep their businesses afloat in
the months ahead. The writer is comparing these businesses to:

a) planes b) trucks c) ships

Over toyou 1
The average salesperson is a pleasant individual who knows a lot about their

products. Is this your experience when buying things as a consumer?

Over to you 2
Who is responsible for buying products and services in your department or school?
Who are the main suppliers? What could be done to negotiate lower prices with

them?
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Reading 2
Read this article from the Financial Times by Mike Southon and answer the

guestions.

Before you read

What is the most difficult thing about selling?

What to do at closing time
By Mike Southon

The most difficult sales task is asking for money, or, to use the technical term,
"closing"”. Even experienced sales people will do anything to avoid this unpleasant
part of the job. So, for a business owner, an important part of sales management is to
encourage, or even threaten, sales people to get them to ask for orders.

Part one of the sales cycle is the qualification process: the sales person should
listen carefully to the customer's needs and find a solution that can be delivered
quickly. The larger the order, the more likely it is that the buyer may have to get
authorisation from someone higher in the organisation, perhaps even the purchasing
director. This is probably someone who is only interested in big discounts. It is a
good idea to ask a possible buyer how much they are allowed to spend. Then you can
offer them products or services that they can afford.

It's useful to practise a good closing technique in advance of the key moment.
This will include a positive summary of the sales process, explaining the benefits for
the customer that the proposed solutions will bring.

Then there is the most difficult part of the script, a final question in the style of.
"So, do we have a deal?" This should be followed by silence, which may feel
uncomfortable, but if the sales person breaks that silence, the deal could easily
disappear. ldeally, the customer will break the silence and say yes, a positive
outcome for all concerned. But even if the customer says no, it is reasonable to ask

why and perhaps work out how to change their mind.
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1. Put the paragraph headings in the correct order.

a) Checking you have got the sale
b) Finding out about customers

¢) Getting orders is hard

d) Practise what to say at the end, to get the sale

2. Match the expressions (1-6) from paragraphs 1 and 2 with their definitions (a-

f).

1 business owner

a) deciding how likely it is that someone
will buy something

2 sales management

b) the different points in the process of
selling something

3 sales people

c) members of the sales force

4 sales cycle

d) someone whose job is to buy goods
and services for an organisation

5 qualification process

e) someone who owns a company

6 purchasing director

f) the way that sales are organised and
controlled

3. Complete the answers to the questions, using appropriate forms of expressions

from paragraphs 1 and 2.

a) Is the point where you ask someone to buy something called ‘ending"?

- No, it's called

b) Is it always a nice experience?

- No, it can be

c) Is it enough just to encourage sales people to get orders?

- No, sometimes it's necessary to

them.

d) Does the writer talk about delivering products and services?

- No, he talks about a

e) Is the buyer always able to place the order?

- No, sometimes they have to get
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f) Are purchasing directors usually interested in the personal qualities of sales
people?

- No, they are only interested in

4. Complete these statements with appropriate forms of words from paragraphs
3 and 4.
a) A way of doing something isat (9 letters)

b) A short speech, description, etc. giving the key points of something is a
S (7 letters)

¢) The advantages of a product or service for the customer are its b (8
letters)

d) Something that is suggested is p (8 letters)

e)Ad IS an agreement to buy something. (4 letters)

f) If something no longer exists, it has d (11 letters)

g) The result of a process is its 0 (7 letters)

h) If something is acceptable, itisr (20 letters)

5. Which one of these statements about the whole article is true?

a) Sales people always have to be threatened before they go out and close a sale.

b) Qualification and using the final closing script are two key stages in the sales
process.

c) Sales to companies always have to be authorized by the purchasing manager.

Over toyou 1
Describe the sales process in your organisation, or one that you would like to work

for.

Over to you 2
Some say that good sales people are born and that it's impossible to train others to

become good sales people. What do you think? Give your reasons.
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Reading 3

Read the text and answer the questions.

Before you read
Have you ever bought anything over the Internet?

What are the advantages and disadvantages of shopping online?

Buying and selling on the Internet

Mike Gore, the founder of Booksandstuff.com, began his career as a software
engineer. In the mid-1990s, he saw that Internet use was growing at a phenomenal
rate each year. He saw in this a great business opportunity. He relocated to Seattle,
where there was a large pool of technical know-how and, since the company began in
1996, it has generated billions of dollars in profits. Booksandstuff’s customer base
has grown to well over 30 million. The company has changed the way we do
business.

So what are the secrets of Booksandstuff’s success? First, the company is
customer-centered, which means giving customers what they need. Customers don’t
have to travel to a bookstore — the store comes to them. Booksandstuff also aims to
meet its customers’ multi-product needs. The company has now expanded to include
a broad range of products including music, videos, DVDs, toys, electronics, and
household goods. Booksandstuff saves on storage space as it has a very quick
turnaround. Payments are made immediately by credit card and items are shipped out
in just a few days. One of Booksandstuff’s distinctive features is its interactive and
personalized service. Customers are invited to share their opinions about products
and they can submit reviews of books and CDs. Customer information is stored and
customers are alerted via e-mail about products similar to those that they have
purchased before. Booksandstuff even helps customers create their own wish lists for

gift giving.
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Exercises

1. Answer the following questions.

a) Why did Mike Gore think that the Internet offered a great business opportunity?
b) Why did Gore choose Seattle as his base?

¢) What is the key factor that has contributed to the success of Booksandstuff.com?

d) How does Booksandstuff.com avoid spending a lot of money on storage space?

2. Find words in the text that mean the same as these words.
1. extraordinary

2. produced

3. extensive

4. special

5. notified

3. Read the instructions for setting up an online store. Number them in the
correct order.

1) Create a logo and upload it.

2) Prepare the appearance of your store — customize it.

3) Register your store in Internet directories.

4) Add categories for your items.

5) Receive payment and ship items.

6) Decide what to sell.

Over to you
Prepare a presentation in which you describe the procedure and discuss the pros and

cons of this type of shopping with your group mates.
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Unit 4 Part I Great ideas

‘All the great ideas are controversial, or have been at one time’
George Seldes, US investigative journalist

|. Topical Vocabulary

1 |to agree with MOTOPKYBATHUCH 3

2 | todisagree with HE TIOTOJPKYBaTHUCh 3

3 | to discover BIIKPUBATH; JIOBIAYBaTUCS, BUSBIISATH

4 | by accident BHUIIAIKOBO

5 |to have an idea Martu i71e10

6 | tosuggest an idea 3aMpOIIOHYBATH iJICIO

7/ | tothink of anidea 0OMIpPKOBYBATH iJICIO

8 | to develop an idea PO3BHUBATH, PO3POOJIATH 1JICHO

9 |toencourage an idea HiATPUMYBATH 17110

10 | to take advantage of an opportunity CKOPHCTATHUCS MOXJIUBICTIO

11 | to raise somebody’s status M1JIBUIIUTH CTaTyC

12 | to enter a market [IPEJICTaBUTU TOBAp Ha HOBOMY
PHHKY

13 | to extend a product range PO3IIMPUTH ACOPTUMEHT TOBAPiB

14 | to meet a need BIJITOBIJIATH BUMOTaM KITIEHTIB,
MPOJIaBaTH TE, MO IM MOTPIOHO

15 | to make a breakthrough 3pOOUTH BIJTKPHUTTS, IPOPHB

16 | in response to y BIIMOBIb Ha

17 | upmarket BHCOKOSIKICHUH

18 | to reduce waste CKOPOTHUTH 3aiiBl BUTPATH

19 | to protect the environment 3aXUIIATH HAaBKOJIMIITHE CEPEIOBHUIIC

20 | to fill a gap 3aIMOBHUTH Hillly (PUHKOBY)

21 | to win an award OTPUMAaTH BHHATOPOJTY

22 | eventually KiHeI[b KIHI[EM, 3PEIITO0

23 | to attempt HaMaraTucs

24 | dummy JSUTbKA, MAHEKEH, OITy1aJI0

25 | rechargeable battery Oarapes, sIKy MOJKHA TIepe3aps,InTH

26 | gold plated 1030JI0UCHU I

27 | bulletproof KYJICHCITPOOUBHUH

28 | vending machine TOPriBeIbHUI aBTOMAT

29 | bullion 3JIUBOK 30JI0Ta ab0 cpibiia

30 | overheads HaKJIaHi BUTPATH

31 | resistance OITip, MPOTHTiS

32 | corporate venturing KOPIOpPAaTUBHE BEHUYPHE
(biHaHCYBaHHSI
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33 | entrepreneurship i AMPUEMHUIITBO

34 | intrapreneurship BHYTPIIIIHE ITiJIPUEMHHIITBO
(TiATMpUEMHHUIIBKA AiSUTHHICTH
BCEpeIMHI KOpIopartii)

35 | skunk works MaJIEHBKWI TOCIIAHULILKAN BT
IPUEMCTBA

36 | innovation 1HHOBAII1s, HOBOBBEICHHS

37 | improvement YAOCKOHAJICHHS

38 | market response peaxilis pUHKY y BIIITOBIIbL HA il
bipm

39 | prototype POTOTHUII

40 | beta version OeTa-Bepcis MPOYKTY

41 | beta-tested Oera-TecTyBaHHS

42 | niche HiIIa

43 | trial BUNPOOYBAHHS; A0CHI, poba

44 | boom OyM, MOXXBaBJICHHS (B TOPTIBII 1
T.1H.)

45 | cutting edge HIePeIOBHI, TPOTPECUBHHUM,
3aCHOBAHMI Ha OCTAHHIX
JOCSATHEHHSX

46 | leading edge HaANOUTBII pO3BUHEHA YaCTHHA
JTOCITIJIKEHHS, JIITUPYIOUU I

47 | state-of-the-art HaMHOBIIIMA

48 | hi-tech BHCOKOTEXHOJIOTIYHHIH

49 | low-tech HU3bKO TEXHOJIOTIYHMI (Ha OCHOBI
CTapHUX TEXHOJIOT1i)

50 | obsolete 3acTapiIvid, CTAPOMOTHUI

51 | proprietary BJIACHUILIBKUH; CKJIaI0BUH YUEICH
BJIACHOCTI; PUBATHUI;
ITaTEHTOBAHUU

52 | lecence (BrE); license (AmE) JIIEH31s, I03BUT HA JISTBHICTS;

to license (BrE & AmE) JTO3BOJISATH, JIIEH3YBATH JisUTbHICTh

53 | under lecence 3a JIIeH3i€0

54 | royalties aBTOPCHKHI rOHOpAp

55 | copyright aBTOPCHKE MPaBO

56 | copyright infringement MOPYIICHHS] aBTOPCHKUX MPaB

57 | intellectual property IHTEJICKTyaJIbHA BIACHICTh

58 | research centre (BrE) JOCIITHUIIBKUH LIEHTP

research center (AmE)
59 | technology TEXHOJIOTIsI
60 | patent MaTeHT
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I1. Starting-up

1. Which of these statements do you agree with? Which do you disagree with?
Why?

1 There are no new ideas.

2 Most of the best ideas are discovered by accident.

3 Research and development is the key to great business ideas.

4 There is nothing wrong with copying and improving the ideas of others.

5 The best way to kill an idea is to take it to a meeting.

2. Discuss these questions.

1 What do you think are some of the best ideas in the last 20 years?
2 What is the best idea you have ever had?

3 Which creative person do you most admire? Why?

4 What should companies do to encourage new ideas?

3. Think of examples of good ideas from the past that were controversial* at
first.

A few ideas:

- Early critics of railways believed the human body couldn't withstand the speed of
train travel.

-The proposal that the planets orbit the sun was initially rejected.

- Many believed that home video would destroy the cinema business.

*controversial (= causing a lot of disagreement because people have different

opinions).

I11. Vocabulary and Speech Exercises

1. Match the word partnerships (1-6) to their definitions (a-f).
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1 to take advantage of an opportunity a) to offer a larger variety of goods

2 to raise somebody's status b) to do or provide something that is
necessary

3 to enter a market c) to do something when you get the
chance to do it

4 to extend a product range d) to make an important discovery or
change

5 to meet a need e) to start selling goods or services in a
new area

6 to make a breakthrough f) to make somebody look or feel more
important

2. Read this extract from a talk by the head of a research and development
department. Then complete the gaps (1-6) with the correct form of a word
partnership from Exercise 1.

Great ideas are generated in different ways. Sometimes an idea may simply be

when a company 1) . 2) , to offer more choice to existing

customers. Or a great idea could allow a company to 3) which was
closed to it before.

Companies which are prepared to spend a lot on R&D may 4) by
having an original idea for a product which others later copy, for example Sony and
the Walkman.

On the other hand, some products are developed in response to customer
research. They come from customer ideas. These products are made to 5) :
to satisfy consumer demand. Or the product does something similar to another
product, but faster, so it saves time. Some people will buy new products because the

product 6) - gives them a new, more upmarket image.

3. Listen carefully to the last part of the talk and complete the gaps to form word
partnerships with the words in italics.
Other people will buy any 'green' product which 1) waste or

2) the environment, even if it is more expensive. If an idea is really good
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and the product 3) a gap in the market, it may even 4) an
award for innovation.

4. Work in pairs. Exercise 2 refers to the Sony Walkman. Can you think of any
other examples of products which:

1 were completely original and later copied?

2 are green?

3 won an award?

4 were developed from customer ideas?

Compare your ideas in small groups.

5. Match a verb from box A with a noun from box B to complete the sentences

below. Use a suitable form of the verb-noun combination.

A B
to develop the environment
to extend advantage of (something)
to make a (product) range
to meet a business idea
to protect a breakthrough
to take a need
to win an award

1) Brainstorming is an effective way of

2) A couple of years ago, scientists in the treatment of cancer.

3) ‘Eco-consumers’ choose companies which do not produce a lot of toxic waste and

have a clear policy of

4) Sometimes an idea may simply be when a company an opportunity

to offer more choice to its customers.

5) If one of your products for innovation, prospective customers may

see you as a dynamic, high-quality company and decide to choose you over your
competitors.
6) Our company would like to attract a wider variety of customers, that’s why we are

planning to of cosmetics and toiletries.
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7) A good business idea is one that generates profits and at the same time

6. Complete each set of sentences with the same word.

1) The marketing department wants to a meeting next week.

We are planning to our next sales conference in Mumbai.

Do you know which animals the record for the longest migration?
2) During lectures, it’s a good idea if you notes as you listen.

The main goal of any business is to money.

She wants to some suggestions about improving our database.

3) Industrialised countries should try to waste instead of exporting it.
The best way to competition is to buy out your main competitors.

Pollution is a big problem in our city and we are trying all sorts of ideas to
it.

4) We plan to offer free ice cream to all consumers one day a year to

awareness of the company.
Our cars come in two colours. If you want extra colours, I’'m afraid we have to
the price by 5 percent.

Some people buy luxury products because such products their

status and give them a new, more upmarket image.

5) I can’t find a solution to all problems, of course, but I my best.
A lot of people want to part-time work when they retire.

We a lot of business with Chinese telecommunications companies.

6) If you continue to be late for work, you will the sack.

All members of staff an end-of-year bonus.

"1l talk to the manager during the break if | the chance.

V. Reading Comprehension
Text 1
New ideas
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Resistance to new ideas is well known. In organisations, the best way of killing
an idea may well be to take it to a meeting. The very things that make companies
successful in one area may prevent them from developing success in new activities.
Early work on personal computers at Xerox was dismissed by its senior managers
because they considered that the company's business was copying, not computing.
Company leaders talk about corporate venturing and intrapreneurship, where
employees are encouraged to develop entrepreneurial activities within the
organisation. Companies may try to set up structures in such a way that they do not
stifle new ideas. They may put groups of talented people together in skunk works to
work on innovations - development of the PC at IBM is the most famous example.
Skunk works are outside the usual company structures and are less likely to be
hampered by bureaucracy, in-fighting, and so on.

When innovators go to large companies with new designs for their products,
they face similar problems. The inventor of the small-wheeled Moulton bicycle could
not persuade Raleigh to produce it, so he set up his own company. But a single
innovative breakthrough is not enough. There has to be continuous improvement and
market response. The current winners in bicycle innovation are producers of
mountain bikes, who have taken the original bicycle design and eliminated its
irritations, revolutionising an old concept by providing relative comfort, easy gear
changes, a 'fun’ ride, and so on.

The initial idea for a car will be turned into a series of prototypes and tested. In
software development, the final 'prototype’ is the beta version, which is beta-tested.
Pharmaceuticals go through a series of trials. Even the most brilliant entrepreneurs
will not have the resources to go it alone in industries like these, as the investment
and experience required are enormous. Cars, software and pharmaceuticals are
examples of industries dominated by giants. The 'rules of the game' are well
established, and newcomers are rare, unless they can find a small niche unexploited
by the giants. There may be more opportunity for innovation where the rules of the

game are not yet established. This may involve selling and delivering existing
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products in new ways: think, for example, of selling books and airline tickets on the
Internet.
One thing is certain: business will continue to benefit from the creativity of

individuals and organisations who can develop great ideas and bring them to market.

Text 2
Three great ideas
Before you read
What makes a business idea a really great idea? Brainstorm as many points as you
can.

Example: It results in an increase in sales and profit.

Article 1
Who needs translators?

Google is developing software for the first phone capable of translating foreign
languages almost instantly. By building on existing technologies in voice recognition
and automatic translation, Google hopes to have a basic system ready within a couple
of years. If it works, it could eventually transform communication among speakers of
the world's 6,000-plus languages.

The company has already created an automatic system for translating text on
computers, which is being honed by scanning millions of multilingual websites and
documents. So far, it covers 52 languages. Google also has a voice-recognition
system that enables phone users to conduct web searches by speaking commands into
their phones rather than typing them in.

Now it is working on combining the two technologies to produce software
capable of understanding a caller's voice and translating it into a synthetic equivalent
in a foreign language. Like a professional human interpreter, the phone would
analyse "packages” of speech, listening to the speaker until it understands the full

meaning of words and phrases, before attempting translation.
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Article 2
Safer cycling

Swedish designers have created a cycling "collar" that is worn around the neck
with an airbag hidden inside. When sensors in the device determine a crash has
happened, an airbag instantly inflates around the cyclist's head to form a helmet.

The invention was presented today in Stockholm. It will go on sale in Sweden
early next year for about £50. The designers have spent six years developing it.
Terese Alstin, one of the inventors, said. "The protection should include keeping the
sense of freedom and not ruining your hairstyle."

The device has been improved by recreating hundreds of accidents using crash-
test dummies and real riders. *"We have developed a unique, patented, mathematical
method to distinguish these movement patterns,” say the inventors. A small helium
gas cylinder inflates the airbag in 0,1 seconds and is designed to let cyclists see at all
times.

The airbag stays inflated for several seconds. It is powered by a rechargeable
battery. Co-inventor Anna Haupt said: "The shell of the collar is removable and
available in many different styles and fabrics, and will be launched in new fashion
collections.”

Article 3
Going for gold

Apart from being gold-plated - and the fact that they are bulletproof - they
seem much like any other vending machine. But instead of chocolate bars, a network
of "gold-to-go™ machines dispenses 24-carat bullion in a smart presentation box.

Originally designed as a marketing device for an online gold-trading business,
the machines have become such a success that their inventor plans to build a global
network, installing them everywhere from fitness centres to cruise ships.

Thomas Geissler, the German businessman behind the machines, said their
unexpected success was the result of a recent interest in gold. "Our customers are
those who are catching on to the idea that gold is a safe investment at a time of

financial instability," he said.
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Since the first machine was installed in May, in the lobby of Abu Dhabi's
Emirates Palace hotel, 20 gold-to-go machines have appeared across Europe.
Germany already has eight. Next month, the first machines will open in the United
States - in Las Vegas and Florida.

The company claims its gold is cheaper than that available from the banks,
largely because its overheads are lower, and that unlike at a bank, the machine gold is

available immediately.

Exercises
1. Work in groups of three. Make quick notes in answer to the questions below

about your article.

Questions Article 1 Article 2 Article 3
1 What is the great / unusual
idea?
2 What problem does this
idea solve?

3 Which markets are
mentioned in relation to
this idea?

4 In terms of time, at what
stage of development is
the idea?

2. Discuss these questions in pairs.

1 Which of the ideas do you find the most interesting? Why?
2 Which idea do you think will be the most profitable?

3 Which idea will reach the most markets?

4 Can you think of any problems any of the ideas might have?

V. Listening Comprehension

Great business ideas
1. Dr Kate Pitts is a researcher at the e-Research Centre, University of Oxford.
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She was asked the question: In your opinion, what were the best business ideas

of the last 15years? Predict what she will say. Think of products and services.

2. Listen to the first part of the interview. What products and services does Kate

mention? Why does she think they were excellent ideas?

3. Listen to part one. Are these statements true or false?

1 eBay is useful for large companies.

2 eBay provides a way to reach markets that is new.

3 Auctions are new.

4 Kate Pitts talks about USB sticks in relation to data and pictures.
5 She also mentions plug-and-play devices.

6 USB sticks have had no effect on other devices.

7 Digital cameras were certainly invented in the last 15 years.

4. Listen to part one again and complete the table with words that Kate Pitts

uses.
Verb (infinitive) Noun

boom
turn over
auction

transfer
demand

transport
benefit

satisfaction
invent

revolution

5. Listen to the second part and answer these questions.
1 What types of company spend a lot of time and money on research and

development?
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2 Which company spends nearly 25% of the cost of sale on research and

development?

6. Listen to part two. In which order do you hear these adverbs?
a) actually

b) differently

c) nearly

d) slightly

e) strongly

Now match the adverbs above to their meanings.
1 almost

2 really

3 a bit

4 firmly

5 in another way

7. Listen to the second part again and complete the gaps in the audio script.
| strongly believe that most companies can benefit from using 1)

and 2) within their own company to actually develop

new 3) and services. My definition of 4) is to look at

what everybody else sees, and see something 5)
So that might mean looking at what you already do, and looking at where you
can do it slightly differently to 6) your product range, or 7)

your products into new markets. This can save 8) and money.

8. Discuss these questions.
1 What will be the best business idea in the next 15 years?
2 What would you like someone to invent?
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VI. Skills “Successful meetings”

1. Which of these statements do you agree with? Why?
1 The best number for a meeting is six people or fewer.

2 Never have food or drink during a meeting.

3 Always start and finish a meeting on time.

4 You should sit round a table when you have a meeting.
5 A meeting must always have a leader.

6 At a formal meeting, each person should speak in turn.

2. DC Dynamics is an electronics company based in Boston, USA. The marketing
department held a meeting to discuss their new smartphone. Listen to the
meeting, then answer these questions.

1 What were the main aims of the meeting?

2 Which month did they choose for the launch?

3. Listen again and tick the expressions which the chairperson uses.
1 OK, everyone, let's begin, shalt we?

2 Our main purpose is to decide the date of the launch.

3 Mei, what do you think?

4 Cheng, can you give us your opinion about this?

5 Any thoughts on that?

6 Let's get back to the point.

7 Now, I'd like to move on to sates outlets.

4. Listen to the meeting again and complete these extracts.

Mei: Personally, I'm in 1) of June. Let's get into the market early and

surprise our 2)

Wan: Yeah, June's too early. | think September's the best time. We can promote the

smartphone strongly then, with a multimedia 3)
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Lincoln: What about the recommended retail price for the phone? Any thoughts on
that?

Mei: 4) a minute. | thought we were talking about the 5)

date, not the price.

Lincoln: OK, Mei, maybe we are moving a little too fast. Let's get back to
the 6)
Lincoln: Good. We need to be sharp on pricing. Now, what sates outlets do you think
we should 7) , Wan?

Wan: No problem there. We could start with the specialist mobile-phone stores and

big 8) stores. After that, we could look at other distribution
9)

5. Work in groups of four. GLP of Buenos Aires has developed a new wallet,
code-named 'The Hipster'. It will be launched in the US. The marketing

department holds a meeting to discuss a strategy for selling it.

Student A:
Student A
Chairperson
You will lead the meeting. Ask for the participants’ 1 its selling price
opinions, encourage discussion and help them reach 2 its target consumer
agreement. You must decide these points concerning 3 special offers for first purchase
the marketing of The Hipster. 4 advertising
Student B:
Student B -
Participant
You have the following opinions concerning The Hipster:
Selling price: T Emmmei et
Target consumer: FETERLLY iz
KaCaTenbHO, OTHOCHTENEHOD
Special offer for first over 20
“_u . concern .
Advertising/promotic ... eume, kacatenscrao: racarsca (e es aimed at young people

DECCKE3E) | ONUCHIBATL, TOBOPUTE (O YEM-1.) — =
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Student C:

Student C

Participant
You have the following opinions concerning The Hipster:

Selling price: $25 approximately
Target consumer: Professional people aged 20-40
Special offer for first purchase; Discount of 20% for ordersover 100
Advertising /promotion: Advertisements in upmarket magazines and TV commercials
Student D:

StudentD

Participant

You have the following opinions concerning The Hipster:

Selling price: $15 approximately

Target consumer: Allage groups from 20 years old upwards

Special offer for first purchase: 5% discount for orders over 50

Advertising and promotion: Advertisements in national and regional newpapers/magazines

Read your role card, and then hold the meeting. Use the useful language box.

Useful language

CHAIRPERSON/LEAD PARTICIPANTS

Beginning the meeting Changing the subject Giving opinions Disagreeing

Can we start, please? Let's move on now to ... 1 think we should ... I don’t know about that.
Right, let’s begin. The next thing to discuss is ... I'min favourof... ('m afraid) | don’t agree.
Stating the aim Clarifying Making suggestions Interrupting

The main aim/purpose of this What do you mean by ...? Perhaps we should ... Hold on (a moment).
meeting is to ... Sorry, | don’t quite understand. We could ... Can | just say something?
Asking for comments Summarising Agreeing

What do you think? 0K, let’s summarise. I think you're right.

How do you feel about this? Right, let’s recap. I (totally) agree.

VI1I. Self-directed work

Reading 1
Read this article from the Financial Times by Jonathan Birchall and answer the

questions.

Before you read

Where do companies usually get their ideas from?
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Innovation brings growth
By Jonathan Birchall

Procter & Gamble, the world’s largest consumer goods company, is a global
industry leader in new consumer product innovation. According to data from IRI, the
market research firm, it produced five of the top 10 US non-food product launches
last year. Its goal is to add another 1bn customers to the estimated 4bn it already
reaches, Bob McDonald, its chief executive, says that the road to more innovation
should increasingly include other people’s good ideas.

“We need bigger innovations that create more value,” Mr McDonald told this

year’s annual gathering and awards event for companies and research institutions that
work with P&G. “We want you to come to us with your big ideas first.”
External co-operation has delivered a stream of successful “big idea” products. Last
year’s IRI list included Tide Total Care, a premium version of its Tide detergent,
which was number two by sales on IRI’s top 10 non-food products launch list. It was
developed with external research from Sweden’s University of Lund and from two
small chemical companies.

P&G’s list of partners includes other large corporations, such as food groups
ConAgra and General Mills, and rivals, including Clorox. P&G is developing a joint
venture with Clorox to produce Glad brand plastic bags. Its most unexpected
government research partner may be the Los Alamos National Lab, the US defence
technology research centre. Los Alamos initially helped P&G to regulate the
production of the absorbent gel used in nappies, using theoretical data analysis
systems developed for weapons technology.

One of the programme’s early success stories, the creation of its Olay
Regenerist anti-ageing creams, which was built around a chemical process developed
by Sederma, a French company. “As a small company, we had little chance of getting
in there until P&G switched its policy,” says Karl Lintner, who headed Sederma at

the time.
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Exercises

1. Look through the whole article to find the names of:
a) a consumer goods company.

b) its CEO.

¢) a market research organisation.

d) a Scandinavian university.

e) two big food companies.

) a competitor of the company in item a) above.

g) a military research laboratory.

h) a French company.

2. Now look through the whole article again to find the products developed in

partnership with the organisations in items d), ), g) and h) in Exercise 1 above.

3. Find expressions in paragraph 1 with the number of words shown in brackets
that mean the following.

a) the biggest organisation anywhere in the world that makes products for the general
public (6)

b) the biggest and best company of its kind anywhere in the world (3)

c) developing new products for the general public (3)

d) an occasion every year where prizes are given (3)

4. Read paragraphs 3 and 4 and decide if these statements about expressions are
true or false.

a) External co-operation is when a company develops a new product by itself.

b) The word stream is used here to refer to water.

c) A premium version of a product is less good and costs less than the ordinary
version.

d) The word chemical is used as an adjective and as a noun.

e) A corporation is usually a small business.
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f) A joint venture is when two companies work together on a particular project.
g) The word data refers to information, especially information analysed on

computers.

5. Choose the best summary for the whole article.

Procter and Gamble ...

a) has always welcomed co-operation with other companies to develop new products.
b) only works with American companies to develop new products.

c) has realised the importance of working with other organisations, not only

companies, on new products.

Over toyou 1

What are the risks of working on new products with competitors in joint ventures?

Over to you 2
Is there co-operation in your country between businesses and universities to develop

new products and services? If there is, give some examples. If not, try to explain why.

Reading 2

Read this article from the Financial Times by Stefan Stern and answer the questions.

Before you read
The expression 'Not invented here' is used by someone to say that an idea or new
product did not start in their department or company. Why is it difficult for

organisations to accept ideas that are 'Not invented here'?

Open your mind to the idea of innovation
By Stefan Stern
The three most dangerous words in management? "Not invented here". As

Henry Chesbrough, executive director of the Center for Open Innovation at the
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University of California, Berkeley, has pointed out, senior management teams can
fail to spot important innovations because the new ways of doing business do not
easily fit in with the way they are doing things now.

Researching the performance of Xerox, the copier and printer company,
Professor Chesbrough found that, out of 35 projects that had been rejected as pan of a
review
process, 10 had gone on to become highly successful businesses. Indeed, the
combined value of these 10 new projects was twice that of Xerox itself. He calls
these rejections "false negatives”: the innovations had looked bad, but that was
because senior managers did not recognise their benefits.

Professor Chesbrough was one of the speakers at last week's Financial Times
innovation conference in London. The conference also heard from Brian Dunn, chief
executive of Best Buy, the electrical goods retailer. He told a story of how his
company had in the past 20 years brought in new ways of doing things again and
again.

Whether it was ending commissions for sales staff, starting to sell on the
Internet, or renewing the company's approach to customers, or expanding abroad:
each time, Best Buy's leadership did not make the decisions easily. Each time, there
were smart people at the top who resisted change, he said. Necessary innovations are

hard to introduce so when, as in Best Buy's case, the business seems to be doing fine.

Exercises

1. Put the paragraph headings in the correct order.
a) Best Buy's difficult innovation decisions

b) Company managers can fail to see new ideas

¢) The innovation process at Xerox

d) Regular innovations at Best Buy

2. Read paragraphs 1 and 2 and decide if these statements about expressions and

related expressions are true or false.
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a) An innovation is a new idea, product, etc.

b) If you point something out, you don't talk about it.

¢) If you spot something, you don't see it.

d) If something fits in with something else, it's acceptable.
e) If something is rejected, it is accepted.

) In a review process things, ideas, etc. are judged.

3. Find expressions in paragraphs 3 and 4 with the number of letters shown in
brackets that mean the following.

a) boss (5, 9)

b) introduced (7, 2)

c) repeatedly (5. 3, 5)

d) payments in addition to salary (11)

e) senior managers considered as a group (10)

f) fought (8)

g) needed (9)

4. Read paragraphs 2, 3 and 4 and choose the correct answer.

1) How many of the new business projects rejected in Xerox's review process went
on to become successful businesses?

a) most of them

b) more than half of them

¢) nearly a third of them

2) How much were the businesses worth in relation to the value of Xerox?
a) twice as much

b) the same

¢) half as much

3) Why had Xerox managers rejected the new business ideas?

a) Because the ideas were not explained properly.

b) Because the managers couldn't see their value.
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c) Because the managers didn't understand the ideas.

4) What does Best Buy do?

a) It's a wholesaler of electrical goods.

b) It's a retailer of electrical goods.

c) It makes electrical goods.

5) Why is Best Buy mentioned?

a) Because it is similar to Xerox in its approach to innovation.

b) Because it did not innovate at all.

c) Because it does accept new ideas, but only after a lot of disagreement and
discussion.

6) Why was it particularly difficult to introduce new ways of doing things at Best
Buy?

a) Because it was already a successful company.

b) Because most of its senior managers resisted them.

c) Because it did not need them.

5. Choose the best summary for the whole article.
Companies ...

a) do not find it easy to accept new ideas.

b) do not accept new ideas because many managers are stupid.

¢) accept and develop new ideas easily.

Over toyou 1

What does your own school or organisation do to keep itself open to new ideas?

Over to you 2

What do you do to keep yourself open to new ideas?
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Reading 3
Research and technology

Hi, I 'm Ray and I’m head of product development at Lightning Technologies.
Lightning makes semiconductors, the components at the heart of every computer. I’'m
in charge of research and development (R&D) at our research centre just outside
Boston. Our laboratories are some of the most innovative in the computer industry,
and we have made many new discoveries and breakthroughs.

| love technology, using scientific knowledge for practical purposes. The
technology of semiconductors is fascinating. We are at the cutting edge or leading
edge of semiconductor technology: none of our competitors has better products than
us. Everything we do is state-of-the-art, using the most advanced techniques
available.

Of course, the hi-tech products of today become the low-tech products of
tomorrow. Products that are no longer up-to-date because they use old technology
are obsolete. It’s my job to make sure that Lightning’s products never get into that
situation.

Patents and intellectual property

Information or knowledge that belongs to an individual or company is
proprietary. A product developed using such information may be protected in law by
patents so that others cannot copy its design.

Other companies may pay to use the design under licence in their own
products. These payments are royalties. In publishing, if a text, picture, etc. is
copyright, it cannot be used by others without permission. Payments to the author
from the publisher are royalties. The area of law relating to patents and copyright is

intellectual property.

Exercises
1. Complete this presentation using words from the text. Put the words in

brackets into their correct form.
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Hi, I'm Raj 1) I’m head 2) product (3 develop)
at 4) Indian Rice Research Centre. I'm in charge of
research 5) development 6) our (7 researching)
centre in Delhi. Our (8 laboratory) are (9) of
the most (10 innovation) (11) agriculture. We have
recently (12) some big (13 breakthrough) In increasing
rice production.
| love (14 technological) , using scientific knowledge (15)
improve people’s lives. (16) technology (17) rice
development (18) a good example (19) this.
We are at the (20) edge of rice-growing techniques. Everything
we do (21) state-of-the-art, using the most advanced biological (22
know) available.

2. Match the expressions (1-6) with their meanings (a-f).

1 copyright infringement a) a payment to the owner of a design, or
to an author

2 intellectual property b) an arrangement between the owner of
a design and someone else, allowing
them to use the design for money

3 patent application c) when someone uses another’s text,
pictures, etc. without permission
4 proprietary information d) when an inventor asks the authorities

to officially recognize an invention as
his/her property

5 royalty payment e) designs, ideas, etc. that belong to
someone
6 licensing agreement f) the law relating to designs, ideas, etc.

that belong to someone

Over to you
For you, which is the most important invention of the last 100 years? Which one do

you wish had not been invented?
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|. Topical Vocabulary

‘Rest is a good thing, but boredom is its brother’

Voltaire, French philosopher

1 | lifestyle CTHUIb )KUTTS

2 | workaholic TPYAIBHUK, CAMOBIIJTaHUI MPaIliBHUK

3 | workload poboue HaBaHTAKCHHS

4 | deadline KpaiHiil CTPOK BUKOHAHHS (POOOTH)

5 | tomeet a deadline BKJIACTHUCS B CTPOK

6 | flexitime 3MiHHUM Tpadik poboTu

7 | work-life balance piBHOBara poOOTH 1 )KUTTS

8 | quality of life SIKICTB JKUTTS

9 | working environment poboue cepeIOBHIIE

10 | stressful CTPECOBHIA

11 | to make a presentation pOOUTH MIPE3CHTALIIF0

12 | senior CTapIINil 3a 3BaHHSIM

13 | to lead a formal meeting 04OJIIOBAaTH OdilTiasibHI 300pH

14 | tight deadline CTHCJI CTPOKHU

15 | pay rise i IBUIIICHHS TUIATHI

16 | complaint ckapra

17 | to cover for a colleague 3aMillyBaTH KOJIETY

18 | to reduce stress 3MECHIITYBAaTH PiBEHb CTPECY

19 | consultancy KOHCYJIbTAIlIHI TOCTYTH

20 | resilience to stress CTPECOCTIMKICTh

21 | mainland MaTEePUK

22 | scales Baru

23 | GDP (gross domestic product) BBII; BayioBuii BHYTPIIIHIN POTYKT

24 | to pretend TIPUKUIATHCS

25 | sickness XBOpoOa

26 | absenteeism NpOTYJI, HEBHXiJ Ha poOoTy Oe3
NOBKHUX MPUYMH

27 | subscription nepemiaTa

28 | to ban 3a00POHSTH

29 | day off BUXI1IHUI

30 | to stuck in traffic jam 3aCTPATHYTH Y TOPOXKHIN TpoOITi

31 | counselling service KOHCYJIbTaIliiiHe 010po

32 | counselor KOHCYJIbTaHT

33 | rewarding BapTHI, KOPUCHHIA

34 | satisfaction 3a10BOJICHHS

35 | to stretch HaNpy>KyBaTH




113

36 | to stimulate CIIOHYKATH; 320X0YyBaTH

37 | challenging CTHMYJTFOIOUHH, 30y KYIOUHIA

38 | achievement JOCSITHEHHS

39 | pressure THCK, BILUIVB

40 | overwhelmed 3aBasieHu# (poOOTOIO)

41 | overwork MEPEBAHTAKEHHS

42 | rat race ’KOPCTOKA KOHKYPEHIIis

43 | treadmill OJTHOMaHITHA Tparis

44 | downshifting 3MIHIOBAaTH pOOOTY 3 BUCOKOIO
3ap00OITHOIO TUIATHEIO Ta BUCOKUM
HABaHTa)XCHHSAM Ha O1JIbII CTIOKIHHY,
aJie 3 HU3bKOIO TIATHEIO

45 | rebalancing BiJTHOBJICHHSI PIBHOBaru

46 | safety issues POOJIEMU 3 TEXHIKOIO OC3IEeKH

47 | passing smoking MACUBHE KyPIHHS

48 | injury TIOIITKOIKCHHSI

49 | dangerous machinery HeOe3IeuHI MeXaHi3MHU

50 | hazardous substances HeOe3IMeYHi PCUOBUHU

51 | fire hazard PU3UK 3aropsiHHS

52 | first aid TmepIia MeInIHa JI0IoMora

53 | fire precautions 3aX0JI TIOYKapHO1 OE3MEKU

54 | bullying 3aJIIKYBaHHS

55 | bully 3aJupaKa, Mpuyera; XBaJIbKo

56 | sexual harassment CeKCyaJIbHE JJOMaraHHs

57 | harass pO3ApaTyBaHHS

58 | glass ceiling «ckstHA cTens (O6ap’epu, K1 He
J03BOJISTIOTH ITPOCYBATHUCS 110
Kap’epi)

59 | sex discrimination cTareBa JIUCKPUMIHAILIS

60 | affirmative action KOMITCHCAIlIITHA JUCKpUMIHAILIIS
(mpuitom Ha poOOTY JtO/ACH, SIKi
3a3BUYAll CTPAXKIAOTh Bij
JIMCKPUMIHAIIIT)

Il. Starting-up

1. How do you understand the meaning of these expressions?

a stressed person

a stress-free job

a stressful experience
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2. Add the verbs from the box to the phrases below to create some common

stressful situations.

being finding going having making moving

shopping  travelling  taking  waiting

to the dentist

in a long queue

stuck in a traffic jam

a parking space

with your partner/family

house

an interview

a speech

© 0o N o a A w b e

by air
10. an exam or test
Which of the above situations is the most stressful for you? Can you add any

others to the list?

3. What do you do to relax? Which of these activities are the most effective for

you, and why? In what other ways do you relax?

* playing a sport * reading * eating/drinking

* having a bath * walking * gardening

* massage * shopping * listening to music
 watching TV * meditating * browsing online
* blogging « using Facebook/YouTube

4. Rank these situations from 1 (most stressful) to 10 (least stressful). Then
discuss your choices.

» making a presentation to senior executives

» meeting important visitors from abroad for the first time

* leading a formal meeting



* telephoning in English
* asking your boss for a pay rise

* writing a report with a tight deadline
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* dealing with a customer who has a major complaint

* negotiating a very valuable contract
» covering for a colleague who is away

« taking part in a conference call

I11. Vocabulary and Speech Exercises

1. Match the word partnerships (1-8) to their definitions (a-h).

1 lifestyle a) a system where employees choose the
time they start and finish work each day

2 workaholic b) a time or date by which you have to do
something

3 workload c) how personally satisfied you are with
the way you live and work

4 deadline d) someone who cannot stop working and
has no time for anything else

5 flexitime e) the ability to give a good amount of

time to your work and to outside
interests, e.g. family

6 work-life balance

f) the amount of work a person is
expected to do

7 quality of life

g) the people, things and atmosphere
around you at work

8 working environment

h) the way people choose to organise
their lives

2. Complete each sentence with an appropriate word or phrase from Exercise A.

1. 1 worked until 11 o'clock at night to meet the for presenting the

report.

2. 1 work six days a week and never have a holiday. My girlfriend says I'm a
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3. Karl has a heavy at the moment because several colleagues are off
sick.

4. She gave up a highly paid job to join a meditation group in India. She's completely
changed her

5 A system can help to reduce stress levels of employees by giving

them more control over their working hours.

6. If you have children, working from home may help improve your

7. Many people argue that technology has greatly improved our and the

way we feel about work. Others disagree, arguing it actually increases stress.

8. A clean, quiet, comfortable and friendly can actively reduce levels

of stress.

3. Make sentences using some of the vocabulary items from Exercise 1 to

describe your own situation.

4. Discuss where to put the jobs in the box in the stress league on the next

page. Rating is from 10 to O: the higher the rating, the greater the pressure.

Advertising executive Architect Banker Diplomat

Hairdresser Firefighter Sales assistant

Your place in the stress league

Miner 83 Film producer 6.5 Psychologist 5.2 Optician 4.0
Police officer r g o A 6:31]. (v e 4.8 Postman 4.0
Construction worker | 7.5 Musician 6.3 Farmer 48 |easiias 3.7
Journalist 7.5 Teacher 6.2 Vet 4.5 Minister/Vicar 3.5
Airline pilot 7.5 Social worker 6.0 Accountant 4.3 Nursery nurse 3.3
............ 7.3 5.7 4.3 Librarian 2.0
Actor 7.2 Stockbroker 5.5 Lawyer/Solicitor 4.3 Source: University of Manchester
. I Institute of Science and
Doctor 6.8 Bus driver S:A| s 4.0 | Technology (UK)

5. Choose three jobs from the stress league in Exercise 4. What do you think

makes these particular jobs stressful? Compare your ideas.
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6. Is your own job (or one you intend to do) included in the stress league? Do
you think it is in the right place? What about the other jobs in the league? If

your job is not included, where would you place it?

7. Discuss these questions.

1 Do you like working under pressure? Why? / Why not?

2 What deadlines do you have to meet in your daily life? Which are the most difficult
to meet?

3 Why do people become workaholics?

4 How important is the working environment in reducing stress?

8. Choose the best word (a, b or ¢) to complete each space.
The dictionary defines stress as ‘a continuous feeling of worry that prevents
you from relaxing.” At work there are a lot of potentially stressful situations. For

example, having to 1) a formal meeting or 2)

a presentation to senior executives can cause stress, especially the first time. In fact,
all kinds of situations are more stressful when you have never found yourself in them
before. However, experience does not always solve the problem. Indeed, many

people say that they always feel under stress when 3) a valuable

contract or meeting important visitors from abroad or even just when working to

4) deadlines. Other situations that employees generally find difficult to
cope with include dealing with a customer who has a 5) and asking the
boss for a pay 6)

All the situations mentioned above are examples of short-term stress. Experts
agree that this kind of stress is less damaging to health than long-term stress, which

happens when employees constantly work 7) pressure or have to

cope with an ever-increasing 8) . In such cases, a complete change of

9) can, of course, be a solution but companies should try to reduce

stress levels before their employees are severely 10) otherwise

absenteeism may increase and some staff may even decideto 11)
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1 a) direct b) go c) lead

2 a) make b) speak ¢) show

3 a) dealing b) negotiating c) transferring

4 a) sharp b) tight C) narrow

5 a) complaint b) complaining c) complain

6 a) rising b) bargain C) rise

7 a) on b) in C) under

8 a) workload b) workforce ¢) workaholic
9 a) life cycle b) lifestyle c) work-life balance
10  a) worked out b) overworked c) worked over
11 a) recruit b) resign C) participate

9. Complete the sentences with the correct prepositions.

1. Being stuck

a traffic jam on your way

work can

be quite stressful, especially if you have an important appointment.

2. In Ireland,

example, the economy is shrinking and business

owners are worried how they will keep their business alive.

3. Gentaro is part

Milan.

4. 1 wish | could relax a bit more instead

a multinational company based

having to work

strict deadlines all the time.

5. Lisa worked until 11 o’clock

presenting the report.

night to meet the deadline

6. Mike says going a stress counsellor is out the question.

V. Reading Comprehension
Text1l
Business owners feeling stressed
More than half the leaders of privately held businesses globally feel their stress

levels have increased over the last year. The research from the Grant Thornton
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International Business Report (IBR) 2010 covers the opinions of over 7,400 business
owners across 36 economies. Mainland China tops the league for the most stressed
leaders, with 76% of business owners saying their stress levels have increased over
the last year.

Other economics that were high in the stress league table were Mexico (74%),
Turkey (72%), Vietnam (72%) and Greece (68%). At the opposite end of the scale,
business owners in Sweden (23%), Denmark (25%), Finland (33%) and Australia
(35%) have the lowest stress levels in the world.

There appears to be a link between stress levels and GDP. Business owners in
mainland China, Vietnam, Mexico, India and Turkey are all high on the stress league
table and are working in environments where high growth is expected. But it's not
just in countries expecting high growth that stress levels are high - at the opposite end
of the growth scale, Ireland, Spain and Greece arc all high on the league table. Said
Alex MacBeath, Global Leader - Markets at Grant Thornton International, "We have
businesses at both ends of the GDP growth scale experiencing high stress for very
different reason . In mainland China, the pressure is on to keep up with the speed of
expansion, while in Ireland, for example, the economy is shrinking, and business
owners are worried about how they will keep their business alive."

Business owners were asked about the major causes of workplace stress. Not
surprisingly, the most common cause during 2009 was the economic climate, with
38% of respondents so globally saying this was one of their major causes of stress.
This was followed by pressure on cashflow (26%), competitor activities (21 %) and
heavy workload (19%). Alex MacBeath comments, "The causes of workplace stress
can be put into three distinct group - economic, business and personal. An employee
may place more importance on personal elements such as their work-life balance. The
business owner has additional pressures to consider."

The survey also found a link between stress levels and the number of days
taken off by an individual in a year. Countries at the top of the stress league are those

where business owners, on average, take fewer holidays each year.
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1. In pairs, rank these countries according to those where you think business
leaders feel the most stress (1 = most stress, 9 = least stress).
» Australia ¢ China ¢ Denmark e Finland < Greece

* Mexico < Sweden < Turkey < Vietnam

2. Read the whole article and answer these questions.

1 What is the difference between these groups of countries in terms of reasons for
high-level stress?

a) China, Vietnam, Mexico, India and Turkey

b) Ireland, Spain and Greece

2 According to Alex MacBeath, how do business leaders experience stress differently
in China and Ireland?

3 What are the four major causes of workplace stress?

4 According to Alex MacBeath, what three types of pressure are there?

3. Look at this list of countries.

Vietnam Sweden Denmark Mexico China Finland
In which countries do business owners take:

1 fewer holidays?

2 more holidays?

4. In pairs, discuss these questions.
1 What are the additional pressures that business owners might have?
2 Should companies do more to reduce stress at work? What could they do?

3 How many days' holiday per year do you think people should get?

Text 2
Stress and satisfaction
People like work that is rewarding and gives them satisfaction. For this, a

reasonable amount of pressure may be necessary: many employees want work that
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stretches them, to have the feeling that it can sometimes be difficult, but that it is also
stimulating and challenging. This is necessary if one is to have pleasant feelings of
achievement.

But when pressure builds up, it's easy to feel overwhelmed by work, and this
can produce feelings of stress. It is possible to become stressed out through overwork
or other problems. People can burn out, become so stressed and tired that they may
never be able to work again. The general consensus is that most jobs have become
more demanding, with longer hours and greater pressures.

More and more people want to get away from what they call the rat race or the
treadmill, the feeling that work is too competitive, and are looking for lifestyles that
are less stressful or completely unstressful. They are looking for more relaxed ways
of living and working, perhaps in the country. Some people choose to work from
home so as to be nearer their families. People are looking for a better quality of life, a
healthier work-life balance. Perhaps they are looking for more quality time with their
partners and children. Choosing to work in less stressful ways is known as
downshifting or rebalancing.

A whole stress industry has grown up, with its stress counsellors and stress
therapists giving advice on how to avoid stress and on how to lessen its effects.
However, other experts say that stress levels today are lower than they used to be.
They point to the difficult working conditions and long hours of our great-
grandparents. Perhaps the answer is that the material advantages of modern times
give us the illusion that we should have more control over our lives. Like lottery
winners who quickly become accustomed to the idea of being rich, we become 'spoilt'
by material comforts and start to worry when we think we are losing even a little
control over events.

Whatever the truth, people love to talk about the stress of their work. In the
language classroom there should be no shortage of students willing to talk at length
about the stress they are under. This stress might even be part of their job satisfaction.
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V. Listening comprehension

Dealing with stress

1. What are the main causes of stress at work?

2. Jessica Colling is Director of Marketing at Vielife, a consultancy that advises
businesses on health at work. Listen to the first part of the interview and answer
these questions.

1 What three examples are given of things that make people feel under pressure at
work?

2 What is resilience to stress?

3. Listen to part one and complete the transcript.

There are lots of things that can make people feel 1) pressure
2) work- for example, having too much to do, not feeling
3) control, and also not having good relationships 4) the
people that they work 5) . All of these things can build 6) :
and when pressure gets too much, it spills 7) 8) feelings of
stress.

4. Listen to the second part. What can happen if you have to manage stress for a

long time without a break?

5. Listen to part two. Are these statements true or false?

1 The interviewer asks about levels of stress that can be considered normal.
2 Jessica Colling says that it's easy to say what a normal level of stress is.

3 What one person finds motivating, another person might find stressful.

4 Pressure and stress are the same thing.

5 Not everyone can manage high levels of stress over long periods.
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6 If you manage stress well over a long period, you may start to suffer from it, but not
badly.

6. Listen again and complete this extract.
It's difficult to say really what's a 1) level of stress for somebody

to feel at work. The problem with that is that what one person finds really

2) and it excites them to be able to do their job well, somebody else
might find really, really 3) . What we do see is that actually a high
level of continued 4) can actually sometimes spill over into feelings of
stress.

7. Listen to the third part. What two examples are given of companies being

flexible in how they expect staff to work?

8. Listen to part three. Choose the correct alternative to replace the expression
in italic so as to keep the closest meaning.

1 How can companies help their staff to achieve a work-life balance?

a) lose Db)search c¢) find

2 Work-life balance is an interesting question, because ... everybody has a different
sense of what works for them.

a) idea b)feel c) sensation

3 However, companies can really help by being flexible in how they expect staff to
work.

a) directors b) office workers c) employees

4 If somebody doesn't like travelling in rush hour, you know, perhaps they could
come in a little bit early ...

a) enter work b) get to work c) return to work

5 And other examples might be, just making sure that people don't feel that they have
to stay late, just because their boss is working late.

a) assuring b) ensuring ) saving
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9. Listen to the final part. What two reasons are given for why women report

higher levels of stress than men?

10. Complete these statements with appropriate forms of expressions from part

four.

If you ...

1d a problem, you think about it and try to solve it.
2t to do something, you often do it.

3e a feeling, you have it.

4m an activity, you are in charge of it.

51 children, you care for them.

6r a problem, you talk about it.

11. Discuss these questions.
1 What is a good work-life balance for you? Is it easier for men than women to be a
manager?

2 Is it important to have a certain level of stress in the workplace?

VI. Skills: “Participating in discussions”

1. You are going to hear three members of the human resources department of a
transportation company discussing ways of improving the staff's health and
fitness. What ways do you think they will mention? Listen to the conversation

and check your answers.

2. The speakers use several expressions to make suggestions. Listen to the
conversation again and complete the gaps in these sentences.

1 Well, 1 think carry out a survey, find out why the staff are so

stressed ...
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2 | have another idea we encourage staff to keep fit? paying

their subscription to a gym?

3 We more staff for them, give them an assistant.
4 Well, it might be a to set up a counselling service ...
5 meet tomorrow, same time, and try to come up with a plan ...

3. At the next meeting, the team discusses plans for staff to attend a local sports
centre. Listen and tick the expressions they use in their conversation. Then write
"A' if the expression shows agreement or "D if it shows disagreement.

1 Mm, | don't know.

2 It would be popular, but it could be expensive.

3 I think I agree with you.

4 OK, but we can solve it. The sports centre has great facilities...

5 Exactly. It would really help staff to be more healthy...

6 I'm not in agreement, Danielle. It isn't a great idea.

7 | still think it's a good idea. It's well worth trying.

4. Work in pairs. You work in the human resources department of a large
company. Discuss how you would deal with these problems. Use expressions
from the Useful language box below to help you.

1 More and more staff are taking medicine, e.g. anti-depressants, because they feel
highly stressed at work. They are often sick, or pretend they are sick, and take days
off work.

2 Many employees feel uncertain about their jobs and careers in the company. They
worry about the future. They are constantly anxious and don't sleep well.

3 Some staff are stressed because they feel they have no control over their work and
they don't participate in decisions. They say they feel ‘worthless' and are not valued

by management.
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Useful language

MAKING SUGGESTIONS GIVING OPINIONS AGREEING DISAGREEING

| think we should carryouta  We’ve got to do something | suppose we could do that. Mmm, | don’t know.

survey. about it. | think | agree with you. | can’t agree with you there.
Why don'.t we encourage staff I think we should fjefinitely Yeah, you're right. I'm not sure it's a good idea.
[opegei, - A R Exactly. I still think it's a good idea.
g:&?gggggfglgify%;he" Ictowufdult)cit;ig:&l:‘l/z:j Lol (G_)rooc:. [ Excellent idea. / I'm aft(aidtt)hat's out of the

it might be a good idea to set  It'd cost a lot, and attendance . b R

up a counselling service. would be difficult to monitor. Uompictely:agree.

V1. Self-directed work

Reading 1
Read this article from the Financial Times by Rhymer Rigby and answer the

guestions.

Before you read

What do you do when you feel stressed?

Beating stress
By Rhymer Righy

Cary Cooper, professor of organisational psychology and health at Lancaster
University, says you need to learn to differentiate between stress and pressure, which
can be thought of as "good stress”. "Pressure is motivating and it makes you more
productive,” he says. "But when the pressure becomes greater than your ability to
cope, then you're in the bad stress area.”

Jessica Colling, product director at corporate well-being consultancy Vielife,
says, "Learn to recognise your early warning signs - for instance, being irritable,
suffering from headaches or a sudden lack of confidence." As many people are poor
judges of themselves, she suggests asking a friend or family member to help you spot

signs of stress.
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"There have been so many job cuts that workloads have increased massively,"
says Professor Cooper. "People feel guilty about leaving work on time."

Create time to organise your thoughts, plan your tasks and understand what is
going on around you. If you are constantly working long hours, then create good
reasons to leave work on time. "Think of this as a kind of emotional exercise," says
Professor Cooper. "Even if you enjoy working from eight until eight, in the long term

it's not good for you."

Exercises

1. Read through the whole article and match each question (a-d) to the
paragraph (1-4) that answers it.

a) What should I look out for?

b) What are some of the causes?

c) Is all stress bad?

d) How do I manage it?

2. Complete the table with words from paragraph 1.

Noun Adjective or -ing form

organisation

psychological

healthy

stressed, stressful

motivation

production

able

3. Now match the adjectives in Exercise 2 to their meanings.
This adjective is used to describe someone who...
a) is doing a lot and getting results.

b) feels worried and tired because they have too much work.
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¢) is in a good physical and mental condition.

d) can do something.

This adjective is used to describe ...

e) a situation where someone feels out of control.

f) companies, departments, etc.

g) work that is interesting and that makes you want to do it.
h) the mind.

4. Find expressions in paragraphs 2 and 3 with the number of letters shown in
brackets that mean the following.

a) the state of feeling good (4-5)

b) things that show you that something is going wrong (7, 5)

c) describes someone who easily gets angry or annoyed (9)

d) the state of not having something (4)

e) the feeling of being able to do something (10)

) If you see that something is happening, you it. (4)
g) amounts of work that people have to do (9)

h) If something increases a lot, it increases 9)

1) If you feel responsible for something bad, you feel (6)

5. Choose the alternative with the closest meaning to the expression in italic.

1) Create time ...

a) make

b) do

C) get

2) ... to organise your thoughts, plan your tasks and understand what is going on
around you.

a) what you did

b) what you have to do

) what you want
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3) If you are constantly working long hours, then create good reasons to leave work
on time.

a) always

b) often

C) sometimes

4) "Think of this as a kind of emotional exercise" says Professor Cooper.

a) activity

b) plan

C) project

5) "Even if you enjoy working from eight until eight, in the long term it's not good for
you."

a) long time
b) long period

¢) long run

Over toyou 1
Is work more stressful, on average, than it was 15 years ago? Give reasons for your

opinions.

Over to you 2

One of Professor Cooper's tips for avoiding stress is to create good reasons to leave
work on time. Is this always possible in your job or one that you would like to have?
Why? / Why not?

Reading 2

Read this article from the Financial Times by Brian Groom and answer the questions.

Before you read
Are jobs in the public sector (schools, hospitals, social work etc.) more or less

stressful than those elsewhere? Why? / Why not?



130

Stress-related absence rises
By Brian Groom

Staff absence levels remain higher in the public sector than in the private
sector, with stress levels likely to grow as the government's spending cuts take effect,
according to a report by the Chartered Institute of Personnel and Development
(CIPD). Its survey of 573 organisations with 1,5m employees found that the recession
has had an effect on the whole economy, with a third of all employers reporting an
Increase in stress-related absence.

More than a third of employers noted an increase in mental health problems
such as anxiety and depression — a big rise on last year's survey, when one-fifth
reported an increase. But only one-fifth of organisations had increased their focus on
employee well-being and health promotion, suggesting that more could be done.

The survey found that average absence was three days higher in the public
sector than in private sector services, at 9,6 days per employee per year compared
with 6,6 days. Stress was the main cause of high levels of long term public sector
absence, with three-quarters of public sector organisations putting stress among the
top five causes of absence. More than half of public sector employers rated
organizational change and restructuring as one of the leading causes of work-related
stress, compared with fewer than 40 per cent in other sectors.

Jill Miller of the CIPD said: "The survey shows why closing the gap between
public and private sector absence has proved so difficult for all governments over the
years. Compared to the private sector, more public sector employees are in
challenging jobs so such as social work, policing, teaching and nursing, where they

often have to deal with people in emotionally difficult situations.”

Exercises

1. Look through the whole article and match the figures to the things that they
refer to.

1)573 2)1,5m 3)9,6 4)6,6 5)three-quarters 6) more than half 7) fewer than
40 per cent
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a) the average number of days of absence of public sector workers per year

b) the number of public sector organisations who think stress is an important cause of
absence

c) the average number of days of absence of private sector workers per year

d) the number of companies in the CIPD survey

e) the number of public sector employers who think change in their organisation is an
important cause of stress

f) the number of workers in the private sector who think change in their organisation
IS an important cause of stress

g) the number of employees covered in the CIPD survey

2. Match the two parts to make expressions from paragraph 1.

1 Staff absence a) spending cuts
2 public b) levels

3 private c) levels

4 stress d) sector

5 government's e) sector

6 stress-related f) absences

3. Read paragraphs 2 and 3 and decide if these statements are true or false.

a) Anxiety and depression are mental health problems.

b) About 20 per cent of employers say that mental health problems have increased in
the past year.

c) About 20 per cent of employers said last year that mental health problems had
increased in relation to the previous year.

d) About 80 per cent of employers have started thinking more about the well-being of
their staff in the past year.

e) Private sector workers take more days of absence than public sector ones.
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f) More than 60 per cent of public sector employers think that changes in their
organisation cause stress.
g) Fewer than four in ten employees in the private sector think that changes in their

organisation cause stress.

4. Complete these statements with expressions from paragraph 4.
a) If you want to make the difference between two things smaller, you try to

between them. (3 words)

b) A job is a difficult one, but it might be difficult in an interesting way.
(1 word)

¢) If you work to solve problems, you try to them. (2 words)

d) Situations where people's feelings are very strong are ones. (2 words)

5. Stress is increasing in all UK organisations and it is...
a) higher in the private sector than the public sector.
b) higher in the public sector than the private sector.

c) the same in both sectors.

Over toyou 1

Go back to the answer you gave in 'Before you read'. Would it be the same now that
you have read the article? Why? / Why not?

Over to you 2

What can companies do to focus on employees’ wellbeing and health?

Reading 3
Problems at work
Health and safety
Here are some health and safety issues for people at work:
a) temperature;

b) passive smoking;
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C) repetitive strain injury or RSI;
d) dangerous machinery;

e) hazardous substances;

f) fire hazards.

All these things contribute to a bad working environment. The government
sends officials called health and safety inspectors to make sure that factories and
offices are safe places to work. They check what companies are doing about things
like: heating and air-conditioning, first aid and fire precautions.

Bullying and harassment

If someone such as a manager bullies an employee, they use their position of
power to hurt or threaten them, for example verbally. Someone who does this is a
bully.

Sexual harassment is when an employee behaves sexually towards another in a
way that they find unwelcome and unacceptable. The related verb is harass.

Discrimination

If people are treated differently from others in an unfair way, they are
discriminated against. If a woman is unfairly treated just because she is a woman, she
Is a victim of sex discrimination. In many organizations, women complain about the
glass ceiling that allows them to get to a particular level but no further.

If someone is treated unfairly because of their race, they are a victim of racial
discrimination or racism. Offensive remarks about someone’s race are racist and the
person making them is a racist.

In the US, affirmative action is when help is given in education and
employment to groups who were previously discriminated against. In Britain,
affirmative action is known as equal opportunities.

Some companies have a dignity at work policy covering all the issues described.

Exercises
1. Match the employees’ complaints (1-6) to the health and safety issues (a-f).

1 My doctor says there’s something wrong with my lungs, but I’ve never smoked.
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2 I do a lot of data entry, and I’ve started getting really bad paints in my wrists.

3 It’s either too cold and we freeze or too hot and we all fall asleep.
4 There’s all this waste paper but there are no fire extinguishers in the building

5 The containers are leaking — one day someone is going to get acid burns. ......

6 There are no safety guards on the machines; you could easily get your hand caught.

2. Complete these headlines and articles with the correct form of words from the
text.
1) OFFICE MANAGER ACCUSED OF

A court heard today how an office worker was almost driven to suicide by a bullying

office manager. James Bleinkishop, 27, told how boss Nigel Kemp victimized him by

shouting at him, criticizing his work in front of others, tearing up his work and telling

him to do it again.

2) NATIONAL REATAURANT CHAIN FACES CLAIMS

Four waitresses claim they were repeatedly by male bosses in a branch

of a well-known national restaurant chain. All four waitresses said they were subject

to sexist remarks at the restaurant.

3) JAPANESE WOMEN BREAK TROUGHT

Naomi Tanaka, 23, last year started working on the Tokyo Stock Exchange as a

trader. She complained about and said she did not wait to be a ‘counter

lady’ answering phones and serving tea at a Japanese bank. Instead she got a job as a

trader at Paribas, a French firm.

4) SHOP MANAGERESS IN CASE

A clothing shop’s half-Burmese manageress, 24-year-old Marion Brown, claims her

boss continually made remarks, and sacked her from her £ 110-a-week

job when she objected. She claims that the company that owns the shop has racially
against her ....

5) ABOLISHED AT TEXAS LAW SCHOOL

A court made afftermative action at the University of Texas law school illegal last

year, and supporters of say it has been’ a disaster’. Last year the law
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school admitted a class that was 5,9 per cent black and 6,3 per cent Hispanic. This

year the black percentage stands at 0,7 and the Hispanic at 2,3.

Over to you
What are the main health and safety issues in your job, or a job that you would like to

do?
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‘Food is our common ground, a universal experience’

|. Topical Vocabulary

James Beard, American chef and food writer

1 |todoadeal YKJIACTH YTOAY

2 | to establish relationship YCTAHOBJIIOBATH B3a€EMUHH, CTOCYHKH

3 | business partner JJIOBHI TTApTHEP

4 | etiquette eTHKeT, mpodeciliHa eTuKa

5 | relationship build on trust B3a€MHHU, 3aCHOBaHI Ha JIOBIpi

6 | corporate hospitality KOpITIOpaTUBHA TOCTUHHICTh

7/ | entertaining pO3BaXKaJIbHUMN

8 | cultural awareness KYJIbTYpHA 0013HAHICTh

9 | cross-cultural MDKKYJIBTYPHUHR

10 | social interaction COIliabHa B3a€MOJIs

11 | socialising CHUJIKYBaHHS, YCYCIUIbHEHHS

12 | gaffe MTOMUJIKA, HEPABUJIbHUN BUMHOK

13 | convenient 3pyYHUH

14 | cosy 3aTUIIHUM, TPUEMHUN

15 | efficient pe3yJIbTaTUBHUH, €PEKTUBHUH

16 | exciting 3aXOILTIOI0UN I

17 | reasonable HEJIOPOTHH, MPUHHATHUHN (TIPO IIiHY);
MOMIpHUI

18 | lamb M'SICO MOJIOZIOTO OapaH4HKa

19 | pork CBHUHUHA

20 | prawns / shrimps KPEBETKH

21 | salmon JI0COCh, ChOMTa

22 | tuna TYyHElb

23 | veal TeISATUHA

24 | venison OJICHMHA

25 | poultry M'ICO NITHUL

26 | starter (BrE) / appetizer (AmE) 3aKyCKa

27 | aperitif CHUPTHUHN HaIi#, SKHI B)KUBAIOTh
JUTS T THATTS alleTUTY

28 | alcohol-free 0e3aIKOrOJIbHHIA

29 | draught (wine, beer) Ha PO3JIMB, B 00YKax (BUHO, TIMBO)

30 | sparkling wine ITpUCTE BUHO

31 | vintage wine BHHO BpPO’Kat0 MEBHOTO POKY,
MapoOYHEe BHHO

32 | tap water BOJIONPOBIHA BOJA

33 | bill (BrE) / check (AmE) paxyHOK

34 | to book a table (BrE) / to make a 3a0pOHIOBATH CTOJIUK (B Kade,
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reservation (AmE) pecTopaHi)

35| to leave a tip 3aJIMIIIATH YalioBI

36 | main course OCHOBHA CTpaBa

37 | dessert JecepT

38 | catering IPOMAJICBKE XapuyBaHHs

39 | bribery Xa0apHUIITBO

40 | client’s aspirations Oa)kaHHSI KJITIEHTIB

41 | premier T'OJIOBHHI

42 | genuinely IAPO

43 | memorable He3a0yTHIH

44 | limitless HEOOMEKCHHM, OS3MEKHUM;
Oe3kpaitHii

45 | venue Micte 300py (3ycTpidi)

46 | brewery MIMBOBAPHUH 3aBOJI, OpOBapHs

47 | to boast BUXBAJISITHCS

48 | generate goodwill OyTH TOOPO3UUWINBUM , IIPOSIBIISITH
TypOOTY

Multiword verbs

49 | look after MIKJIYBAaTUCS PO KOTOCK, TOTJISIIaTU
32 KHUMOCh, BIIMIOB1JIATH 3 IIOCh

50 | look around OTJISLATUCS

51 | look forward to 3 HETEPITIHHIM YEKaTH Y0T0Ch

52 | look for IITYKaTH

53 | put off BIJIKJIaJIaTH, ICPEHOCUTH

54 | put through 1) BUKOHATH, 3aKiHYUTH (pOOOTY);
2) 3'ennyBatu (110 TenedoHy)

55 | set back YHHATH TIEPEITKOAN, TPOTHISTH

56 | set up 3aCHOBYBATH ITiITPHEMCTBO

57 | take out 3allPOCHUTH, TIOBECTH (10 TeaTpy)

58 | take partin npuiMaTH y4acTh B YOMYCh

59 | take up npuitMaT (IPOMO3UIIII0 TOIIO)

60 | turn down BIIXWISTH (IIPOTIO3UIIIIO TOIIIO)

61 | turn up OMUHSATHUCS (TIPUXOIUTH,
MIPUDKIKATH )

62 | carry out 1) moBOAMTH 0 KIHIIA,
2) BUKOHYBaTH; IPOBOAUTH (Oecimy,
3AHSTTSI)

63 | come up with 3HAXOJIUTH, BIIOPATHUCH 3 YUMOCH

64 | give up BIIMOBJIITUCS BiJl, 3QJIUIIATH

65 | hold on 1) TpumaTucs (3a 10Ch);

2) mpoI0BXKyBaTH (POOUTH IIOCH);
3) yekatu
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I1. Starting-up

1. Suggest different forms of entertainment in general, rather than in a

corporate context.

2. Imagine you have to entertain a group of foreign business people. Which of
these activities would you choose? What would you add?

* historic site (s) * an opera/aconcert * motor racing ¢ tennis

* a bar / a nightclub * wine tasting * a game of golf < a restaurant

* the theatre * horse racing « a football match < an art gallery

3. Many companies are spending less on corporate entertaining. Do you think
this is a good idea? Why? / Why not?

I11. Vocabulary and Speech Exercises

1. Work with a partner. Which adjectives in the box form partnerships with the
words below (1-6)?

convenient cosy efficient exciting local/regional reasonable

1 atmosphere 2 food 3 location
4 prices 5service 6 entertainment
You plan to take a foreign visitor out for dinner. How important are the above

factors for you when entertaining guests? Discuss your ideas in pairs.

2. Match the words in the box to the correct food categories below (1-4)

beef broccoli cabbage chicken crab cucumber duck lamb
lobster mushroom onion pork prawns/shrimp salmon

spinach tuna turkey veal venison

1 meat
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2 poultry
3 fish / seafood

4 vegetables / salad

3. Combine the words in the box with the headings below (1-3) to create word

partnerships related to drinks.

alcohol-free bottled draught dry house medium mineral red rose

sparkling still sweet tap vintage white

1 wine
2 beer

3 water

4. Think of a typical or unusual dish from your country. How would you
describe it to a foreign visitor? Use these phrases to help you.

It's a meat / fish / rice / vegetarian dish.

It's a kind of seafood / vegetable / dessert, etc.

It's quite spicy / rich / hot / sweet / salty / bitter / sour.

It's called and tastes a bit like chicken / cabbage, etc.

It comes with / We usually eat it with

People often have a glass of with it.

It's got an unusual taste.

It's served with rice / pasta / a salad / a side dish, etc.

It's quite healthy / fattening / unusual, etc.

5. Put these stages into a logical order for entertaining in a restaurant.
a) Look at the menu.

b) Ask for the bill (BrE) / check (AmE).

c) Book atable (BrE). / Make a reservation (AmE).
d) Leave a tip.
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e) Have the main course.
f) Have a dessert.
g) Order a starter (BrE) / appetizer (AmE).

h) Have an aperitif.

6. Listen to the dialogues and check your answer to Exercise 5.

7. Imagine a small group of foreign visitors is coming to your city.

1. Decide where you would take them for dinner. Choose a menu and a location to
give them a 'taste' of your city / region / country.

2. Explain your choices to a partner.

3. Join up with another pair and compare your ideas.

8. Complete the story with the words from the box.

aperitif bill book cash cosy course delicious dessert dishes
efficient entertain guest marketing menu negotiate order

recommended relax starter variety

As | had to 1) an important visitor from abroad. | asked different
colleagues if they knew a good restaurant in town. They all 2) ‘Mirella’s
Garden’. ‘Very 3) atmosphere.” they said, ‘the food is absolutely 4)

b

and the service is very 5)

It was quite busy when we arrived. Fortunately, |1 had asked my assistant to

6) a table in advance. From where we were seated, we had a stunning view
across the lake. My 7) , Mr Yared, seemed quite pleased, so | began to
8) . | suggested having an 9) but he said he hardly ever

drank alcohol, and certainly never on working days. | hoped I hadn't made a gaffe!
We looked at the lunch 10) , which had a wide 11) of

typical 12) from our region.
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When the waiter came to take our 13) , Mr Yared surprised me once
more. He had chosen stuffed mushrooms as a 14) but he wanted to have
them served after the main 15) . “This is not a funny custom from my

country,” he said with a smile, ‘just a personal preference.’

The food was indeed superb. Mr Yared spoke about his family and his hobbies
and asked about mine. We talked only briefly about the contract we had to
16) that afternoon.

As it was getting late, we didn’t have a 17) , just coffee, and then |
asked for the 18) . But when 1 reached for my wallet, | realised to my
horror that | didn't have it on me. Of course - it was at home, in my other jacket. No

19) or credit card - how embarrassing! The only solution | could think

of was to ask the manager to call MCI, my company. ‘MCI? Is that Micro Computers
International?’ the manager asked. Indeed it was. ‘No need to phone, sir; we’ll put
this on your account,” the manager continued. ‘MCI has had an account with us for
three years. My wife is MCI’s 20) Director.” Mr Yared and I looked at

each other and we both burst out laughing. The day was saved.

9. Choose the best word (a, b or ¢) to complete each sentence.
1 Many people have only two a day: breakfast and dinner.
a) meals b) dishes C) courses

2 Jane invited me round for dinner last night. Her husband is a wonderful

a) cooker b) dish Cc) cook
3 Tom worked in Bangkok for a year and now he is very keen on Thai
a) kitchen b) dish C) cuisine

4 They are vegetarians so we should not buy any

a) meal b) meat c) food

5 This chocolate mousse is delicious. Could | have the ?

a) recipe b) cookbook C) receipt
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10. Cross out the odd-one-out in each set. Explain your choice.
1 cabbage / venison / cucumber / broccoli / spinach

2 roast / baked / boiled / grilled / fried / bottled

3 medium-rare / well-done / excellent / rare

4 draught / healthy / spicy / salty / rich / fattening

11. Match the multiword verbs in bold (1-8) with their definitions (a-h).

1 Who's going to look after our guests | a) see the sights
tonight?

2 We have two hours to look around the | b) arrive / appear / come
city.

3 We're really looking forward to the | c) get involved in
Tokyo trip.

4 Let's take the clients out to a Chinese | d) give attention to / protect / take care of
restaurant.

5 Seventy staff took part in our|e)accept (an offer)
fundraising events.

6 The CEO would like to take up your | f) await with pleasure
kind offer.

7 We were delighted that so many | g) entertain
sponsors turned up at the event.

8 As we had another engagement, we had | h) refuse/decline
to turn down their invitation.

12. Choose the correct options to complete this e-mail extract.

Just a quick e-mail to say thank you for organising the Monaco Grand Prix
hospitality event. Everyone who took 1) care of / part in / up the event thoroughly
enjoyed looking 2) around / forward to / after the city and the Grand Prix itself. Our
clients were looked 3) around / forward to / after very well by your events team. | am
afraid | am going to have to 4) take care of / turn down / turn up your kind offer of
free tickets for the film premiere as | have another engagement that night. However,
we would like to 5) take up / turn up / turn down your offer of organising our
corporate events next year. We are all really looking 6) forward to / around / after

discussing your proposals.
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13. In pairs, take turns to ask and answer these questions.
1 What are you looking forward to most this month?

2 Have you ever turned down an important invitation?

3 What is the best team event you have taken part in?

4 Which famous person would you most like to look after for a day?

14. Match the sentence halves.

1 Last week, | had to look a) come over and see them in Antalya.
2 First, | showed them around b) the Old Town.

3 | certainly look forward c) after five clients from Turkey.

4 1 hope I can take d) on really well.

5 One of them did not turn e) to a very good restaurant.

6 The food was delicious and we all got | f) to seeing them all again.

7 Then, | took them out g) up their invitation next summer.

8 They said | should h) up, unfortunately.

15. Put the sentences from Exercise 14 in the correct order to make a story.

16. Use the explanation in brackets to choose the correct multiword verb from

the box. Then use the correct form of the verb to complete the sentences.

carryout comeupwith giveup holdon look for  put off
put through  setup  turn down

1 We a new sales manager with at least three years’ experience. (tried

to find)

2 The government is encouraging people to new businesses. (start)

3 Rick thought March was too early for our seminar so he it until

May. (arranged to have it at a later date)

4 Unfortunately, we had to their invitation because we had another

engagement. (refuse)

5 Carol a well-paid job to train as a social worker. (stopped doing)

6 We are a survey to find out what kind of restaurants are most popular

with businesspeople. (doing)
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7 Can you ? I'm trying to you. (wait / connect)

8 It was a very productive meeting. We all new ideas for our next

advertising campaign. (thought of)

IV. Reading Comprehension

Text 1
Entertaining

It has been said that when two American or European businesspeople meet,
they are there to do a deal, but in Asia they are there to establish a relationship.
Entertaining in Asia is often used to 'size up' a potential business partner - partner in
the sense of future supplier or joint venture associate. Asians will want to know more
about their guest, their background and their contacts before going ahead and doing
business. This is an essential part of the business process, not just polite etiquette.

Relationship building takes different forms in different places - invitations to
karaoke evenings in Japan or the yacht on the French Riviera are not to be refused.
The demand for corporate hospitality in the UK has been criticised for making events
such as Grand Prix racing or Wimbledon more expensive for ordinary people. But
corporate sponsorship of sport and culture brings in large amounts of money, and
many such events benefit from this overall.

Entertaining in the form of invitations to your host's home exists in some
cultures but not others, where work and private life are kept entirely separate.

Cultural awareness of norms in these and other areas can lead to better
communication and avoidance of misunderstandings. Companies are spending more
time and money these days on cross-cultural training, often but not always in tandem
with language training, in order to facilitate better social interaction.

Socialising in another language is not easy. There is more focus on the
language itself than in business discussions. Students, rightly, demand formulaic

expressions for particular situations. This is often called small talk. But to refer to it
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as 'small' undervalues its importance. Language learners see it as a minefield of
potential problems and, inevitably, gaffes. People have their favourite stories about
such mistakes, perhaps ones they made themselves. Telling these stories can be a
useful form of ice-breaking activity in the classroom when working on this much
demanded social English.
Text 2

Corporate entertainment
1. Discuss these questions.
1. How important is corporate entertaining in your a) country? b) company /
organisation?

2. What corporate-hospitality event would you like to be invited to?

2. The corporate-hospitality club asked three entertainment experts some
guestions. In pairs, read the article and put four of these questions in the
appropriate places.

a) What is the most effective way of measuring corporate hospitality?

b) What are the key elements required to produce successful corporate hospitality?

¢) If you had an unlimited budget, what would be included in your dream corporate-
hospitality package?

d) What is the best corporate-hospitality programme you have witnessed that wasn't
your own?

e) What are the biggest challenges in creating corporate hospitality?

f) How have corporate-hospitality offerings changed in the past decade?

1 QUESTION

Kate Kassar (Director, Beyond Events)

Listen to the client's aspirations and needs. Success then depends on the
creation of a dynamic event, which matches and reflects the company culture and the
tastes of guests.

Andrew Hodgkins (Premier Service Director, Keith Prowse)



146

What makes corporate hospitality so successful is being able to offer tickets or
packages for events that are sold out or extremely popular.

Alex Hewitt (Managing Director, AOK Events)

Invite your guests to something they genuinely want to attend and ensure you
get the right clients attending. Make sure the event is memorable. This way the event
lives forever and makes your marketing budget go further.

2 QUESTION

Kate

Creating an event with universal appeal to a potentially highly diverse
audience. Finding the balance between limitless client aspirations and the boundaries
of logistics and cost.

Andrew

The biggest challenge is to make corporate hospitality accessible to everyone -
no matter what their budget is.

Alex

Getting the pricing right and making it easy for people to attend. Few of us
want to be entertained on a Sunday night at a venue with poor transport links.

3 QUESTION

Kate

Six Nations rugby hospitality in a brewery next to Murrayfield Stadium. It
captured the spirit of the rugby audience. Whereas other facilities offered the usual
fine dining, this one boasted draught beer, wooden benches, wintery food, rugby
celebrities mingling and a party spirit, all on a lower budget.

Andrew

The packages at the Emirates, Arsenal’'s home ground, are spectacular, and we
wish we could have been involved in the Ryder Cup Europe packages.

Alex

A few years ago, my sister invited me to a private sponsor's concert in a tiny

London venue in the middle of the Wimbledon fortnight, which featured John
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McEnroe and Pat Cash on guitar, Nick Mason on drums and Chrissie Hynde on
vocals. Fantastic food and an unlimited bar made it the perfect event.
4 QUESTION

Kate

A one-off interactive experience that money can't buy. An event that gives its
audience a real feel of the host brand, combining the adrenaline of sport with the feel-
good factor of entertainment and the glamour of the Monaco FI Grand Prix.

Andrew

If we had an unlimited budget, we'd love to offer sporting packages with a
twist. For example, offering high-profile former so sportsmen and women to give
clients a coaching session in their chosen sport before the event.

Alex

Morning golf at Wentworth with Tiger Woods and Sean Connery, followed by
a helicopter ride to Le Manoir, where Raymond Blanc would oversee a spectacular

lunch.

3. Work in pairs. Overall, who do you think gave the most interesting answers,

and why?

4. In pairs, answer this question.
If you had an unlimited budget, what would be included in your dream corporate-

hospitality package?

V. Listening Comprehension

Corporate events
1. Dr Chris Bruton is Chief Executive of the Cavendish Consultancy, a
corporate entertainment company. Listen to the first part of the interview and
answer these questions.

1. Which sports are popular?



148

2. Which sport is not popular? Why?

3. What was the most popular musical at the time of the interview?

2. Listen to part one and replace the eight mistakes in the transcript below with
what Chris Bruton actually says.

The most popular events are still the major sports and the major events in those
sports. Within sports it does vary. For example, those sports where the rules are fairly
simple and obvious are more popular. Thus cricket, which is a personal, urn, love of
mine, is not actually one of the most popular, because the rules are fairly complex.
Horse racing is a favourite, football - soccer as it's called in many countries around
the world, but football in England - is very popular. Car racing works well and then,
moving onto the entertainment side, theatre, pop concerts, musicals - particularly, for
many years, Phantom of the Opera has been very popular in New York and in

London and in many other places around the world where it has showed.

3. Listen to the second part. What is surprising about how the financial sector

has reacted to the latest recession?

4. Complete these statements about what Chris Bruton says with appropriate
forms of expressions from part two.
1 Corporate entertainment is very different from what it was 30 years ago: it has

C €

2 Its quality is much, much better- it's v S

3 The recent recession has had consequences for the financial sector - it has

a the financial sector.
4 Financial firms have cut their budgets - they have r them.
5 Financial firms have not g f cheaper events - they have

just taken fewer people to the expensive ones.
6 The more expensive events have been less badly affected by the recession - they are
h u better.
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5. Listen to the third part. What makes a corporate event successful? Complete
these notes.
1. Identify your

2. Planning: having , €.9. umbrellas.
3. Catering: high standard of and

4. Staff: , and briefing.

5. Always up afterwards.

6. Listen to part three. In what order does Chris Bruton mention these points?
a) catering

b) umbrellas

C) aim

d) follow-up

e) planning

7. Listen to the final part and answer these questions.
1. Which two events were offered together on the same day?
2. How did people travel from London to the first event?

3. How did people travel from London to the second event?

8. Listen to part four. Are these statements true or false?
1 Silverstone is 100 miles north-east of London.

2 Lewis Hamilton won the race.

3 Chris Bruton uses helicopter as a verb.

4 Heathrow is west of London.

5 Guests flew by small executive jet to Paris.

6 The plane that guests took did not fly faster than sound.

7 They stayed overnight in Paris.

9. In groups, discuss these questions.
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1. What event would you most like to be invited to? Why?
2. How does entertaining affect a company's image?

3. When can corporate entertainment become bribery?

VI. Skills: “Socialising: greetings and small talk”

1. What do you say to a business contact when you:

1. introduce yourself? 2. introduce another person? 3. are introduced to another

person?

2. Listen to five conversations at a conference. Match the speakers in each one,

then decide whether they know each other or not.

Speaker 1 Speaker2 Do they know each other?
Liz Linda Eriksson

James Jurgen

Julia Lisa

John Jane

Carla Sam Clarke

3. Try to complete the gaps in Conversations 2 and 4. Then listen again and
check your answers.

Conversation 2

A: James you Sam Clarke?

B: No. Hello, Sam to meet | think we
both Mike Upton. We together in Turkey.

C: Oh, yes Mike. He's in China now.

B: Really? I didn't know that him my next time you
see him.

C: Yes, l will.

Conversation 4
A: Hi, I'm John.
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B: Hello, John to meet you. I'm Lisa, from the Amsterdam office.

A: Oh, Amsterdam. I've never been, but | it's a city,

very lively.

B: Yes, it is. It's great. You should come. The conference is going to be there next
year.

A: I'd to. I'll look to it.

4. Read these expressions (1-10). Decide whether each one is said by the host (H)
or the guest (G).

.Can |l getyouadrink?

. Yes, it's just down there on the left.

. It all looks good. What do you recommend?

. Would you like me to show you round?

. Help yourself to some food.

. Yes, please. I'll have a white wine.

. Can | give you a lift to the airport?

. Yes, I'd love to see some of the sights.

© 00 N O O B~ W N P

. Could you tell me where the toilet is, please?

10. Thanks, but my taxi's coming.

5. Put the sentences from Exercise 4 in logical pairs.

Example: Can | get you a drink? Yes, please. I'll have a white wine.

6. Work in pairs. Role-play the conversation.

Student A:

Student A ]
You are at a conference. You recognise someone you * You haven’t seen the city yet.
met at a conference two years ago. Introduce yourself e You are staying at the Metropol Hotel in the city
and make small talk. Use this information to prepare centre (a good choice: lovely views; the restaurant
for the conversation. and the facilities are also excellent).
* You met Student B two years ago at a conference * You are leaving in three days’ time.

on Customer Care in Frankfurt. e You think the conference will be very interesting.
* You own a small firm which sells office technology.  Add one other piece of information which you think is
e |t's your first day at the conference - you arrived important.

late last night.
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Student B

You are at a conference. You recognise someone you
met at a conference two years ago. Introduce yourself
and make small talk. Use this information to prepare for
the conversation.

You met Student A two years ago at a conference on
Customer Care in Frankfurt.

You are the Saies Manager for a mobile-phone
company.

You have been at the conference for three days.
You have visited the city (beautiful oid castle,

interesting museum, excellent restaurants, but very

expensive).

* You are staying at a small hotel outside the city (a
bad choice: room is small and noisy, and too far

from the centre of the city).
¢ You are leaving tomorrow.

e The conference is boring— the speakers talk too
much and use too many PowerPoint slides.
Add one other piece of information which you think is

important.

INTRODUCING PEOPLE
Jurgen, this is Lisa.
Anita, do you know lan?
Have you met Mauro?

ACCEPTING
Yes, I'd love to.
Thank you. That would be very nice.

RESPONDING
Pleased/Nice to meet you.
Good to see you again.

V1. Self-directed work

Reading 1

Useful language

MAKING SMALL TALK
How's business?

We're having a great year.
Have you heard about ...7
How are things?

REQUESTS
Could I use your printer, please?
Do you mind if | take a map?

CLARIFYING
Sorry, | didn’t catch your name.

I'm afraid | missed the name of your
company.

OFFERS

Would you like to have dinner with
us tomorrow night?

How about coming to the Cabaret
Club with us?

REFUSING POLITELY

I'm really sorry, but I'm meeting a
client then.

Thank you very much forasking, but
I'm afraid | can't make it tomorrow.

THANKING

Thank you for the meal. It was
really good.

Thank you for a lovely evening.
| had a great time.

Read this article from the Financial Times by Samantha Pearson and answer the

questions.

Before you read

If you were invited to an evening of cutting up raw meat, would you go? Why? / Why

not?

Bankers turn to corporate butchery

By Samantha Pearson
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Nine men dressed in expensive suits and white coats covered with blood gather
round a table. Among the group are bankers, a property developer and some of
England 's richest men. This is corporate entertainment in the post-banking crisis era
and they are learning the art of butchery at an evening class in central London.

The class at the Ginger Pig butcher's shop in Marylebone has become a popular
way for City institutions to entertain their clients in the recession, as many cut back
on expensive parties. Tim Wilson, the Yorkshire farmer who owns the shop and four
others in the capital, says that one of his butchers started offering one-off classes
three years ago after requests from customers. Now there are three sessions a week
and half of the places are taken up by corporate bookings.

Borut, a Slovenian butcher who jointly runs the class, starts off by teaching the
group how to tell rump from ribeye steak. After completing a three-year degree in
butchery in Ljubljana, Borut came to London to follow the profession that has been in
his family for generations. During the past six months, he says, the class has become
particularly popular with companies wanting to entertain clients. "You could take
them to an expensive restaurant, but they want to do something different. We've even
had some vegetarians come."

Later on in the evening, the men are challenged to hold up a 45kg side of beef
in the air for 20 seconds as their colleagues and friends count down, cheer and take
pictures with their BlackBerrys. The prize is a ribeye steak to take home. Equipped

with saws and knives, they then go about trying to prepare the final cut of beef.

Exercises

1. Choose the alternative with the closest meaning to the expression in italic.

1) Nine men dressed in expensive suits and white coats covered with blood gather
round a table.

a) carrying

b) wearing

c) clothing

2) This is corporate entertainment in the post-banking crisis era ...
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a) period following the banking crisis

b) term after the banking crisis

C) stage next to the banking crisis

3) ... and they are learning the art of butchery at an evening class in central London.
a) selling meat

b) eating meat

C) cutting up meat

4) The class at the Ginger Pig butcher's shop in Marylebone has become a popular
way for City institutions ...

a) banks and other organisations in London as a whole

b) banks and other organisations in cities around the world

¢) banks and other organisations in the City of London

5) ... to entertain their clients in the recession as many cut back on expensive parties.
a) increase the number of

b) reduce the number of

¢) reduce the size of

6) Tim Wilson, the Yorkshire farmer who owns the shop and four others in the
capital, says that one of his butchers started offering one-off classes three years ago
after requests from customers.

a) courses

b) single classes, not part of a course

C) one-to-one teaching

7) Now there are three sessions a week and half of the places are taken up by
corporate bookings.

a) company reservations

b) reserves for companies

¢) company books

2. Answer these questions about paragraph 3.

a) Where does Borut come from?
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b) Is he the only teacher in the class?

¢) What are rump and ribeye?

d) What is Borut's qualification?

e) What is his background?

f) Why have butchery classes become popular?

g) Do vegetarians ever come to the classes?

3. Correct these expressions used in paragraph 3 by crossing out the
unnecessary word in each expression.

If you ...

a) run in a class, you teach it.

b) can tell one thing from of another, you know what the difference is between them.
¢) complete off a course, you finish it successfully.

d) come to on a place, you arrive there.

e) follow up a profession, you have a job in that profession.

f) entertain out clients, you take them to restaurants, special events, etc.

4. Complete these statements with words or expressions from paragraph 4.

a) If you are asked to do something difficult, you are c to do it.

b) If you keep something in the air with your hands, you h itu

¢) The people that you work with are your ¢

d) If you say, 'five, four, three, two, one', you ¢ d from five to

one.
e) If you have tools to do a job, you are e with these tools.

f) If you start to do something, you g a doing it.

5. Choose the best summary of the whole article.
Butchery classes are ...
a) a new form of corporate entertainment, following the banking crisis.

b) an ideal form of corporate entertainment for rich meat-eaters.
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c) only popular as corporate entertainment because is not a good time for expensive

parties.

Over toyou 1
Go back to the answer that you gave in 'Before you read'. Have you changed your

mind now that you have read the article? Give your reasons.

Over to you 2
Think of some other unusual forms of corporate entertainment that would be suitable

for clients in an industry that you are interested in.

Reading 2
Read this article from the Financial Times by Bob Sherwood and answer the

questions.

Before you read
Bribery is when someone offers money or a gift to someone, for example in order to

obtain a contract. Could some corporate hospitality for clients be a form of bribery?

Bribery law threat to business hospitality
By Bob Sherwood
Businesses are reviewing their corporate hospitality plans as they are worried
that some forms of hospitality could be illegal under new UK bribery laws.
Lawyers say they have been asked by companies who fear that they may have to
cancel bigger hospitality events after the Bribery Act comes into force. Many City
institutions consider luxury entertaining, which can include international flights and
free tickets to sporting events, as a normal part of business.
Stephen Morrall, corporate partner at Dawsons Solicitors, said: "We have

talked to a lot of people about this. They are very worried and they should be
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worried. People are asking whether they should be holding corporate entertainment
events."

Two UK banks said they were looking at how entertaining would be affected
by the legislation. Some lawyers are advising that breaking the law could depend on
the type of hospitality. So, for example, offering lunch at a Twickenham rugby match
may be fine, but flying clients to Australia to watch cricket could be risky. "Until
clear guidelines are published, people should be very careful about any lavish form of
entertainment, because there's clearly a risk that an offence could be committed,"”
added Mr Morrall.

Gary Miller, fraud specialist at lawyers Mishcon de Reya, believed many
companies were unnecessarily worried and executives needed only to take a
"commonsense™ approach to hospitality. If they had always offered hospitality as
routine then it was unlikely to attract so attention, he suggested, but entertaining
clients at a sensitive time, such as when a contract was due for renewal, would be

riskier.

Exercises

1. Look through the whole article and decide what the word hospitality refers to.
a) hospital management

b) hotel management

C) entertaining clients

2. Complete the table with words from paragraph 1, in the form they are used in

the article.
Verb Noun

review

bribe
fear
cancellation

entertain

fly
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3. Now match the nouns in Exercise 2 to their meanings.

a) an illegal gift

b) the crime of giving illegal gifts

c) the state of feeling afraid

d) trips by plane

e) when something that was going to happen does not take place
f) when you look again at a situation and examine it

g) inviting clients to a special event

4. Read paragraphs 1 and 2 and decide if these statements are true or false.
The new UK laws on bribery ...

a) are causing businesses to check their policies on hospitality.

b) mean that some hospitality events may be cancelled.

¢) may affect giving free international flights to clients.

d) are not causing a lot of worry among businesses.

5. Complete these statements with appropriate forms of expressions from
paragraph 3.

a) A law or set of laws are referred to as | . (11 letters)

b) If someone doesn't obey a law, they b it. (5 letters)

c) If there's a chance of something bad happening, the situation is r (5
letters)

d) Advice may be given in the form of g . (10 letters)

e) Entertainment that is expensive and luxurious is | (6 letters)

f) A formal expression meaning 'to break a law' is 'to c a

0 . (6, 2, 7 letters)

6. Answer these questions about the expressions in paragraph 4 with yes or no.
a) If you are unnecessarily worried about something, do you really need to be

worried?
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b) If you take a commonsense approach to something, do you need a lot of technical
knowledge to understand it and make a decision about it?

¢) If something is unlikely to attract attention, will people probably not notice it?

d) If something happens at a sensitive time, do people involved need to be careful
how they behave?

e) Does a contract that is due for renewal still have a long time to run?

Over toyou 1
Describe the forms of corporate hospitality that are acceptable for clients in your

country.

Over to you 2
...entertaining clients at a sensitive time, such as when a contract was due for renewal,
would be riskier. How long before or after a contract's renewal would it be acceptable

for the clients to be offered lavish hospitality? Give your reasons.

Reading 3

Before you read
When does joking or teasing become bullying? Think of as many sources of conflict

at work as you can.

Intervening quickly in cases of conflict
Managers should be sensitive to when teasing starts to become hurtful. They
should be prepared to step in and have a quiet word with the team members involved.
The manager should inform those involved that, while plenty of communication is
encouraged, it’s important that there is respect for other people and that certain
standards of behaviour are expected at work. The manager should have noted
examples of the types of behaviour or language that have been used that are

inappropriate at work, so that those involved will understand what is unacceptable.
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It's much easier to have this conversation as soon as a manager starts to have
concerns about behaviour or early signs of conflict - to prevent habits from being
formed and to ensure that the manager is taken seriously. It's much more difficult to
be respected if a manager appears to accept certain behaviour by letting a situation
continue for weeks or months.

Dealing with conflict directly

Taking action to manage conflict can appear quite worrying to some managers,
but it's an essential part of their role and responsibilities. If managers ignore
unacceptable behaviour, problems will get worse until the disciplinary process has to
be used or a formal complaint is made, by which time it will be much harder to
achieve a successful resolution.

Some potential sources of conflict at work are obvious, such as:

- too much personal use of the Internet or e-mail;
- poor attendance and time-keeping;

- any form of bullying behaviour;

- any form of discrimination (e.g. sexism);

- unacceptable language;

- theft;

- drink or drug problems.

However, frequently it is the less obvious behaviour that over time, if so not
confronted, will lead to workplace disputes. Examples of less obvious types of
dispute include:

« taking credit for other people's work or ideas;

* interrupting people in meetings;

* not inviting team members to social evenings or events;
* not covering for people when they are sick;

* not taking messages for people;

* using someone else's contacts without permission;

* not including people in group e-mails;

* ignoring people or being impolite;
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* poor personal hygiene.

Managers should not ignore problems that are developing in their teams. It’s
vital that line managers have regular, in formal , one-to-one conversations with the
people they manage, so that these kinds of issues can be discussed naturally where
possible.

However, managers must also be prepared to begin informal discussions if they
think a problem is starting to develop. Conflict at work can lead to absences, so
return-to-work interviews so are also a good opportunity for managers to ask

questions about any conflict issues that might be worrying employees.

Exercises

1. Read the article again and answer these questions.

1 What should managers do when teasing starts to become hurtful?

2 Why should managers note examples of inappropriate behaviour or language?
3 Why should managers get involved as soon as conflict develops?

4 What happens if managers ignore conflict and poor behaviour?

5 What are the advantages of return-to-work interviews?

2. Find words in the article that mean the opposite of these words.
1 appropriate

2 acceptable

3 polite

4 formal

3. Discuss these questions.

1 Have you ever been involved in any of the examples of conflict listed in the article?
How did/would you feel?

2 What behaviour at work do/would you find inappropriate or unacceptable?

3 How would you deal with these problems?
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‘Marketing is the art of making something better than it really is’

|. Topical Vocabulary

Suso Banderas, American writer

1 | marketing mix MapKETUHTOBUHN KOMILIEKC;
CTPYKTypa MapKETHHTY

2 | product POJAYKITis; IPOIYKT; BUPIO

3 | price iHa

4 | promotion CTHMYJTIOBAaHHS 30yTY; IPOCYBaHHS
TOBAapiB HA PUHOK

5 | place MicCIIe

6 | marketing campaign MapKETHHTOBA KaMIIaHis

7 | market research aHaI13 KOH'IOHKTYpU PUHKY; aHaJI3
CTaHy PUHKY

8 | market segment CETMEHT PHUHKY (CIOXHBaYi, sKi
MalOTh CHUIbHI NOTPEOH)

9 | market share UTOMA Bara Ha PUHKY JIaHOTO
ToBapy (MIPOIyKIIi KOMIaHi1)

10 | consumer behavior peaxilisi ClOYKMBay1B HA HOBUU TOBAp

11 | consumer profile oOpa3 crioxkuBayva (iHdopmartis npo
CTaTh, BIK, BUJI JISJIBHOCTI, CITO}KHBYI
3BUYKH, TOIIO)

12 | consumer goods TOBApPH CIOKWBYOTO NMPU3HAYCHHS

13 | product lunch 3aITyCK HOBOT'O TOBapy Ha PUHOK

14 | product lifecycle CTpPOK CITy’kO1 BUPOOY; CTPOK
eKCIuTyaTaiii

15 | product range ACOPTUMEHT TOBApiB

16 | sales forecast MIPOTHO3 00’ €MiB IIPOJAKY TOBAPiB

17 | sales figures B1JIOMOCTI Mpo 00’ €M Ipoaax, T0Xi]
B1JI TPOJIAXY TOBApiB

18 | sales target IUTaH IPOJAXKY

19 | advertising campaign peKJIaMHa KaMITaHis

20 | advertising budget peKIIaMHUI OIOKET (CyMa, SIKY
KOMITaHisl BATpAaya€e Ha PEeKIamy)

21 | advertising agency pEKJIaMHE areHTCTBO

22 | to persuade YMOBIISITH, IIEPEKOHYBATH

23 | income level piBeHb NPUOYTKIB

24 | authorities OpraHu BIIAJH

25 | to penetrate MPOHUKATH BCEPEAHHY,
MPOHU3YBATH, IPOXOJIUTH KPi3b

26 | disposal income npHOYTKHU Y PO3MOPSIKEHHI (SIKi
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MO>KHA BUTPAYaTH)

27 | to rebrand 3MIHIOBAaTH a00 BJIOCKOHAJIUTH 1M1K
TOBApY

28 | saturated TIMOOKHU, IHTEHCUBHUM

29 | essentials OCHOBHU

30 | competitors KOHKYPEHTH

31 | distribution channels KaHaJ pO3MOIiJICHHs (CYKYyITHICTh

Jrojiei abo opraHizariii, sKi
MPUIMAIOTh Y9acTh Y TPOCYBaHHI
TOBapy Ha PUHOK)

32 | sample 3pa3ok

33 | rival CYIIEPHUK, KOHKYPEHT

34 | customer helpline «rapsiyay JiHis (KOHCYJIbTalliiiHa
Mepexa, Mepexa MIATPUMKH)

35 | entry price CTapToOBa IliHA

II. Starting up

1. 'The four Ps' form the basis of the ‘'marketing mix'. If you want to market a
product successfully, you need to get this mix right. Match the Ps (1-4) to their
definitions (a-d).

1 product a) the cost to the buyer of goods or services

2 price b) informing customers about products and persuading them
to buy them

3 promotion c) where goods or services are available

4 place d) goods or services that are sold

2. Listen to four consumers talking about different products. Decide which of

the four Ps each speaker is discussing: product, price, promotion or place.

3. Think of some products you have bought recently. Why did you buy them?
Which of the four Ps influenced your decision to buy?

Example: | bought some cosmetics in a discount store near where | live. I'd seen
some advertising in a women's magazine for a new luxury shampoo. There was a free

sample sachet and | tried it and liked it. Of course, it's not as pleasant as buying in a
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department store, but I saved at least 30 per cent on the usual price. Anyway, parking

near the department store in my town is impossible and the discount store is just

round the corner, so place was an important factor.

4. Tell your partner about a marketing campaign that impressed you.

I11. Vocabulary and Speech Exercises

1. For each group of words below (1-5):

* fill in the missing vowels to complete the word partnerships;

* match each of the three word partnerships to the correct definition (a-c).

1. market r s rch a) the percentage of sales a company has
s gm_nt b) information about what customers want
and need
sh_re c) a group of customers of similar age,
income level and social group
2. consumer bhv r a) description of a typical customer
pr fl b) where and how people buy things
g__ds ¢) things people buy for their own use
3. product | _nch a) introduction of a product to the market
| f cycl_ b) length of time people continue to buy a
product
r ng_ c) set of products made by a company
4. sales frc st a) how much a company wants to sell in a
period
fgrs b) how much a company thinks it will sell
in a period
trg t c) numbers showing how much a company
has sold in a period
5. advertising c_mp__gn a) a business which advises companies on
advertising and makes ads
b dg t b) an amount of money available for
advertising during a particular period
_g_ncy c) a programme of advertising activities

over a period, with particular aims

2. Choose a well-known brand for each of these categories
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* car/motorbike * mobile phone/camera
* clothing/perfume * food/drink
* magazine/newspaper * computer/electronic goods

For each brand, think about these questions.
1. What is the product range of the brand?
2. Which market segment is it aimed at in your country?

3. What is a typical consumer profile for the brand? Include the following:

> age * gender * job/ profession
* income level * interests/hobbies * other products the consumer might buy
Example:

Typical consumer profile for Mercedes

Age: 25+

Gender: male

Job: executive

Income level: €70,000+

Interests/hobbies: diving, holidays in the Seychelles

Other products: Hugo Boss suits, Rolex watches
3. Work in pairs. Choose one of the brands you looked at in Exercise 2.
Discuss what sort of advertising campaign you could have for it in your country.

How else could you try to increase the sales figures of the brand?

4. Use the clues to complete the crossword puzzle

ACross
1 The percentage of sales a company or a product has is its market (5)
5 Companies sometimes promote their products by giving gifts to

customers. (4)

6 Companies carry out market research to get information about what buyers
and want. (4)

7 The life of a product is the length of time people continue to buy it. (5)
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9 An advertising campaign takes place over a period of time and usually has a
specific .(3)

10 Good marketing should increase the volume of . (5)

11 A company’s sales target is how much it wants to in a certain

period of time. (4)

Down
2 An advertising advises companies on advertising. (6)
3 A company’s product is the set of products made by that particular

company. (5)

4 A company’s advertising is the amount of money available for

advertising during a particular period. (6)

5 Sales show how much a company has sold over a certain period of
time. (7)

8 Production are what a company must spend on production. (5)

9 Celebrities often appear in for clothes and cosmetics. (3)

P "

5. Choose the best word (a, b or ¢) to complete each space in the text.

The name game
A brand can be defined as a name given to a product by a company so that the
product can easily be recognised by its name or its design. In our very
1) business world, a good brand is one of the keys to the success of any

company. It is often a powerful 2) tool.
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However, the name is not everything. For a brand to be successful, marketers

have to know what the consumer 3) and wants so a lot of market

4) is necessary. This gives them a ‘consumer 5) ,” that is

to say a kind of picture of the typical customer. It is a picture not only of the
customer's needs and wants but also of their beliefs and values. If the brand then
clearly reflects those values, it is more likely to be successful.

The customer has so much 6) nowadays that a good brand is a

necessity so that one product is clearly different from another in his or her mind. A

good brand, of course, also has long-term benefits as it will ~ 7) to
many different market 8) and to people from different cultures.

1 a) informative  b) competitive C) conservative

2 a)  sales b) sell c) sold

3 a)  wishes b) needs c) orders

4 a)  study b) research C) science

5 a)  summary b) report c) profile

6 a)  choice b) option C) suggestion

7 a)  attract b) persuade c) appeal

8 a)  shares b) portions C) segments

IV. Reading Comprehension

Text 1
Position of marketing
‘We must be smarter at devising packages of services that our customers want
and pricing them attractively. Set the marketing department free to shape new
packages. Don't confine it to coming up with cute names for offerings designed by
engineers and accountants.’
This sums up the position of marketing in many companies, where it is often

seen as a fancy name for selling or advertising. But, as the quote shows, marketing
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people should be involved not just in promoting sales but in all aspects of the
marketing mix:

» product: deciding what products or services to sell in the first place;

* prices: setting prices that are attractive to particular groups ofcustomers (segments)
and that are profitable for the company;

* place: finding suitable distribution channels to reach these customer groups;

» promotion: all the activities, not just advertising, used to support the product —
everything from pre-sales information to after-sales service.

These are the four Ps of the marketing mix, the 'levers' of a company’s
marketing machine, levers that it can adjust in different ways for different products
and different buyers.

Another way of looking at this is from the point of view of customers, with the
four Cs. From this perspective, the marketing mix is expressed in terms of:

» customer solution: offering the right product to satisfy particular customer needs;

* customer cost: the price paid directly by the customer to buy the product, including
the 'price’ involved in not buying another product of the same or another type;

» convenience: distributing the product in the way most suitable for each type of
customer;

* communication: exchanging information with the customer. Customers are
informed about products through advertising, sales literature and so on, but customers
also communicate with the seller, for example through customer helplines. This is a
good way for sellers to find out more about customers and their requirements and to
change or improve their offer.

Thinking of the marketing mix in these terms helps sellers maintain a customer

orientation — a focus on customer needs.

Text 2
Adidas and the Chinese market

1. Discuss these questions in pairs.
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1. Who do you think is the biggest manufacturer of sports goods in a) Europe, and b)
China?

2. What do you know about Nike, Adidas and Li Ning?

2. Before you read, match these questions (1-6) to the answers (a-f).

1. Why is Adidas expanding in China? a) 550

2. How many stores does Adidas have in | b) It is planning to focus on low prices.
China at the time of writing?

3. Who is Christophe Bezu? c) Adidas
4. How did Li Ning get its name? d) He is the Chief Executive of Adidas.
5. What is Li Ning hoping to do? e) It comes from the President of the

Beijing Olympics Committee.

6. Who is the market leader for sports | f) because it wants to become the Market
goods in China? leader in China

3. Read the article below and correct all the answers (a-f) in Exercise 2
Adidas targets the Chinese interior
by Patti Waldmeir

Adidas, Europe's biggest sports-goods maker, will open 2,500 stores and
expand its sales network to 1,400 Chinese cities, in an effort to regain market share
lost to foreign and domestic competitors in one of the world’s most rapidly growing
retail markets.

The German company is one of many consumer-goods multinationals that have
recently decided to shift their focus from near-saturated cities like Shanghai and
Beijing to target smaller cities and less wealthy consumers, where they believe
growth potential is higher for foreign brands.

Adidas plans to reach far into Chinese interior to open the new stores. Initially,
this will be in urban areas with as few as 500,000 people and then, by 2015, in cities
with a population of just over 50,000, company officials said in Shanghai on
Tuesday.

“We will be in much smaller cities by 2015,” said Christophe Bezu, Adidas
Managing Director for Greater China. At present, the company has 5,600 stores in
550 cities.
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The product mix in smaller cities will be chosen so that the entry price for
consumers would be 15 per cent less than in Adidas’s existing shops in larger cities,
he added. The company would be targeting consumers with an average disposable
income of Rmb 5,000 ($753) a month.

Herbert Hairier, Adidas Chief Executive, predicted that the strategy would
allow the German group to regain the number-two market position that it recently lost
to Li Ning, the Chinese sportswear manufacturer.

Li Ning, named after the Olympic gymnast who lit the flame at the opening
ceremony of the 2008 Beijing Olympics, recently announced plans to take its brand
upmarket to compete more directly with foreign brands like Adidas and the market
leader, Nike.

Li Ning’s move up to second position could prove a key moment. Retail
analysts see it as one of the first signs in the retail field that Chinese products can
rebrand themselves as not just cheap but desirable.

Li Ning has strong sales and distribution networks in the lower-tier cities that
Adidas hopes to penetrate.

Mr Hainer dismissed Adidas’s recent problems in China as temporary, related
to overstocking in the run-up to the Olympics. Mr Hainer predicted double-digit sales

growth in China over the next five years.

4. Match these words and phrases (1-7) to their definitions (a-g).

1. market position a) the combination of products that a
company has to offer

2. upmarket b) a market filled so completely that no
more products can be added

3. product mix C) expensive compared to other products
of the same type

4. penetrate d) alter a product or service to change the
way that people think about it

5. disposable income e) start selling goods or services in a new
market

6. rebrand f) money that is available to spend after
paying for essentials like taxes, food and
housing
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7. saturated g) the ranking of a company or brand
against its competitors in terms of its
sales.

5. Complete these sentences with some of the words/phrases from Exercise 4.
1. The Beatles were able to the US market.
2. During the economic crisis, people had less

3. Smaller banks are struggling to compete in an already market.

4. We are trying to lose our cheap image and move with more expensive
products.

5. Coca-Cola decided to Diet Fanta in the UK, to fit in with the rest of
Europe.

V. Listening Comprehension

Marketing pharmaceuticals
1. Richard Turner is the European Marketing Manager for a pharmaceutical
company. Listen to the first part of the interview and answer these questions.
1. What is very important when you market to doctors?
2. How much time do marketing people usually have with doctors?
3. What are 'rational’ advantages?

4. What are 'emotional’ advantages?

2. Richard talks about 'the regulatory environment'. This is where the
authorities have official powers to control the production and safety of drugs.
Listen to the second part and complete this audio-script extract.

| think the biggest 1) for us is the regulatory environment. The

laws that we need to follow are quite 2) - and quite rightly so. We in

the pharmaceutical industry have the same interests as the doctor. We want to help

3) lead better lives.
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We have to present the data in a 4) and balanced way, not to
overstate the advantages of our 5) . Because we're trying to develop
6) which are consistent across many different countries across

Europe... it's often a challenge. ..

3. Listen to parts one and two and complete the table with words that Richard

Turner uses.

Noun Adjective

clinic

reason

tradition

emotion

regulation

pharmaceuticals

consistency

4. Complete the answers to these questions with expressions from part two.
In marketing pharmaceuticals, ...
1 what is the biggest challenge? - It's the

2 are the laws weak? - No, they are quite

3 what is your main aim? - We want to help patients

4 how must you present your data? - In a

5 can you say that the product benefits are bigger than they really are? - No, we

mustn't

6 do you use campaigns that say different things in different countries? - No, they are

many different countries.

7 1s it easy to know what to say in advertising? - No, it's a

5. Listen to the third part and say if these statements are true (T) or false (F).
Correct the false ones.

1. The key to good marketing is being able to speak directly to patients.
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2. Marketing people are gaining from all the benefits of the Internet and new
communication methods.
3. Companies are starting to look at using technology such as the iPad when

presenting data to doctors.

6. Listen to part three and replace the seven mistakes in the transcript below
with what Richard Turner actually says.

Sadly, because of the regulatory laws that we need to obey, we're not able to
promote directly to patients. We can only speak to the doctor, because the doctor
makes the decision about the medicine. So, although we'd love to use all the
advantages and opportunities that the Internet and the new communication methods
offer, we're not able to use them as much as we'd like to do. That said, we are
beginning ... | think many companies are beginning to look at the possibilities that
new technologies such as the iPhone may offer to present the data when we're face to
face with the doctor, because it's a clearer and more involving way of presenting the

data to the doctor than the traditional paper.

7. Listen to the final part and put these stages in the correct order.
a) Peak sales c) Present data to the doctor

b) Clinical trials d) Scientist comes up with an idea

8. Listen to part four. Are these statements about the words in italic that
Richard Turner uses true or false?

1 Someone who works in science is a scientific.

2 Another word for 'doctor' is physicist.

3 Work to see if a drug is safe and effective is a clinical trial.

4 1f you do a lot of work on something, you spend a lot of effort on it.

5 Peak sales is the time when a drug is just beginning to sell.

6 | f there is a patent on a drug, other drug manufacturers cannot copy it.
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9. What can you say about the different product Lifecycles of these things?
* pharmaceutical drugs ¢ computer software ¢ cars ¢ English-language textbooks

* Rubik's cubes » skateboards » football shirts of a famous team

V1. Skills “Telephoning: exchanging information”

1. Listen to four people giving some numbers, phone numbers and addresses.

Tick the correct ones.

1. a) 30,456 b) 13,456

2.a) 0033 2399 0324 b) 0033 3299 0342

3. a) v.artin@sawlna.com b) v.altin@sawslan.com

4. a) 128/16 Rattanatibarth Road b) 128/60 Rattanatibeth Road

2. Write down some numbers and addresses you know. Dictate them to a

partner. Check that your partner has written the numbers correctly.

3. Work in pairs. Say the international spelling alphabet.

Alpha, Bravo, Charlie, Delta, Echo, Foxtrot, Golf, Hotel, India, Juliet, Kilo, Lima,
Mike, November, Oscar, Papa, Quebec, Romeo, Sierra, Tango, Uniform, Victor,
Whisky, X-ray, Yankee, Zulu.

4. Choose an e-mail address and dictate it to your partner. Spell each word when

you dictate, then check your partner's answer.

5. Listen to the first part of a phone conversation between a sales director,
Martin, and his manager, Fiona. Answer these questions.

1. Did they meet their sales targets?

2. How has their market share changed?

3. What were their total sales?
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4. How much did they spend on shampoo advertising?

6. Now listen to the second part and note down this information.
1. customer's name 4. e-mail address
2. nationality 3. telephone number

5. meeting day and date

7. Listen to the whole conversation again. Tick the phrases in the Useful
language box below that Martin uses to check information, ask for information
and finish the conversation.

Useful language

CHECKING INFORMATION ASKING FOR INFORMATION FINISHING A CONVERSATION

Sorry, did you say ... Could you give me a few details? OK, I think I've got all that.

Sorry, | didn't catch that. What about the new range? Thanksvery much. That was very helpful.
Could you repeat that, please? Did she say when she'd like to | should go now. Let's speak again soon.
Let me read that back to you. meet? Right, I think that's everything.

8. Role-play a telephone call between the Marketing Director and the European
Sales Manager of a coffee-machine manufacturing company. They are talking

about a focus group for the company's new range of coffee machines.

Student A
You are the Marketing Director. You want to do the following when the European Sales Manager calls you.
1 Note down when and where the focus group * Katja Buchholtz
meeting will take place. Tel: (361) 339 4032
2 Suggest that these people attend the meeting: She is Head Buyer for a department store
* Elisavet Efstathiou in Munich, Germany.
Tel: (812) 275 6381 3 Askthe European Sales Manager about last
E-mail: e.efstat@nimarkt.com month’s sales results in France.
She is a marketing consultant based in Did they increase or decrease?

Athens, Greece.
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Student B

You are the European Sales Manager. You want to do the following when you call the Marketing
Director.
Tell the Marketing Director when and where the focus group takes place. Details are as follows:
Location: Commercial Institute
20 Koninginnelaan 2482 BN
Amsterdam
Date/Time:  Thursday, 25 August at 10.00 a.m.
Note down the names of two people whom the Marketing Director wishes to invite to the focus
group.
Answer his or her questions about last manth's sales results in France. Details are as follows:
Total sales: €5.6 million
Sales were 9% higher than the same period last year.

VI1I. Self-directed work

Reading 1
Read this article from the Financial Times by Roger Blitz and Rose Jacobs and

answer the questions.

Before you read
What are the traditional sports in your country a) to watch and b) to participate in?

Are you a fan of these sports?

The search for new sports fans

By Roger Blitz and Rose Jacobs

The National Basketball Association (NBA) has brought its product to London,

once more pitching the game to an overseas market in an attempt to expand its

product beyond its North American homeland. The NBA had insisted that the LA

Lakers-Minnesota Timberwolves friendly last month would feel just like a US-based
NBA game.

American football is also in the fourth year of its own export drive. On Sunday,

the San Francisco 49ers take on the Denver Broncos at Wembley stadium in London

in the latest annual attempt to sell the National Football League to a new audience.
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Sports operators face competition from other sports for revenues as well as other
leisure interests and must find new markets if they wish to grow. Consumption can be
measured both by the numbers participating in the sport and those watching it.

The NFL and NBA are not the only sports trying to find new markets. Bernie
Ecclestone, the Formula One motor racing chief, has dropped some venues and
created new ones in Singapore, Bahrain, Malaysia and, most recently, South Korea.
Football, the most popular of sports, still has the Indian and Chinese markets to
penetrate. Expansion in these markets is left to individual clubs to see what new fan
bases they can reach.

Sports that enter new markets must bite into the leisure time and income of
people already participating in or watching the traditional main sports of their
countries. As David Stern of the NBA puts it: "We just want one in 10 people to
bounce the ball rather than kick it." However, so he concedes "the growth is different

market by market."

Exercises

1. Look through the whole article and find the names of:
a) four types of sport.

b) two teams that play one of these sports.

c) two teams that play another of these sports.

d) three sports organisations.

e) two people who work for these organisations.

f) four countries mentioned in relation to a particular sport.

g) two countries mentioned in relation to another sport.

2. Answer these questions about the expressions in italic in paragraph 1.
a) What is the product referred to in line 3?

b) If a marketer pitches something to someone, what do they do?

c) If a marketer expands a market, what do they do?

d) Which countries are referred to in the expression North American homeland?
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e) If you insist something will happen, are you unsure that it will happen?

f) If x feels like y, is x similar to y (line 4-5)?

3. Choose the alternative with the closest meaning to the expression in italic.

1) American football is also in the fourth year of its own export drive.

a) road

b) lane

C) campaign

2) On Sunday, the San Francisco 49ers take on the Denver Broncos at Wembley
stadium in London ...

a) play

b) carry

c) employ

3) ... in the latest annual attempt to sell the National Football League to a new
audience.

a) listener

b) spectator

c) public

4) Sports operators face competition from other sports for revenues ...

a) income

b) costs

C) expenses

5) ... as well as other leisure interests and must find new markets if they wish to
grow.

a) also

b) in addition to

C) too

6) Consumption can be measured both by ...

a) the popularity of a sport

b) the amount eaten at stadium restaurants
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c) the number of spectators

7) ... the numbers participating in the sport and those watching it.
a) activating

b) taking part

C) gaming

4. Complete the table with words from paragraphs 3 and 4, in the form they are

used in the article.

Verb Noun

market

creation

penetration

reach

bite

bounce

Kick

grow

5. Now match the nouns in Exercise 4 to their meanings in the context of the article.
a) when something gets bigger

b) when a product enters a new market

¢) when a ball hits the ground and goes up again

d) how much a product is known about, bought, etc.

e) starting or making something for the first time

f) when someone hits a ball with their foot

g) the act of sinking your teeth into something

h) places where something is sold
Over toyou 1
Why do you think baseball and American football are not (with some exceptions)

generally as popular around the world as they are in the US?

Over to you 2
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Think of a sport that is not popular in your country. How would you market it there?

Reading 2
Read this article from the Financial Times by Haig Simonian and answer the

questions.

Before you read

Are coffee-making and tea-making machines for the home becoming popular?

Stirring up the tea market
By Haig Simonian

Competition in the hot drinks market reached boiling point on Wednesday, as a
former Nestle executive launched a new tea-making system to compete with the
Swiss food group's own recently launched product. The move followed legal action,
as Nestle this week won a court battle to ban a rival product in its highly profitable
Nespresso business.

Eric Favre, previously Nespresso’s chief executive, and who is now an
independent businessman, launched Tpresso, a new tea-making system which he said
he wanted to make "the Nespresso of tea". The first machines, to be assembled in
China from European components, will go on sale in China in April, with other Asian
markets next year, and Europe possibly following.

The new system, to be sold in China for Rmb 5,000 ($756), followed Nestle’s
launch last year of Special T, a tea-making system designed to do for tea what
Nespresso has done for coffee. Machines for Nestle’s Special T system, launched
initially in France, cost €129 ($ 168), with a 10 capsule pack costing €3.50.

Over on the coffee front, a commercial court in the Swiss city of St Gallen
gave Nestle an important legal victory on Monday when it won its case against
discount retailer Denner. Denner had been selling Nespresso-compatible coffee
capsules for about half the Nestle price. Last June Nestle showed its willingness to
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defend Nespresso, which it says is protected by 1,700 patents. It took legal action

against the US Company Sara Lee, when it launched its L’Or Espresso machine.

Exercises

1. Look through the whole article and find the names of:

a) a big Swiss food company.

b) a coffee machine that the company makes.

c) someone who used to work for the company.

d) a tea-making machine that he has launched.

e) a tea-making machine that the company in a) above has launched.

f) a retailer that sells at low prices.

g) a coffee-making machine that another company has launched, and the name of the

company.

2. Match the two parts to make expressions from paragraph 1.

1 hot drinks action

2 boiling battle

3 tea-making business
4 legal market
5 court product
6 rival system

7 profitable point

3. Now match the expressions in Exercise 2 to their meanings, as they are used in
the article.

a) when someone tries to solve a disagreement by using the legal system

b) an example of item a) where the disagreement is very big

C) an extreme stage

d) a product that competes with another product

e) an activity that makes money
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f) selling tea and coffee machines

g) a machine to make one of the drinks in item f)

4. Read paragraphs 2, 3 and 4 and decide if these statements are true or false.

a) Tpresso machines will be assembled in France.

b) The parts will be made in China.

c) Special T is designed to be a success for tea in the same way that Nespresso has
been a success for coffee.

d) Special T was launched all over Europe at the same time.

e) Special T costs less than €130 and the capsules cost €0.35 each.

f) Denner has also launched a tea-making machine.

g) Other companies are free to copy the technology used in Nespresso.

5. Answer these questions about paragraph 4.
a) Who won the court case between Nestle and Denner?
b) Why did Nestle take legal action against Denner?

¢) Which two other things show that Nestle wants to protect its Nespresso machine?

6. Choose the best summary of the whole article.
a) The market for tea- and coffee-making machines is very competitive.
b) Company executives can always leave in order to start their own business.

¢) Chinese companies are entering the market for tea- and coffee-making machines.
Over toyou 1
Is it acceptable for an executive to leave a company and immediately start competing

with it by marketing similar products? Why? / Why not?

Over to you 2
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Coffee machines like Nespresso mean that Nestle can continue to make money from
sales of coffee capsules for each machine it sells. Make a list of other products where

the manufacturer can continue to sell things after it sells the main product.

Reading 3
The sweet smell of success

Estée Lauder knew how to make a sale. Once when she was refused a counter
at the Galleries Lafayette in Paris, she ‘accidentally’ spilt one of her fragrances in the
crowded store. The scent wafted through the crowd of shoppers who immediately
demanded to know what the lovely fragrance was and where they could buy it. Very
soon after, Estee Lauder got her counter and her products went on sale in the
Galleries Lafayette.

Estée Lauder attributed her success to her sales technique. 'If 1 believe in
something, | sell it, and | sell it hard', she said. She was a brilliant saleswoman and
she personally visited the staff on her counters to offer them sales tips. Her approach
was very hands-on. She always believed that in order to make a sale, you must touch
the customer. Even today the company's motto is ‘Bringing the best to everyone we
touch'.

Estée knew about the importance of image. She wanted to give her products a
sophisticated look and personally chose the blue colour of the bottles which she
believed would look stylish in every bathroom. She believed in secrecy and didn't
reveal much about her life or the ingredients used in her products. She wanted her
customers to believe that they were buying not only 'beauty in a jar' but also the
solution to looking and feeling eternally young. She said that 'In order to sell a cream,
you sold a dream'. She put a lot of time and effort into building up that dream image.

When she began her business, she didn't have a marketing budget, but she
believed that if you put the product into the customer's hands, its quality would speak
for itself. She started by giving free demonstrations and makeovers using her own

products anywhere she could: in hotels, beauty salons, subway stations and even on
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the street. Most importantly, she pioneered the idea of a 'gift with purchase'. No one
had ever heard of this before, free creams, free lipsticks! She began by giving away
free samples and then moved on to giving away extra products with a purchase.
These days many companies use this marketing technique, but fifty years ago the idea
was revolutionary.

With the combination of hard work, dedication, ambition, and belief in herself
and her products, Estee created a culture of quality, style and unsurpassed customer
service. This turned her company into the global cosmetics leader it is today. As she

famously said, 'l never dreamed about success.

1. Match a quotation from the text with the correct explanation on the right.

a) ‘Beauty in a jar’

b) ‘In order to sell a cream, you sell a dream’

C) ‘Bringing the best to everyone we touch’

1) This stresses the personal approach. It makes customers feel that they are each
Important to the company, but also that they are getting the best quality available.

2) The idea that you can buy beauty.

3) The key thing is not the cream itself, but encouraging women to fantasize and want

a certain lifestyle, so that there is then a market for the cream.

2. With a partner, look back at the article and your answers to Exercise 1 and
answer the questions.

1 Which of Estee’s secrets of success do you consider to be the most important?

2 Which of these secrets are still good business practice today?

3 Do you think there is still a market for new cosmetics companies? In which way

would they need to be different?

3. The following words are all used in the article about Estee Lauder. Match a
word on the left to the correct definition on the right.

1 to spill a)  beautiful and well-designed



2 fragrance b)
3 to demand C)
4 stylish d)
5 makeover e)

6 to pioneer f)
7 sample )

8 technique h)
9 revolutionary i)

10 unsurpassed  j)
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a nice smell

changing a person’s appearance so that they look better
to accidentally pour a liquid out of its container

to say that you want something very' strongly

better than everything else of its kind

completely new and different

a method of doing something

a small amount of a product given to people for free

to be one of the first people to do something

. Decide if these statements are true or false.

. Estée Lauder began her business with a counter in the Galleries Lafayette.

. She had a big amount of money and she didn’t make sales personally.

. She visited her staff in order to control their work.

. The image of the product was very important for Estée Lauder.

. She chose blue colour bottle for her product because it suited for every bathroom.

. Estée Lauder kept in secret ingredients of her products.

4

1

2

3

4. The motto of Estée Lauder is “Touch the customer and make a sale”
5

6

7

8

. Estée Lauder was the first person who gave free demonstrations and gave free

samples of her products.

9. The person who bought something could receive extra products free of charge.

10. The idea of free samples and extra products was great and nowadays many

companies use it in their sales.
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Unit 7 Products

‘When the product is right, you don’t have to be a greater marketer’
Lee Lacocca, US Businessman

|. Topical Vocabulary

1 | tangible product bakTUIHWI TOBap

2 | primary product CHUpPOBUHA

3 | lean manufacturing CKOHOMIYHE BUPOOHUIITBO,

4 | just-in-time TOYHO B CTPOK

5 | total quality management KOMIUICKCHE YIPaBIIiHHS SKICTIO

6 | consumer durables CTIO’KUBY1 TOBApH JIOBTOTPUBAJIOTO
KOPHCTYBaHHS

7 | replacement 3aMiHa

8 | designed-in 3aKJIQJICHUH B KOHCTPYKITIIO

9 | sophistication CKJIQJIHICTh; BIJIMTOBIAHICTh Cy9aCHUM
BHMOTaM

10 | consumerism CTUMYJIIOBaHHS IHTEPECY
CIIO’KMBAYIB; 3aXUCT IHTEPECY
CIIO’KMBAYiB

11 | overpriced 3aHaJTO JOPOTUH

12 | to reckon paxyBaTH, BHPaXOBYBAaTH

13 | obsolescence 3acTapiBIie

14 | raw materials CHpPOBHHA

15 | components JeTani

16 | labour nparis

17 | work-in-progress He3aBepIleHe BUPOOHUIITBO

18 | finished goods TOTOBI BUPOOH

19 | stocks 3amacu

20 | in-house BJIACHUH, BHYTPIIIHIN

21 | outsourcing OTPUMaHHS KOMIUIEKTYIOUUX BUPOOIB
31 CTOPOHH

22 | subcontracting yKJIaJJaHHS YTOH 3
CyOniapsIHUKaMU

23 | substitutes 3aMiHHUKH

24 | genuine CIpaB)KHiM, ICTHHHUH,
HEM1IpOoOIeHH

25 | perishable goods TOBAPH, IO IIBHIKO IICYIOTHCS

26 | attractive puBaOIUBUIT

27 | comfortable 3pYIHHIA

28 | economical €KOHOMIYHUHI

29 | efficient e(CKTUBHHIA, pE3yJIbTATUBHHUI

30 | expensive JIOPOT U
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31 | fashionable MOJIHUH, (henIeHeOeIbHAI; CBITCHKHMA

32 | healthy 3JI0pPOBUI

33 | popular OIS PHAN

34 | practical MPaKTUYHUN

35 | pure YHUCTHI; O€3JOMIIIIKOBUH

36 | reliable HaAIAHUN, ICBHUM, MIITHUH

37 | safe HETIOIIKOKSHUH, TN, Oe3NeUHMi

38 | to launch 3aITyCKaTh

39 | to test TECTYBaTH

40 | to promote peKIIaMyBaTH

41 | to modify BHJIO3MIHIOBATH

42 | to discontinue PUITHHITH

43 | to design PO3pO0IIATH

44 | to distribute KJIacU(IKyBaTH, PO3IOIIIATH

45 | robust MIITHHA, 3JOPOBUH; CHITbHUIM

46 | sturdy 1) CUIIBHUM, 3JOPOBHI; MiITHHHA
2) CTIKHI, TBEPAMH, BITBOKHUI

47 | versatile 0araTocTOpoHHIH, pi3HOOIUHUH;
THYYKU

48 | user-friendly 3pYYHMM JIJIs1 KOPUCTYBAHHSI

I1. Starting-up

1. Describe some of your favourite products. Why do you like them? What do

they say about you? Which of these products could you not do without?

2. What product would you most like to own? Why? Which product would

make your life easier?

3. Do you agree or disagree with these statements? Give reasons for your

answers.

1 It is better to pay a bit more for products which are made in your own country.

2 'Organic', 'energy-saving' or 'green' products are overpriced and often not as good as

the alternatives.

3 Companies spend far too much on launching and promoting new products.

4 Multinationals which manufacture in developing countries help the world economy.
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5 Modern technology-based products do not improve people's lives.

I11. Vocabulary and Speech Exercises

1. Check that you know the meaning of the adjectives below. Think of a product
that matches each word. Compare your ideas with a partner. How many were
the same?

e attractive * comfortable < economical ¢ efficient ¢ expensive * fashionable

* healthy < popular e practical e pure ereliable e safe

2. Complete this chart with adjectives with the opposite meanings to those in

Exercise 1.

un- in- im-

unattractive

3. Complete the sentences below with the words from the box.

best hard high high high long well

1 IBM manufactures -tech computer products.

2 Timberland makes a range of -wearing footwear.

3 Hermes produces -quality fashion accessories.

4 Coca-Cola and Pepsico both developed -selling soft drinks.
5 Duracell sells -lasting alkaline batteries.

6 Levi jeans are a -made clothing product.

7 Ferrari make -performance sports cars.

4. Use the adjectives in Exercise 3 to describe other companies and products.
EXAMPLE: Nestle makes many of the world’s best-selling food products.
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5. Look at this list of products. Which of the adjectives from Exercises 1, 2 and 3
(including opposites) could you use to describe them?

* bottled water

* an MP3 player

* soap

* a pair of jeans

» a four-wheel-drive car

* a perfume

» a fast-food product

* a laptop computer

6. Match the verbs (1-8) to their meanings (a-h). Then put the verbs into a

logical order to show the lifecycle of one of the products from Exercise 5.

1 launch a) to stop making

2 test b) to build or make

3 promote C) to introduce to the market

4 manufacture d) to change in order to improve

5 modify e) to try something in order to see how it works
6 discontinue f) to make a plan or drawing

7 design g) to increase sales by advertising, etc.

8 distribute h) to supply to shops, companies, customers

7. Read the sentences and write the missing word to complete the sentences.

1 If a product is , it doesn’t cost a lot of money to use.

2 A product that is is popular at a particular time.

3 An product is one that people find beautiful and exciting.

4 A product that is is enjoyed or liked by a lot people.

5An product is one that you can use without wasting energy or time.

6 A product that is can be trusted to work well.
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8. Complete the sentences with words from the box.

lasting made quality selling tech wearing

1 Rolex makes high- watches.

2 Timberland makes fashionable and hard- boots.

3 Dell manufactures high- computer products.

4 Samsung has produced some best- mobile phones.

5 Tungsram makes long- light bulbs.

6 Samsonite sells practical and well- bags and suitcases.

9. Make new adjectives by joining a word from Box A to a word from Box B.

Use the new adjectives to complete the definitions.

Box A Box B
custom down first multi up class made market market purpose
1 An product is expensive and usually of high quality.
2 If products are - they are made especially for one person

or group of people.

3A product is one that has several different uses.
4 products are cheap and sometimes not good quality.
5 - products are of excellent quality.

10. Choose the best word (a, b or ¢) to complete each space in the text.

| a) planned b) designed c) sketched

2 a) fabricated b) manufactured c) assembled

3 a) tested b) examined c) researched

4 a) specifications b) qualities C) improvements
5 a) promoted b) exhibited c) displayed

6 a) discount b) delivering c) distribution

7 a) profitable b) available c) marketable
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8 a) destroy b) discontinue c) distinguish
The life cycle of a product
All products have a life cycle. Therefore, new products are being developed all

the time to replace older products which are coming to the end of their lives.

The cycle begins when a new product is 1) . At that stage,

there is only a plan or a drawing, which is then used when the product is

2) . Nobody knows how well the new product works or how good it

IS SO it has to be 3) . On the basis of the test results, it may have to be

modified. Once the necessary 4) have been made, the product is ready

to be launched and then 5) in a number of advertising campaigns.

Advertising plays a very important role and so does 6) . Indeed, the

company has to make sure that its new product is 7) to as many

customers as possible.
Finally, when it is clear that sales are going down steadily, the company will

probably decide to 8) the product.

IV. Reading Comprehension

Text 1
Types of products

When we think of business, we usually think of tangible products that we can
see and touch: computers on the desk or cars in the showroom. We may also think of
primary products like coal or agricultural goods. But manufacturing forms a
diminishing part of most advanced economies: only 17 per cent of the US economy,
for example. What manufacturing there is increasingly lean, with ‘'Japanese’
techniques such as just-in-time (JIT) ordering of components and total quality
management (TQM) becoming widespread.

There is an unresolved argument about whether economies need manufacturing

at all to survive and flourish. In many people's minds, nevertheless, there is great
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regret when a factory closes in a ‘traditional’ industry: there is something more 'real’
about work in a car plant than in a call centre. Call centres typically sell intangible
products such as mortgages (more and more services are described in product terms).
However, car plants are likely provide more work indirectly than call centres, for
example at the component manufacturers that supply them.

We define ourselves partly by the products we own and use, wherever they are
made. Economies in different parts of the world are at different stages of
development in the way products are bought and perceived. In newly industrialised
countries, such as some of those in Asia, more and more people are now able to
afford consumer durables like washing machines for the first time, and companies
that sell these types of goods can make large amounts of money. In the West, the
market for televisions or washing machines is basically one of replacement. In a
situation like this, design, brand and image become more important. Previously
prestigious products, like certain makes of luxury car, become increasingly
affordable, and manufacturers have to be careful to stay ahead of the game to avoid
their brands being perceived as 'ordinary’.

The cars, televisions and washing machines of the 1950s may have had more
style, but modern products are technically far better now than they were then.
Consumers can complain about designed-in obsolescence and unnecessary
sophistication of products with too many features that are never used, and
manufacturers may have started to take this into account, simplifying their features.
Consumers are also able to obtain and compare information about different products
more and more easily. Consumerism is a force that manufacturers increasingly have

to reckon with.

Text 2
Launching new products
1. Discuss these questions.
1 Which countries are strong in the consumer electronics industry?

2 Which companies do you know in that industry?
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3 What is the best electronic product you have bought, and why?

4 What Casio products do you know?

2. Read through the article below quickly to find this information.

1 three examples of problems for the Japanese consumer-electronics industry
2 four examples of Casio's products

3 two examples of major players in professional photography

4 two of Mr Kashio's favourite expressions

5 three examples of rivals to Japan's electronics industry

A path to salvation through innovation
by Robin Harding

Kazuo Kashio has led Casio, the Japanese consumer-electronics company that
he founded with his three brothers, for 20 years.

Whatever problem is put to him, whether it is the yen's strength, the economy's
weakness or the collapse in Japanese mobile-phone sales, the energetic executive has
a single answer: launch new products.

"For us as a manufacturer, whether conditions are good or bad is all decided by our
products, and our strategy is to make sure as many of them as possible are new," he
says. Casio plans to replace 50 per cent of its products in the second half of the year.
That strategy amounts to an attempt to maintain sales by taking a larger share of a
shrinking market. Challenged as to whether that is possible, given that rivals are not
only racing to launch new products but also cutting prices, Mr Kashio argues that
Casio's products are unique enough to do it.

This confidence in his products is typical of Mr Kashio. He often says that his
long years of selling make him a keen judge of whether a new product will succeed.
He perks up considerably when given the chance to praise his gadgets, such as radio-
controlled watches that pick up a broadcast signal to set the time, and the toughened
G-Shock brand, which redefined watch design.
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A source of pride at the moment is Casio's family of high-speed "burst" digital
cameras, which can take up to 60 shots a second after the photographer presses the
button.

With such a camera, Mr Kashio says, a photographer can catch the precise
moment at which a batter hits a baseball and judge instantly whether a runner was
safe or out. The product has taken Casio into the professional photography market,
which is dominated by Canon and Nikon.

Two of Mr Kashio's favourite phrases sum up the family's approach to research
and development. One is to resist "preconceived ideas" of what a device should do
and how it should do it; the other is "from zero to one", to describe how Casio creates
something that did not exist - such as the electronic calculator that started it all in
1957 - from scratch.

Mr Kashio argues that Japan's electronics industry can stay ahead or its rivals
in Taiwan, China and South Korea if it keeps innovating.

His hopes for the future are those of a family company: to maintain Casio's

stability and to keep the new products coming.

3. Read the article again. Then decide whether (according to the text) these
statements are true (T), false (F) or not mentioned (NM).

1 The Casio Tower is located in the Shinjuku district of Tokyo.

2 Mr Kashio's answer to the problems he faces is to launch new products.

3 Casio's rivals are focusing mainly on cutting prices.

4 Mr Kashio is confident about the company's financial position, as it has no debt.

5 Mr Kashio says he is good at deciding whether a new product will succeed, because
he has a lot of experience of selling.

6 Mr Kashio is proud of Casio's high-speed 'burst' digital cameras.

7 Casio dominates the professional photography market.

8 Mr Kashio's main hope is that Casio will make more and more profits.
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4. Work in groups of three or four. You have a very large budget to launch a

product of your choice in your country. How would you launch the product?

V. Listening Comprehension

1. Four people were asked the question "What is the best thing you have ever
bought?* Listen and, for each speaker, note what the product is, and why they

think it was a great buy.

2. James Wallman is Editor of LS:N, a lifestyle news network which follows
trends and innovations in the retail and technology sectors. Listen to the first
part of the interview and complete his notes for answering the question "What
makes a product great?’.

1 It should be easy to

2 It should solve a or fulfill a (example:

).

3 It should be : and make your life

and make things

3. Listen to part one and complete the table with words that James Wallman

uses.

Noun Adjective

intuition

simplicity

obviousness

essence

function

help

4. Complete these sentences with adjectives from Exercise 3 above, choosing the
correct alternative. (The numbers in brackets refer to those in the table above).
1 It's not very pretty, but it really works - it's just very (3orb5)
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2 You can just start using it. You don't have to spend hours reading the manual - it's

very (1 or6)

3 1t's so to use - just push the button. (2 or 4)

4 1t's like having another pair of hands - it's so in the kitchen. (1 or 6)

5 When you see it, it's how to use it. (2 or 3)

6 Every home should have one - it's (4 or 6)

5. James was asked which product of recent years has been the most exciting.
Listen to the second part and correct the three mistakes in this summary of what
he says.

It's the Testa Roadster. This is the new gas vehicle which goes from 0 to 60 mph in
34 seconds. | drove one from Paris to Cannes, and it was very exciting. The response

from the accelerator is instant.

6. Listen to the third part and answer these questions.

1 What product does James expect to see in the near future?
2 What does he sometimes not like about driving?

3 Where does he not like driving?

4 Which companies are mentioned?

5 What is the comparison with the 747 plane?

7. Complete the answers to these questions with appropriate forms of
expressions from parts two and three.

1 Is the Testa petrol-driven? - No, it's e

2 Is there a delay when you press the accelerator? - No, there is no |

The response is a [

3 Do you have to press the brake for the car to slow down? - No, you just
r your foot from the accelerator.

4 Does James Wallman like driving in cities? - No, he says it can be b
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5 Have companies already invested in driverless cars? - Yes, he mentions three

companies that have already p m into this.

6 Are some cars already driverless? - No, but some cars are s from

being completely controlled by the driver to being partly controlled by computer.
7 What will driverless cars allow you to do? - In the future, you will be able

h 0 control of your car so the computer does all the

driving.

8. Listen to the final part and complete this information about James Wallman.

his favourite product

the colour of this product

his job

what he is writing

uses Skype to talk to friends in which
places?

9. Listen to the final part again and complete these extracts.

It connects me to 1) because obviously | have 2) at home.
When | go to a 3) I have Wi-Fi, | take it with me when | go on
4) and | go to places that have Wi-Fi.

So for me, my 5) and its connection to the 6) and its
connection to 7) around the world, makes it invaluable and makes my
life more 8) and more 9)

10. Correct the mistake in each of these sentences, using forms from part four.
1 The new iPad is really attractive - it looks well.

2 I'm writer and | need a computer for work - the iPad is ideal.

3 I read a lot - at the moment | read a novel by Paulo Coelho.

4 Every time | go to a Wi-Fi cafe, it link me to e-mail.

5 I'm in constance contact with my friends around the world.

6 My iPad gives me access to a wealthy of information on the Internet.

7 It makes my life more connected and more funny.
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VII. Skills “Presenting a product”

1. Listen to a sales manager presenting a product to some buyers. Which of these

adjectives does she use?

attractive elegant energy-saving fashionable flexible high-quality
popular practical reliable robust sturdy stylish user-friendly

versatile well-designed

2. Listen again to the presentation. How does the sales manager describe the
product? Complete these words and phrases with between one and three words
In each gap.

1 It has several special

2 As you can see, it's stylish, and elegant.

3 It's made of and is very sturdy.

4 1t weighs approximately 12 kilos, but it's very strong and

5 What about its main ?

6 Well, it's very in terms of power and exceptionally quiet ...

7 Now, a word or two about its for the user.

8 And because the machine's so , it can make cubes of different sizes.
9 It's fairly compared with other models. The is around
€320.

10 It comes with a full five-year on parts and labour.

3. Work in small groups.

1 Think of an innovative new product you would like to launch. Prepare a short
presentation about the product. Consider its main features and benefits for the user.
Use the headings in the Useful language box below to help you structure your talk.
2 Form new groups and present your products to each other. Answer any questions

that you are asked about them.



INTRODUCING THE PRODUCT
This is our new product.

I'm going to tell you about our
new product.

Useful language

STATING THE PRODUCT’S USES
It's ideal for travelling.

It's designed to be used with any type
of material.

It’s for people who like giving parties.

REFERRING TO BENEFITS
It saves people time/money.
It’s easy to use.

It makes the user look good/
professional.
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DESCRIBING THE PRODUCT It’s perfect for making different sizes

Let me tell you about its special of ice cubes. INVITING QUESTIONS

features. Does anyone have any questions?
It's made of leather /wood/ steel/ LISTING SELLING POINTS Would anyone like to ask a question?
aluminium.

What about its main selling points?
It has several special features.

It has a unique design.

It's economical/quiet/energy-saving.
It's great value for money.

Any questions?
Itweighs approximately 16 kilos.

Its dimensions in centimetres/metres
are: ...... high...... wide ...... deep.

It comes in a wide range of colours.

VI1I. Self-directed work

Reading 1

Read this article from the Financial Times by Andrew jack and answer the questions.

Before you read
Do universities work with companies in your country to develop new products? If so,
give some examples (perhaps by doing some research on the Internet). If not, give

some reasons why.

GSK looks to universities for new drugs

By Andrew Jack
Glaxo Smith Kiine aims to start working this year with university superstar
researchers” in long-term partnerships to help develop medicines more effectively
and cheaply. The aim is to work closely with leading medical researchers over a
decade, all the way to the launch of a new drug. This will allow GSK to use its
knowledge while providing the university researchers with investment that will be

more than paid back if a new drug is successful.
While big drug companies have often licensed ideas from universities and

then take full control, GSK wants instead to continue working with leading
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medical researchers who prefer to remain in their current jobs rather than become
employees of a biotechnology company.

Patrick Vallance, senior vice president for drug discovery and
development at GSK, said: "We want partnerships that allow university
researchers to work all the way through to the end of the project, getting a big
reward if a medicine is launched." The move comes as the UK pharmaceutical
group cuts back on expensive but unproductive in-house research and attempts to
change from investment in their own research centres towards partnerships with
outside developers.

GSK has recently signed a contract with Professor Mark Pepys, head of
medicine at the Royal Free and University College Medical School in London,
designed to develop a treatment for a rare form of heart disease. Mr Vallance said
he planned to sign 10 such deals this year. Under the agreement, Prof Pepys’
company Pentraxin Therapeutics receives a small upfront fee allowing GSK to gain
an exclusive licence for his experimental drug when it is launched. "It's a wonderful

idea," said Prof Pepys. "This new partnership with GSK is very exciting."

Exercises

1. Look through the whole article. Is it about finding new drugs in:
a) the Amazon jungle?

b) university laboratories?

c) drug companies' laboratories?

2. Look through the whole article and find the names of:
a) a pharmaceutical company.

b) someone who works for it.

¢) his job title.

d) a university researcher.

e) his job title.

f) the university department that he works for.
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g) a company that he has started.

3. Find words in paragraph 1 that mean the following.

a) a noun for someone who is very famous in their profession s

b) an adjective that means 'over a long time' | -t

¢) a plural noun for people working together p

d) an adverb to say that something is done in a good way e

e) an adverb to say that something is done without spending a lot of money

C

f) an adverb to describe the way that people work together ¢

g) a noun for the time when a new product is sold for the first time |

h) a noun for a period of 10 years d

1) aword ending in -ing that means 'giving' p

J) an adjective to say that the result of something is good s

4. Read paragraph 2 and decide if these statements about expressions are true or
false.

If...

a) a company licenses ideas from a university, it pays the university to use them.

b) you take full control of something, you share control with others.

c) you prefer x rather than y, you like y more.

d) you get a reward for something, you get money, etc. for the work that you did on
it.

e) a company cuts back spending on something, it increases the amount that it spends.
f) work is unproductive, it gets good results.

g) you attempt to do something, you try to do it.

5. Complete the table with words from the text, in the form they are used in the

article.
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Verb Noun

Control

Discover

Develop

Treat

Plan

Agree

License

6. Now match the nouns in Exercise 5 to their meanings.

a) a way of curing a disease

b) when you pay for the right to use someone's ideas in a product
¢) when two or more people decide to work together on something
d) the power to make someone or something do what you want

e) a series of actions, etc. to achieve a result

f) making or improving something

g) finding something new

Over toyou 1
Should the purpose of universities be more for a) teaching, b) pure research, or

c) research to develop new products? Give your reasons.

Over to you 2

Which possible new products could these university departments be involved with
developing?

* Engineering

¢ Chemistry

 Linguistics

Reading 2
Read this article from the Financial Times by Sarah Murray and answer the

questions.
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Before you read
Returns are products that are sent back to the manufacturer or supplier because they
don't work or because customers have changed their minds. How often do you return

products a) to shops and b) to online retailers? Is it easy to do this?

Hidden beauty of the “uglies”

With computers, transport managers can pack a truck so that only the minimum
of space is left empty. They can work out exactly how to fill the vehicle with goods
ready for market. But what about transporting the "uglies” - the boxes of different
shapes and sizes containing broken and unwanted products - back to the
manufacturer?

Martin Patten, manager of the technology programme for Europe at Cisco
Systems, the computer equipment supplier, says, "You can't use space on trucks in
the best way for returns because people might use different wrapping or put things in
bigger boxes." Worse, products usually need to be collected from all sorts of different
places. As a result, it can cost four times as much to take something back as to send it
out.

One factor behind increasing return rates is the growth in online retailing.
"With online shopping there's an attitude of ‘I’ll buy it and, if I don't like it, I’'ll send
it back’," says Jonathan Wright, a senior executive in Accenture's global supply chain
consultancy. “With Internet sales, up to one in five products gets sent back, which is
huge.”

"Moreover, if that process is inconvenient, shoppers can go to other online
retailers for their purchases. "If returning products is not customer-friendly, it's going
to hurt the retailer's business,” says Scott Harkins, vice-president of product
marketing at FedEX.

However, an even bigger challenge is on the way. European Union law now
requires manufacturers and importers of electronic goods to collect and so recycle
them at the end of their lives. "The transport of goods after the sale of the product is

now as important as it is before the sale, and that's a huge change,” says Mr Wright.
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Exercises
1. Look at the headline and look quickly through the whole article. What are
‘'uglies'? Why do they have this name?

2. Complete these statements with expressions from paragraphs 1 and 2.

a) Ifyoup a truck, you put goods on to it.
b) If you calculate how to do something, you w 0 how to
doit.

c) In speaking and writing, you can introduce a new idea with ‘w

a "

d) Products that are sent back to the supplier or manufacturer are called

r

e) Material used to protect and contain a product is its w

f) If you take something from a particular place, you c it
from there.

g) If companies transport goods for delivery, they s them
0

3. Read paragraphs 3 and 4 and decide if these statements are true or false.

a) Customers are sending more products back because of poor quality.

b) People shopping online buy things knowing that they can always send them back.
¢) The percentage of goods bought online and returned is not very big.

d) Sending things back is always easy, so there is no competition between online

retailers on this.

4. Choose the alternative with the closest meaning to the expression in italic.
1) Moreover, if that process is inconvenient, ...

a) But

b) Then

¢) In addition



205

2) ... shoppers can go to other online retailers for their purchases.

a) the things that they buy

b) the things that they sell

c) the things that they return

3) "If returning products is not customer-friendly ...

a) easy for customers to use

b) hard for customers to use

¢) difficult for customers to use

4) ... it's going to hurt the retailer's business," says Scott Harkins, vice-president of
product marketing at FedEx.

a) help

b) support

c) damage

5) However, an even bigger challenge is on the way.

a) And

b) But

c¢) Although

6) European Union law now requires manufacturers and importers of electronic
goods to collect and recycle them at the end of their lives.

a) forces

b) needs

c) allows

7) "The transport of goods after the sale of the product is now as important as it is
before the sale, and that's a huge change," says Mr Wright.

a) they sell

b) they are sold

c) they are selling

5. Look through the whole article again. Which two of these things are not

specifically mentioned in relation to returning goods?
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a) The cost of fuel for trucks.

b) The difficulty of packing returned goods on trucks.

¢) Returning goods bought online.

d) The difficulty of arranging a convenient time to collect things.

e) New EU rules on recycling.

Over toyou 1
With Internet sales, up to one in five products gets sent back, which is huge. Does

this figure surprise you? Why? / Why not?

Over to you 2

Online shopping for clothes has grown very quickly in recent years. Will this growth
continue, or will there be a natural limit to it? Think, for example, about:

« the difficulty of choosing the right clothes.

» problems in returning them when they are not suitable or the wrong size.

Reading 3
Materials and suppliers

Dryden makes vacuum cleaners. It takes raw materials like steel and plastic
and makes some of the components or parts used in its products. Other components
are made by other companies.

Materials and parts are just some of the inputs. The others are labour (workers
and managers) and capital (money). Knowledge is also important because Dryden is a
leader in vacuum technology.

Vacuum cleaners that are being made are work-in-progress. At any one time,
Dryden has goods worth millions of dollars in its factories and warehouses: the
products that have been made - its finished goods - and materials and components.

Quantities of raw materials, components, work-in-progress and finished goods

in a particular place are stocks.
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Dryden receives materials and components from about 20 companies, its
suppliers or partners. The company is doing more subcontracting: using outside
suppliers to provide components and services. In other words, it is outsourcing more,
using outside suppliers for goods or services that were previously supplied in-house:
within the company.

Of course, it costs money to keep components and goods in stock: stocks have
to be financed (paid for), stored (perhaps in special buildings: warehouses) and
handled (moved from one place to another). So Dryden is asking its suppliers to
provide components just-in- time, as and when they are needed. This is part of lean
production or lean manufacturing, making things efficiently: doing things as quickly

and cheaply as possible, without waste.

Exercises
1. Match the sentence beginnings (1-4) with the correct endings (a-d). The

sentences all contain words from the text.

1 Computer manufacturer XL is cutting

back on in-

a) contractors’ maintenance work is

worrying train operating companies

2 The poor standard of some sub

b) suppliers are causing delays in

production, the Azco group claims.

3 Retail giant Sharks Ltd have decided to

out

c) house production work in a bid to

reduce costs and increase efficiency.

4 Late deliveries from outside

d) source canteen and cleaning services,
to focus better on its buying and selling

activities.

2. Replace the words in brackets with the correct forms of words from the text.

1) Let’s get the materials in (only when we need them) to keep costs down.

2) It’s difficult to find the right (special buildings) to put our finished goods in.

3) You’ll have to decide well in advance how to pay (for all this).

4) It’s very important that we (keep) these components at the right temperature.
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5) There must be a (quicker and cheape) method than this!
6) They want to introduce a system of (making things efficiently).

Over to you

What are the advantages and disadvantages of:
- outsourcing?

- using outside suppliers?

- asking for components ‘just in time?

- lean production?

Reading 4

Product and service types
Raw materials - such as cotton, gold and oil - are used to make, or
manufacture, other products. A group of related products made and marketed by a
manufacturer is a product line. There is usually a logical grouping of products - for
example, Faber-Castell produce writing instruments, both high quality pencils for
children and adults, and also high quality pens. A product type is a group of products
offered by different companies which are technically similar. However, there will be
variations in terms of price, appearance and marketing. A good example is cosmetics
and make-up. A product class is a group of products that may be considered as
substitutes for one another. H&M and Zara clothes are in the same class. Christian

Dior is the same product type but nor in the same class.

Types of products or goods:

Convenience / fast moving | products with a high turnover and relatively low
consumer / consumer packaged | price, such as table salt or shampoo

goods

White goods major household electrical goods which are

usually white, such as freezers, washing machines
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and dishwashers

Brown goods

major household electrical goods that are not
usually white, such as camcorders, televisions and

DVD players

Perishable goods

goods that have a limited shelf life and must be
consumed relatively quickly, such as fresh fruit,

fresh meat and eggs

Durable / hard goods

goods that last for a long time - they cannot be
easily worn out or used up, such as cars, furniture

and white goods

Nondurable / soft goods

goods that are used up or last for less than three
years - for example, perishable goods, consumable

supplies such as CD ROMs, or ink for a printer

Green products

products that are not harmful for the environment

Generic products

products sold without a brand name, usually in a
supermarket or in a pharmacy as alternatives to

brand name drugs

Healthcare products

products that are beneficial for your health and

well-being - for example, vitamins and plasters

Types of service

A service is a non-material good, provided by a company or an individual.

Common service types, are:

- childcare (childminders, kindergartens);

- financial (banking, real estate);

- consulting (business and financial advisors);

- risk management (insurance and security);

- cleaning and maintenance (office cleaners, gardeners);

- education and training (private schools, adult colleges);

- healthcare (doctors, hospitals);

- hairdressing (small salons and large groups);
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- telecommunications (mobile phones, fixed lines);
- entertainment (cinemas, theatres);
- tourism (hotels, airlines);

- marketing and advertising (consultancies and agencies).

Exercises
1. Complete the magazine article. Look at the text to help you.
Artificial diamonds may outsparkle genuine articles
Diamonds, one of the world’s most beautiful and sought-after

1) are now facing stiff competition from artificial gems.

Apollo Diamonds, based in Boston, and Florida-based Gemesis both

2) artificial diamonds with equipment that replicates the high
pressure and temperatures found within the earth. This new 3) IS
attracting interest from jewellers and 4) of semi-conductors.

De Beers Diamond Trading Company denies claims that the artificial diamonds

are in the same 5) as natural diamonds. Natural gems ‘have a mystique

and an emotional value to them with which synthetics can never compete’, said

Gareth Penny, of De Beers.

2. Make word combinations with goods and products using words from the box.
One word can be used twice. Then match the word combinations with the

pictures (1-7) below.
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Unit 8 New business

‘Three components make an entrepreneur: the person, the idea and the resources
to make it happen’
Anita Roddick, British founder of the Body Shop

|. Topical Vocabulary

1 | balance of trade

TOPTiBeIbHUIA OaJlaHC

2 | exchange rate

KYpPC BJIIOT

3 | foreign investment

1HO3EMHI 1HBECTHIII1T; IHBECTHIIIT 3a
KOPJOHOM; KaITiTAIOBKJIAJICHHS 32
KOPJIOHOM

government bureaucracy

ypsiioBa GIOPOKpaTist

inflation rate

TeMnu 1HOIIT

interest rate

BIJICOTKOBA CTaBKa

labour force

poboua cuia; mpaiBHUKK; KaJIpy

tax incentives

MMOJATKOBI NUIBI'H

OO |NO® O~

foreign debt

30BHIIIHIN OOpT; 30BHIIIHA
3a00pProBaHICTh

10 | public expenditure

CYCIUJIbHO-IEp>KaBHI BUTPATH,
BUTPATH Ha JIEPKaBHI HYK]IU

11 | recession

crniaj, 3HWKEHHS (111H, TOTUTY,
BUPOOHMIITBA TOLIO)

12 | subsidy

I'POLIOBE ACUTHYBaHHSA, CyOCH 1S,
JoTaris

13 | trade deficit

TOProBui AeQIUUT

14 | trade surplus

aKTUBHUI TOPTiBEIHHUI OaaHc

15 | taxes

MMOJIaTKKU

16 | transport links

TPAHCIIOPTHUN KaHAJI

17 | cheap rents

HHM3bKa KBApTILJIATa

18 | strong currency

cTa0lIbHA BAJIFOTA

19 | government grants

Jiep KaBHA JIOTAallis; Iep>KaBHA
CyOBEHIIisl; TPAHT; ypsioBa CyOCH s

20 | easy access to credit

JIETKUHW JOCTYM 10 KPEAUTIB

21 | mining

ripHAYa CIIpaBa; TipHUYA
ITPOMUCIIOBICTh

22 | consumer prices

CHO>KUBYI I[IHU

23 | public spending

Jiep KaBHI BUTpaTH

24 | consumer spending

BUTPATH CIOKMBAYIB

25 | founder

3aCHOBHHK, yHIATOD

26 | reduction

SHU)KCHH:A, SMCHIICHHS, CKOPOYCHHA

27 | fractions

podu

28 | decimals

JIECSITKOBI JIpoOU
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29 | percentages BIJICOTKHU
30 | minimum wage MiHIMaJIbHA 3ap00iTHA MJIATHS
I1. Starting up

1. Discuss these questions.

1. Would you like to start your own business? Why? / Why not?

2. What conditions are important for people starting new businesses? Choose the
three most important from this list. Can you think of any others?

* low taxes * good transport links  « skilled staff e training courses

* low interest rates * high unemployment ¢ cheap rents

e astrong currency e« ahealthy economy ¢ government grants

» a stable political situation * easy access to credit

2. Many economies contain a mix of public- and private-sector businesses. Think
of companies you know in the areas below. Which are public-sector companies,
and which are private-sector ones?

* postoffice ¢ railways « television * water * energy °* telecoms

* cars * banks ¢ newspapers ¢ airlines ¢ roads ¢ mining

3. Many companies in the UK have been privatised. What are the trends in your

country? Talk about the business sectors in Exercise 2.

I11. Vocabulary and Speech Exercises

1. Match the economic terms (1-10) to their definitions (a-j).

1. interest rate a) total value of goods and services
produced in a country

2. exchange rate b) percentage increase in prices

3. inflation rate c) cost of borrowing money

4. labour force d) price at which one currency can buy
another
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5. tax incentives e) percentage of people without jobs

6. government bureaucracy f) the number of people working

7. GDP (gross domestic product) g) tow taxes to encourage business
activity

8. unemployment rate h) money from overseas

9. foreign investment 1) official rules/ regulations/ paperwork

10. balance of trade j) difference in value between a country’
imports and exports

2. Try to complete this economic profile without looking back at the terms in
Exercise 1.
The economy is stable following the problems of the past two years. By

following a tight monetary policy, the government has reduced the 1) i

r to 2%. For borrowers, after going up dramatically, the 2)
[ r Is now down to 8%. The last six months have seen a slight
improvement in the 3) e r against the dollar.

For the country as a whole, the 4) G has grown by 0.15%. Exports
are increasing, and the 5) b of t Is starting to took much
healthier.

In terms of jobs, the 6) u r continues to be a problem,

as it is still 16%. In order to stimulate the economy and attract 7) f
[ from abroad, the government is offering new 8) t

[ , as well as making a renewed effort to reduce 9) g

b and red tape. Finally, a large skilled 10) | f

means there could be attractive investment opportunities over the next five years.

3. Think about some of the economic terms you looked at above in relation to
your own country. Which do you think are going up / going down / staying about
the same? Also consider the following:

« consumer prices (the price of things in the shops)

* public spending (the money the government spends)

* consumer spending (the money people spend)
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4. What do you think are the biggest economic problems in your country at the
moment? What do you think the government's priorities should be? Talk to a
partner about your ideas.

5. Write a short paragraph about the economic profile of your country.

6. Complete each sentence with an appropriate economic term from the box.

balance of trade exchange rate  foreign investment tax incentives
government bureaucracy  gross domestic product (GDP)

inflation rate  interest rate  labour force unemployment rate

1) If you plan to borrow money, you will want to know the

2) In countries where the is high, young people tend to study more.
3) How many yen to the euro? Do you know the , by any chance?
4) According to a recent survey, 12 per cent of the are earning less

than the minimum wage.

5) So many forms to fill in just to import one photocopier! Nobody needs all this

6) The higher the of a country, the richer its people are.

7) When the value of a country's exports is greater than the value of its imports, we

say that the is ‘favourable’.

8) Prices increased again last month so the rose to 5.3 per cent.

9) Less government bureaucracy will encourage

10) The government is offering attractive to encourage foreign

investment.

7. Match the economic terms (1-6) to their definitions (a-f).

1) foreign debt a) the total amount of money spent by a
government on schools, roads, the army,
etc.

2) public expenditure b) money that a country owes to lenders
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abroad

3) recession

c) situation when a country sells more
goods to other countries than it buys from
other countries

4) subsidies d) situation when a country pays more
money for imports than it gets from
exports

5) trade deficit e) money that a government pays to make

something cheaper to buy

6) trade surplus

f) a period when trade and business
activity decreases

8. Complete the sentences with economic terms from exercise 7.

1) To help farmers, the EU has given out millions of euros in agricultural

2) The country was able to repay some of its loans from abroad and so reduce its

3 Industrial production is still decreasing. It seems that the country is heading for a

IV. Reading Comprehension

1. Which new business has impressed you most in the last six years? Why did it

Impress you?

2. Work in pairs. Student A, read Article A. Student B, read Article B. Make

notes in this chart.

Article A Article B

name of new business

name of founder

age of founder

age of business at time of writing

location of new business (city and
country)

number of employees

what the new business is/does
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Article A

Internet whiz-kid’s discount idea makes billions in two years
by Jonathan Birchall

Andrew Mason studied music at university, where he dreamt about making his
riches as a rock star. Instead, the 29-year-old decided to set up an Internet business
that offers discounts on everything from restaurant meals to hair transplants and yoga

classes. The big idea is about to turn him into the latest web billionaire.

Google is preparing to buy Groupon, his two-year-old company, for $5.3 billion,
according to reports. The proposed deal will put Mr Mason in a group of young
Internet billionaires including Mark Zuckerberg of Facebook and the Google

founders, Larry Page and Sergey Brin.

The site offers vouchers named “Groupons” that can be spent at participating
retailers. Every user gets a discount offer based on his or her location and profile, but
these huge discounts expire unless enough people sign up. The trend, described as
"social buying”, has spread rapidly across the Web, and Groupon was described by

Forbes as "the world’s fastest-growing company".

Its explosive growth and healthy profits have convinced Google to dig into its
deep pockets. It is believed to have started its bidding at $3 billion, a price that has

been steadily rising over the past few weeks.

Mr Mason appears to be a man who knows his worth. In April, it was reported
that he turned down a $2 billion offer from Yahoo, because the valuation was too

low.

Groupon employs about 1.000 people, mostly based in Mr Mason's home town of
Chicago. It is active in more than 80 countries and is growing at the rate of 10 per

cent a week by adding new users through Facebook and Twitter.
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Article B
Help with exports
by Peter Marsh

Scattered around the world are many thousands of “micro-manufacturers” of craft
items such as jewellery and handbags, often offering high standards of design and
quality. Most, however, have little idea of how to sell their products in international
markets.

At the same time, retail outlets are eager to get their hands on products that look
new and different - but find it difficult to discover them.

Just over a year ago. Sandra Felsenstein, a 27-year-old former industrial engineer,
decided to start a business that would try to link these two groups. Her approach was
to find a series of high-quality manufacturers in her native Argentina - a country with
a good reputation for design, yet poor connections to the rest of the craft trade
worldwide - and link them with shops and distribution companies elsewhere.

Dinka, the four-person company she founded in Buenos Aires, is now showing
signs of success. Ms Felsenstein has organised links with 30 Argentinian companies
that have agreed to let Dinka promote their goods in export markets. Under these
deals, Dinka will find buyers for their products and handle shipments and customs
formalities in exchange for a proportion of sales revenues.

She has laid the foundations, too, for establishing a network of retail outlets in
other countries, arranging connections with retailers in Chile, Peru and Ecuador as a
first step, while signing up a distributor in Austin. Texas, that she: hopes will help
them enter the potentially large US market.

Ms Felsenstein says she is also "exploring several opportunities” for finding
retailers in Europe - particularly in Spain, Italy, Germany and Switzerland - where

she thinks sizeable sales could be established for Argentinian-made goods.

3. Note down two other interesting pieces of information about your article.
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4. Give your partner an oral summary of your article, then take notes as you

listen to your partner's summary.

5. Work in groups of three or four. Think about a business you could start as a
group. Consider these questions.

1. What kind of business would it be?

2. Which country and city would you like to locate your new business in? Think of
the factors mentioned in Starting up, Exercise 1.

3. What do you already have as a group? Think about skills, experience and contacts.
4. What other strengths do you have? What about your gaps?

5. What difficulties do you think you may face? How will you overcome them?

V. Listening Comprehension

New business
1. Abdirashid Duale is the Chief Executive Officer of Dahabshiil, a global
money-transfer company. Listen to the first part of the interview and answer
these questions.
1. How many countries does the company transfer money to?

2. Dahabshiil helps four types of people or organisations. What are they?

2. Listen to the second part and complete these notes.
All successful new businesses have to:

*haveal)

* have a 2)

* know how they are going to 3) that vision

* motivate their 4)

* keep their customers 5)

* maintain their 6) with their customers
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 make sure that the customers are happy with their 7)

 manage the difference between their income and their 8)

3. Listen to parts one and two and match the verbs with the expressions that

follow them.

1 transfer that vision

2 send their staff

3 have money

4 reach a vision

5 motivate money

6 maintain more profit

7 make their relationship

4. Complete these statements with appropriate forms of expressions from part
two.

1) If you have an idea about what something will be like in the future, you have a

2) If your customers are , they keep coming back to you.
3) Is the money you make from sales.

4) A customer's are what he or she needs.

5) Satisfied customers are customers.

6) A company's costs are its

7 A company is one that has gone out of business.

5. Susan Barratt, the CEO of Nature's Way Foods, talks about the advice she
would give to anyone starting their own business. Listen and complete this
extract from the audio script.

| hope they've got lots of 1) . | think it is difficult and quite

hard 2) , and needs a significant level of commitment. | think it's

really, really important to make sure you understand the 3) and who




220

your customers are going to be. And how you differentiate yourself, or make yourself

different, from any of your 4) in that marketplace.
People will only go to you and buy your 5) or your service if
they feel it is added 6) over and above what they can get elsewhere,

or something they can't get elsewhere.

So, for me, understanding the market and the 7) Is absolutely

critical to the success of the business. The other key thing is that you've got sufficient
8)

6. Listen to part three. Match the things that Susan Barratt mentions (1-6) with

the quotations (a-f) from someone starting their own company.

1 energy a) 'I'm not going to give up easily.’

2 commitment b) 'l never feel tired.'

3 making yourself different c) 'We've carried out a big market
survey.'

4 added value d) 'We've got €100,000 in the bank in
case there are any problems.’

5 understanding the market e) 'We offer something that none of our
competitors offer.’

6 cash f) 'Our product will save customers
€3,000 a year. Competing products only
save customers about €1,000.'

7. Listen to part three again and find adjectives that mean the following.

1 noteasy d

2noteasyh
3 very high s

4 not the same d

5 extremely important c

6 enough s

8. In groups, discuss these questions

1. What sort of problems do new businesses face?
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2. What advice would you give to someone starting their own business in your

country?

VI. Skills “Dealing with numbers”

1. Say these numbers. Listen and check after each group.

1. a) 362 b) 1,841 c) 36,503 d) 684,321 e) 4,537,295
2.a) 35 b) 2.89 c) 9.875

3.2)3/4 b) 1/8 c) 61 d) 1/2 e) 2/3
4.2)15% b) 50% c) 97% d) 100%

5.a) £80 b)$5,800 «¢) €150,000  d)€20,000

. Try to answer these questions.

. What is the population of your a) country? b) city?

. How many people work for your company | study at your institution?
. What is the average salary in your country?

. What is the current inflation rate?

. Approximately how many people are unemployed?

. What is the interest rate for savings?

. What fraction of their income do you think people spend on living costs?

o N o O B~ W N P DN

. What percentage of your income do you spend on transport?

3. Listen to four extracts from a radio business-news programme. Underline the

numbers you hear.

1.a) Inflation rate:
b) Unemployment:

2. a) Profits increase:
b) Sales increase:

3.a) job losses:

b) Workforce reduction:

2.0%/ 1.2%

1,258.000 / 1.500.000
$1.8 billion / $1.8 million
80% / 18%

1/311/4

15,000/ 5,000
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4. a) Interest rate reduction: 0,5%/ 1,5%
b) Economic growth: 2,8%/ 1,8%

4. Work in pairs. You work for a marketing department, which is launching a
new range of mobile phones in an overseas market. You are gathering statistical
in formation.

1. Ask each other questions to complete your charts.

2. Discuss which are the best markets to launch the new range of phones in.

Student A

Ask and answer questions to complete the information in these charts.
EXAMPLE: A: What'’s the population of Tokyo?

B: Thin“y-;ix point seven million OR Thirty-six million, seven hundred thousand.

Biggest cities % of households with | Oldest populations Cars per 1,000 people
(population in millions) Internet (2008) (% aged over 60)

1 | Tokyo, Japan |....... 1 |SouthKorea [94.3 |1 |Japan = |....... 1 |lceland |.......
2 | Delhi, India 22.1 |2 | Iceland 87.7 | 2 | Italy 26.7 | 2 | Luxembourg | 664
3 | Sao Paulo, Brazil |....... 3 | Netherlands |....... 3 |Germany  |....... 3 | New Zealand | 656
4 | Mumbai, India 20.0 |4 |Sweden  |....... 4 | Sweden 25.0 |4 (Italy ...
5 | Mexico City, Mexico | 19.5 |5 | Norway  |....... 5 | Finland 24.7 |5 | Brunei 608
6 | New York, US — 6 | Denmark 81.9 |6 | Bulgaria  |....... 6 | Malta

Allfigures taken from The Economist: Pocket world in figures, 2011 edition (Profile 2010)

StudentB

Ask and answer questions to complete the information in these charts.
EXAMPLE: B: What’s the population of Delhi?
A: Twenty-two point one million OR Twenty-two million, one hundred thousand.

Biggest cities % of households with | Oldest populations Cars per 1,000 people
(population in millions) Internet (2008) (% aged over 60)

1 | Tokyo, Japan 36.7 |1 | SouthKorea |....... 1 | Japan 30.5 |1 |Iceland 669
2 | Delhi,India  |....... 2 |lceland  |....... 2 |Italy  |....... 2 | Luxembourg |.......
3 | Séo Paulo, Brazil 20.3 | 3 | Netherlands | 86.1 |3 | Germany 26.0 | 3 | New Zealand | .......
4 | Mumbai, India  |....... 4 | Sweden 84.4 |4 |Sweden  |....... 4 | Italy 609
5 | Mexico City, Mexico |....... S | Norway 84.0 |5 |Finland  |....... 5 |Brunei  |.......
6 | New York, US 19.4 | 6 |Denmark  |....... 6 | Bulgaria 24.5 |6 | Malta 559

All figures taken from The Economist: Pocket world in figures, 2011 edition (Profile 2010)
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Useful language

SAYING LARGE NUMBERS BRITISH AND AMERICAN ENGLISH PERCENTAGES
912,757,250 = DIFFERENCES 65% = sixty-five per cent
912 = nine hundred and twelve million, 320 = three hundred and twenty (BrE)

757 = seven hundred and Fifty-seven e hundred wenty (e ] CURRENCIES

thousand, 0= nought/oh (BrE) / zero (AmE)

£3,000,000 = three million pounds

250 = two hundred and fifty €16,000 = sixteen thousand euros

DECIMALS
FRACTIONS 1.25 = one point two five

0.754 = nought point seven five four (BrE)
zero point seven five four (AmE)
point seven five four (BrE/AmE)

5[; = five-sevenths  ?/s = two-fifths
'/, = ahalf 1/, = a quarter

VI1I. Self-directed work

Reading 1

Read this article from the Financial Times by Tim Bradshaw and answer the

guestions.

Before you read

When you use the Internet, do you sometimes look for new websites, or do you

always look at the ones you already know? Describe your Internet ‘behaviour'.

Web start-ups buy more TV advertising
By Tim Bradshaw

More and more, small Internet start-ups are advertising on television, often
within months of their launch. In the late 1990s, many of the Internet's biggest
brands - such as Google, Skype and Amazon - were built through word-of mouth,
without paying for offline ads. Today Google is advertising on TV and billboards,
and investors are encouraging more of their start-up companies to take advantage

of television.

Index Ventures invests in Internet start-ups. Saul Klein, a partner at Index,
says: "Once you have a clear sense of how much it costs you to get a customer and

the total lifetime value of that customer, you should start experimenting with as
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many different marketing channels as possible. "Recent e-commerce companies
appearing on UK TV include Spotify, the digital music service; Lovefilm, the
DVD-rental and online-video service; Glasses Direct, which sells spectacles;
Wonga, a loan provider; and Just-Eat, which let’s people order from local fast food

takeaways online.

Such companies started off by advertising on Google's search ads, which
allow an exact analysis of how much each ad cost and how much the visitor who
saw the ad went on to spend. But search ads are most useful when people know
what they are looking for - so for companies trying to build awareness for a new

kind of online service, TV ads can be more useful.

"Our goal on TV is to educate people that there is an alternative to the high
street,” says Kevin Corn its, chief executive of Glasses Direct. " Anyone can do an
ad online, but people trust TV." Mat Braddy, marketing chief at Just—Eat, buys TV
advertising to target younger people in early evenings and at weekends. "If you're
clever about it, you can advertise at the times of day when people make the

decision to eat," he says.

Exercises

1. Look through the whole article and find the names of:
a) three 'old' Internet companies.

b) a company that invests in Internet start-up companies.

c) someone who works for the investment company in b).
d) five new Internet companies.

e) people who work for two of these companies.

2. Find three forms of advertising in paragraph 1.

3. Complete these expressions with the correct prepositions.
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a) invest _ _ astart-up

b) experiment __  different things
c)appear TV

d) order something __ somewhere

e) start off __ doing something

4. Find expressions in paragraphs 2 and 3 that mean the following.

a) the total amount that a customer buys from a company

d) a type of bank
|___p_______

e) ready meals you buy somewhere and eat elsewhere

5. Correct these statements about the expressions in italic as they are used in

the article.
a) A goal is only something that happens in football.
b) If you educate people, this always happens in schools.

¢) If you have an alternative, you have no choice.
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d) The high street is in the same place as a shopping mall.
e) If you do an ad online, you read an ad on the Internet.

f) If advertisers target particular people, they do not want to reach them and

communicate with them.

6. Choose the best summary of the whole article.
a) Internet advertising will replace TV advertising in the long run.
b) TV advertising can be used to get people to look at particular websites.

¢) TV advertising is only useful to get people to order takeaway food online.

Over toyou 1

'People trust TV advertising." Is this true in your country? Why? / Why not?

Over to you 2

Would you use the Internet to buy any of the products / services sold by the

companies in Exercise 1, question d) above? Why? / Why not?

Reading 2

Read this article from the Financial Times by Luke Johnson and answer the

questions.

Before you read

An entrepreneur is someone who starts a new business, or a series of new

businesses. Are you / Could you be an entrepreneur? Why? / Why not?
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Rules of the game have been rewritten
By Luke Johnson

Entrepreneurs of the 21st century are different. The world of business has
changed a lot since | entered it in the 1980s, and the rules of the game have been
totally rewritten. An important factor has been the influence of the Internet. Many
start-ups are now online companies or use the Internet in some way. A 26-year-old
such as Mark Zuckerberg can create a community of 500 million users with
Facebook - employing just 1,000 staff. Facebook is also an example of how
investors are willing - sometimes - to back projects that have almost no sales
revenues, believing that a profitable business model will come later, as it did with

Google.

Every young company now uses social networking as one of its marketing
tools. An understanding of how to use Facebook, Twitter. Foursquare and the rest
Is important for the success of almost any brand targeted at the young. Each new
wave of technology is accepted very quickly. Things used to evolve much more

gradually in the past.

Start-ups are far more likely to be founded by graduates than they used to be.
In the past six years in the UK, there has been a 46 per cent jump in the number of
graduates describing themselves as self-employed. | am sure that will continue,
partly because comfortable jobs are much harder to get. Of course, many more
people attend university now; yet when | left Oxford, it was seen by many as

"wasting" a degree to want to create a business.

Women entrepreneurs are much more common than in the past, with almost
one in three UK start-ups in 2009 founded by a woman. Now women are much
more confident and ambitious in their careers, and there are plenty of role models

of successful women in the workplace.

Exercises

1. Put the paragraph headings in the correct order.
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a) Women entrepreneurs
b) The importance of social networking
c¢) Graduate entrepreneurs

d) Entrepreneurs and the Internet

2. Answer these questions about paragraph 1.

a) When did the writer arrive in the world of business?

b) What expression does the writer use to describe what has happened since then?
¢) What does the expression in question b) above mean?

d) Why has this happened?

e) Are all start-ups now Internet companies?

) How many people work at Facebook?

g) Why are investors willing to put money into companies with no sales revenues?
3. Choose the alternative with the closest meaning to the expression in italic.

1) An understanding of how to use Facebook, Twitter, Foursquare and the rest is

Important to the success of almost any brand targeted at the young.
a) made for

b) made by

c) presented to

2) Each new wave of technology is accepted very quickly. Things used to evolve

much more gradually.

a) stay

b) event

c) change

3) Start-ups are far more likely to be founded by graduates than they used to be.
a) people with degrees

b) people with a gradual approach to business
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c) people with doctorates

4) In the past six years in the UK, there has been a 46 per cent jump ...
a) fall

b) decrease

C) increase

5) ... in the number of graduates describing themselves as self-employed.
a) working for a company

b) working for themselves

¢) working hard

6) | am sure that will continue, partly because comfortable jobs are much harder to

get.

a) more difficult

b) easier

C) better paid

7) Of course, many more people attend university now;
a) wait for

b) go to

c) drop out of

8) ... yet when I left Oxford, it was seen by many as "wasting™ a degree to want to

create a business.
a) start

b) manufacture
c) invent

9) Women entrepreneurs are much more common than in the past, with almost one

in three UK start-ups in 2009 founded by a woman.
a) ordinary

b) often



230

¢) usual

4. Complete the table with words from paragraphs 2 and 3, in the form they

are used in the article.

Verb Noun
understand
succeed
target
jump
waste
creation

5. Now match the nouns in Exercise 4 to their meanings.

a) the act of starting something

b) the customers that something is made for

¢) when you achieve what you wanted or hoped for

d) when you do not use something in an effective way

e) when you know what something means, know how it works, etc.

f) when something is more than before

6. Imagine a different headline for the article. Choose the best alternative from

the following.
a) When | was a young man, business start-ups were easier
b) Thirty years of change in the world of entrepreneurs

¢) Graduate start-ups are the way to go

Over toyou 1

Is it possible nowadays to start a business that does not depend on the Internet in

some way? Explain your ideas.

Over to you 2




231

Do you think that university graduates are 'wasting' their degree if they start a

business? Give your reasons.

Reading 3
Teddy bear business
1. Biographical background

Margarete Steiff was bom in 1847 in Giengen in southern Germany.
Unfortunately, she contracted polio when she was a small child and as a result
spent the rest of her life in a wheelchair. Although she had many operations on her
legs, she never walked again. However, this didn't prevent her from having a

successful business career.
2. Key moments in a career / nature of work

After leaving school, she set up a small sewing workshop in her family's
home. Then, assisted by her brother she set up her own business and factory in
1877. Margarete always loved children, and so in 1880 she produced her first toy,
an elephant. It was an inslant commercial success. In 1902, her company produced
the first 'teddy' bear with moving joints. At first, it was less popular than the
elephant and sales were disappointing. However, eventually an American bought
3,000 bears at a trade fair in Leipzig. After the Steiff bear won the first prize at the
World Exhibition in St Louis, everyone wanted a teddy bear. In 1904 Steiff
introduced their trademark 'button in ear' and, in 1906 the teddy bear got its name:

it was named after US President Theodore (Teddy) Roosevelt.
3. Charitable actions

Over the years, the Steiff Company have produced a number of limited
edition charity bears. The proceeds from the sales of these bears go to support
charities and good causes such as the fight against polio, and the World Wildlife

Fund's (WWF) campaign to protect European brown bears.

4. Today
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By 1907 1,7 million toy animals were being made a year. During her life
Margarete's motto was 'Only the best is good enough for children." Although
Margarete died in 1909 at the age of 61, the Steiff Company is still going strong
today. The Steiff club for teddy bear fans began in 1992 and currently has over
45,000 members. In addition to this there are Steiff galleries and teddy bear trade

fairs across the world.

Exercises

1. Read the profile of Margarete Steiff, the inventor of the teddy bear, and put

the events below in order.

- set up sewing workshop;

- won first prize at the World Exhibition;
- contracted polio;

- went to school;

- named a bear after a US president;

- made a toy elephant.

2. The items in the box are useful for linking sections and putting events in

order. Answer the questions below about them.

then currently after (that) furthermore in the end
however unfortunately at the moment in addition

1) Which two items mean the same as now?

2) Which item means the same as eventually?

3) Which item is a more formal way of saying but?

4) Which two items are a more formal way of saying also?
5) Which two items tell you that something happened next?

6) Which item tells you that something bad happened next?
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Unit 9 Planning

‘People don’t plan to fail. They fail to plan’
Mark McCormack, sports agent and founder of IMG

|. Topical Vocabulary

1 | special occasion oco0JIMBa Ioais

2 | wedding BECIIIA

3 | pocket diary II0JICHHHUK

4 | memory aMm'siTh

5 |to remind HarajayBaTu

6 |tostick on HAKJICITH

7 | to estimate costs OpIEHTOBHA BAPTICTh; KOIITOPUCHA
BapTICTh; PO3PaXyHKOBA BApTICTh;
nepeadadyBaHa BapTiCTh

8 | to forecast sales nepeioavaT TOBapoooir

9 |to plan a meeting TUTAHYBATH 300pH

10 | to do research MIPOBOAUTH JOCIIIJPKCHHS

11 | to draw up a budget CKJIa/IaTh OFOJKET

12 | to overspend a budget MIEPEBUIITUTH OFOJKET

13 | to stick to a budget OyTH MPUB’A3aHUM JI0 OIOKETY

14 | to implement a plan pealli3oByBaTH IIaH, IPOCKT

15 | to evaluate a plan OLIIHIOBATH IUIaH, TPOCKT

16 | to stick to a plan OyTH MPUB’I3aHUM JI0 TUTAHY

17 | to arrange a meeting opraHizoByBatu 300pu

18 | to cancel a meeting CKacyBaTH 300pH

19 | to reschedule a meeting TIEPEHOCUTH 300pH

20 | to submit a report 3pOOUTH JIOTIOBIJIb

21 | shedule rpadik; IIaH; IporpaMa; po3KJaj

22 | to interrupt nepeObuBaTH, epepruBaTh

23 | to clarify MPOSICHATH(CS1); BHOCUTH SICHICT,
3'sICOBYBaTH

I1. Starting up

1. What do you think about when you plan these things?

1. a holiday

2. a special family occasion, for example a wedding

3. an ordinary working day/week



234

4. your career

2. Which of the following do you use to plan your day or week? Which do you
prefer? Why?

* desk or pocket diary

* electronic organiser

* writing on your hand * memory

* asking someone (e.g. your PA) to remind you
* watt chart

* smartphone

* notes stuck on board, desk, fridge, etc.

* computer program (e.g. Google calender, iCal)

3. Discuss these statements.

1. Making lists of things to do is a waste of time.

2. You should plan your retirement from an early age.
3. If you make a plan, you should stick to it.

4. There are some things you can't plan for.

I11. Vocabulary and Speech Exercises

1. Match the verbs in the box to the nouns below (1-5). Each word partnership

describes a way to plan effectively. Use a dictionary to help you if necessary.

collect consider do estimate forecast

1. costs

2. sales
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3. research
4. information
5. options

2. Match the verbs in Box A to the nouns in Box B. Make as many word
partnerships as you can.
A

arrange implement keep to meet prepare rearrange write

a budget adeadline ameeting aplan areport aschedule

3. A managing director talks about the planning of a new sales office in the
United States. Complete this text with nouns from Exercises 1 and 2. One noun
Is used twice.

Recently, we decided to open a new sales office in New York. First, | arranged a

1) with the finance department to discuss the project. We prepared a
2) with details of the various costs involved. Then we collected
3) about possible locations for the new office. We considered two
4) - one in Greenwich Village and the other near Central Park. After
doing some more 5) | wrote a 6) for the Board of Directors.

Unfortunately, we made a mistake when we estimated the 7) , as
the exchange rate changed, so we didn't keep within our 8) . We
overspent by almost 20 per cent. We had to rearrange the 9) for moving

into the building because the office wasn't redecorated in time. The Board of
Directors was unhappy because we didn't meet the 10) for opening the
office by December 15. It finally opened in January. However, we forecast
11) of at least $1,000,000 in the first year.
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4. Choose one of these events and tell your partner how you will plan it. Try to
use some of the vocabulary from Exercises 1-3 above.

1. A team-building weekend for your department/sports club

2. An event to mark your company's / organisation's 100th an anniversary

3. A party to celebrate the return of a close friend after two years abroad

4. The opening of a new store

5. Cross out the noun which does not normally go with the verb in the bubble.

1 costs a price sales a profit
the value of ateport a schedulei i an increase
something
3 a meeting information a profit research
atrip a conference business a lot of work

6. Cross out the verb which does not normally go with the verb in the bubble.

to draw up to-catt to decrease to stick to
to overspend i to stick to to implementi ito evaluate
to cancel to implement to finish to submit
to arrange to reschedule to keep within to'write

7. Complete each sentence with a word combination from exercise 5 or 6.

1. Experts the of the deal at 20 million euros.

2. We have to the for Friday because the CEO is busy all day
Thursday.

3. My boss is angry because I haven’t quite my sales

yet and she expected it last week.
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4. We always on our products so we can prove that they

are the safest on the market.

5. Our team managed to meet all the deadlines and to the

that was allocated to the project.

IV. Reading Comprehension

1. Which of these would you normally find in a business plan?
1. business aims 3. management team 5. staff holidays

2. opening hours 4. financial forecast 6. assessment of the competition

2. Read the article and complete this chart.

name job/position company type of company location
Dan Scarfe

David Hieatt

Rajeeb Dey

Paul Maron-Smith

3. Read the article again and answer these questions about the four people in
Exercise 2.

1. How many people did not write a business plan for their present companies?

2. Who thinks that setting fixed aims involves too much time and is not valuable?

3. Who says that some plans don't work because we don't know what will work?

4. Who thinks that planning often leads to doing nothing?

5. Who provided the finance for the companies themselves?

6. Which of the four is not against business plans?
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When there's no Plan A
by Jonathan Moules

Dan  Scarfe, Chief Executive of Windsor-based software development
company Dot Net Solutions, says that he has never written a business plan for the
company he founded in 2004.

Now, it is one of Microsoft's five key partners in the UK and a leading player
in the hot new area of cloud computing - and to Scarfe, that is proof that setting fixed
objectives is a complete waste of time.

"Writing software, or starting a new business, is incredibly difficult to plan
for," he says. "You're effectively trying to second-guess exactly what you may want
down the line, based on marketing conditions and varying customer demand." Whilst
short-term business budgeting and strategy is vital, long-term business plans are less

so." Twitter, Facebook and cloud computing were not even concepts a number of
years ago, Scarfe notes, so there would be no way he could have planned for them.

David Hieatt, co-founder of Howies, the ethical-clothing manufacturer based in
Cardigan, claims that a business plan is really just a guess.

"There are some brilliant business plans written, but they fail because the
customer wants to do business differently," he says. "The awful truth is we don't
know what will work.

"He claims that the secret is to be flexible-although this often takes a lot of
courage. For example, in 2001, Hieatt phoned up all of Howies' retailers and said he
was going to introduce organic cotton. The initial effect of this spur-of-the-moment
act was disastrous.

"We lost all our wholesale accounts overnight because they said nobody would
pay £27 for a T-shirt," he recalls.

Hieatt and his colleagues managed to rescue the situation by launching a
catalogue to sell products. It proved to be a turning point for Howies. "Losing all your
shop accounts in one day is not great for business, but it's probably the best thing we
did," Hieatt concludes. Now, the company sells 80 per cent of its products through

this medium.
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Others argue that business planning is often a reason for in action. Rajeeb Dey
launched Enternships, a student internship matching service. "l never wrote a
business plan for Enternships, | just started it," he says-although he admits that it is
easier for Internet-based businesses to do this.

Perhaps unsurprisingly, Dey and Scarfe have entirely self-financed their
businesses. Venture capitalists and private in vestors do not usually approve of this
casual attitude to planning.

To Paul Maron-Smith, Managing Director of Gresham Private Equity, a
business plan is rather like a car's dashboard, guiding the entrepreneur along the road
to success.

But even he admits that problems can arise when business plans become too
fixed. "The aim of a business plan is to give the stakeholders a good idea of where
the business is heading." he says. 'Sure, there are going to be some forecasts in there
that are not going to be accurate, but they are a best guess at the time.

4. Discuss these questions.

1. In which sectors is it difficult to plan?

2. How far ahead should you plan?

3. How often should you review plans?

4. What reasons are given for and against having business plans?

5. What is your opinion of business plans? How useful do you think they are?

V. Listening Comprehension

How important is planning?
1. lan Sanders is a business consultant and the author of Unplan your business.
In the first part of the interview, he answers the question “How far ahead should
businesses plan?”. Listen and complete these notes.

* Depends on 1)

* Three-year contracts should have a plan for 2)
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* Three years is a long time for 3) businesses and new businesses

entering the market in the field of 4)

* Jan likes the idea of a 5) plan, because it's very 6)

* Problem with business planning: it can sometimes be business 7)

2. Listen to part one. Choose the correct alternative to replace the expression in
italic so as to keep the closest meaning.

1 If you're a business that has a commitment from a client for three years, you have a
three-year contract, it makes sense to have a three-year plan, ...

a) it's sensitive  b) it's sensational c) it's sensible

2 ... because you can project forward those revenues, ...

a) analyse sales Db) forecast sales c) record sales

3 ... and you can make some assumptions about what you need to do as a business ...
a) assume certain things b) define certain things c¢) respond to certain things

4 in order to deliver the requirements of that contract.

a) what the contract writes b) what the contract specifies

¢) what that contract speaks

5 For a lot of smaller businesses, new businesses entering the market, ...

a) continuing to sell in b) starting to sell in

¢) increasing their sales in

6 . .. especially in technology for instance, when who knows what trends are going to
come into play next month ...

a) start playing the situation b) start influenced the situation

c) start affecting the situation

3. Listen to the second part and complete this audio script.

| think the best business plans are ones that are 1) and 2)

enough to take into account changing markets and changing situations. Any plan that

IS too 3) or too set in 4) becomes very unwieldy, because

it can't accommodate economic changes, market changes, 5) changes.
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4. Which word in Exercise 3 refers to the ability to change easily, and which two

words or phrases refer to the opposite?

5. Complete these statements with words from parts one and two that are

related to the words in italic.

If...

1 you are committed to something, you have a to do it.

2 you have contracted to do something, you have a to do it.

3 you relate to someone in a particular way, you have a with them.

4 you can manage a task easily, it is

5 something has the characteristic of simplicity, it is

6 something has the characteristic of flexibility, it is

6. Listen to the final part. Are these statements true, false or is the information
not given?

1 Many business plans fail.

2 Entrepreneurs can forecast the future.

3 It's not necessarily bad if a business plan fails.

4 1f a business idea doesn't work the first time, it should always be dropped.

5 The entrepreneur's successful business was completely unrelated to a previous
version.

6 The business was based in Amsterdam.

7 When he was working on the first version, the entrepreneur saw the mistakes that
would cause it to fail.

8 Failure can sometimes lead to success.

9 The entrepreneur is planning another new business.

7. Listen to the final part and answer these questions.

1. What is it important for entrepreneurs to do?
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2. lan talks about an entrepreneur he met recently. What business had the
entrepreneur set up?

3. Why did the entrepreneur eventually succeed?

8. What are the advantages and disadvantages of writing a business plan?

V1. Skills “Meeting interrupting and clarifying”

1. Listen to a meeting in which members of a planning group discuss relocating
their head office. In which order are these points mentioned?
a) the cost of moving

b) when to move

c) the advantage of using a specialised firm

d) whether to use their own transport department

e) how to communicate with staff

) which transport company to use

2. Look at these extracts from the planning meeting in Exercise 1. Decide
whether each expression in italics is a) interrupting, or b) clarifying.
1. B: | think July would be the best time. It's very quiet then, isn't it?
A: You mean, we don't do too much business then?
2. C: Could I just say something?
3. C: In my opinion, we should do it department by department.
B: How do you mean exactly?
4. B: We've contacted two companies, National Transport and Fox Removals.
A: Sorry, could I just comment on that, Mark?
5. B: You know, there's another possibility. We could get our own people to do the
moving.

A: What? You think our transport department could do the job?
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3. Role-play this situation. A group of international VIPs is going to visit your
company/organisation for three days. You need to plan the programme for the
visit. Discuss these questions with other managers in the department.

1. Where will the VIPs go, and what will they see? (e.g. inside the
company/organisation, local sights, etc.)

2. Who do they need to meet?

3. Where will they stay?

4. How will they move around? (e.g. transport)

5. What sort of farewell event/dinner will you have on the final evening?

a) Will you have food? What? (e.g. snacks? a meal?)

b) Will there be a speech? Who will make it?

¢) Who will attend? (e.g. special guests?)

d) Will there be any entertainment?

6. What sort of gifts will you give the visitors?

7. What else do you need to plan? (e.g. the itinerary - will they have any free time?)

Useful language

INTERRUPTING DEALING WITH INTERRUPTIONS CLARIFYING

Could | say something? If you'll just let me finish ... How do you mean exactly?
Could | just comment on that? just a moment, please. What exactly do you mean by ...?
Hold on a minute. I'd like to finish if | may. Are you saying...?

Sorry to interrupt, but ... So what you're saying is that ...

VI1I. Self-directed work

Reading 1

Read this article from the Financial Times by Alina Dizik and answer the questions.

Before you read
Why do some business ideas 'take off and become successful, but most do not? Make

a list of all the factors for success/failure that you can think of.
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When friendship and fashion equal success
By Alina Dizik

When launching Gilt Groupe, an online shopping site that currently has 3m
members, the co-founders did not write a traditional s business plan. Instead Alexis
Maybank, 35 and Alexandra Wilkis Wilson, 33, took what they had learnt from
Harvard Business School. "You could have taken a good month to write a beautiful
40-page business plan, but you could have lost a critical month in getting your
product to market," says Ms Maybank, who adds that competition was coming
quickly. "You don't really know if an idea is going to take off before putting it in
front of customers."

And they did just that. The two founders used a short presentation to convey
their idea to the venture capitalists they had found through the business school
network. They also talked about what it was like to be two female entrepreneurs,
pitching an idea to male—dominated venture capital firms. "Talking about women's
fashion to a bunch of guys in Boston was difficult and something that hadn't been
pitched to them very many times," says Ms Maybank.

However, after initial investment, it took only two months to build a site that was
ready to test. Three years later, in spite of intense competition from newer sale sites
such as HauteLook or Rue La La in the US, Gilt is still expanding quickly.

Launched just before the US recession in November 2007, the Gilt site offers
limited-time fashion bargains to a restricted list of customer members, and the site's
members can invite new members to use the site. Gilt's business, dominated by its
fashion sales, draws "hundreds of thousands of people” checking its site each day, the

group says, mostly at or soon after it opens its selected daily sales at noon.

Exercises

1. Choose the alternative with the closest meaning to the expression in italic.
1) When launching Gilt Groupe, an online shopping site...

a) continuing

b) starting
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¢) closing

2) ... that currently has 3m members,...

a) at the time

b) during the period

C) how

4) to write a traditional business plan.

a) usual

b) normal

¢) old-fashioned

5) You could have taken a good month to write a beautiful 40-page business plan, but
you could have lost a critical month ...

a) a difficult

b) a serious

C) an important

6) ... in getting your product to market,” says Ms Maybank, who adds that
competition was coming quickly.

a) bringing

b) obtaining

¢) sending

7) "You don't really know if an idea is going to take off before putting it in front of
customers."

a) placing it to

b) making it available to

C) serving it to

2. Find words and expressions in paragraph 2 with the number of letters shown
in brackets that mean the following.
a) A noun for people who start a business. (8)

b) A two-word combination for investors who put money into new businesses (7, 11)
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¢) A noun for a group of people who communicate with each other, help each other,
etc. (7)

d) A two-word adjective used to describe a situation where there are more men than
women. (4-9)

e) A three-word combination for the organisations that the people in b) above work
for. (7,7, 5)

) A three-word expression used informally to refer to a group of men. (5, 2, 4)

g) A verb used twice in different forms to talk about explaining a new business idea

to possible investors. (Give the infinitive.) (5)

3. Read paragraphs 1 and 2. What does each word in italic below refer to?

a) They didn't write a traditional business plan.

b) They gave one to venture capitalists. (2 expressions)

¢) They found them through Harvard Business School.

d) It was difficult because they were not used to presentations like this. (2

expressions)

4. Read paragraphs 3 and 4 and decide if these statements about expressions as
they are used in the article are true or false.

a) Initial is used to describe something that relates to the beginning of something.

b) Build is only used in relation to houses and other buildings.

c) Intense competition is weak.

d) If something expands, it grows.

e) A recession is a period when the economy gets smaller.

f) If goods are offered on a limited-time basis, they are available for a very long
period.

g) A bargain is when you pay a lot for something, more than you think it is worth.

5. What is the key message of the article? Choose the best summary.
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a) Successful businesses always start on the basis of a detailed business plan, detailed
analysis and the opening of a number of stores.

b) Gilt Groupe was started by two women entrepreneurs who made short
presentations to possible investors, obtained initial investment, and built a website to
sell clothes at bargain prices.

¢) Gilt Groupe could not have succeeded without the support of students from

Harvard Business School.

Over toyou 1
Think of a business you know that has started in the last ten years. (It could be
anything from a local restaurant to an e-commerce site.) Imagine a short presentation

that its founders might have made about their plans to get finance for the business.

Over to you 2

If you are doing business studies, economics, etc., think of a business case study that
has particularly interested you. What questions about planning would you ask the
business people involved?

If you are working in an organisation, identify one of its activities, products, markets,
etc. that would be interesting for students in a business school. What key facts about

the way it was planned would be useful for the students to know?

Reading 2
Read this article from the Financial Times by Rhymer Rigby and answer the

questions

Before you read

What is the most important thing to remember when planning a business trip?
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Planning efficient business trips
By Rhymer Rigby

With business travellers expected to do more work in less time, how do you
ensure that you use the time you have in the best way?

Although it is fashionable at the moment to take public transport to the airport
and to fly economy, it might not be the best solution. "It might be better to be driven
to the airport if it means you can use the time to make calls,"” says Clare Evans, a time
management coach. "It's the same with business class. If you're a senior manager and
it means you can be productive, it's potentially cheaper. Calculate what your time is
worth."

It is better to get to the airport an hour early and spend the time working. Ms
Evans says: "Make sure you always have some work with you. With laptops and
smart phones, a decent lounge isn't that different to your office." Ensure that you are
organised at the other end and don't take any more than carry-on luggage if you can
help it. Sites such as Dopplr and Triplt can help you organise your travel online and
alert you to delays.

“Arrange meetings with jet lag in mind,” says MsEvans. “If you’re on a long-
haul flight from London to Los Angeles, then mornings are going to be better for
you.” Spend the ‘lower quality” time on administrative tasks such as e-mail. Unless
the flight is very short, you do need to spend some time resting. “If you're away for

four days, you may be better off spending the flight relaxing rather than working.”

Exercises

1. Put the paragraph headings in the correct order.
a) You will be tired after a long flight

b) Make best use of your travel time

¢) Plan your journey

d) Time is money
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2. Read paragraphs 1 and 2 and decide if these statements about expressions are
true or false.

If...

a) you are expected to do something, this is what people want you to do.

b) you ensure that something will happen, you make certain that it will happen.

c) something is fashionable, not many people are doing it.

d) you find a solution to a problem, you find an answer to it.

e) you are driven somewhere, you drive yourself there.

f) you are productive, you don't do much useful work.

g) x is potentially cheaper than vy, it will certainly be cheaper.

h) your time is worth a particular amount, that is its value.

3. Relate these traveller's thoughts to the advice given in paragraph 3. Put the
thoughts into the same order as the pieces of advice given in the article.

a) 'l must check online to see if any of my flights are cancelled.'

b) 'I'm glad | brought the company's latest financial results to read.'

c) 'lt's good that | only have hand luggage with me. I won't have to wait in the
baggage hall.’

d) 'It's only four o'clock and the flight doesn't leave till six.’

e) 'This place is nice and | can sit here quietly and get through a lot of work.'

4. Match the two parts to make expressions from paragraphs 3 and 4.

1 carry-on lag

2 jet time

3 long-haul tasks

4 lower quality luggage
5 administrative flight

5. Which one of these pieces of advice does not appear anywhere in the article?

a) Don't take too much luggage.
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b) Organise meetings to take account of how you will be feeling when you arrive.

c¢) Don't eat or drink too much on the plane.

Over toyou 1
What advice would you give for planning a) a successful business trip, or b) a

successful holiday trip?

Over to you 2
This article is about time planning on business trips. What tips would you give for

time management in relation to planning your work or studies?

Reading 3
Read this article from the Financial Times by Rahul Jacob and answer the questions.

Before you read

Give some examples of family-owned companies in your country.

Family conflicts in Asian companies
By Rahul Jacob

In Hong Kong, the man and woman on the street show more interest in the
lives of the city's tycoons than perhaps anywhere else in the world. On Tuesday,
Walter Kwok, who, following a dispute with his brothers and sisters, lost his stake in
one of the world's most valuable property companies, Sun Hung Kai Properties, said
that he had been offered HK$20bn ($2.6bn) to settle the dispute, but that it was not
enough.

The family-controlled public companies of Hong Kong are characteristic of the
Asian model of management, say observers. The Asian public company is often an
extension of the founding family. Asian business people typically trust an inner
circle, which starts with the family. Moreover, in developing countries, the personal

contacts between founder and family are more important than they are in the west.
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The disputes between the two Indian billionaire brothers, Mukesh and Anil
Ambani of Reliance Industries, over the past few years have been on an epic scale. In
2009, the younger brother, Anil, even flew from Mumbai to the Himalayas seeking
the god Shiva's help in the hope of resolving his dispute with his brother. The
problem, says Joseph Ngai, who heads the Hong Kong office of McKinsey, the
consulting firm, is that in the typical familyrun business, family, ownership and
business issues are mixed together. "The more you can separate these three, the
longer your family business will last," says Mr Ngai.

Still, change is happening, so even in countries like India, long dominated by
family companies. The founders of Infosys Technologies, the Bangalore-based
software firm, were so determined to create a professionally-run company that they

ordered that none of the founders' children would be allowed to work in the business.

Exercises

1. Look through the whole article. Which headline (a-c) could be used instead of
the existing headline?

a) Family-run Asian companies and their problems

b) Family-run companies around the world

¢) Family-run companies in India

2. Look through the whole article and find the names of:

a) a very rich property developer in Hong Kong.

b) the name of the company in which he had a stake.

¢) two Indian billionaire brothers.

d) their company.

e) a god whom one of the brothers went to 'see' in order to help solve a dispute.
f) a consulting firm with an office in Hong Kong.

g) someone who works for it.

h) an Indian IT company.
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3. Find words and expressions in paragraph 1 that mean the following.

a) ordinary people t (7 words)

b) very rich business owners t

¢) a conflict d

d) the percentage of a company that someone owns s

e) a verb used to talk about ending a conflict s

4. Read paragraph 2 and decide if these statements about expressions are true or
false.

a) Something characteristic of something is typical of it.

b) A model is a way of doing something that is not copied by anyone else.

c) An extension of something is another part of it.

d) In a company, the boss's inner circle consists of people that he or she doesn't
know.

e) Your personal contacts are people that you don't know.

f) Someone who takes over a company is its founder.

5. Answer these questions about paragraph 3, starting your answers with the
words given.

a) Have the disputes between the Ambani brothers been on a small scale? - No, they...
b) Did one of the brothers seek outside help to resolve the dispute? - Yes, he even...

¢) Why are disputes so difficult to resolve in family-run businesses? - Because many
different issues...

d) What is the best way to resolve them? - By...

e) What happens if you can resolve family business disputes? - The longer the

business ...

6. Complete the table with words in the form they are used in the article.

Verb Noun

head
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separation
change

domination
found

order

7. Now match the nouns in Exercise 6 with related points from the article (a-f).
a) dividing family issues from business issues

b) the boss of McKinsey in Hong Kong

c) the position of family businesses compared to other businesses in India

d) the instruction that the founders' children should not take over Infosys

e) the way that even in India things are not the same as before

f) the brothers who started Infosys Technologies

Over toyou 1

Why are family disputes, even non-business ones, so hard to resolve?

Over to you 2
What advantages do professional managers have over family members when running

a business?
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‘A boat can’t have two captains’
Akira Mori, Japanese businessman

|. Topical Vocabulary

1 | qualities SIKOCTI

2 | to be an expert OyTH CIIemiagicTOM

3 | to focus on tasks OyTH 30CcepePKEHUM Ha 3aBJaHHIX

4 | to give orders BiJlZIaBaTH PO3MOPSKCHHS, HaKa3

5 | to make suggestion BHOCHTH ITPOIIO3HUIIIi

6 | to judge people’s abilities OITIHIOBATH JIFOJICHKI 310HOCTI

7/ | to plan ahead IJIaHYBaTH 3a3]1aJIeT1/1b

8 | to be good with numbers rapHO paxyBaTH, IOPATUCH 3
nudpamu

9 | flexibility THYYKICTh

10 | to respond BIJITYKYBaTHUCS, pearyBaTH,
BIJIIIOBIIATH

11 | to delegate JOpYYaTH

12 | to communicate CHJIKYBaTHCS

13 | to invest 1) BMilIaTy, BKJIa1aTv, IHBECTYBaTH
(xarmitan)
2) HajaBaty (BJay, MOBHOBAXKEHHS)

14 | to argue CIIepeyaTucs

15 | genuine CIIPaBXHIH, ICTHHHUH,
HEM1IpOoOICHHI

16 | to engender 30y )KyBaTH, TOPOKYBATH,
BUKIINKATH

17 | mutual consideration

CH1JIbHI OOTOBOPEHHS

18 | employee engagement

HapaJa MnpaiiBHUKIB

19 | to hug MIITHO 001iMaTH; CTHCKYBAaTH B
o0iiimax

20 | to bow KJIAHSTUCS

21 | enquiry 3aIuT

22 | to be on time BYACHO

23 | to dress OIATaTUCS

24 | to address 3BEPTATHUCS

25 | to give gifts

poOUTH MOJAAPYHKHU

26 | to shake hands

IIOTUCHYTH PYKY

I1. Starting up
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1. What qualities and skills should a good manager have? Choose the six most
important from the list. Discuss your ideas with a partner.

To be a good manager you need to:

1. be an expert. 7. make suggestions.

2. like people. 8. judge people's abilities.

3. focus on tasks, not people. 9. plan ahead.

4. enjoy working with others. 10. be good with numbers.

5. give orders. 11. make good presentations.
6. listen to others. 12. be older than your staff.

2. If you are managing people from different cultures, what other personal

gualities and skills do you need?

3. Talk about the good or bad qualities of managers / bosses you have had.

I11. Vocabulary and Speech Exercises

1. "Verb + preposition' combinations are often useful for describing skills and

personal qualities. Match the verbs (1-7) to the prepositions and phrases (a-g).

A good manager should:

1. respond a) in their employees' abilities.

2. listen b) to a deputy as often as possible.

3. deal c) to employees' concerns promptly.

4. believe d) with colleagues clearly.

5. delegate e) with problems quickly.

6. communicate f) in regular training courses for employees.
7. invest g) to all suggestions from staff.

2. Which do you think are the three most important qualities in Exercise 1?
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3. Some verbs combine with more than one preposition.
He reports to the Marketing Director. (to someone)
The Sales Manager reported on last month's sales figures. (on something)
Say whether these combine with someone, something or both.
1. a) report to
b) report on
2. a) apologise for
b) apologise to
3.a) talk to
b) talk about
4. a) agree with
b) agree on
5. a) argue about

b) argue with

4. Complete these sentences with suitable prepositions from Exercise 3

1. | agreed her that we need to change our marketing strategy.

2. | talk my boss every Monday at our regular meeting.

3. We argued next year's budget for over an hour.

4. He apologised losing his temper.

5. We talked our financial problems for a long time.

6. The Finance Director argued our Managing Director over profit
sharing.

7. 1 apologised Paula for giving her the wrong figures.

8. Can we agree the date of our next meeting?

5. Write three questions using some of the *verb + preposition' combinations
from Exercises 1 and 3. Then work in pairs and ask each other the questions.
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6. Join up with another pair. Compare your answers to Exercise 2 above and
Starting up Exercise 1. What is your ideal manager like? Are they male or

female?

7. Complete the first gap in the sentences below with a verb from Box A and the

second gap with a preposition from Box B.

Box A Box B

believe communicate deal delegate in in to to to with with
invest listen respond

Seven ways to manage people more successfully

1. Your staff will often have good ideas and suggestions, so

what they have to say.

2. Do not think you have to do everything yourself tasks

other people.

3. Problems may be more difficult to solve if you wait too long, so
them as soon as you can.

4. Good employees want to develop professionally, so

courses and seminars for them.

5. Clear information is very important your employees

clearly so that they know exactly what you expect.
6. When your employees are satisfied, they work more effectively so
their needs without delay.
7. And finally, remember that trust is essential. Your staff need a manager that they

can strongly

8. Complete the sentences with the correct prepositions.

1. Staff often complained the new manager, saying he didn’t believe

their abilities.

2. Robert was arguing  his his boss taxation.
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3. Did she talk you her plans to leave the

company?

4. Good. So you all seemto agree me the main points.

5. They apologized everyone their failure to deal the
crisis.
6. The team had to report their progress the manager

every month.

9. These sentences are not correct. Supply, correct or delete the prepositions as
appropriate.

1. Robert never listens my suggestions.

2. Socialising colleagues is sometimes a good way to learn about what is happening
in different departments.

3. Linda would like to discuss about the report’s recommendations with you.

4. My company spends a lot of money for training courses for employees.

5. He may become a good manager. It depends of his communication skills.

6. She told to her boss that her new job was challenging.

IV. Reading Comprehension

1. What would you do if you were a director of your company or school and had

the power to change anything?

2. Douglas McGregor, a US psychologist, argued that managers hold one of two
theories about the people they have to deal with. Read this extract about the two
theories and say which you prefer, and why.

Theory X is based on a fairly negative view of human nature. It says that

people are essentially lazy and uncomfortable with the idea of having too much
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responsibility for anything. They only turn up to work for the pay. Employees have to
be managed in a strict way, otherwise nothing will get done.

Theory Y on the other hand suggests people may be capable of something
more positive - that they will seek out responsibility and try to get better at their jobs
from which they can get significant personal satisfaction. Theory Y managers have
high expectations of their people. They are also much more likely to develop a truly

motivated workforce.

3. Read the article below. Say which theory is probably supported by the
management of Ruby's company, and which by the management of Geraldine’s
company.
Share the power
by Stefan Stern

What does employee engagement look like in practice? John Smythe, from the
Engage for Change Consultancy, offers two situations to illustrate it.

Imagine two different employees, called Ruby and Geraldine, who work for
different businesses. In the first situation, Ruby is invited to attend a morning
meeting titled "Help our recovery".

"The invitation states that all parts of the company have performed badly, and
that its parent company is unable to provide more cash for investment. It says that
fast action must be taken to stabilize the situation,"Mr Smythe explains. "But it also
says there are no secret plans for extreme action. It says: 'We want to communicate
openly. We also want you and your colleagues to take ownership with management
to solve the crisis, recognising that unpleasant options will have to be on the table."

'Ruby is both concerned and flat-tered. She arrives at the meeting feeling like a
player rather than a spectator.

A two-month timetable is laid out in which she and her colleagues are invited
to use their knowledge to find achievable cost savings without damaging key

business areas.
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In this process, Mr Smythe says there are three good questions employees can

be asked. What would they do if they:

* had a free hand in their day job?

* were a director of the company?

* had to propose important changes?

In this way employees can feel part of the decisions that are necessary. They don't
become demotivated.

The alternative scenario, which concerns Geraldine, is less appealing. She is
also invited to a meeting described as a "cascade briefing”. Rumours have been
spreading, so directors are hard to find, and there has been hardly any communication
from the company.

"At the cascade, her fears are confirmed when, in a PowerPoint presentation,
the full extent of the terrible state of the business is revealed for the first time," Mr
Smythe says. "Detailed management plans for restructuring and efficiencies are
revealed. The focus is all on reduction, with no hint of new business opportunities.
Geraldine feels less like a spectator and more like a victim. To varying degrees, her
colleagues leave the meeting in shock."

"When have you felt most engaged and most valued and in a successful project
or period at work?" he asks. "Absolutely none of us is going to report that it was more

like Geraldine's experience."

4. Read the article again and say if these statements are true (T), false (F) or the
article doesn't say (DS).

1. Ruby and Geraldine were both invited to a meeting.

2. Ruby felt part of the decision-making process.

3. Ruby and Geraldine both left their meetings in shock.

4. The companies that Ruby and Geraldine work for are both having problems.

5. Geraldine enjoyed her meeting more than Ruby.

6. Communication was better in Geraldine's company than Ruby's.

7. After the meeting, Ruby was invited to a staff party.
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8. Geraldine's company focused on reduction.

9. Geraldine is looking for another job.

5. In pairs, tell each other about:

1. when you have felt most engaged and most valued at work, or in a sports team, or
in your daily life;

2. the best way to communicate bad news;

3. any other theories of managing people that you know.

V. Listening Comprehension

Managing people
1. Laurie Mullins is the author of Management and organizational behaviour.
Listen to the first part of the interview and answer these questions.
1. Who was the first manager that impressed Laurie?
2. How do you spell his name?
3. What was his job?
4. What three things did he emphasise?

2. Complete the table with appropriate forms of words from part one.

Verb (infinitive) Noun (singular)

influence

manage

pioneer

emphasise

control

profit

retail

3. Match the nouns above (1-8) to their meanings (a-h).

a) a person or organisation that is the first to do something
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b) selling to consumers rather than to other businesses

) power to change other people's opinions, behaviour, etc.

d) the way organisations are structured, employees told what to do, etc.
e) the importance given to something in relation to something else

f) when you get more money from sales than you have spent

g) someone who tells employees what to do

h) the power to make decisions about how an organisation works

4. Listen to the second part and complete these notes.
Anita Roddick
» founded The Body Shop in 1)

« displayed a genuine 2) towards staff

* strong belief in:

- environmental and 3) Issues

- feminist principles

- practical 4) to Third World countries
* not possible to provide 5) and social support without making a
profit

* was in business to make a 6)

Richard Branson

« founded the 7) brand in 8)

e over 9) companies

» famous for combining a true 10) spirit with a genuine
11) for people.

5. Complete these statements with expressions from part two.

1 The attitudes and beliefs that guide someone's behaviour together form their
ph
2 Someone who starts a business is its f

3 Something that is real is ¢
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4 Subjects, problems, etc. that are discussed are i

5 Moral ideas that guide your behaviour are your pr

6 Another word for 'help'is a

7 If you believe something strongly, you believe it f

8 Large amounts of money are s S

6. Listen to part three. Match the issues (1-6) with the imaginary comments (a-f)

made by employees working under one of the three managers mentioned.

1 communication a) 'He never shouts at people.’

2 involvement b) 'When she says something, it's always
so clear what she means!'

3 availability/visibility c) 'He's a real hands-on type of manager.'

4 commitment d) 'l think he will always do the best thing
for all of us.'

5 respect/consideration e) 'The door to her office is always open.'

6 trust f) 'l want to do my best for the
organisation.'

7. Listen to the final part and complete this summary.

All three managers had or have a genuine belief in effective ;

involvement and for their staff; so that staff can see
them, them; and they were able to have immediate with
them.

All either did or do engender a genuine from members of their staff.

All three had or have a genuine belief in creating a climate of mutual consideration,
and with their staff.

8. In pairs, tell each other which manager you would like to work for. Why?

V1. Skills “Socialising and entertaining”
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1. Socialising is an important part of good management. When socializing for
business in your country, how important are the following?

1. being on time

2. the way people dress

3. what people are interested in, e.g. fashion, football, etc.

4. how you address people (first names or family names?)

5. giving gifts

6. shaking hands / kissing / hugging / bowing

2. Paul is on a business trip to Syria. Mohammed is a Syrian business contact.
Listen to their conversation, then answer these questions.

1. What does Mohammed invite Paul to do?

2. Does Paul accept?

3. Complete this extract from the conversation in Exercise 2.

Paul: Mmm, 1) to invite me, Mohammed, but I think I'd prefer to stay

in the hotel, 2) I'm really tired at the moment. It was a long flight, and

| feel a little jet-lagged. | need an early night.
Mohammed: OK, Paul, I 3) . Perhaps we could meet Abdullah at the

weekend.

4. Paul is being entertained by Abdullah and Mohammed. Listen to their
conversation. Below are the answers to three questions. What were the
guestions?

1. Well, we like the same things as Western people.

2. | generally watch television with my wife.

3. I like to go out to restaurants.

5. Listen to another part of the conversation between Paul and Abdullah. Why

has Paul come to Damascus? How can Abdullah help him?
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6. Listen again. In which order do you hear these sentences?

a) | do know someone who might help you.

b) Would you like me to give him a call first?

¢) Can you recommend anyone?

d) Hold on a minute, I've got his business card.

e) I'm looking for a company to supply carpets for my store.

) He specialises in traditional designs.

7. Role-play this situation.

You meet a business contact in a foreign country. Find out this information.

a) how they spend their weekends

b) where they go for their holidays

like

¢) what they do in the evenings

d) what kind of hobbies and sports they

Also, you want to find an agent for your firm's products. Ask him/her if they can

help.

MAKING EXCUSES
I'm afraid | already have plans to ...
I'd like to take it easy if you don’t mind.

It's very kind of you, but another time
perhaps.

SAYING GOODBYE / THANKING
Thanks very much for your hospitality.
I really enjoyed the meal.

Thanks for showing me round the city.
I'll be in touch soon.

Goodbye. All the best.

VI1I. Self-directed work

Reading

Useful language

MAKING CONVERSATION

What do you like to do in your spare
time?

How do you spend your evenings/
weekends?

What'’s your favourite hobby/pastime?

Where are you going for your holiday
this year?

Can you tell me about any interesting
places to visit?

What/How about you?
What do you usually do after work?

NETWORKING

I'm looking for...

Can you recommend anyone?

Do you have any contacts in ...?

I could make some enquiries for you.
| might be able to help.

Can | mention your name?

Would you like me to give them a call
first?

Let me give you their business card.

Read this article from the Financial Times by Brian Groom and answer the questions.
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Before you read

What is the most important characteristic of a good manager? Give reasons.

Do you like the way you are managed?
By Brian Groom

Research among 3,000 employees by the Chartered Institute of Personnel and
Development (CIPD) found the proportion of people happy with their job had
increased to +46 per cent (percentage satisfied minus percentage dissatisfied),
compared with +26 per cent in a similar survey last year.

However, the CIPD's new quarterly Employee Outlook survey suggested
problems were developing that would damage employee well-being, morale and
commitment if not dealt with. Three-quarters of employees said their organisation had
been affected by the recession, with 52 per cent saying that there had been increases
in work-related stress as a consequence, and 38 per cent saying there had been an
upsurge in office politics. The proportion of people who said their jobs made them
worried or tense had also increased and nearly six in ten said they were worried by
the future.

The survey also highlighted problems with how people are managed. Although
most felt treated fairly by their line manager, they were less happy with how far their
manager discussed their training and development, gave feedback or coached them.
Employees were particularly critical or senior managers, with less than a fifth
agreeing that they trusted them and only a quarter agreeing that they consulted
employees about important decisions.

Ben Willmott senior public policy adviser at the CIPD, said: "Employers must
ensure arrangements for informing and consulting employees over major changes,
such as redundancy, are effective, if they want to improve trust in senior
management. They also need to invest in developing line managers' people
management skills, particularly in coaching and performance management, if they

want to boost employee commitment and productivity. They must ensure managers
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can spot the early warning signs of stress and provide support to help people

struggling to cope."

Exercises

1. Look through the whole article. What is it mainly about?

a) employees' opinions of their companies

b) managers' opinions of their employees confirmed

c) neither of the above

2. Look through the whole article and match the figures to the things that they

refer to.

1. 3,000

a) those saying that stress levels had
increased

2. +46 per cent

b) those saying that they were consulted
by senior managers when there were big
changes

3. +26 per cent

c) the number of people interviewed for
the survey

4. three-quarters

d) those saying there had been an increase
in office politics

5. 52 per cent

¢) those who said they trusted senior

managers

6. 38 per cent

f) the deference between satisfied and
dissatisfied employees this year

7. nearly six in ten

g) those affected by the recession

o0

. less than a fifth

h) those worried about the future

9. a quarter

1) the difference betweensatisfied and
dissatisfied employees last year

3. Complete the table with words from paragraph 2, in the form they are used in

the article.

Verb

Noun

employ

survey

suggestion
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development

commit

increase

stress

4. Now match the nouns in Exercise 3 to their meanings in the context of this

article.

a) a set of questions that you ask a lot of people in order to find out about their

opinions

b) continuous feelings of worry

c¢) when there is more of something than before

d) caring about your organisation and its success

e) improving employees' skills

f) something that may be true, but needs to be confirmed

g) someone who works for an organization

5. Complete these statements with words from the text, using the correct form of

the words.

If...

a) you are involved in trying to get personal advantage in relation to others who work

with you. you are involved in (6 letters, 8 letters)

b) you are unhappy because of a problem, you are about it. (7 letters)

c) a problem is , it 1s discussed and people pay attention to it. (11 letters)
d) people are treated in a proper way, they are treated (6 letters)
e) people talk about a problem, they it. (7 letters)

f) you give to someone, you tell them how they are doing, how good
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g) a manager an employee, he or she gives them help and advice about

their career. (7 letters)

h) you are of something, you do not like it. (8 letters)

1) managers

changes with them. (7 letters).

employees about changes, etc., they discuss the

6. Relate the issues (1-4) from paragraph 4 to what different employees might

have said to the researchers (a-d).

1. redundancy

a) ‘I always believe what our Chief
Executive tells us’.

2.trust in senior management

b) ‘She goes round talking to herself
the whole time.’

3. boosting productivity

c) ‘A quarter of us are going to lose our
jobs.’

4. early warning signs of stress

d) ‘If they gave us better computers, we
could do more work.’

Over to you 1

What are the biggest causes of stress in your organisation?

Over to you 2

What can senior managers do to increase employees’ trust in them? Give five

examples.

Reading 2

Read this article from the Financial Times by Yih-teen Lee and Pablo Cardona and

answer the questions.
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Before you read
What products is Switzerland famous for?
Victorinox
By Yih-teen Lee and Pablo Cardona

Victorinox is famous for its core product - the Swiss army knife. The company
was founded in 1884 in lbach, a small town in the German-speaking part of
Switzerland, by Karl Elsener. He wanted to create jobs that would be long term. This

has remained a cornerstone of the company culture.

After the terrorist attacks on the US in September 2001, new airline safety
regulations around the world stopped passengers from taking knives on board. The
rules had a serious effect on Victorinox, because sales of pocket tools at airports
were important sales channels. Victorinox needed to find a way to survive and to deal

with the fact that there were too many employees.

Victorinox decided not to get rid of workers. However, it stopped hiring new
workers, cancelled overtime and reduced the workday by 15 minutes. Employees
were encouraged to take vacation, sometimes in advance of when it was due.
Victorinox kept all the employees on its own payroll, while lending 80 or so to other

companies for up to six months.

Having committed workers who understand and share the company mission
Is the goal of many businesses. But few achieve this. The secret lies in the way
that Victorinox has always treated its employees. It created some employee-
oriented management systems, such as long-term employment. training and
development opportunities, and a policy which aims to better integrate young
and older workers, immigrants, and people with disabilities into its workforce. It
also maintains a 5:1 salary ratio between the highestpaid and average-paid workers.

1. Put the paragraph headings in the correct order.
a) The strategic response



271

b) The key lessons
¢) The challenge
d) Company history

2. Choose the alternative with the closest meaning to the expression in italic.
1) Victorinox is famous ...

a) infamous

b) well-known

C) interesting

2) ... for its core product - the Swiss army knife

a) most important

b) most profitable

c) sharpest

3) The company was founded in 1884 in Ibach, a small town in the German-speaking

part of Switzerland, by Karl Elsener.

a) begin

b) placed

C) started

4) He wanted to create jobs that would be long term.

a) were necessary

b) were well-paid

c) would last

5) This has remained a cornerstone of the company culture.
a) one of the most important parts

b) one of the most interesting parts
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c) one of the weakest parts
6) because sales of pocket tools at airports were important sales channels.
a) spreading
b) distribution
c) delivery
3. Read paragraph 3 and decide if these statements are true or false.
After 9/11, Victorinox ...
a) asked some of its employees to leave the company.
b) took no action at all.
C) stopped recruiting.
d) stopped asking employees to work more than the normal number of hours.
e) asked employees to work the normal number of hours.

f) told employees to go on holiday.

4. Find words in paragraph 4 with the number of letters shown in brackets that
mean the following.
a) A word ending in -ed that describes employees who believe in their organisation,

want to do their best for it, etc. (9)

b) A noun used to talk about the company’s purpose. (7)

¢) A noun meaning objective, also used in football. (A)

d) A verb used to talk about reaching objectives. (Give the infinitive.) (7)

e) A verb used here to talk about how the company considers its employees, what it
does for them, etc. (Give the infinitive.) (5)

f) A word combination used to describe things that are good for workers. (8-8)

g) A noun used to talk about the way that employees can learn new skills, get more

important jobs in the company, etc. (11)
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h) A noun referring to people who come from other countries. (10)

1) A verb used to say that a situation is kept, not changed. (Give the infinitive.) (8)

5. Choose the best summary of the whole article.

Victorinox...

a) has always had employee-oriented policies, and its actions after 9/11 were part of
this long-term ‘philosophy’.

b) treated its employees particularly well when sales fell after the 9/11 attacks.

c) is always willing for its employees to work for other companies, rather than lay
them off.

Over toyou 1
Why do you think many companies don’t share Victorinox’s values? What reasons

might they give?

Over to you 2
Think about your organisation or one you would like to work for. If there was a
sudden fall in its sales, which of the crisis management actions taken by Victorinox, if

any, could be taken by it? Give reasons.

Reading 3

Read this article from the Financial Times by Stefan Stern and answer the questions.

Before you read
Do you like arguments, or do you try to avoid them? Give your reasons.
The challenge of conflict
By Stefan Stern
Robert McHenry, chief executive of OPP, the Oxford-based business
psychology consultancy, says that some organisations may be hiding conflicts that

should be out in the open. "Clients sometimes tell us that their biggest problem is the
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lack of conflict in their organisations,” he says. "They say that senior leaders create a
culture where people prefer to 'keep their head down' and not offer feedback or ideas:
conflict damages performance."

OPP recently surveyed 5,000 employees in Europe and America to find out
about their experience of conflict at work. They found that, on average, each
employee spends 2.1 hours a week-roughly one day a monthdealing with conflict in
some way. Most managers find this difficult to manage. Some, but not enough,
receive training in the kind of communication skills that can help to resolve conflict.

It's not all bad news. According to another piece of new research, conflict
might offer the chance to improve your company's performance. Early results from
the research point to the role of successfully managed conflict in the development of
effective corporate strategy. In their work with international businesses, the London-
based consultancy Cognosis has found that managers who deal with conflict
successfully will get better performance from their staff.

How can you benefit from djsagreement? Conflict should be managed,
Cognosis has found. In open corporate cultures, employees feel able to challenge
senior managers. Indeed, so managers will actively ask them for their views. "One of
the characteristics of effective leaders is their ability to both challenge others and be
challenged themselves in a positive way," says Richard Brown, managing partner at

Cognosis.

Exercises

1. Look through the whole article. What is it mainly about?
a) Marketing

b) Finance

¢) Human resources

2. Look through the whole article and find the names of:

a) two people who work for consultancies.

b) their job titles.

c) the names of the two consultancies.
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d) the places where they are based.

3. Read paragraph 1 and decide if these statements about expressions are true or
false.

If...

a) you hide something, you do not discuss it.

b) something is out in the open, it is not discussed.

c) there is a lack of something, there is lots of it.

d) you keep your head down, you do not comment on things, make trouble, etc.

e) you offer feedback on something, you give your opinion about it.

f) x damages v, it is good for y.

4. Find words and expressions in paragraph 2 that mean the following.

a) asked questions

b) workers

¢) get information
d) typically
e) managing
f) type

g) solver

5. Match the two parts to make expressions from paragraph 3.

1 bad conflict

2 new businesses

3 successfully managed research
4 effective news

5 international performance

6 better corporate strategy

6. Now match the expressions in Exercise 5 to their meanings.
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a) when employees produce improved results

b) when arguments are dealt with in a good way

c¢) information that was not available before

d) companies that operate in more than one country
e) a company's plans for its future that are successful

f) new information that is not good

7. In what order do these points occur in paragraph 4?

a) In these companies, bosses will ask employees for their opinions.

b) In some companies, workers are free to criticize their bosses.

¢) How can you get an advantage from conflict?

d) Good bosses are able to criticise others, and able to accept criticism from others.

e) Disagreement is something that should happen in an organised way.

Over toyou 1
Do you think that conflict in organisations can be a good thing, as the article says?
Why? / Why not?

Over to you 2
... on average, each employee spends 2.1 hours a weekroughly one day a month-

dealing with conflict in some way. Is this your experience? Why? / Why not?
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