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Live to work or work to live?

Before you start
1 Which of these statements do you agree with?

1 Work is the most important thing in life.
2 Work is just a way to get money so you can do
the things you enjoy.

Reading

2 Read what three people say about their jobs.
Complete the chart with notes on the good and
bad things about Anna’s, Tony’s, and Erika’s jobs.

I work &n a factory. My

e Z.00 a.r. to

foa por., Monday to Friday.

Y ] hve a onehowr
at 12..70. The [ZRZA & the

Same erery day. My job ¢ rery
boring but the pay & gite good. My

and I dor't really talk to each other, M I
have a lot of friends outsile work. My job & just
a way to earn money.

L« “L'm 0 computer programmer.
' l'workan&om,rweek We hove

" [T 0 T con star ond
finish when 'I. wont. 1f we are
H\eniworkf
1 get paid extra for this. There are
alwoys problems to solve. This con be difficult, but it
con 0lso be quite creotive. T earn a good bu+

my job doesn't rule Y jife. T IKe 4o do di
things in my free +ime.

“L'm 2 doctor in 3 large hosprtal.
I work very long hours - 60 or
70 hours 3 week — often in the
evenings and 3t weekends. The work
is really interesting but it can also be
gite stressful. I love my job and my
are aso my friends. I don't have time for

2 EZENAD . when T get home, I'm too ficed to do
anything except have dimer and watch TV.'

good things bad things
Anna
Tony
Erika
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Vocabulary

3 Match the [T 0t words in the quotes with
the definitions (1-8).

1 the people you work with
2 the number of hours in the week you spend
doing your job
3 the money you receive every month for the
work you have done
4 the things you do, usually with other people,
outside work
5 the time you have for eating in the middle of
the working day
6 the time you spend at work after your normal
working hours
7 asystem where you can choose when to start
and finish work
8 the usual order and way that you regularly do
things

4 Complete the sentences (1-6) with an adjective
from the box.

boring m busy m difficult m creative
m interesting m stressful

1 If we have too much work and not enough
time, it can be quite
2 Inmy job, I use my 1magmat10n and ldeas alot,
so the work is
3 1 do the same thing every day — my job is

4 There is so much to do at work that I'm always

5 Sometimes my job is , but I
would get bored if it was too easy.
6 My job is very because I'm

always learning new things.

Speaking
5 Work in pairs. Which of the jobs in Exercise 2

would you most like to have? Which would you
least like to have? Tell your partner why.

Writing

6 Think of a job you would like, or would not like,
to have. Write a short text about it, using the texts
in Exercise 2 as models.

Get real

Interview someone you know about their job,
e.g. a relative or family friend. Ask them what
they like and don't like about their job. Find out
if they live to work or work to live. Prepare to
tell the class about them, in English.




Jobs in an organization

Vocabulary
3 Look at these phrases from the text. Use the

Before you start
1 Think about the people who work in your school,

e.g. the teachers, the administrators. What are
they responsible for? Who are they responsible to?

Reading

2 Read the text about some of the people in a film
crew. Complete the diagram.

his is a fairly typical film set. On this film

set, the director, John, is the boss. He’s
like the managing director of a company. He’s
responsible for making sure the film is made
on time and to budget. The producer is really
in charge of the business. In a normal
company, he would be the chairperson. Our
producer’s name is Sam and he is responsible
to the studio. They’re the shareholders — the
people who invest money in the film.

There are a lot of people involved in making
a film. The camera operator is called Steve.
He does all the filming and he’s responsible to
John. The sound recordist is Emma — she
works closely with Steve. Her job is to record
everything the actors say. Then there’s Tony,
the electrician. He looks after the equipment.
Martin, the grip, organizes all the practical
things and deals with any problems.

Finally, there’s me. My name’s Pat and I'm
the assistant director. I help John, the director.
I'm responsible for the rest of the crew,
including Tony and Martin. My job is to make
sure that everyone is in the right place at the
right time and that they know what to do.

Glossary or a dictionary to check any words you
don't know. Then write them in your language.

Describing responsibility
My / Her jobisto ...
... is responsible for ...

... is responsible to ...
... in charge of ...

Saying what someone does

.. looks after ...
.. deals with ...
.. organizes ...
.. works closely with ...

Complete the sentences (1-8) with a phrase from
Exercise 3. Use each phrase only once.

1 The director tells the actors what to do and

any problems.

2 Martin the practical things,
like finding the right props.

3 I'm the camera operator.
record everything on film.

4 The director is everything on
the film set.
5 The electrician the cameras,

lights, and recording equipment.

6 Emmais recording what
people say.

7 The producer the studio.

8 Pat the director, John.

Complete 1-5 with words from the first paragraph.

1 The is in charge of a company.

2 The is money you have available to
spend on a particular project.

3 The__________ isresponsible for running a
company.

4 To is to put money into a business.

5 put their money into a company.

Speaking

6 Work in pairs. Draw an organigram of an

organization you know, e.g. your school or
college. Explain it to another pair.

Get real

Talk to someone who works for a company or
organization. Ask them how it is organized.
Find out about the jobs and responsibilities of
some of the people. Draw an organigram of the
company and explain it to the class.

Business and Commerce




Parts of a company

Before you start
1 Look at the photos. Which departments of a company do they represent?

Reading Vocabulary
2 Someone is giving a visitor a tour of a company. 3 Match the names of the departments (1-9) with
Read about the nine departments and match the the phrases (a—i) to make a short description of
pictures with four of the paragraphs. Then each department.
underline the names of all the departments. 1 Sales and marketing a transports the products.
OK, let’s start here, in research and 2 Information b pays the salaries.
technology

development, or R & D. This department is
responsible for thinking of ideas for new
products and finding ways to improve our

3 Customer services ¢ sells the products.
Human resources  d makes the products.

s

existing products ... ] 5 Purchasing e looks after the

This department looks after our computer . co.mputer‘s.
equipment. They deal with any problems. 6 Production f thinks of ideas for new
This is information technology, or IT ... L] prodl_lcts.

Purchasing buys all the things we need to 7 R_ &D g Tecruits new staff.
make our products. They talk to our . 8 Finance h processes orders from
suppliers and try to get the best price ... [] Susspmiers;

This is the main factory area, the production 9 Distribution i buys parts from
department. Here we make our products. Suppliers.

It's the biggest part of the company .. _ ol

Here in the finance department, they che(,k Speaklng
how much the company is making 4 Work in pairs to test each other. Take turns to ask
and decide how much to spend. They v questions about the different departments.

also pay employees’ salaries ..

Which department pays the salaries?
This department looks after the people who

work here. Human resources is responsible 5 Imagine you work in the human resources
for recruiting new employees, organizing department of a manufacturing company. Give a
training and helping with any problems ... [ ] short talk to some new employees.
Sales and marketing s very impartant. The * Decide what the company makes, e.g. bicycles,
marketing people think up the ideas for ' computers
selling our products. The sales peoplego » Prepare the talk for some new employees.
out and sell our products to our customers ... _ Explain what each department does. Don't write
Customer services processes orders from every word — just make notes
customers. It organizes transportation, s Give your talk to some other students.
checks that customers have received their

Get real

Use the Internet to find out about a large
company, or visit a factory in your home town.
Find out what the company makes, what
departments it has and what they are called.

orders and deals with complaints ... n
Finally, distribution is responsible for !

transporting our products. They receive

orders from customer services, and plan

how and when to transport the products

so the customers receive them at the

right time ... e ]

_ Business and Commerce




Nice to meet you

Before you start 6 Look at these topics of conversation. Which ones

1 How would you greet these people? What would are suitable when you meet someone for the first

you say? What would you do, e.g. shake hands, times Wrile ¢ (yes)) "E“’) or ¥ (maybe), y
hug them? the visitor’s clothes politics L]

+ a friend you see often your families ] the weather ||
« arelative you haven’t seen for a while the p_la_ce youarein L] hopt?les Ll
the visitor’s journey | | religion =

* avisitor from another country

Reading

7 Read these extracts from the conversation
between Anna (A) and Mr Weiss (B). Which topics
in Exercise 6 do they talk about?

Reading

2 Anna (A) is meeting a visitor (B) at the airport.
Match Anna’s sentences with the replies.

1 A ... So, how was your journey?

B It was fine, thanks. The plane wasn't full,

A Well, not many people come to Poland at this
time of year.

B No, I guess not. Is it always this cold in October?

A Well, not usually this cold. How was the weather
in Washington?

B Actually, it was quite warm. About 20 degrees.

2 B ... Where in Poland are you from?
A From Krakow, in the south. Have you been there?

A B Yes, [ have. It's a beautiful city.
1 Welcomie to Poland ] A What about you? Do you live in Washington?
> Hibiaeing Ave you M Weiss? (] B Yes, I do, but I was born in Chicago.
3 Hello. I'm Anna. Nice to meet you. J 3 B ... That's an amazing building — what is it?
4 Let me help you with your luggage. :| A It's the new football stadium. Are you interested
5 Is this your first visit to Poland? L in football?
| 6 Did you have a good flight? L] B [ don't know much about it, but my brother
B loves it.
A Your brother? Do you have a big family?
a Yes, thank you. B No, just one brother. What about you? Do you
L) At here.: la‘f’t Yeak have any brothers or sisters?
| ¢ Thank you._lts nice to be here. A"Vis: Thaye fhres sisters:
d Yes, that'’s right.
- Tl.] e 8 Underline the questions the speakers use to
f Nice to meet you, too, ; ]
introduce the topic.
3 Put the conversation in a logical order. ki
2 Speaking
9 Work in pairs. Imagine you come from different
Vocabul ary countries. Role play a similar conversation. Take
4 Find and underline phrases in Exercise 2 that asilo h? the h.USt ar_Ed theattor. .Try to keep
have a similar meaning to phrases 1-4 below. a0 Db e i
gtop . underlined in Exercise 8.
1 How was your journey?
2 Pleased to meet you. Get real
3 Have you been here before? Talk to someone you know who has had to
4 Canl give you a hand? spend time with overseas visitors, perhaps as

part of their work. Find out what topics they
talked about with these visitors, and why.

Speaking
5 Work in pairs. Read the dialogue in Exercise 2
aloud. Take turns to be A and B.

SR
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Who wants to be an entre!:reneur?

Before you start Vocabulary
1 What is an entrepreneur? Do you know any 3 Find the verbs (1-8) in the article. Match them
famous entrepreneurs? Would you like to be one? with the word or phrase (a-h) that has a similar
Why/Why not? meaning.
‘ . 1 fix a repair
| Readlng 2 setup b depend on
2 Read the article about an American entrepreneur. 3 build ¢ make
Find three things that make him special. 4 create d construct
__ 5 afford e start
Ly S ) T e 6 rely on f pay for
A young entrepreneur 7 maintain g give work to
Jayson Meyer was 8 employ h look after
sikteanwirerhe and 4 CEO is an abbreviation for Chief Executive

his younger brother
Mzgthewgstarted teheir Officer. Use the Glossary or a dictionary to find

technology company. out what these abbreviations stand for.

Jayson lives in 1 MD 2 VP 3 Inc. 4 Ltd. 5 ple

Daytona Beach,

Florida, in the USA. i
He looks like any typical university student, but Speak-lng
Jayson doesn’t go to university. He doesn't need 5 Work in pairs. Role play an interview with Jayson
to. He is already a successful businessman. Meyer. When you finish, change roles.
Jayson is co-founder and CEO (Chief Executive Interviewer You are a journalist from a web
Officer) of Meyer Technologies, Inc. magazine. Your job is to interview Jayson Meyer.
At high school, Jayson spent a lot of time Here are your notes for some questions to ask.
working on computers for the school and local Add two more questions.
businesses. He didn't have time for school work, s o eeeeeereeeeeee

but he could fix almost any computer problem.

So, when he was fifteen, Jayson left school and 1 Do you think you are a typical seventeen

went into business full time. With his brother, he year old? Why?/Why wot?

set up a shop at the local weekend market. 2 Why did you start Meyer Technalogies?

The business was successful and quickly went 3 Wha are your clients? N B
from making $4,000 in the first year to $100,000 4 How successful is Meyer Technalogies?

per year, Soon, Meyer Technologies, Inc.
expanded and was making over $500,000. The A S . i
company builds special computers and creates )
software programs for its clients. Many small i
businesses in Florida can't afford in-house
computer support. They rely on service
companies like Meyer Technologies to maintain
their computers, and the company has plenty of article in Exercise 2.

customers. In 2000, the sales grew to over $1 )
million. Not bad for a business whose CEQ was 6 Would you like to do what Jason Meyer does?

Jayson You are Jayson Meyer. Answer the
journalist’s questions. Use the information in the

e

not old enough to vote! Why/Why not?

Currently, Jayson is helping to grow another ~ Get real
g;g‘g:r;’&gxggﬁvﬁgzﬁgﬁjgﬂ ?f'[ [‘;\é:'c Jha;nszaes Find out more information about other young
: people who are successful in business. Use the

now employs a number of technical staff and , : .
most of them are older than their boss. Jayson Internet or look in business magazines. Create
himself works 80 to 100 hours a week and often a class display of ‘teenage entrepreneurs.’

sleeps at the office. He doesn't have a lot of free
time to do the things that most young people do,
but he doesn't mind. He says, ‘I'd rather be
building an international business. | think about
my business most of the time — it's in my blood.’

_“%‘-;;“" "6 Business and Commerce



Writing a CV

Before you start
1 List three things you need to include in a CV.

Reading

2 Read the sections of a CV (a-h) and match them

with the headings (1-8).
1 Personal statement || 5 Interests

Personal details | | 6 Other information |

2

3 Work BaEsEies |:i 7 Referees
4 Languages || 8 Education and
qualifications

a Czech (mother tongue), English (fluent),

e §Pamsh (good) . —A1d
b Theo Johnson, Head of Postgraduate Studies, London |

Business School
Sarah Lewis, Marketing Director, InternationalJ/

Enterprisew e ———

¢ 1998-99 London Business School — Postgraduate
Diploma in International Marketing
1994-98 University of Economics, Prague —
graduated in Business Studies

d | am a hard-working and sales and

marketing [IELNEEg, Who is looking for a challenging
position with an international compﬂ(f“‘m“ -

B ——

e Travel, swimming, running, reading, cinema,

Speaking

4 Work in pairs. Look at these ‘rules’ for writing a

CV. Which ones do you agree with? Why?

* Make sure your CV is well-organized.
¢ Include a lot of detail - a good CV is long.
 List your education and work experience in

reverse order — start with your most recent job.

* Include additional information that you think
could help your application, e.g. travel
experience or voluntary work.

» Don't send a covering letter — no one reads it.

Work in pairs. Look at the job advertisement.
Discuss what qualifications and experience
applicants need for this job. Do you think
Frantisek Svoboda has the right qualifications
and experience to apply for the job?

INTERNATIONAL MARKETING MANAGER

classical music

f Name Frantisek Svoboda
Address 220 Belsize Gardens,
London SW2 2RT
Telephone 070 2268 2331
E-mail fransvob@yahoo.com
Nationality Czech
Date of birth I 7th April 1976

g | spent a year travelling in the United States and

Latin America between my postgraduate studies and
my current job. | also worked for two summers ata |

summer camp for children in the US. | ran the

London Marathon in 2000 and 2001. ="

h 2000 - date Marketing executive, |B Market
Consulting, London
1999 -2000 Marketing [T, International
Enterprises, London

Lopez Garcia is a Spanish-owned investment company
currently looking for a marketing professional to join
our London office. The successful applicant will be
responsible for:
« marketing our services to clients in the UK
» helping to develop the company's

marketing plan
» travelling to Spain and Mexico

for meetings with clients
» managing a team of ten people.
You need to have a marketing qualification and at least
three years' experience. You must be enthusiastic, hard-
working and flexible. Ability to speak Spanish is essential.

Apply in writing, with CV, to:

Jaime Aranda, Human Resources Manager,
jha@st.romero.es

Vocabulary
3 Complete (1-5) with the [T tad words.

1 Courses or exams lead to

2 iswhatyou have done in your

life or work.

3 A isapersonwho has passed a
university course.

4 A isaperson learning a job.

5 _ isinterested and excited.

Writing

6 Write your CV for a job of your choice (say what it

is). Use your own details and add qualifications
and work experience which you hope to get in
the future. Decide on the best order of the
sections in Exercise 2.

Get real
Work in pairs. Find some adverts for jobs like
the one in Exercise 5. Look in newspapers or

on the Internet. Choose an advert for a job you

would like to do. Give your advert and CV to
your partner and take theirs. Suggest ways
your partner could adapt their CV to fit the
job advert.

Business and Commerce




How bicycles can change lives

Before you start
1 Work in pairs and discuss the questions.

1 Do you have a bicycle? If so, when do you use
it? If not, how would a bicycle change your life?
2 Do you know what a charity is?

Reading

2 Read this interview with David Schweidenback,
who started Pedals for Progress. Find out:

» what Pedals for Progress does
e how Pedals for Progress works.

Pedals for Progress

a After university, I worked in a small town in
Ecuador. One man in the town had a bicycle.
He was richer than everyone else, because

they had to walk. If you have a bicycle, you can .

travel much further to find employment. [
realized that bicycles could make a difference

to the local economy. So | decided to send used -

bicycles to people in developing countries.

b We collect used bicycles from local groups in .

the USA, where there’s no market for them. We
ask people to give us their old bicycle and ten
dollars. We repair the bicycles, and we send a
container of bicycles and parts every six months.

¢ We sell them. We want to create a market, so
we don't give them away for free. In many
countries there is a big demand but no supply,
and new bicycles are very expensive. We sell
our bicycles for 5% of the usual market price.

d Everyone's lives are based on the local
economy. The local economy is based on the
business in the town. And this is based on the
movement of goods and services. If you speed
up this movement, you improve the economy.
Bicycles speed things up. So you get a rise in

productivity, and people have more money.

e Very successfull When someone gets a bicycle

from us, it means a 14% rise in income. We've .

done that for 62,000 people who now eat better.
Take Rivas, a little town in Nicaragua, for '
example. It’s the first place I sent bicycles to.
Most people in Rivas now own one, and the
local economy is doing really well.

. Business and Commerce

3 Read the interview again and match the
questions (1-5) with the correct paragraph (a—e).

1 Where do you get the bicycles? []

2 How successful is Pedals for Progress? L]

3 How did you get the idea for Pedals for i
Progress?

4 How do you distribute the bicycles? []

5 Why does sending bicycles change lives? []

Vocabulary

4 Match the words from the interview (1-9) with
the definitions (a—i). Then write the words and
phrases in your language.

employment

local economy
market

demand

supply

market price
goods and services
productivity |5
income [l

|00

ENL

Woe =13 U Wk

things people buy and sell

the business activity in a town/village

a group of people that buys something

the amount of money people will pay for
something

work that you get paid for

the money you get as payment for work

the need for something

the amount of something you can get or buy
the amount of work that is done

=T e T = ]

=g e o

Speaking
5 Work in groups. Think of something without a

market in your country, but that could help people
in developing countries, e.g. old computers.

1 Imagine you are going to set up a charity like
Pedals for Progress. Think of a name for it.
2 Discuss these questions.
e What are you going to send?
* How will it help people?
* How are you going to collect it?
» How are you going to distribute it?
3 Present your idea to the class.

 Get real

Use the Internet or magazines to find some

. information about unusual ideas for charities
. like Pedals for Progress. Create a class wall
display with pictures and information about

| different charities.




Taking telePhone messages

Before you start
1 Work in pairs and discuss the questions.

1 When you answer the phone at home, do you
say:
a ‘hello?
b your name?

¢ the phone number?
d something else?

2 How do people answer the phone at work?

3 How do you say these phone numbers in
English?
a 07791 842287 b 0033 10 45469011

4 Say your own phone number in English.

Reading

2 Read these two calls and complete the notes.

1 A Hello. AGM Finance. Jana speaking. Can I help

you?

B Hello. Can I speak to Tomas Czeska, please?

A Who's calling, please?

B This is Anna Lee.

A Just a moment ... I'm sorry, the line is busy. Do
you want to hold on, or call back later?

B CanIleave a message?

A Of course.

B Can you ask him to call me on 0121 334 8798?

A OK, 0121 334 8798.

B That's right. Can you say I need to speak to him
urgently?

A T'll give him the message.

B Thanks. Goodbye.

2 A Hello. Ikon Technology. Can I help you?

B Good morning. This is Paul Danielsson from
Stockholm. Can I speak to Jo Stein, please?

A I'm sorry, she’s not in the office today. Can I take
a message?

B Yes. [ need to talk to her about our meeting. Can
you ask her call me as soon as possible?

A Yes, of course. Can I have your number?

B Yes, it’s 0046 8 5678 6769.

A So that’s 0046 8 5678 6769.

B Yes, and let me give you my mobile number. It's
07990 202022.

A OK, Mr Danielsson, I'll give her the message.

B Thank you.

A You're welcome. Goodbye.

1 2

Message for; Message for:
Caller's name: Caller's name:
Number(s): Number(s):
Message: Message;

Vocabulary

3 Look at these phrases from the two phone calls.
Does the person answering the call (A) or the
person making the call (B) say them? Write A or B
in the boxes.

1 ... speaking. Can I help you?
2 Who's calling, please?

3 Thisis... from ...

4 Can I leave a message?

5 I'm sorry, the line is busy.

6

7

8

9

|

Can I have your number?

Can I speak to ..., please?

Just a moment, please.

Do you want to hold on, or call back later?
10 Can you ask him to call me back?
11 Can I take a message?
12 Can you ask him ...?

LI

Speaking
4 Work in pairs. Read the phone calls in Exercise 2
aloud. Take turns to be A and B.

5 Now make two more calls using the information
below. Take turns to be A and B.

1 A Call Ikon Technology. You need to speak to
Anya Markova. If she's not there, leave a
message. Use your own name and telephone
number.

B You work for Tkon Technology. Anya Markova's
line is busy at the moment. Offer to take a
message. Take the caller's name and phone
number.

2 A Call your friend Chris in America. If he/she’s
not there, leave a message asking him/her to
call you. Use your own name and telephone
number.

B You live in America. You are Chris’s
brother/sister. Chris is out at the moment.
Offer to take a message. Take the caller's name
and phone number.

Writing
6 Write one of the calls you made in Exercise 5. Use
the calls in Exercise 2 to help you.

Get real

Work in pairs. Write some instructions for a
phone call on a piece of paper. Write
instructions for A and B, as in Exercise 5. Then
give your instructions to another pair. A makes
the call and leaves a message; B answers the
call and takes the messsage. Listen and check
that the information is all correct.

Business and Commerce




Writing a business e-mail

Before you start

1 Why do people use e-mail in business? Make a
list of reasons.

Reading

2 Read some ‘rules’ (on the right) for writing good
business e-mails. Which rules do you follow?

3 Read the e-mail below from a student to a
company about their work experience
programme. Which rules in Exercise 2 does
he break?

Vocabulary

4 1ook at the phrases in italics (1-6) in the e-mail.
Match them with the formal phrases (a—f) below.

a Could you send me more information ...
b Ilook forward to hearing from you.

¢ [ am writing to ask about ...

d My name is Luigi Ferrara ...

e Dear Ms Lewis

f 1am interested in applying for ...

|

LI

5 Here are some phrases to use in e-mails. Write
starting (S), ending (E), saying why you are
writing (W) or requesting (R) after each one and
the ones in Exercise 4.

My name is ...

I'm a student at ... (school / college)
Dear Amanda (informal)

Thank you for your message.

With best wishes.

Yours sincerely
Thank you for your e-mail of 20th August.
Please send me details of ...

2= = -EN I => T &1 I - S SR A \S I

Writing
6 Work in pairs. Rewrite the e-mail on the right

using the rules in Exercise 2 and some of the
phrases in Exercise 5.

Please e-mail me if you need more information.

Get real

You are interested in taking part in a work

experience programme for business students.

Write an e-mail to a company that offers such

programmes. Organize your e-mail like this:

» introduce yourself

« explain why you are writing to them

* request some information about the
programme.

Don't forget to start and end the e-mail in an
appropriate way.

How to write an effective e-mail

1 Use a subject line that tells the other person what
the e-mail is about. Don't just write Information or
Your e-mail.

2 If you are writing to someone you don't know,
start by saying who you are and why you are
writing.

3 Use written greetings (Dear Mr Smith) and
endings (Yours sincerely), just as you would in a
letter.

4 lse short, clear sentences.

5 lse paragraphs for different subjects. Leave a

space between paragraphs.

6 In business e-mails, always use a formal and
polite tone. Don't be too informal or familiar.

7 Don't use emoticons, e.g. @, or acronyms, €.g.
BTW (by the way).

8 Don't write in CAPITAL LETTERS - this is like
shouting,

9 Don't repeat yourself - try not to use the same
word more than once in a paragraph.

10 Check your spelling and punctuation — are they

correct? If you are worried about your spelling,
use a spell check.

To: Amanda Lewis, Human Resources
Manager
From: Luigi Ferrara
Subject: Information
1 Hello Amanda!
2 I'm Luigi from Pescara. 3 Can you tell me
about your student programme? [ know your
company takes students who want some
work experience in their holidays, and ¢/
want to apply for the programme because |
want to get some experience of working in a
big multinational company and I also want
to practise my English and make it better,
because I think it is VERY BAD. Sorry about
that!! [ want to know more about the :
program, so 5 please give me some more
information, in particular the dates, the
details of the daily work, how much you pay,
where I can stay, etc. I study marketing so I
would like to work in the marketing
department if it is possible. BTW, I'm a 20-
year-old student of business living in Italy.
Sorry, I forgot to tell you that ©.
6 Send me your reply soon. Thanks a lot. Bye.

Luigi

- é Business and Commerce




Getting started in business

Before you start

1 How much free time do you have outside school?
How do you spend it? Would you like to spend
some of your free time earning money?

Reading

2 This article gives advice for someone who wants
to start their own business. Match the questions
(a—f) with the paragraphs (1-6).

a How much will my business cost to run?
b How do I get started?

¢ Where will [ get the money?

d Can I make a profit?

e How much money will I make?

f How much should I charge? il

[

What do Juan from Spain and Jessica from the
USA have in common? They are both
teenagers running successful businesses. Juan,
16, has a gardening business with 75 clients
and three employees. Jessica’s company cleans
new houses. She started it when she was 14. If
you want to start a business, good planning is
important. Here are some tips.

1 Get organized. Decide what your skills are.
Find out if there is a market for them in your

Vocabulary

3 Match the NI words in the text with the
definitions (1-7). Write them in your language.

1 an amount of money you need to starta
business
2 the money you receive from selling a product or
service
3 what you make if your revenue is more than
your costs
4 what you make if your revenue is less than your
costs
5 an amount of money that someone, e.g. the
bank, lends you
6 money you pay for things and services to run
your business
7 an amount you pay for borrowing money, e.g.
from the bank

Speaking
4 Work in pairs. Look at this summary of two

companies’ profit and loss accounts for next year.
For each company, calculate:

1 Pre-tax profit (= revenue minus costs)
2 Profit after tax (= pre-tax profit minus tax).

Which company will be more profitable?

area, e.g. ask your neighbours what they
‘need. Babysitting, coaching for exams or
sports, and computer training are all

~ possibilities.

2 Decide how much money you need to start
your business. Think about how to get the
ESSiEL. You can use your own money ot you

 can ask the bank for a [REY. If you get a loan,
 be sure you can afford to pay the [R3tt.

3 Calculate your [ First, work out your
fixed costs, for example, the rent on your
office or the interest on a loan. Then add your

~ variable costs, for example, equipment or tax
~ (if you pay it).

4 Work out how much to charge for your
service. Find out what other people are
charging and use this to set your own prices,

5 Your [EIEME is the amount of money you
receive from selling your service. You need to
calculate this very carefully. Your revenue is
the number of hours worked multiplied by
(x) the price per hour. : o

6 Your business will make a if your

~ revenue for a year is more than your costs. If

~ your costs are higher than the revenue, you'll
make a [BB. Work out carefully the number
of hours you need to work.

Company A (€s) | Company B (€s)
Revenue 17,575 18,850
Costs 14,940 16,625
Pre-tax profit
Tax 790 670
Profit after tax

5 Work in pairs or small groups. You have decided
to start a small business to earn extra money
outside school. Discuss these questions.

» What service are you going to sell?

¢ How much capital do you need to start it?

* What are your fixed and variable costs?

¢ What price will you charge?

» How many hours’ work will cover your costs?
¢ How much profit will you make?

6 Write a profit and loss account to show your plan.
Use the table in Exercise 4 to help you. Present
your plan to the class.

Get real

Talk to someone who has their own business.
Find out how they started it. Was it easy or
difficult? Is their company profitable?

Business and Commerce




Doing business in Japan

Before you start 3 Read the text again. Match the headings (1-7)
1 Work in pairs and discuss the questions. with the paragraphs (a-g). 3l
1 What do you think it’s important to know about 1 Whé}t PLWEL H
another country if you are going on holiday or 2 Business cards =
if you are going to work or study there? 2 ;E}atmt?_;nom -
reetings |
?
2 What do you know about Japan? 5 During and after meetings ;
Readi 6 Talking to others 5]
eading 7 Before a meeting []
2 Read this information for visitors to Japan. Is it
for tourists, business people or students? 4 Here are some dos and don’ts about working in
Japan. There are several more in the article. Find
a When you meet someone in Japan, it is another two of each and add them to the lists.
normal to bow. However, it’s OK to shake Dos

hands, particularly with people who work in
international companies. It's not a good idea
to hug people.

bow when you meet someone
use chopsticks with your right hand

b Always use chopsticks with your right hand.
Place them on the side of a dish after you

have started eating, not on the table. And Don’ss ...
never leave them standing in the rice bowl - hug people when you meet them
it's bad luck. put chopsticks on the table

¢ Your business card should state your name,
company and position in your language and
(on the back) in Japanese. Always give and
receive cards with both hands. Treat other Vocabula ry
people’s cards with respect — look at them
carefully before putting them away. Never
write or make notes on them.

5 Use these phrases to make sentences with the
information you found in Exercise 4.

d Send an agenda in advance and make it clear Dos Don’ts
what the meeting is about. Also, send any You should. ... You shouldn’t ...
documents — translated into Japanese. Try to Always ... Never ...
find out who will attend, and check if your Irs OK'to ... Its not OKto ...
hosts speak English. If not, you will need an It’s a good idea to ... It’s not a good idea to ...
interpreter. I.f.:s fmp'orranr (77 Ir:s importf:fm notto ...
e Allow time for proper introductions and B patistoss RATopdED
small talk as a friendly atmosphere is helpful. =
If there is silence duri}tllg the meeting, dorl::’t Speak“‘g
worry — this is thinking time. Always take 6 Work in pairs. Make a list of dos and don’s for
notes, and write to thank your hosts and visitors to your country.
confirm any decisions. -
f You shouldn’t use someone’s first name until Wl'ltll'lg
you have met several times and know each 7 Use your list to write some information like the
other well. Be sure to use titles such as Mr, article in Exercise 2.

Ms, or -san, but never use -san when

referring to yourself. Get real

Choose another country with a business culture
that is very different from your country, e.g.
China, South Korea, Brazil, Saudi Arabia. Use
newspapers, magazines, books or the Internet
to find information about doing business in this
country. Make a list of dos and don'ts for that
country. Create a class file on ‘Business Culture.’

g Japanese businessmen wear a blue or grey
suit, a white or blue shirt and dark tie.
Businesswomen should also wear a suit and
use only a little jewellery and make-up. In
summer when it’s hot and humid, it’s a good
idea to pack several changes of clothes.

_ Business and Commerce
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Planning ) meeting

Before you start

1 Work in pairs. Have you ever taken partina

discussion with a large group of people?

1 If you have, how did you feel when you had to

speak, e.g. nervous, confident?

2 If you have not, would you like to? Why/Why

not?

Reading

2 Here are some ‘rules’ of things to do before a
meeting. Read the rules and the e-mail below.

Tick (v) the rules that the e-mail follows.

1 Send an agenda several days before.
2 Make sure everyone knows the time
and date of the meeting.
3 Say where it will be, and how to get there.
4 Make it clear why you are having
the meeting.
5 Make sure everyone knows who will
be there.
6 Appoint a chairperson and note taker.
7 If necessary, ask people to prepare to talk
about a particular point.
8 Make sure people know what will
happen next.

Iet me know. I also attach a list of
know w’ﬂo wﬂl be at the

‘meeting.

. 1
The chau:persen wﬁ
st
: econe to take the minutes
| sm?ill:t we talked about. Michael, can you ¢ o
please? You will receive the minutes ass;g =
possihle after the meeting, together 3 wit

~action pomts and respons:bﬂmes

- Ilook forward to seeing you all.
With best wishes

Paul

) melr
a enda with the rnam pe
s ou have any other points youwant o |

be Suzanna Ncwatna We need
o there is @ record of -
do this,

L1 Ot O

[l

[]

L

Vocabulary

3 Match the words and phrases from the e-mail
(1-7) with the definitions (a—g). Then write the

words and phrases in your language.
1 purpose L]

2 agenda

3 main points
4 participants
5 chairperson
6 minutes

7 action points

CIENETE

a notes of what is said at a meeting

b the people who take part in a meeting
¢ a list of what will happen at a meeting
d the things to do after a meeting

e the person who keeps control of a meeting
f the reason for or aim of having a meeting
g the most important things to talk about

Speaking

4 Work in pairs. Here are some tips for speaking in

meetings. Which ones do you agree with?

* Only speak if you have something important to

say.
never interrupt.
On your turn, speak for as long as possible.

It's OK to interrupt someone.

as people understand you.

5 Work in groups. You have decided to hold a

meeting to plan social events for next term.
+« When and where will the meeting be?

e Who will be the participants?

* What are the main points?

¢ Who will be the chairperson?

* Who will take the minutes?

Who will speak about particular points?
What will happen after the meeting?

Writing
6 Write an e-mail to tell the class about the
meeting. Include information about all the points

you discussed in Exercise 5.

Let people finish their point before you speak —

It's OK to make grammatical mistakes, as long

Get real
Talk to someone you know who attends
business meetings. Find out how they prepare

for the meeting and what happens during the
meeting. Tell the class.
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Taking part in a meeting

Before you start

1 Look at some things that people say about
speaking in meetings. Tick the ones you agree
with then compare your answers with a partner.

1 It’s difficult to think of the right words. ;
2 1 always have a lot to say. L
3 1don'tlike it when people disagree with me. |
4 People are always interrupting me.

5 I'm not sure if people always understand me.

Reading
2 Look at this agenda and answer the questions.

1 What is the meeting about?
2 How many people will attend the meeting?
3 What is Carla’s role?

Meeting Friday 28th June

Chairperson: Clare

Participants: Ella, Tom, Jake, Mila, Frank

Minutes: Carla -

Purpose of meeting: To plan the visit by exchange
students 16th-20th September .
Main points: ' -
1 Daily activities

2 Evening activities

AR HORA NG R NR BB e AR S e

3 _Accommpdéitio_fl:. o
4 End-of-week celebration

P i o

3 Now read part of the meeting and answer the
questions. (Clare = A, Jake = B, Ella = C, Tom = D)

1 What do the speakers agree about?
2 What do Tom and Ella disagree about?

A ... So, now we need to talk about point 4, the end-
of-week celebration. Can we brainstorm some
ideas? Jake, what do you think?

B Why don't we have a party?

C Yes, | agree. Definitely a party.

A OK, that's a good idea. Any ideas for what kind of
party? What about you, Tom?

D What about having a big party for all the students
and their families? We could use the main hall, so
people can dance. We could get a band ...

C Yes, that's right. We want somewhere to dance,
but I don't think we should have a band. I think
we should have a DJ.

D Well, I don't agree with you. In my opinion, a
band is much more exciting than a DJ.

C Yes, but a D] can play different types of music ...

A OK, Ella, we can decide later. Let's agree that we're
going to have music.

B Excuse me, can I say something?

A Of course.

B My brotherisa D] ...

s
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Vocabulary

4 Look at the headings. Find two phrases in the
dialogue which do each of these things and write
them under the headings.

ask for ideas / opinions

1 2

make a suggestion

1 2

give your opinion

1 2

agree

1 2

disagree

1 2

interrupt

1 2
Speaking

5 Work in groups of four. Read the dialogue aloud.
Take turns to be Clare, Ella, Tom and Jake.

6 Work in different groups to have a meeting.

Your class teacher is leaving the school. A few of
you are having a meeting to decide what to buy
him/her and when to present it. Appoint a
chairperson and someone to take minutes. Use
phrases from the table in Exercise 4 to:

1 ask for ideas/opinions
2 make suggestions

3 give your opinion

4 agree or disagree

5 interrupt.

Writing
7 Write an e-mail to the rest of the class to tell them

what you decided in your meeting and to invite
them to the presentation. Use these phrases.
As you know, X is leaving on ...
We have decided to ...
We would like you to join us ...
Can you please ...

Get real

When are you next going to plan an activity as
a class, e.g. a class trip, an end-of-year party?
When you plan it, hold a class meeting to
decide what to do, like the ones in this unit.




Can you live without it?

Before you start

1 Do you have a mobile phone? Do you use it a lot?
Who pays for the calls?

Reading

2 Why do you have a mobile phone? Read these
quotes. Which reason is closest to yours?

1

2

[ have it in case I get into trouble, or if I need to
contact someone quickly.

I spend a lot of time on the phone at home, It’s
better and cheaper for my parents if [ have a
mobile, because I have to pay for my calls.
Ilike to be able to text or chat to my friends,
any time I want.

Everyone has one - if you don’t have a mobile
it's bad for your social life.

3 Look at the charts and answer the questions.

1

2

Match these labels with the charts. by
apiechart | agraph | abarchart | |
Which chart is best for showing:

trends? || proportions and percentages? ||
comparisons? ]

a 4-

304

7%
doesn't
matter

.M...I - | e |
1996 1997 1998 1999 2000

33%
important
but not

essential

28%
nice to
have one

32%
essential

4l Read the texts and match them with the charts.

L minutes. Almost half of the victims
~ phone theft are under 18. The ‘average age of the
 thief is 16. In 2000-01. 28% of all robberies involved |
‘a mobile phone. compared with 16% in 1999-2000.
‘This was double the number for 1998-99, when only

T T T s T s S

ile ph(}ne is stole“‘ in

8% involved a mobile.

' (48%} ef mobile_ .

Smoking among 15 year olds fell from 30% to
23% between 1996 and 1999, while mobile
phone ownership among 15 to 17 year olds rose
from low levels in 1996 to 70% by August 2000.
Is there a link? Experts think that using

a mobile satisfies the same teenage needs as
smoking. Both are a way of taking part in the
social life of the group. Both offer a sense of :
style and individuality, making the user feel adult | |
and independent. And many teenagers can't
afford to do both.

B N R i L o I, o

According to research, the majority of 18 to
24 year olds (88%) currently have a mobile phone
for personal use. In a recent survey of their views,
32% said they can't live without their mobile
phone. One in three (33%) said a mobile is
important, but not essential and 28% said it’s nice
to have a mobile, but they could live without it,
Only 7% said it doesn‘t matter whether they have
one or not.

o Py PO o OO T e S e T i

Vocabulary

5 Find and underline the words and phrases (1-6)
on the left in the texts. Then match them with the
words and phrases (a-f) with a similar meaning.

1 the majority of a went up

2 one in three b most

3 fell c 48%

4 rose d twice

5 almost half e a third

6 double f went down
Speaking

6 Work in pairs. You are going to conduct a survey
of people in your class (or another class).

1 Choose a or b. Find out about:
a people’s attitudes to something, e.g. smoking,
the Internet, texting
b the number of people who have taken up a
particular activity now which they didn't do
two years ago, e.g. using the Internet.

2 Prepare some questions to ask.
3 Interview at least ten people.

4 Choose the best chart to show the results of
your survey. Draw your chart and present it to
the class. Create a class display.

Get real

Take the other option from Exercise 6 (the one
you didn't do) and ask a few people outside
your school, e.g. in your family. Put the results
in a chart and present them to the class.

Business and Commerce




Making arrangements by telephone

Before you start

1 Work in pairs and discuss the questions.

1 Say these dates in English:
a 10/09/02
b 24/03/03
c 01/11/99
d 14/07/87

ways.
a 10.30
b 3.45
¢ 10.20
d 11.05

3 Which expressions do we use with in, at or on?

a the weekend

b Wednesday

C the summer

d the afternoon

e 12.30
Reading

2 Two people are arranging a meeting. Read the
phone call and complete Elana’s meeting planner.

(A = Michael, B = Elana)

Say these times in English. Say each time in two

A Hello, Michael Kennedy.

B Hello, Michael. It's Elana ...

Hello, Elana, how are you?

I'm fine, thank you. And you?

Very well, thanks. What can I do for you?

1'd like to arrange a meeting with you.

OK, no problem ...

It’s about the plans for the new employees’

training week.

Fine. When shall we meet?

One day next week?

OK. How about Tuesday in the afternoon? That’s

the 15th.

B No, I'm afraid I'm busy all day on Tuesday. What
about Thursday or Friday?

A Sorry, | can't make Friday. I'm on a course. But
Thursday is fine. Morning or afternoon?

B The afternoon is best for me.

A OK. Shall we say 2.30?

B VYes, that's fine. Where shall we meet?

A You've got a bigger office!

B OK. So that’s half past two on Thursday 17th
August, in my office.

A Right.

B Thanks, Michael. I'll look forward to seeing you
then.

e mEwm

> w e

g

Meeting with:

Date:

Time:

Place:

Reason for
meeting:

3 Read the call again. Find and underline one or
more phrases which:

=~ U R W N

say you want a meeting

explain the reason for the meeting
suggest a day or time

agree to a day or time

say no and give a reason

ask about the place

confirm the details.

Speaking
4 Work in pairs. Read the phone call in Exercise 2
aloud. Take turns to be A and B.



5 Work in different pairs. Practise making 6 Work on your own. This is your business diary

arrangements on the phone. Use the diagram to page for next week. Write down at least four
help you. Take turns to be A and B. Start and end appointments on different days. Write the time
the conversation like the one in Exercise 2, and place.

Say you want
ameeting. . .

discuss new p]ans
for interviewing
job applicants.

Wednesday

e

of the office.
Suggest Monday

Iz 7 Work in groups of four. You need to arrange a
_of Tuesday, L -

meeting at a time when you are all free. Decide
the reason for the meeting and agree when and
where it will take place.

Monday mommg
and all day
Tuesday. Monday
afternoon?

Writing
8 Look back at the phone call in Exercise 2. Write a

short e-mail from Elana to Michael to confirm
the arrangement. Use these phrases:

Thank you for agreeing to a meeting to discuss ...
l This is to confirm the time and date of our

meeting ...
We will meet in ... at ... on
I look forward to seeing you.

“Agree.
Suggest 2.00.

You prefer later.
. Suggest330 i 9 Now write another e-mail confirming the
et SFCATECMENIS YOI AT I EXereise 5|

T—— e

Agree. Ask where.}
Think about how people make arrangements
on the telephone in your language. Are there
any differences in the way you do it and in
English? If so, what are they?

[ ._Su._g__g:as:t B’s c;fﬁce..}

.

Agree. =
_ Confirm details.
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Teenage inventions

Before you start

1 Do you know anyone who is deaf, i.e. who can’t
hear? How do they communicate? Do you know
any sign language?

Hanna &
Heather

Craig

Hanna and Heather Craig, twin sisters
aged seventeen from Alaska, have
invented a new winter rescue device:
a 1.2 metre-long robot called the Ice
Crawler. The robot is designed fo take
a rope to a person in a dangerous

Readlng situation, for example, on thin ice or
2 Read the information about two inventions by very soft snow.
teenagers and complete the chart. The Ice Crawler's body consists of two

tracks made of silicon-reinforced rubber,
which is very strong and flexible even at
1 What is the ~ extremely cold temperatures. This means
invention? the robot can move over ice, snow or
rough ground without getting stuck.
The Ice Crawler is operated by a control
panel. This allows the rescue team to
3 How does stay at a safe distance from the victim.
it work? The control panel enables the user o
' steer the robot, move it forwards and
backwards, and switch the power on

Invention A | Invention B

2 What problem
does it solve?

and off.
 The robot runs on two 12-volt drive
When eighteen-year-old Ryan Patterson read a | motors — one on each of the tracks.
story in his local newspaper about o feenage _.:These are powered by a 12-volt battery.
girl who couldn't hear or speak, it gave him an | A plastic tube carries the control panel’s
idea. The girl used sign language, but she | wiring. It also holds the rope that pulls
needed a human translator with her all the time. the wchm back fo safety. A video

Ryan has designed a glove that can translate
sign language into text. It uses electronic sensors
to read the hand movements of the person who
is wearing it. Then it transmits the data to a
portable device that displays the text on screen.
The device only translates the alphabet, buta
special program allows the user fo adapt hand
movements. The user can give special meanings
fo certain hand movements. -

Ryan has built two protfotypes using a leather
golf glove. He has fested it with students from

 the National Technical Institute for the Deaf

~ (NTID). He has a patent on the device, which

~ means that he owns the idea. He's now thinking
~ about starting his own company so he can
_ develop the design and market it.

camera is ctﬂ’qched fo the Front of rhe
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Vocabulary (texta)

3 Find and underline a word in Text A that means:

1 aperson who changes something from one
language to another (noun)
2 something that can detect, heat, light,
movement, etc. (noun)
3 send information electronically (verb)

4 apiece of equipment made for a special
purpose (noun)
5 to make or change something for a special
purpose (verb)
6 the first model or design of something (noun)

7 the official right to make and sell a product
(noun)

4 Now write the words in your language.

Here are some stages in the process of inventing a
new product. Number them in a logical order.

a build a prototype

b patent the device

¢ have an idea

d test the prototype

e design the product

f talk to a company about building it
g build a better prototype

| N

Vocabulary (textB)

6 Look at Text B again. Label the diagram of the Ice
Crawler with words from the text.

7 Complete this paragraph about another robot
using the words in the box.

allows m attached to m consists of m
enables m designed to m operated by
m powered by = runs on

The Trackster is L find people trapped
in damaged buildings after an earthquake or an
explosion. It 2 the rescue team to search
for victims from a safe distance. The Trackster

3 a small body with four tracks. It is

4 a hand-held control panel. This sends
a radio signal to the robot. The Trackster

5 an electric motor which is ¢

a ten-volt portable battery. A video camera is

7 the front of the robot — this

8 the rescue team to see if there is
anyone in the building.

Speaking

8 Work in pairs. What do you think of the
inventions in Exercise 22 Could you invent
something similar?

1 Brainstorm an idea for an invention that might
help someone with a disability, e.g. someone
who can't see or who can't walk, or perhaps an
old person who can’t move around much.

2 Design your invention then draw a diagram
of it.

3 Explain your invention to the class. Say:

* what the invention is
¢ what problem it solves
s how it works.

Get real

Search the Internet or magazines for other
unusual inventions. If you find something
interesting, bring it to the class. Explain it to
some other students.
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Motivation at work

Before you start 4 Look at this list of things that motivate people
1 Work in pairs. Make a list of things that are and tick the things Marie and Tom mention.
important when choosing a job, e.g. earning a lot Marie Tom
of money, working for a big company, helping pension :| ]
other people. You have one minute. training ] |—!
profit share B []
2 Why do people choose these jobs? expenses (] H
a teacher b banker c doctor d engineer company car ; ]
business class travel - ]
Reading private health insurance L %
. bonus L
3 Read about the quotes from two people talking et W Eml B 0

ir jobs. Which i tivated by:
about their jobs. Which one is motivated by subsidized childcare

job satisfaction

1 helping other people?

2 earning a lot of money? promotion ] ]
responsibility [] []
gym membership Q []
doing something worthwhile || []

5 Which things in the list in Exercise 4 are benefits
(extra things you get from your employer)? Which
ones are rewards (things that make you feel good
about the job)?

Vocabulary

6 Check the meaning of any words in Exercise 4
that you don’t know in the Glossary or a
dictionary. Then work in pairs to test your
partner. Cover the list of words. Say the word in
your language. Your partner has to say it in
English.

Speaking
7 Choose five rewards or benefits from the list in

Exercise 4. Number them in order of importance
to you. Explain your order to another student.

Writing
8 Choose one of these jobs, or another job you
know about:

flight attendant m dentist m architect
m hotel receptionist m salesperson m nurse

1 Make a list of the rewards and benefits of the
job.

2 Imagine this is your job. Write a short text
describing the rewards and benefits. Use the
texts in Exercise 3 to help you.

Get real

Interview two people you know about their
jobs. Find out about the benefits and rewards
they get from their job. Tell the class.

a travel allowance,
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International trade

Before you start

1 Think of things that you have in your home or
school, e.g. a fridge, a TV, a computer. What are
the names of the companies that made them?

Reading

2 Read the text and correct the statements below.

International trade is when companies from |
one country sell their products or services
other countries. For example, the UK _
produces cars, machinery, oil, and chemic
which it exports {561 overseas markets MO
British J include services like banking
and travel These =10l foreign currency Floias
the UK. to the UK include cars, food
and elecmcal goods

Many companies set up [EBTIETTR .
overseas, either for manufacturing or for
dlsmbutmn, or both These companies are
called ~ Shell, Ford, and Sony
are examples Most multmationa.l companies
‘think global and act local.’ This means that
they try to understand and cater for the needs
of every market they sell in. '

International trade means there are mor
companies competing with each other to sel
their products. This means lower pnces, whic
is good for customers because they pay l_es
and have more choice. Producers, however
make less profit. Multinational companies
often look for ways to reduce their costs, for
example, by manufactunng their pmdux:t:; In
countries where [B J are cheap.

Changes in the cxchange rate Kol make a
company more or less competitive. The
exchange rate is the amount of one currency
needed to buy another currency. For example,
in 2002, one British pound bought about 200
Japanese yen, so the exchange rate was 1: 200 .
If the exchange rate falls, exports become
cheaper, so companies become more .
competitive. If the exchange rate rises, expﬂrts? :-
become more expensive, so compames . '
become less competitive.

1 British companies don'’t sell overseas.

2 Multinational companies sell the same
products in different markets.

3 Increased competition is good for producers
and bad for customers.

4 Changes in the exchange rate are not important
in international trade.

Vocabulary

3 Match the words and phrases in the
text with the deﬁnmons (1-8). Then write the
words and phrases in your language.

1 what a company pays for its workers

2 the type of money used in another country or
market
3 the value of one currency compared to another

4 smaller companies that are part of a larger
company

5 companies that operate in more than one
country

6 things produced in your country and sold in
other countries

7 places abroad where you can sell your products

8 things produced in other countries and sold in
your country

4 Look at the word map for the verb compete. Make
similar word maps for these words: produce,
emplay, operate. Use a dictionary to help you.

compete

Speaking

5 Work in pairs. You work for a multinational
company. You are looking for a new overseas
market to manufacture and sell your products in.
Look at this information about two possible
international markets. Discuss which market
seems better, A or B.

Market A Market B
Competition from
other exporters high medium
Exchange rates stable rising
Labour costs $$$ $
Personal income
of the population $$$$$ $$

Get real

Use newspapers, magazine articles or the
Internet to find out about a multinational
company that interests you. Find out what it
makes, what are its main markets, and where
its subsidiaries are. Prepare a short talk.
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Writing a report

Before you start

1 What is a report2 Why do people write reports?
Who reads them?

2 Work in pairs. Discuss these questions.
1 How many hours a day do you spend

watching TV?
a less than 1 hour ¢ 2-3 hours
b 1-2 hours d more than 3 hours

2 Do you watch more or less TV at weekends?
3 What kind of programmes do you watch?

| cartoons m dramas/films w soaps m sport
' m news m documentaries m music shows,
e.g. on MTV m comedies m chat shows
m games and quizzes

Reading

3 Look at the extracts (1-5) from a report. Who
would be particularly interested in this report?

1 students
2 advertising companies
3 psychiatrists

4 Match the extracts (1-5) with the headings (a-e).

a Conclusion

b Findings L]

¢ Introduction I;I

d Procedure ]

e Method L

Report on research project into the TV-
watching habits of school students.

The purpose of this research was to find out
how many hours of TV students watch in a
typical week. It also aimed to find out what
kind of programmes they watch. In addition,
it looked at the kind of programmes watched
by male and female students to find out if
there was any difference in their preferences.

Business and Commerce

We carried out the research by interviewing
students in the target group — school students
aged 14-18, both male and female. We spoke
to students from a number of different schools
in five different cities. We interviewed 120
students in total, 60 boys and 60 girls.

We asked all the interviewees the same
questions. First, we asked them if they have a
TV in their bedroom as well as the main TV in
the house; then if they usually watch TV alone
or with their family. Next, we asked what kind
of TV programmes they like and how many |
hours of TV they watch in a typical week. After
that, we asked how many hours they spend
watching TV on school days (Monday to
Friday) and how many hours at the weekend.
Finally, we asked how many hours they spend
watching the different kinds of programmes.

We found that 60% of interviewees have a TV
in their bedroom and most watch it alone.
On school days, 40% of boys and 50% of girls
watch TV for two hours or more, mostly
between 6.00 and 9.00 p.m. Only 20% of boys
and 15% of girls watch less than one hour.
However, at weekends, 60% of boys and 70%
of girls watch more than two hours a day, in
the mornings and in the evenings.

Boys prefer to watch sport, cartoons and
music programmes, whereas girls prefer to
watch soaps, dramas and music. Only 18% of
boys and 16% of girls say they watch news
regularly. However, more girls than boys
watch documentaries.

Our research shows that the best time for TV
advertisements aimed at young people in this
age group is between 6.00 and 9.00 p.m. on '
weekdays, and in the mornings. In addition,
advertisers whose target market is mainly girls
should aim to place their ads between soaps, :
dramas, and music programmes. If the target
market is boys, they should place ads between |
sport, cartoons, and music programmes.




Vocabulary

5 Look at Extract 3 again. Complete this paragraph

with the words in the box. Use capital letters
where necessary.

‘ after that m first m finally m then m next

: , we asked the interviewees if they own
a mobile phone; 2 what make of phone
they own. 3 , we asked what they use it

for — emergencies, chatting to friends, etc.
4 , we asked how many hours they

spend on the phone each week. s , we

asked them who pays for the calls.

6 Look at Extracts 1 and 4.
1 Find and underline:

a a word and a phrase used to add information
b two words used to connect two facts that are

different.

2 Complete this paragraph with the words and
phrases you have underlined. You have to use

one word twice.

The purpose of this research was to find out
what students aged 14-18 use their mobile
phones for. It a aimed to find out
what kind of phones they use. b it
asked how many hours they spend on the
phone, and ¢ if there is any
difference between boys and girls in how they
use their phones.

We found that girls prefer to use their phones

to chat with friends, d boys prefer

to send text messages. e , more
girls than boys keep in touch with their
parents by texting.

Speaking

7 Look at Extract 3 again. Write the questions that

the interviewers asked. Work in pairs and
interview your partner.

8 Prepare a short survey about one of the following
options. Think about the questions you will ask.
Then interview as many people as possible in
your class or school.

Find out the following information:

L'

Writing

Find out the following information:

how many people have music in their
bedroom, or a personal stereo

where they listen to music

how many hours they spend listening to
music on weekdays

how many hours they spend listening to
music at weekends

what kinds of music they listen to.

ba

»

how many people exercise regularly

what type(s) of exercise they do

how many hours they exercise every week
when they exercise ’
where they exercise. i

9 Write a report based on your interviews. Use the
extracts in Exercise 3 to help you. Make sure your
report has an introduction and conclusion, and
includes information about your method,
procedure and findings.

Get real

Look at some newspapers or business
magazines to find an article which gives the
findings of a report. Make notes of the subject
of the report, its method, procedure and
findings. Tell the class about the report.
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What is marketing?

Before you start
1 What is marketing? Why is it important?

Reading

2 Read this article about marketing. Match the
questions (1-6) with the paragraphs (a-f).

1 How do I meet my objectives?

2 What do I want to achieve? L
3 What is marketing? L
4 How do I communicate my message?
5 How do I find out this information? L]
6 What do I need to know? L
a Marketing is finding out about your customers

and so that you can provide the
right product at the right price.

b Think about the people you want to sell to: your
[E Bkl as. Different products have
different target markets, for example, Swatch
and Rolex watches. Questions to ask are:
¢ Who are my customers — age, sex, income?
* What is the size of the market? '
s [s it possible for the market to get bigger?
s What about [UpLE R Gl — do people.
know about my company’s products?

¢ You find out this information through

T easl. Market research uses
interviews to find out about people’s attitudes
and questionnaires to find out about their
shopping habits.

d When you know who your customers are and
how big your market is, the next step is to set
your objectives. Do you want to increase sales?
To increase [EGEEE? Or to make your
product different from the competition?

e Next, think about your Big€ligay for meeting
your objectives. If your objective is to increase
market share, you could:
¢ find new customers by rnakmg your product
more attractive

» take customers from your competitors

» persuade your customers to use more of
your product.

f How will you make your strategy work? What
message do you want to send? There are many

types of [§ and it’s nnportant to
choose the rlght one, e.g.

» advertising on TV, in newspapers-,_:etc-.

o direct marketing by post (mailshots)

» telesales — selling to customers on the phone

« point-of-sale material in shops — free
samples or special offers.

Now you are ready to BRI your product in
the market. Good luck!

_ Business and Commerce

Vocabulary

3 Match the [ TR words and phrases in the
text with the definitions (1-8).

1 ways of telling people about your products

2 the part of the total market that buys your
products
3 knowledge of your company’s products

4 other companies that sell similar products

%7}

finding out about the market
6 to introduce a new product to the market

7 the kind of people you are interested in selling
to
8 aplan you use in order to achieve something

4 Look at the text again. Find and underline:

1 two market research methods
2 three marketing objectives.

Speaking
5 Work in pairs. Take turns to describe the
marketing process. Use these phrases:

First you have to ... m Then ... m Next ...

m After that ... m Finally ...

6 Work in groups. Think of a product you would
like to produce and sell. It could be a new kind of
drink or snack or a new range of make-up. You
decide. Give your product a name.

Writing
7 You have completed the process in Exercise 5 and
are ready to market your product from Exercise 6.

Draw up a marketing report with information
under these headings. Then present your report.

Product name:
Target market:
Objective:
Strategy:
Promotion:

Get real

Do some research. Think of a product you know
or buy regularly, and about how the company
markets it. Who is their target market? What are
their objectives? Find out what you can about
the company. What is their market share? Who
are their competitors? Tell the class.




Advertising and Promotion

Before you start

1 Look at these different ways of advertising and
answer the questions.

1 Which do you think is best for contacting
specific customers?
2 Which do you think is the most expensive?

2 Which way (or ways) of advertising do you think
is most suitable for these situations?

1 a travel company selling last-minute trips

2 a car company launching a new model

3 abank telling customers about a new kind of
bank account

4 alocal politician who wants people to vote for
him/her

Reading

3 Read the business advice information (right).
Match the questions (1-4) with the paragraphs
(a—d).

1 What does it say? 9]
2 Why are you advertising? ]
3 Where will you advertise? [l
4 Who is it for? [

Speaking
4 Work in pairs. Read the TALKABOUT
advertisement and discuss the questions.

1 What product is the advertisement for?

2 Who are the customers?

3 What is the purpose of the advertisement?
4 What is the message?

5 What is the method?

Writing

3 Look back at the marketing report you did in Unit
20, Exercise 7. Work in groups and design an
advertisement for the product. Make sure your
advertisement:

* is appropriate for the product and the customer
* has a clear purpose
* has a clear message
* is in the right place.

Choosing the right advertising for your product
or service is really important. Here are some tips.

Understand your customers. Find out who they
are (their age, interests, lifestyle, income, buying
habits). Find out what is the best way to reach
them. Which newspapers do they read? Which
TV programmes do they watch?

e What do you want your advertising to achieve?
What is its purpose? Do you want to inform
people about your product or service? Do you
want them to buy it, or see it in a different way?
What is its USP (unique selling point)? '

e Keep your message simple and clear. Say just
one thing, e.g. ‘This is new,’ ‘This is better,’ ‘This
makes life easier’ Make sure you have a headline
that is eye-catching. Make sure the text tells the
customer everything you want them to know.

0 Choose a method that will reach your target
market. It's no good having a brilliant
advertisement if the right people don't see it. It's
useless to tell five million people about
something that only 100,000 people need to
know: banks don’t use TV to tell existing
customers about a new kind of account.

Get real

Collect some advertisements from newspapers,
magazines or direct mail. Choose one you think
is good and present it to the class. Say why you
think it is good. Make a class display of good

: up 1‘0 threé kxlowEiYes 11’3 5*‘_“91“3 fd .

advertising material.

water resxs’ranf And with hancis frewe nd: vmc,e _
- activafion, if works wherever you choose o ’rake ir.
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Preparing a presentation

Before you start
1 Have you ever had to speak in front of a large
group of people? How did you feel?

2 Work in pairs. What is a presentation? Why do
people make presentations? List some reasons.

Reading

3 Here are some ‘rules’ for preparing a
presentation. Match the first sentence of each
paragraph (1-6) with the paragraphs (a—f).

1 Decide what you want to say to your

audience. L

2 Choose the right equipment to help make
your talk interesting.
3 Find out who you are talking to.

L1010

4 Practise your presentation in advance.

5 Make sure your presentation has a clear
structure. [ _|

6 Find out about the room you are talking in. [ |

a It's important to know your audience. How
many people are there? Where are they
from? What do they want to learn? How
much do they already know?

b The venue is important too. If possible, visit
it before your presentation. Where will the

audience sit? Where will you stand? Where

will you put your equipment?
¢ Make sure your objectives are clear. This

will help you to prepare material that is
interesting and informative. Remember, you

want your audience to learn something they

don’t know. You also want them to enjoy
your presentation.

d A well-organized presentation is easier to
understand. Give it a beginning, a middle
and an end. Make separate points and
number them. This structure will help your
audience to follow what you are saying.

e There are many different kinds of AV (audio-
visual) aids. You can use a simple flip chart
or show slides on an overhead projector.
There is also computer software, like
Microsoft Powerpoint™, which can make
your presentation look professional. Choose
AV aids that are appropriate for vour
audience. And make sure you know how
they work.

f Make notes of the most important points.
Make sure you speak to your audience —
don’t read to them, Practise giving your talk
out loud and check how much time it takes.
Ask a friend to listen and give you feedback.

Vocabulary

4 Complete the sentences with the words and

phrases from the box.

‘ appropriate m audience m AV aids m feedback
- m informative m objectives m structure

1 Make sure your presentation is
—most people want to learn something new.

2 Your presentation will be easy to understand if
it has a clear .

3 I'm very nervous; there are over a hundred
people in the :

4 At the start, explain your SO
people know why you are talking to them.

5 Knowing your audience will help you choose

material that is for their
interests.
6 Using is a good way to help

communicate your ideas.
7 If you want to know if your presentation was
interesting, ask the audience for their

Speaking

5 Work in pairs and do the following:

1 Think of something that you would like to give
a presentation about, e.g. a hobby or sport, a
place you know well or a subject you are
interested in. Decide who you will give it to, and
where. (You choose.)

2 Make a list of things to think about when
planning a presentation. Discuss each point
and make brief notes about it on a piece of

paper.

Writing

6 Imagine you have to give your presentation

tomorrow. Make more detailed notes about each
of the points in Exercise 5. Think about what you
will say. Remember, if you read your presentation,
it won’t sound natural. Make notes to help you
speak naturally.

Get real

Talk to someone who has given a presentation.
What was it about? Did they think it was a good
presentation? Why/Why not? What advice
would they give someone about preparing a
presentation? Report back to the class.




Giving a Presentation

Before you start

1 You have to give a presentation. Here are some
things to do at the beginning of a presentation.
Number them in the order you would do them.

a Introduce the main points one by one.

b Welcome the audience.

¢ Introduce the first point.

d Tell the audience the subject of the
presentation.

LIEIC]

Reading

2 Read this short introduction to a presentation.
Check your answer to Exercise 1.

‘Good morning, everyone. It's nice to see so
many of you here today. 1 hope you can all
hear me OK.

The subject of my presentation today is our
marketing plan for the next three years.
Basically, there are three main points I want to
talk about. If you look at the first slide, you can
see them listed there. First, I'm going to tell
you about our new product range aimed at the
teenage market. Secondly, I'll talk about each
of the products and our plans for marketing
them. And finally, I'd like to talk briefly about
the competition.

OK, let’s start with the first point, our new
product range ...

3 Find and underline the phrases that the speaker
uses to do the things in Exercise 1.

Vocabulary

4 The speaker used these phrases in the rest of the
presentation. Write the number of each phrase
under the correct heading.

Thank you for listening.

Let’s move on to ...

Are there any questions?
This diagram shows ...

So, in conclusion ...

As you can see ...

My next pointis ...

If you look at the next slide ...

==TNS B> I 51 - L I

Connecting the points
Referring to AV aids
Finishing

Speaking
5 Work in pairs. Take turns to read the introduction
from Exercise 2 aloud.

6 Work in pairs. Look at some ways of ending a
presentation. Which ones do you think are good
ways of ending? Which are not good? Why?

1 Ask the audience if they have any questions.

2 Stop talking, say goodbye and leave.

3 Write a list of the main points of your talk on
the board/flip chart.

4 Thank the audience for coming.

5 Give a very brief summary of what you said and
how you feel you achieved your objectives.

6 Give handouts to the audience with the main
points of your talk on them.

7 If possible, tell the audience where you will be
for the next few minutes so that individuals can
come and speak to you.

8 Ask the audience if they have any criticisms of
your talk.

Writing

7 Look back at the notes you made in Exercise 6 of
Unit 22. Prepare a short introduction for your
presentation. Use the introduction in Exercise 2
to help you.

Speaking
8 Work in groups. You are going to give your
presentation from Exercise 6 of Unit 22. Use the

information on introductions and conclusions in
this unit and follow these steps.

* Plan what you are going to say.

* Practise your presentation with a friend.

* Ask your friend to give you feedback.

* Give your presentation to some other students.

Get real

Go to a presentation or talk in your
school/town. Make notes of the way the
speaker introduces and concludes the
presentation. Did they help you to follow the
points he/she was trying to make? Could you
improve on it? How?
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Global brands

Before you start 3 Read the text again and answer the questions.
1 What famous brands (e.g. Nike, Swatch) do you Part A
know and what do they sell? 1 Why do big companies spend a lot of money on
brands?
Reading 2 Why do people buy a particular brand?
2 Read Parts A and B of the text quickly. Does the Part B

3 Can you guess which brands the three people
are talking about?

: 4 What values or image do they associate with

PartA their brand?

text come from an e-mail, a newspaper article or
an advertisement?

:
ig companies spend millions of dollars on §
developing their brand and designing their logo. Vocabulary

Market research shows that more and more people = 4 Match the words and phrases from the article
are paying attention to the brand of the things they (1-6) with the definitions (a—f). Then write the

buy. Why? Because global brands like Pepsi have words and phrases in your language.
ideas and values connected with them.

logo ]

Some people are very loyal to one brand because L O]
of the ideas and values associated with it. For ‘ 16val B
example, some makes of car are associated with 2 oY ]
| image L

individual achievement g

Other people are buying an image of themselves — :
the brand you use says what kind of person you
are. Drinking Pepsi Max means you want to get the
most from life — you want freedom and adventure, |
and therefore you are an exciting person. Wearing !
Nike trainers or sports clothes is all about individual
achievement; you can do anything you want — just |

brand-conscious
the general impression you give to other people
something you do successfully, on your own
aware of different brands and what they
represent

d not changing, always buying the same brand

1

2

3

: S , 4
quality or reliability. ._ 5
6

a

b

[

dot e things that are important or that you believe in
e ————— . T f symbol that appears ona company’s products
. Speakin
Part B : P g
§ 5 Work in pairs. Are you brand-conscious? Discuss
| P y

We asked some brand-conscious shoppers what

brands they buy, and why. ; these questions.

| « Are brands important to you?

Kate, 16: | wear these trainers * What brands do you buy?

| because all my friends wear them. « What values do you associate with them?

It's important to be cool. « What image do you want other people to have
; of you?

« Are there any brands you would not buy?

Writing

6 Design your own brand. Think of a product -
anything you like. What ideas and values do you
want to be associated with it? Give it a name and
design a logo.

Tom, 27: This car tells people 'm |
successful. My business clients ]
{ expect me to drive an expensive |
b car. It gives me the right
professional image.

Get real

Research a brand that you are familiar with and
that you think has good values associated with
it. Find more information about it using
magazines or the Internet. Explain your brand
to the class and say why you think it's
successful.

Jane, 20: Yes, it's the latest
model. It's got lots of new
features and | love the design.
| use it to text my friends or
call my boyfriend.

T -
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Profit at any price?

Before you start

1 Read these two quotes about a company’s
responsibilities. Which one is closer to your
opinion?

1 In business, profits are more important than
people.

2 A company must look after its customers first,
its workers second, and its shareholders last.

Reading

2 Work in pairs. Read about the activities of two
companies. One student reads Part A. The other
student reads Part B. Answer the questions for your
text. Then tell your partner about the company.

1 Why is the activity good for business?

2 What is the problem with each activity?

3 What pressure group is mentioned? What does
itdo?

Part A

For many years, sales of cigarettes in western
countries have been falling, because people
know more about the dangers of smoking.
Because of this, one large tobacco company

has increased its marketing activities in Asia
and Latin America. In these parts of the world,
people know less about the danger to their
health from smoking. At the moment, about
150,000 people a year in Latin America die
from smoking-related illness. This number is
going up every year. The tobacco company
knows this, but it continues to sell more and
more cigarettes in these countries. The pressure
group ASH (Action on Smoking and Health)
says tobacco companies use the fact that people
don’t understand the dangers. They believe this
is unethical as it puts profits before people.

Part B

Each year, farmers in Africa and Asia sell most
of their crops (e.g. rice, comn), but save

a small amount to grow the next year, Now,

a US company has developed a new plant
gene called the Terminator. If a plant has this
gene, it produces seeds which won’t grow
again alter the first year. This means the
farmers must buy new seeds every year. This
is good for the company’s profits. But pressure
groups like Greenpeace say this is irresponsible.
They say that it kills the natural plants and
means farmers have to get their seeds from
the company. If farmers can't afford to buy
the company’s seeds, they will have no crops
to grow. The result could be thaL pecrple die
from hunger.

Vocabulary

3 Underline words in the article that mean:
1 not ethical 2 not responsible.

4 Choose a prefix (in-, im-, il-, ir-, un-) to make the
opposite of these adjectives.

1 acceptable 4 polite
2 correct 5 regular
3 legal

Speaking
5 Work in pairs. Look at the information below and
discuss the questions.

1 Which option is better for:
a the customers?
b workers in the United States?
¢ workers in Indonesia?
d the shareholders?

2 Isit ethical to exploit the low cost of labour in
Indonesia? Why/Why not?
3 What do you think Company X should do?

Company X produces sports shoes. It has factories in
the US, but labour costs in the US are high. This
means its shoes are very expensive. The company is
thinking about moving its manufacturing operation to
Indonesia, where labour costs are very low.

Option 1: Option 2:
manufacturing manufacturing
in the US in Indonesia
for the more expensive | cheaper shoes
customers shoes
for workers | jobs with good lose their jobs
in the US pay/conditions

for workers | no new jobs jobs with low

in [ndonesia pay, long hours,
bad conditions
for the lower profits, higher profits,
shareholders | company is not company is very
competitive competitive
Get real

Work as a class. Use the Internet, magazines,
newspapers or TV programmes to find stories
about ‘unethical’ companies and their
activities. Report back to the class. Make a list
of the most unacceptable things the companies
do and discuss what you might do about them.
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Writing applications

Before you start

1 When you apply for a job, you write a letter of
application. What information should you put
into your letter? Make a list.

Reading
2 Look at this advert. Would you like this ‘job’?

Crew members wanted :
| We are planning an expedition to sail the Atlantic

Ocean in a replica of the ship used by Christopher
Columbus in 1492, We are looking for two young, fit and
enthusiastic people to join our crew. You need to be
hard-working, flexible and good at working in a team.
Travel experience is EEEENEL. Experience of sailing
would be an EINEILErL- We offer a [ opportunity
for the right people. Apply in writing, with your CV, to:

jim.smith@realitytv.co.uk.

3 Read this advice for writing a letter of application
and the letter from Helen King. Is Helen right for

the ‘job’? Does she follow the advice?

1 Read the advertisement. Think about exactly
what kind of person the organization wants.

2 Look at the personal qualities (e.g. hard-
working, enthusiastic) and the experience they
ask for. Talk about them in your letter.

3 Your letter should be polite and [[]:
» say where you saw the advertisement
* say why you are applying
» give a short of your experience
» talk about personal qualities
sinclude a closing statement.

Dear Mr Smith

| your advertisement for crew members in The Times.
1 would like to apply for the post, and enclose a copy of
my CV for your attention.

> my personal qualities and experience make me an- '
excellent candidate for this post. 3 __, I have three years
experience of working on charity projects in developing
countries. On these projects, | worked with people from
different backgrounds, both independently and as part ofa
team. 1 learned to carry out my responsibilities but also to
look after the needs of others in the team.

4 very much sailing experience, but 5 __ learn. I am
highly motivated, hard-working and very well nrganl_zed.
These are all qualities which enabled me to succeed in my
charity work. I am sure they will make me a key member
of your crew.

I hope you will consider my application. ¢ __ contact me
if you need more information.

7 hearing from you.

Yours sincerely

Helen King

E
|

|

e
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4 Match the gaps (1-7) in the letter with the
phrases (a-g).

As you can see from my CV
I am willing to

I believe that

I look forward to

I do not have

[ am writing in response to
Please do not hesitate to

o =0 on oe

Vocabulary

5 Complete the definitions with the [0t {e
words from the advert and the advice.

1 means very unusual.

2 An______ helpsyoudo better than
other people.

3 means very important or
necessary.

4 A isashortdescription of
something, with no detail.

5 ____ means serious and businesslike.

6 Hard-workingand enthusiastic are two personal
qualities. Find and underline some others in the
advert and letter. Use the Glossary or a dictionary
to find the words in your language.

Writing
7 You want to apply for the job in the advert below.
Make a list of your personal qualities. Invent

experience that would be useful for the job, then
write a letter applying for the job.

Holid'ay helpers for disabled children

We are looking for enthusiastic people aged 16-18 to work
as helpers on activity holidays for disabled children. The
children we work with are aged between 8 and 11, and
these holidays give them the chance for new experiences,
such as horse-riding, sailing and swimming. You need to
have lots of energy and enjoy working in a team.
Experience of working with children would be an
advantage, but is not essential.

We offer a weekly allowance, free accommodation and the
chance to do something really important.

Apply in writing, with your CV, to:
alison@summerkids.com.

Get real

Find a job advertisement in your own language
or invent one. Translate it into English. Give it
to a friend and ask them to write a letter
applying for it. Write an application letter for
the job advertisement they give you.




Team working

Before you start

1 Take the quiz. Be honest! Then discuss your
answers with a partner to find out if you are a
team player.

Do you prefer:

A team sports like soccer and basketball?
B individual sports like swimming and cyc!mg’ -

?@ When you have a free evening, do you
-pmfer to:

A go out with friends?
B stay at home watching TV?

If your school put on a play, would you be:

A in the cast? B in the audience?

If yuur teacher gives you a group project,
do you:

A suggest your group meets after school to
share ideas!?
B go home and work on your own ideas!

Is your ideal activity on a sunny"yyeekand:
~ A a picnic with friends at the beach? '
B along walk in the country?

Reading

2 Read the information about Eco-challenge. Would
you like to be part of an Eco-challenge team?
Why/Why not?

a :Thalr' own food, --wafer,;nnd.'ec'}ulpmem The winning
team is the one that completes all the stages in the
fastes‘r 'nrne _

3 Read the quotes from two members of an Eco-
challenge team and complete the lists with words
or phrases from the quotes.

: nmbie for akmg sure e the 'fenm warks fogzrhzr
i need fo make decisions, to give encouragement and
to help bmng ouf The best in the team members.

A : e

Sometimes ?hmgs go wr'ong ond you b huve fo solve th
pr‘ob!em t‘rs ;mpor"l'cmt to be r'esourceful

You need You need to You need

to be be able to to have

fit work with other people stamina
Vocabulary

4 Complete the lists with nouns and adjectives
from the quotes in Exercise 3.

noun adjective
committed
cooperative
encouraging

resourcefulness

responsibility
successful

support

Speaking

5 You are putting together a team to enter a ‘school
challenge’, competing against other schools.
Read the information and discuss the questions.
1 What qualities will they need?

2 Who should represent your school?

A fun day of races and competitions

All events are for teams of four people.

Events include:

# mini-triathlon (running 1km,
swimming 100m, cycling 5km)

= skateboarding

= problem-solving -

® quizzes, games and lots more.

First prize (winning team): €2,000
Second prize: £1,000 _
Ten further prizes of €500

Get real

Interview someone who has experience of
being in a team, e.g. at work, in sport, for a
charity event. Find out what they think makes
a good team player. Report back to the class.

Business and Commerce




Negotiating

Before you start

1 Look at the dictionary definitions. What kind of
things do you have to negotiate, e.g. with your
parents (the amount of pocket money you get or
when you have to be home in the evening) or
with your teacher (homework schedules)?

negotiate /nr'gaviert/ verb 1 [I] negotiate
(with sb) (for/about sth) to talk to sb in
order to decide or agree about sth

S s T e ST -

negotiation /n1,goufi‘erfn/ noun [C, often pl, |

U] a formal discussion at which people try
to decide or agree sth

TPt I sl e B e marond:

(Entries taken from the Oxford Wordpower Dictionary)

Reading

2 Read this introduction to negotiating and answer
the questions.

1 What makes a good negotiation?
2 What makes a good negotiator?

A successful negotiation is when two people

(or teams) reach agreement on something

which they are both happy with. There should

not be a winner and a loser. The negotiation

should end with both people getting what they

want (win-win). For example, if workers

negotiate with the company’s management, the

workers may get more pay and the

management may get better productivity.

To be a good negotiator takes a lot of skill and

preparation. You need to:

« understand what is a good result for the
other team as well as yourself

* have a clear idea of your objectives

* be willing to compromise on your objectives

= be sure what your priorities are — what is
most important to you

» have a strategy — a plan of what you are
going to do and say

« listen carefully to the other people — what
they say, and how they say it

* be well-prepared.

Vocabulary
3 Underline the words in the text that mean:

1 accept less than you want in order to reach
agreement

2 the final situation at the end of the discussion

3 aplan that you use to achieve something

4 the most important things you want to do

2 Business and Commerce

4

Look at these stages in a negotiation. Number
them in the order that seems most logical to you.

Bargaining — discussing the terms — a process

of ‘give and take’

Preparation — thinking about what both sides
want ]
Concluding — agreeing, making sure everyone

is happy [l
Proposals — each side makes and responds to
suggestions [
Stating positions — both sides explain what

they want from the negotiation L

Reading

5

Some students are organizing a charity concert.
Read the three extracts on page 33 from a
negotiation between the students and the
manager of the local community centre. Match
the extracts with three of the stages in Exercise 4.
(S = student representative, M = community
centre manager)

Vocabulary

6 Put the phrases in italics from the dialogue under

the correct headings.
Stating your position

Showing you understand the other
person’s position

Making proposals

Responding to proposals

Bargaining




The situation Extract 3
The students are organizing the concert to

support Greenpeace, a charity for the M ... If you pay us 20 per cent of the money you
environment. They want to use the hall at the take, we'll let you use the hall,

centre for free. The community centre has S That seems rather high. I'm not sure I can agree
financial problems and the manager needs to to that.

make money out of every event. M If you agree, we'll let you use the café to sell coffee

and soft drinks,
S That sounds possible. How about if we pay you 15
per cent of the money for the tickets? And we'll
also pay you 25 per cent of the profits from the
coffee and soft drinks ...

. e - i

Speaking

7 Work in groups of four. Divide into pairs, Team A
and Team B. Negotiate to find a solution to the
problem below. Remember, you want a win-win
result.

Team A: It is the basketball season. You belong to
the school basketball club. You practise three
afternoons a week in the school gym between 4.00

S ... OK, our position is this. We want to make as and 5.30 p.m. The gym is locked at 5.30 and closed
much money as possible for Greenpeace. Were | on Fridays. But the head teacher has told the
charging six euros a ticket. All the people taking school drama society that it can use the gym after
part in the concert are performing for free. The | school as well. Your training sessions are very
problem is, if we have to pay you to use the hall, | important. You have a big competition coming up
we'll have less money for Greenpeace. . in two weeks' time and the gym is the only place

M Yes, I see your point. But my situation is this. A you can train.

Extract 1

concert in the hall will use electricity, and one of Team B: You belong to the school drama society.
my staff will need to be there. I have to pay for You are putting on a musical in three weeks' time.
these. I need to make sure that I cover my costs. You need somewhere to rehearse after school for
Also, the community centre needs to make the next three weeks and the head teacher has told
money too. ' you can use the school gym. Unfortunately, the

S OK, I understand that, but ... _ basketball club uses the gym three afternoons a
e e e S : week between the end of school and 5.30. You

don’t have anywhere else to rehearse and you
Extract 2 ! need to rehearse every day from now until you put

: : ) the musical on.
M ... What I'd like to suggest is that we discuss the

possibility of you paying us something towards
the cost of using the hall, but not the entire cost. .
S OK, that seems reasonable. Why don'’t you work out |
exactly how much you think it will cost? Then we
can discuss it.
M Yes, that’s a good idea. And maybe we could
discuss a donation to the community centre as
well?
S Hmm ... I'm not sure about that ...

Get real
Work as a class. Use business books or
| magazines to find out about negotiating styles

| in your country. Do people look for a win-win
result or do they prefer win-lose? Can you think
of a recent situation where there have been
negotiations in your country, e.g. public service
salary reviews? What was the result? Report
back to the class.

e e, e i, - e
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Glossary

Short forms

[C] countable adv  adverb

[U] uncountable prep preposition

[pl] plural sb  somebody

adj adjective sth  something
A

acceptable /ak'seplabl/ adj agreed or
approved of by most people in
society (opposite: unacceptable)

account /3'kaont/ noun [C] a record
of all the money that a person or
business has received or paid out

achieve /3't[izv/ verb to gain sth,
usually by hard work or skill

achievement /2't[izvmant/ noun [C,
U] something that you have done
successfully, especially through hard
work or skill

acronym /'zkronmm/ noun [C] a short
word that is made from the first
letters of a group of words

action point /'®k|n pomt/ noun [C]
something which is mentioned at a
meeting and noted down to be dealt
with or done later

adapt /2'dapt/ verbto change sth so
that you can use it in a different
situation

advantage /ad'vaintidz/ noun [C]
something that may help you to do
better than other people

advertise /'®dvatarz/ verb to put
information on television, on a
picture on the wall, etc. in order to
persuade people to buy sth
» advertising /'®edvotaiziy/ noun
[U] advertisement /od'va:tismant/
(also informal advert /'=dva:t/ ad
led/) noun [C] a piece of
information in a newspaper, on
television, etc. that tries to persuade
people to buy sth, to interest them in
anew job, etc.

afford /2'ford/ verb to have enough
money or time to be able to do sth

agenda /2'd3zenda/ noun [C] a list of
things that will happen or be
discussed and dealt with ata
meeting

aid /erd/ noun [C] an object, a
machine, a tool, etc. that you use to
help you do sth

aim /etm/ verb 1 (aim sth at sb/sth)
to direct sth at a particular person or
group 2 (aim to do sth) to intend to
do or achieve sth

allow /2'lau/ verb to make it possible
for sb/sth to do sth

applicant /'@plikent/ noun [C] a
person who makes a formal request
for sth (applies for sth), especially
for a job, a place at a university, etc.

_ Business and Commerce

application / @plr'keifn/ noun [C,U] a
formal written request, especially for
a job or a place in a school, club, etc.

apply /a'plai/ verb (apply (to sb) (for
sth)) to ask for sth in writing

appointment /3'pomtmant/ noun
[C,U] an arrangement to see sb ata
particular time

appropriate /3'provpriat/ adj
{appropriate for/to sb/sth) suitable
or right for a particular situation,
person, etc.

arrangement /o' remdzmant/ noun [C,
usually pl] plans or preparations for
sth that will happen in the future

associate /2'soufieit/ verb (associate
sb/sth (with sb/sth)) to make a
connection between people or things
in your mind

attach /2'tet|/ verb to fasten or join a
document, etc. to an e-mail
» attached /o'tet[t/ adj

attend /2'tend/ verb to go to or be
present at a place

audience /'ordians/ nowrn [C] all the
people who are watching or listening
to a play, concert, speech, the
television, etc.

audio-visual / s:disu 'vizual/ adj
using both sound and pictures

B

bar chart /'ba: tfa:t/ noun|C]a
diagram which uses narrow bands of
different heights to show different
amounts, so that they can be
compared

bargain /'ba:gan/ verb (bargain (with
sb) (about/over/for sth)) to discuss
prices, conditions, etc. with sb in
order to reach an agreement that
suits each person

battery /'betri; -tori/ noun [C] a
device which provides electricity for
a toy, radio, car, etc.

benefit /'benuit/ noun [C, usually pl]
advantages that you get from your
company in addition to the money
you earn

billboard /'bilbo:d/ noun [C] alarge
board on the outside of a building or
at the side of the road, used for
putting advertisements on

bonus /'bavnas/ noun [C] an extra
amount of money that is added to
sb’s wages as a reward

boring /'borrm/ adjnot at all
interesting; dull

bow /bau/ verb to bend your head or
the top part of your body forward
and down, as a sign of respect

brainstorm /'bremsto:m/ verb to solve
a problem or make a decision by
thinking of as many ideas as possible
in a short time

brand /brend/ noun [C] the name of
a product that is made by a
particular company

brand-conscious /'brend konfas/ adj
aware of the different types of product
made by different companies and
what each one represents

btw (abbr) used in writing to mean ‘by
the way’

budget /'badzit/ noun [C] the amount
of money that is available to be spent
on a particular task or activity

build /bild/ verb to make sth by putting
pieces, materials, etc. together

business /'brznas/ noun [C] a firm, a
shop, a factory, etc. which produces
or sells goods or provides a service

business card (also card) /'biznas
ka:d/ noun [C] a small card printed
with sb’s name and details of his/her
job and company

business class /'biznas kla:s/ noun
[U] the more expensive and
comfortable seats on a plane, train,
etc., which are designed for people
travelling on business

businesslike /'biznaslaik/ adj (used
about a person) working in an
efficient and organized way and not
wasting time

businessman, businesswoman
/'brznosmean/; / 'brznaswuman/
noun [C] a person who works in
business, especially at a high level

busy /'bizi/ adj 1 having a lot of work
or tasks to do; not free; working on
sth 2 (especially US) (used about a
telephone) being used

e
calculate /'kalkjulert/ verb to find sth
out by using mathematics; to work

sth out
call (sb) back phrasal verb to
telephone sb again or to telephone
sb who has phoned you earlier
caller /'ko:la/ noun [C | a person who
is making a telephone call
camera operator /'kemaror pporerta/
noun [C] a person whose job is to work
the camera and to record everything
for a film or a television company
candidate /'kandidat; -dert/ noun [C]
a person who makes a formal request
to be considered for a job or wants to
be elected to a particular position
capital /'kepitl/ noun [singular] a
large amount of money that is
invested or is used to start a business
cater / 'kerta/ verb (cater for sb/sth) to
provide what sb/sth needs or wants
celebration / seli'breifn/ noun [C] the
act or occasion of doing sth enjoyable
because sth good has happened or
because it is a special day




CEO / siz ir 'au/ = chief executive
officer

chairperson /'tfeapaisn/ noun [C] 1
the person in charge of a company,
an organization, etc. 2 a person who
controls or is in charge of a meeting

challenge /'t{zlind3/ noun [C]
something new and difficult that
forces you to make a lot of effort

challenging /'t[=lindzm/ adj difficult
in an interesting way that tests your
ability

charge' /t[a:d3/ verb to ask sh to paya
particular amount of money

charge? /t[a:d3/ noun [U] (in charge
of sb/sth) a position of control over
sb/sth; responsibility for sb/sth

charity /'t[@®roti/ noun [C, U] an
organization that collects money to
help people who are poor, sick, etc,
or to do work that is useful to society

chief executive officer / t[i:f
1g'zekjatv ofisa/ noun [C| (abbr
CEO) the person with the highest
position in a company or an
organization

childcare /'tfaildkea/ noun [U] the
care of children, especially while
their parents are at work

client /'klatont/ noun [C] a person
who uses the services or advice of a
professional person or an
organization

colleague /'kplizg/ noun [C] a person
who works at the same place as you

commitment /ko'mitmoant/ noun [U]
(to sth) the willingness to work hard
and give a lot of your time and
attention to sth because you believe
it is right or important » committed
/ka'mitid/ adj

communicate /ka'mjumnikart/ verb to
share and exchange information,
ideas or feelings with sb

company /'kampani/ noun [C] a
business organization that sells
goods or services

company car / kampani 'ka:/ noun
[C] a car that is provided by the
company for your own use while you
are working for that company

compare /kom'pea/ verb (compare A
with/to B) to consider people or
things in order to see how similar or
different they are » comparison
/kom'perisn/ noun [C]

compete /kam'piit/ verb to try to win
or achieve sth, or to try to be better
than sb else » competitor
/kom'petita/ noun [C] a person or an
organization that is competing
against others

the competition / kompa'ti[n/ noun
[singular] the other people,
companies, etc. who are trying to
achieve the same thing as you

competitive /kom'petotiv/ adj able to
be as successful as or more
successful than others
» competitiveness noun [U]

complaint /kom'plemt/ noun [C] a
statement that you are not satisfied
with or happy about sth

compromise /'kpmpromaiz/ verb
(compromise (with sb) (on sth)) to
accept less than you want or are
aiming for, especially in order to
reach an agreement

conclude /koan'klu:d/ verb to end or to
bring sth to an end

conclusion /ken'klu:zn/ noun [C]
something that you decide when you
have thought about all the information
connected with the situation

conditions /kon'difnz/ noun [pl] the
circumstances and situation in which
people live, work or do things

confident /'konfidant/ adj feeling or
showing that you are sure about your
own abilities, opinions, etc.

confirm /kon'fa:m/ verb to say or show
that sth is true; to make sth definite

consist of sth phrasal verb to be
formed or made up of sb/sth

control panel /kon'trou] penl/ noun
[C] a flat board in a vehicle or on a
piece of machinery where the
controls and instruments are fixed

co-operation /koo ppa'reifn/ noun
[U] the fact of doing sth or working
together with sb else to achieve sth
> co-operative /kou'pparativ/ adj

correct /ka'rekt/ adj suitable, proper
or right (opposite: incorrect)

costs /kpsts/ noun [pl] the total
amount of money that needs to be
spent by a business

covering letter / kavarmy 'leta/ noun
[C] a letter containing extra
information about yourself that you
send with sth, especially a job
application

create /kri'ert/ verb to make sth new
happen or exist

creative /kri'ertrv/ adj using skill or
imagination to make or do new things

crew /kru:/ noun [C] 1 all the people
who work on a ship, aircraft, etc. 2 a
group of people with special
technical skills who work together,
especially in film making

criticism /'kritisizam/ noun [C, U] (an
expression of) what you think is bad
about sb/sth

currency /'karansi/ noun [C, U] the
system or type of money that a
particular country uses

curriculum vitae /ko rikjolom 'virtar/
=CV

customer /'kastama/ noun [C] a
person who buys goods or services in
a shop, restaurant, etc.

customer services / kastoma 's3ivisis/
noun [U] the department in a
company that deals with customers
and takes their orders

CV / siz 'vir/ noun [singular]
curriculum vitae; a formal list of your
education and work experience,
often used when you are trying to get
a new job

D

data /'derta/ noun [U, pl] facts or
information

deal with sth phrasal verb to take
suitable action in a particular
situation in order to solve a problem,
complete a task, etc.

demand /di'ma:nd/ noun [U,C] the
desire or need of customers for
goods or services which they want to
buy or use

design' /di'zam/ verb to invent, plan
and develop sth for a particular
purpose

design® /d1'zam/ noun 1 [C] a drawing
or plan that shows how sth should be
made, built, etc. 2 [U] the way in
which sth is planned and made or
arranged

develop /d1'velop/ verb 1 to gradually
grow or become bigger, stronger, etc.
2 to make sth bigger, better, more
advanced, etc.

device /di'vars/ noun [C] a tool or
piece of equipment made for a
particular purpose

difficult /'difikalt/ adj not easy to do
or understand

direct marketing /ds rekt 'mazkitm/
noun [U] the business of selling
products or services directly to
customers who order by mail or by
telephone instead of going to a shop

director /da'rekto, dar-, di-/ noun [C]
1 one of a group of senior managers
who control or run a company 2 a
person in charge of a film or play who
tells the actors and staff what to do

display' /di'sple1/ noun [C] an
arrangement of things in a public
place for people to see

display* /di'sple1/ verb (used about a
computer, etc.) to show information

distribute /di'stribju:t/ verb to
transport and supply goods to shops,
companies, etc.

distribution / distri'bju:fn/ noun 1
[singular, U] the act of transporting
and delivering goods to clients 2 [U]
the department in a company that is
responsible for transporting and
delivering goods to clients

DJ /'diz dzer/ (also disc jockey /'disk
dzoki/ ) noun [C| a person who plays
records, CDs, etc. and talks about
music on the radio or in a club
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document /'dokjument/ noun [C] an
official piece of writing which gives
information, proof or evidence

donation /dau'neifn/ noun [C|] money,
etc. that is given to a person or an
organization such as a charity, in order
to help people or animals in need

dos and don'’ts / duiz an 'daunts/
idiom rules that you should follow

double /'dabl/ adj, determiner twice
as much or as many as usual

+E

earn /3:n/ verbto get money by working

education / edzu'keifn/ noun [C, U]
the teaching or training of people,
especially in schools

electrician /1 lek'trifn/ noun [C] a
person whose job is to connect,
repair, etc. electrical equipment

e-mail /'izmeil/ noun [C, U] a way of
sending messages to other people by
means of computers connected
together in a network; a message
sent in this way

emoticon /I'moavtikon/ noun [C| a
group of keyboard symbols that are
used to show how you feel at the time
of writing an e-mail or text message,
e.g. -) represents a smiling face

employ /mm'plot/ verbto pay sb to
work for you

employee /im'plori:/ noun [C] a
person who is paid to work for sb else

employment /rm’plormont/ noun [U]
the state of having a paid job

enable /1'neibl/ verb (enable sb/sth
to do sth) to make it possible for
sb/sth to do sth

enclose /m'klovuz/ verb to put sthin an
envelope, package, etc. with sth else

encouragement /i 'karrdzmant/
noun [U, C| the act of giving sb hope,
support or the confidence to do sth
» encouraging /m'karidzin/ adj

enthusiastic /m, Ojuzzi'@stk/ adj full
of excitement and interest in sth

entrepreneur / pntropra'ns:/ noun
[C] a person who makes money by
starting or running businesses,
especially when he/she has to take
financial risks

the environment noun [singular] the
natural world in which people,
animals and plants live

equipment /1'kwipmant/ rnoun [U]
the things that are needed for a
particular purpose or to do an
activity

essential /r'senfl/ adj completely
necessary; that you must have or do

ethical /'ebikl/ adj morally correct
(opposite: unethical)
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exchange rate /iks't[eind3 rert/ noun
[U, C] the relation in value between
kinds of money used in different
countries

expedition / ekspa'difn/ noun [C] a
long journey that is made for a
special purpose

expenses /1k'spensiz/ noun [pl]
money that you spend while you are
working that your employer will pay
back to you later

experience /1k'spiorions/ noun [U] the
things that you have done in your
life; the knowledge or skill that you
get from seeing or doing sth

expert /'eksps:t/ noun [C] a person who
has a lot of special knowledge or skill

export' /'ekspo:t/ noun [C, usually pl]
something that is sent to another
country for sale

export? /1k'sport/ verb to send goods,
etc. to another country, usually for
sale » exporter /1k'spoito/ noun [C]

F

fall /fa:l/ verb 1 to drop down towards
the ground 2 to become lower or less

familiar /fo'milia/ adj (used about a
person’s behaviour) too friendly and
informal

feedback /'fi:dbxek/ noun [U]
information or comments about sth
that you have done which tells you
how good or bad it is

finance /'famans/ noun [U)] (finance
department) the department in a
company that manages the money
that a company has and pays the
employees their salaries

finding /'famdm/ noun [C, usually pl]
information that is discovered as a
result of research into sth

fit' /f1t/ adj strong and in good physical
health (especially because of exercise)

fit* /f10/ verb to make sth right or
suitable for sb/sth

fix /fiks/ verb (esp US) to repair sth

fixed /fikst/ adj staying the same; not
changing or able to be changed

fixed costs /fikst 'kosts/ noun [pl] the
costs that a business must pay that
do not change, even if the amount of
work produced changes

flexible /'fleksabl/ adj 1 (used about a
person) able to change to adapt to
new conditions or situations 2 able
to bend or move easily without
breaking

flexible hours / fleksabl ‘avoz/ noun
[pl] a system in which a worker can
choose what time he/she starts or
finishes work each day

flip chart /'flip tfa:t/ noun [C] large
sheets of paper fixed at the top toa
stand so that they can be turned
over, used for presenting information
at a talk or meeting

formal /'fo:ml/ adj very correct and
suitable for official or important
occasions (opposite: informal)

G

global /'gloubl/ adj covering or
affecting the whole world

glove /glav/ noun [C] a piece of
clothing that covers your hand and
has five separate parts for the fingers

go down phrasal verb to drop or
become lower; to decrease

go up phrasal verb to rise or become
higher; to increase

goods /gudz/ noun [pl] things that are
for sale

graduate /'gredzuat/ noun [C] a
person who has a first degree from a
university, etc.

graph /gref/ noun [C] a diagram in
which a line or a curve shows the
relationship between two quantities,
measurements, etc.

greet /gri:t/ verbto welcome sb when
you meet him/her; to say hello to sb
» greeting /'griiun/ noun [C]

grip /grip/ noun [C]| the person whose
job is to prepare and move the
cameras while a film is being made

H

handout /'hendauct/ noun [C] a free
document that is given to a lot of
people to advertise sth or explain sth,
for example in a class or talk

hard-working / ha:d 'wa:km/ adj
putting a lot of effort into a job and
doing it well

headline /'hedlam/ noun [C] the title
of a news article, an advertisement,
etc. printed in large letters, especially
at the top of the page

the health service /'hel0 s3:vis/ noun
[C] the organization of the medical
services of a country

helpful /'helpfl/ adj giving, or wanting
to give, help

hesitate /'hezitert/ verb (hesitate (to
do sth)) to be worried about doing
sth because you are not sure thatit is
right or appropriate

hold on phrasal verb used on the
telephone to ask sb to wait until
he/she can talk to the person he/she
wants to talk to

hug /hag/ verb to put your arms
around sb, especially to show that
you love him/her




human resources / hjurmon r1'so:siz/
noun [U] (abbr HR) the department
in a company that deals with
employing and training people

image /'mud3z/ noun [C] the general
impression that a person, an
organization or a product, etc. gives
to the public

impolite / mmpa'lart/ adjrude

import /'mpo:t/ noun [C, usually pl] a
product or service that is brought
into one country from another

in conclusion /kan'klu:zn/ idiom
finally; lastly

Inc. /Ink/ (abbr) Incorporated; used
after the name of a company in the
Us

income /'mkam/ noun [C,U] the
amount of money that you receive
regularly as payment for your work
or as interest on money you have
saved, etc.

increase /m'kri:s/ verb to become or
make sth larger in number or
amount

independent / mdi'pendont/ adjnot
needing or wanting help
» independently /-1i/ adv

individual' / mdi'vidzual/ adj
considered separately rather than as
part of a group

individual? / mdr'vidzusl/ noun [C]
one person, considered separately
rather than as part of a group

individuality / mdr vidzu'=®lati/ noun
[U] the qualities that make sb/sth
different from other people or things

information technology /inf> meifn
tek'nplad3zi/ noun [U] (abbrIT) the
department that looks after the
electronic equipment that a
company uses, especially its
computers

informative /in'fo:motiv/ adj giving
useful information

interest /'intrast/ noun [U] the money
that you pay for borrowing money
from a bank, etc. or the money that
you earn when you keep money in a
bank, etc.

interesting /'mtrastiy/ adj enjoyable
and not boring; holding your
attention

Internet /'intanet/ (the Internet/the
Net) noun [singular] the
international system of computers
that makes it possible for you to see
information from all around the
world on your computer and to send
information to other computers

interpreter /in'ta:prita/ noun [C| a
person whose job is to translate what
sb is saying into another language as
he/she hears it

interrupt / mta'rapt/ verb to say or do
sth that makes sb stop what he/she is
saying or doing

interview /'mtovju:/ verb 1 to ask sb
guestions to find out if he/she is
suitable for a job, course of study,
etc. 2 to ask sb questions about
his/her opinions, private life, etc.,
especially on the radio or television
or for a newspaper, magazine, etc.

interviewee / mtovju:'i:/ noun [C] a
person who is questioned in an
interview

introduction / mntro'dakfn/ noun 1
[C, usually pl] the act of telling two or
more people each others’ names for
the first time 2 [C] the first part of a
book, report, a piece of written work
or a talk, which gives a general idea
of what is to follow

invent /m'vent/ verb to think of or
make sth for the first time

invention /m'ven[n/ noun [C] a thing
that has been made or designed by
sb for the first time

invest /in'vest/ verb (invest (sth) in
sth) to put money into a bank,
business, property, etc. in the hope
that you will make a profit
» investment /m'vestmant/ noun
U,

irresponsible / 1r1'sponsabl/ adj not
thinking about the effect your
actions will have; not showing a
feeling of responsibility

job satisfaction /'dzpb satisfak[n/
noun [U] the good feeling that you
get when you enjoy your job and feel
you have done it well

K

key /ki:/ adj most important

L
labour /'letba/ noun [U] 1 work,
usually of a hard, physical kind: The
company wants to keep down labour
costs. 2 workers, when thought of as
a group
launch /lomntf/ verb to make a new
product available to the public for
the first time
legal /'lizgl/ adj allowed by law
(opposite: illegal)
lifestyle / 'laifstail/ noun [C] the way
in which a person or a group of
people lives and works
line /lamn/ noun [C] a telephone
connection; a particular telephone
number
loan /laun/ noun [C] an amount of
money that sh/a bank, etc. lends you

local economy / laukl 1'kpnami/
noun [C] the operation of a country's
or region’s money supply,
commercial activities and industry

logo /'laugaw/ noun [C] a printed
symbol or design that a company or
organization uses as its special sign

look after sh/sth phrasal verb to be
responsible for or take care of sb/sth

loss /lps/ noun [C] money that has
been lost by a business or an
organization

loyal /'ls12l/ adj not changing in your
friendship or beliefs

lunch break /'lant| breik/ noun [C]
the time around the middle of the
day when you stop work or school to
eat your lunch

M

mailshot /'meil[pt/ noun [C]
advertising or information that is
sent to a large number of people at
the same time by post

maintain /mem tem/ verb to look after
sth and keep it in good condition by
checking and repairing it regularly

majority /ma‘dzorati/ noun [C]
(majority of sb/sth) the largest
number or part of a group of people
or things

manage /'manid3/ verb to be in
charge of or control of sb/sth

manager / manid3a/ noun [C] a
person who is in charge of running a
business, a shop or a similar
organization or part of one

managing director / manidzin
da'rekto; dai-, di-/ noun [C] (abbr
MD) (especially Brit) the person who
is in charge of a business

manufacture / menju'fekta/ verb to
make sth in large quantities using
machines » manufacturing
/ menju'fektfarin/ noun [U]

market' /'ma:kit/ noun [C] (a market
(for sth)) business or commercial
activity; the amount of buying and
selling of a particular type of goods

market® /'ma:zkit/ verbto sell a
product with the help of advertising
» marketing /'ma:kitin/ noun [U]
market price / ma:kit 'prais/ noun
[C] the price that people are willing
to pay for sth at a particular time

market research / mazkit rr'sa:tf;
‘r1s3:t[/ noun [U] the work of
collecting information about what
people buy and why

market share / mazkrt '[ea/ noun [U,
singular] the amount that a company
sells of its products or services
compared with other companies
selling the same things

MD / em 'di:/ = Managing Director
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member /' memba/ noun [C] a person
who belongs to a group, a club, an
organization, etc. » membership
{'membafip/ noun [U]

message / 'mesidz/ noun 1 [C] a
written or spoken piece of
information that you send to or leave
for a person when you cannot speak
to him/her 2 [singular] an important
idea that an advertisement, a speech,
etc. is trying to communicate

method /'mebad/ noun [C] a
particular way of doing sth

minutes /'mmits/ roun [pl] (the
minutes) written notes of what is
said and decided at a meeting

motivated /'moutivertid/ adj wanting
to do sth, especially sth that involves
hard work or effort

multinational / malti'na[nal/ noun
[C] a company that does business in
several different countries, especially
a large and powerful company
» multinational adj

need /ni:d/ noun [C, usually pl] the
things that sb/sth must have

negotiate /ni'goufiert/ verb
(negotiate (with sb) (for/about
sth)) to talk to sb in order to decide
or agree about sth » negotiator
Int'gaocfierta/ noun [C]

negotiation /nr,goofi'eifn/ noun [C,
often pl, U] a formal discussion at
which people try to decide or agree
sth

o

objective /ab'dzektiv/ noun [C]
something that you are trying to
achieve

operate /'pporett/ verb to make sth
work

opportunity / ppa'tjumati/ noun [C] a
chance to do sth that you want to do

order /'o:da/ noun [C] a request asking
for sth to be made, supplied or sent

organigram /o:'genagraem/ noun [C]
a diagram that shows the relationship
between the positions or jobs of the
people working in an organization

organize /'o:gonaiz/ verb to put or
arrange things into a system or
logical order

overhead projector / suvohed
pra‘dzekto/ noun [C] (abbr OHP) a
piece of equipment that sends
(projects) an image onto a wall or
screen so that people can see it

overseas / auva'siz/ adj, adv in, to or
from a foreign country, especially
ane that you have to cross the sea to
get to
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overtime /'a2uvataim/ noun [U] time
that you spend at work after your
usual working hours; the money that
you are paid for this

ownership /'sunafip/ noun [U] the
state of owning sth

p

participant /pa:'tisipant/ noun [C] a
person who takes partin (= is
present at) sth

patent /'peetnt; ‘pertnt/ noun [C, U]
the official right to be the only
person to make, use or sell a product
or an invention; the document that
proves this

pension /'penfn/ noun [C] money that
is paid regularly by a government or
company to sb who has stopped
working (retired) because of old age
or disability

percentage /pa'sentid3/ noun [C] the
number, amount, rate, etc. of sth,
expressed as if it is part of a total
which is a hundred; a part or share of
a whole

personal statement / p3:sonl
‘stertmant/ noun [C] (esp US) a
description of your education and
working life, your abilities and your
goals, that you write when you apply
for a job, a place at a university, etc.

pie chart /'pai1 tfa:t/ noun [C] a
diagram consisting of a circle divided
into parts to show the size of
particular parts in relation to the
whole

point /pomt/ noun 1 [C] a particular
fact, idea or opinion that sb
expresses 2 the point [singular] the
most important part of what is being
said; the main piece of information

point of sale / pomnt av 'seil/ noun
[singular| the place where a product
is sold » point-of-sale adj

polite /pa'lart/ adjhaving good
manners, behaving well and showing
respect for other people

portable /'po:tabl/ adj that can be
moved around or carried easily

position /pa'zifn/ noun [C] 1 (a
position (on sth)) what you think
about sth; your opinion 2 (formal) a
job

post /pavst/ noun [C] a job

poster /'pavsta/ noun [C] a large
printed picture or a notice in a public
place, often used to advertise sth

power /'paua/ verb to supply energy
to sth to make it work

preparation / prepa'reifn/ noun [U]
the act or process of getting ready for
sth or making sth ready

presentation / prezn'teifn/ noun [C] a
meeting at which sth, especially a
new product or idea, or piece of
work, is shown to a group of people

pressure group /'prefo gru:p/ noun
[C] a group of people who try to
influence the government and
ordinary people’s opinion in order to
achieve the action they want, for
example a change in the law

price /prais/ noun [C| the amount of
money that you must pay in order to
buy sth

priority /prai'orati/ noun [C]
something that you think is more
important than other things and
should be dealt with first

private health insurance / prarvat
'hel® m[uvarans/ noun [C| an
arrangement with a company in
which you pay them regular amounts
of money and they agree to pay for
your treatment in a private hospital
or with a private doctor if you are ill

procedure /pra‘si:dze/ noun [U] the
official or formal order or way of
doing sth, especially in business

produce /pra'djuis/ verb 1 to make sth
to be sold, especially in large
quantities 2 to grow or make sth by a
natural process » product
/'prodakt/ noun [C] something that
is grown or produced, usually to sell

producer /pra‘djuzsa/ noun [C] 1 a
person, company or country that
grows or makes food, goods or
materials 2 a person who is in charge
of the practical and financial side of
making a film or a play

product awareness / prodakt
a'weanas/ noun [U] knowledge of
your company’s products

product range / prodakt remds/

noun [C] a set of products of a
particular type

production /pra'dakfn/ noun [U] the
department in a company
responsible for growing or making
food, goods or materials

productivity / prodak'tivati/ noun

[U] the speed at which a worker or a
company or a country produces goods,
and the amount produced, compared
with how much time, work and
money is needed to produce them
professional' /pra'fefanl/ adj 1 doing
sth in a way that shows skill, training
or care 2 suitable or appropriate for
sb working in a particular profession

professional® /pra'fefonl/ noun [C] a
person who does a job that needs
special training and a high level of
education

profit /'profit/ noun [C, U] the money
that you make when you sell sth for

more than it cost you




[ profit share /'profit [ea/ noun [C] a
' system in some companies in which
\ the profit the company has made, for
example in one year, is shared out
i between its directors, shareholders,
etc.
profitable /'profitabl/ adj that makes
money
program /'provgrem/ noun [C] a set
of instructions that are given to a
computer to make it do a particular
task
project /'prodzekt/ noun [C| a piece
i of work, often involving many
| people, that is planned and
| organized carefully
f promotion /pro'moo[n/ noun 1 [C, U]
| a move up to a higher position or
more important job 2 [U, C] activities
done in order to increase the sales of
a product or service; a set of
advertisements for a particular
product or service
proportion /pro'pazfn/ noun |C|a
part or share of a whole
proposal /pra'pavzl/ noun [C] a plan
that is formally suggested
prospects /'prospekts/ noun [pl]
chances of being successful in the
tuture
prototype /'proototaip/ noun [C] the
first model or design of sth from
which other forms will be developed
' purchasing /'pa:tfasin/ noun [U] the
department that buys the parts, etc.
that the company needs
purpose /'p3a:pas/ noun [C] the aim or
intention of sth

Q

qualification / kwolifi'keifn/ noun
[C] an exam that you have passed or
a course of study that you have
completed

quality /'kwplati/ noun 1 [U] a high
standard or level 2 [C] a thing that is
part of a person’s character,
especially sth good

questionnaire / kwest[a'nea/ noun
[Cl a written list of questions that are
answered by a number of people so

| that information can be collected

from their answers

{ R

_’ reasonable /'rizznabl/ adj fair,
practical and sensible

record /'reko:d/ noun [C] (a record
(of sth)) a written account of what
has happened, been done, etc.

recruit /rr'kru:t/ verb to find new
people to join a company

referee / refa'riz/ noun [C] (Brit) a
person who gives information about
your character and ability, usually in
a letter, for example when you are
hoping to be chosen for a job

regular /'regjala/ adj done or
happening often (opposite:
irregular)

reliability /11 lara'bilati/ noun [U] the
quality of being able to be trusted to
do sth well and to be relied on

rely /r1'lar/ verb (rely on sb/sth (to do
sth)) to need sb/sth and not be able
to live or work properly without
him/her/it

report /r1'po:t/ noun [C] a written or
spoken description of what you have
seen, heard, done, studied, etc.

represent / repri'zent/ verb to act or
speak in sb else’s place or for a group
of people

research /ri's3:tf; 'rizsait[/ noun [U] a
detailed and careful study of sth to
find out more information about it

research and development /r1,s3:1] an
dr'velopmant/ noun [U] (abbr R &
D) the department in a company
whose job is to try to find new
products or to improve existing ones

resourceful /r1'sa:sfl/ adj good at
finding ways of doing things and
solving problems, etc.
» resourcefulness /r1'somsflnas/
noun [U]

respect /r1'spekt/ noun [U] the feeling
that you have when you admire or
have a high opinion of sb/sth

responsible /r1'sppnsabl/ adj 1
(responsible for doing sth) having
the job or duty of dealing with
sb/sth, so that is your fault if sth goes
wrong 2 (responsible (to sb/sth))
having to report to sb/sth with
authority, or to sb you are working
for » responsibility
/r1,sponsa‘bilati/ noun [U,C]

result /t1'zalt/ noun [C] the final
situation at the end of a series of
actions

revenue /'revanju:/ noun [U, pl]
money regularly received by a
government, company, etc

reward /r1'wo:d/ noun [C] a thing that
you are given because you have done
sth good, worked hard, etc.

rise /ra1z/ verb to move upwards; to
become higher, stronger or to
increase » rise noun [C] (a rise (in
sth))

role /raul/ noun [C] the position or
function of sb/sth in a particular
situation

routine /ru:'tim/ noun [C, U] the
usual order and way in which you
regularly do things

run /ran/ verb 1 to be in charge of a
business, etc.; to manage sth 2 (run
on sth) to make sth operate or work
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salary /'szlori/ noun [C,U] the money
that a person receives (usually every
month) for the work he/she has done

sales /se1lz/ noun [pl] the number of
items sold

sales and marketing / se1lz on
‘mazkrtin/ noun [C] the department
in a company that deals with selling
and advertising its products

sample /'sammpl/ noun [C] a small
amount or example of sth that can be
looked at or tried to see what it is like

schedule /' fedju:l/ noun [C] a plan of
things that will happen or of work
that must be done

screen /skri:n/ noun [C] the glass
surface of a television or computer
where the picture or information
appears

sensor /'sensa/ noun [C] a device that
can react to light, heat, etc. in order
to make a machine, etc. do sth or
show sth

service /'sa:vis/ noun [C,U] a business
whose work involves doing sth for
customers but not producing goods;
the work that such a business does

set (sth) up phrasal verb to start a
business, an organization, system,
etc.

shake hands (with sb)/shake sb by the
hand idiom to take sb’s hand in
yours and move it up and down
(when you meet sb, to show you have
agreed on sth, etc.)

share' /[ea/ verb 1 to divide sth
between two or more people 2 to tell
sb about sth; to allow sb to know sth

share? /[ea/ noun 1 [C, usually
singular] one part of sth that is
divided between two or more people
2 |C, usually pl] one of many equal
parts into which the value of a
company is divided and which can
be sold to people who want to own
part of the company

shareholder /' [eshaulda/ noun [C| a
person who owns part of company
and receives part of the company’s
profits

slide /slaid/ noun [C] a small piece of
photographic film in a plastic or
cardboard frame

small talk /'smo:l tazk/ noun [U]
polite conversation, for example at a
party, about unimportant things

social life /'sou 1 larf/ noun [C] your
free time that you spend outside
work doing things for pleasure,
usually with other people
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software /'softwea/ noun [U] the
programs and other operating
information used by a computer

sound recordist /'saund rikoxdist/
noun [C] a person who works in a
recording or film studio and whose
job is to control the levels and
balance of sound being recorded

spell check /'spel tfek/ noun [C] a
computer program that checks your
writing to see if your spelling (= the
way you have written the words) is
correct

staff /sta:f/ noun [C, U] the group of
people who work for a particular
company

stamina /'steemimna/ noun [U] the
ability to do sth that involves a lot of
physical or mental effort for a long
time

state /stert/ verb to say or write sth,
especially formally » statement
{'steitmoant/ noun [C]

steer /st1a/ verb to make sb/sth move
in a particular direction

strategy /'stretadzi/ noun 1 [C] a plan
that you use in order to achieve sth 2
[U] the process of planning sth or
carrying out a plan in a skilful way

stressed /strest/ adj too anxious and
tired to be able to relax

stressful /'stresfl/ adj causing worry
and pressure

structure /'straktfa/ noun [C] the way
that the parts of sth are put together
and organized

studio /'stjurdiov/ noun [C] 1 a place
where films are made or produced 2
a company that makes films

subject /'sabd3zikt/ noun [C] a thing
or person that is being discussed,
described or dealt with

subject line /'sabd3zikt lam/ noun [C]
the line at the top of an e-mail where
there is space for you to put the
name of the person or thing that is
being considered or talked about

subsidiary /sob'sidiori/ noun [C] a
business company that belongs to
and is controlled by another larger
company

subsidized /'sabsidaizd/ adj partly
paid for by the government, the
company you work for, etc. in order
to keep the price low

succeed /sok 'sizd/ verb to manage to
achieve what you want; to do well

successful /sak'sesfl/ adjhaving
achieved what you wanted; having
become popular, rich, famous, etc.

summary /'sameri/ noun [C] a short
description of the main ideas or
points of sth but without any details
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supplier /sa'plara/ noun [C] a person
or a company that provides sb/sth
with the things that he/she/it needs
or wants

supply /sa'plai/ noun [C,U] a store or
amount of sth that is provided or
available to be used; the act of
supplying sth

support /s2'po:t/ noun [U] help and
encouragement that you give to
sb/sth because you want him/her/it
to be successful » supportive
/sa'partiv/ adj giving help or
encouragement

survey /'sawver/ noun [C] the study of
the opinions, behaviour, etc. ofa
group of people

x

target market / ta:grt 'mazkit/ noun
[C] the particular group of people
that a product, etc. is aimed at

tax /tks/ noun [C,U] the money that
you have to pay to the government
so that it can provide public services

team /tizm/ noun [C] a group of
people who work together

telesales / 'telisetlz/ noun [U] a
method of selling things and taking
orders for sales by telephone

title /'tartl/ noun [C] a word that
shows a person’s position,
profession, etc.

tone /taon/ roun [C] the general
quality or style of sth

track /trek/ noun [C] a circular belt of
metal, rubber, etc. around the wheels
of a large vehicle that allows it to
move over the ground

trade /trerd/ noun [U] the buying or
selling of goods or services between
people or countries

trainee / trer'ni:/ roun [C| a person
who is learning how to do a
particular job

training /'tremiy/ noun [U] the
process of learning the skills that you
need in order to do a job

training course /'tremiy kois/ noun
[C] a series of classes, etc., in which
you learn a skill or how to do a
particular task

translate /trens'lert; trenz-/ verbto
change sth written or spoken from
one language into another »
translator /trens'leito; traenz-/
noun [C]

transmit /trens'mit; trenz-/ verb to
send out radio or television
programmes, electronic signals, etc.

travel allowance /'trevl alavans/
noun [C] an amount of money that is
given to an employee to cover the
cost of journeys to and from work,
business travel, etc.

trend /trend/ noun [C] (a trend
(towards sth)) a general change or
development

turn /ta:n/ noun [C, usually singular]
a time when sb in a group of people
should or is allowed to do sth

twice /twais/ adv double in quantity,
speed, etc.

u

unethical /an'efikl/ adj not morally
acceptable

unique /ju'nizk/ adjvery special or
unusual

unselfish /an'selfif/ adj giving more
time or importance to other people’s
needs, wishes, etc. than to your own

USP / ju: es 'pix/ noun [C]
abbreviation for ‘unique selling
point’; something that makes one
product more desirable to buyers
because no other product does
anything similar

v

values /'vaeljuiz/ noun [pl] beliefs
about what is the right and wrong
way for people to behave; moral
principles

variable /'veariobl/ adj not staying the
same; changing or likely to change:
variable costs

venue /'venju:/ noun [C] the place
where people meet for an organized
event, for example a concert,
sporting event or a conference

vice-president / vars 'prezident/ noun
[C] (abbrVP) (especially US) a
person in charge of a particular part
of a business company

video camera /'vidiou keemara/ noun
[C] a special camera for making
video films

voluntary work /'volantri wa:k/ noun
[U] work that is done without
payment, for a charity, etc.

VP / viz 'piz/ = Vice-President

website /'websait/ noun [C] a place
connected to the Internet, where a
company, an organization, etc. puts
information that can be found on the
World Wide Web

willing /'wilig/ adj happy to do sth;
having no reason for not doing sth

wiring /'warerin/ noun [U] the system
of wires that is used for supplying
electricity to a building or machine

working hours /'ws:kin avaz/ noun
[pl] the number of hours in the week
that you spend doing your job

worthwhile / w3:0'wail/ adj
enjoyable, useful and satisfying
enough to be worth the effort
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