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L INTRODUCTION 

Introduction 
Frameworks 

What is a framework? 

A framework is a sheet with blank spaces for students to 

make notes as preparation for a personalized speaking 

activity. The spaces have headings, diagrams and 

prompts to provide a framework (structure) for the 

discussion. In this book the spaces for notes (section 2 

of every framework) are preceded by some preparation 

of vocabulary and ideas (section 1). 

Why use frameworks? 

e Frameworks generate a lot of known and new 

language within a clearly defined context. This gives 

the teacher the opportunity to correct, improve or 

supply language in a feedback slot. 

e Inreal life, business people would typically write notes 

as preparation for a discussion or meeting — ideas are 

expressed more clearly and more fluently after a little 

preparation. 

e Frameworks allow a very high level of personalization 

and are therefore motivating and enjoyable. 

e Frameworks offer great flexibility of classroom 

management. 

e Frameworks give the teacher a lot of business 

information about the students. 

e Frameworks involve minimal preparation. 

When can frameworks be used? 

e With students who want to talk about their own jobs, 

companies and professional lives (so most frameworks 

are not appropriate for pre-experience students in the 

tertiary sector). 

e With all class sizes from groups to one-to-one. 

e With all levels from Intermediate to Advanced. 

Classroom management 

Are the students interested in the topic? 

Frameworks are highly student-centred — the language 

will come from them, not from a coursebook — so for the 

activity to be a success, students must want to talk about 

the topic. To help teachers select the frameworks to use, 

this book contains a photocopiable topics checklist, 

which gives the framework title (see page 7). Students can 

indicate the topics they are interested in, but note that it 

is not necessary for all students to be interested in the 

same frameworks. 

Same framework or different frameworks? 

Same framework 

Every student can prepare the same framework, with the 

discussion being in pairs, threes, small groups or with the 

whole class. This will produce a focused discussion on a 

topic of common interest. 

Different frameworks 

Alternatively, different students can prepare different 

frameworks. If students then work in pairs, there will be 

an information exchange. Student A will use their 

completed framework to provide information, explain 

and clarify, while Student B listens and asks questions. 

Student B can be given a blank copy of the framework so 

that he/she sees the structure and can ask appropriate 

questions. The students then change roles. This is 

appropriate for groups where students have different 

interests and backgrounds. 

Regrouping pairs 

An extension of the previous activity is to regroup the 

students into new pairs and ask them to explain what 

their previous partner said. Let the students know you are 

going to do this at the beginning, as it is a motivating way 

of ensuring good listening and information checking, and 

produces a lively classroom atmosphere. 

Brainstorming and vocabulary checking 

Section 1 of every framework is an activity to prepare 

vocabulary and ideas for the note-writing in section 2. 

This is your chance to find out what the students already 

know and allow them to share this with other students in 

the group. Unless time is short, ask students to work in 

pairs or small groups (threes often works well) to think of 

additional ideas and vocabulary. Circulate and help with 

vocabulary, then write key words on the board. 

Remember to include collocations or put the word in a 

phrase or sentence to show how it is used. Also include 

word stress where appropriate. 

Note-writing in class or for homework? 

Completing the notes (section 2 of every framework) can 

be done in class or for homework. If done in class, the 

teacher can go round and help with language, and the 

discussion activity (section 3) will probably follow in the 

same lesson. If done out of class, the students have more 

time to think and prepare and will come to the next 

lesson ready to begin with the discussion activity. The 

second option is often very successful if students have 

time to do it. 

Discussion in pairs or groups? 

Or mini-presentations? 

Pairs 

Discussion in pairs will mean plenty of free speaking 

practice for the students — and remember that the two 

students can have different frameworks (see above). 

Students sometimes feel that during pairwork no one is 

there to check their language, and so the presence of the 

teacher circulating and taking notes for later feedback is 

important. Try to get students to change partners 

frequently so that they get a variety of peer interactions. 



Groups of three 

Discussion in threes often works well as the students are 

under less pressure, have more time to reflect and 

formulate questions, and there is always another person 

to keep the conversation going. Again, it’s important to 

circulate and monitor the students’ language. 

Whole class 

Whole-class discussions are usually lively, with a free flow 

of ideas and information. They are often a favourite with 

students. Here the teacher is likely to be involved as well, 

often as a kind of discussion facilitator, and language can 

be corrected or supplied on the spot. Doing this without 

stopping the flow of the discussion is a skill that can make 

the difference between a successful and an unsuccessful 

activity. In general, it is better to write down points and 

return to them later, supplying a word or correcting a 

grammar form only when a student stops and asks for it. 

Mini-presentations 

Another variation is for students to give mini-presentations 

to the group. If students are using diagrams, they can draw 

them on the board or photocopy them onto transparencies 

and use an overhead projector. A good task for the listeners 

is simply to think of three questions to ask the presenter at 

the end. Alternatively, they can be given a language task 

such as ‘write down all the words you hear that you would 

like to be able to use yourself’. Mini-presentations often 

work well with more experienced business people who can 

make connections with what the speaker is saying. They 

also work well if group members need real-life practice at 

presenting information to a group. 

Repeating the discussion 

The Extension section of the Teacher's notes for most 

frameworks suggests repeating the activity in a later lesson. 

This is a very powerful technique for increasing fluency 

and vocabulary acquisition. Check with the students first 

if they would like to have another chance to practise 

speaking about this topic. Point out that in their real jobs 

they have to talk about topics many times. Then, after a 

gap of a few days, repeat the activity as pairwork with a 

different partner. The discussion will nearly always follow 

a different course and the familiarity with the language 

and ideas will give a real boost to the students’ fluency. 

Feedback 

Feedback slot 

The Teacher's notes for each framework have a Feedback 

slot heading to flag this essential part of the lesson. As a 

rule of thumb, allow feedback time of at least half the 

speaking time. For example, in a 60-minute lesson where 

students have prepared their frameworks for homework 

and are working in pairs, all the Student As will speak 

about their frameworks and answer Student Bs’ questions 

for about 15-20 minutes, followed by 10-15 minutes of 

feedback. Then the Student Bs will have their turn 

followed by feedback. 

While the students are speaking, circulate unobtrusively, 

making notes (see Using the feedback sheet below) and 

speaking only if asked a direct question. Answer 

questions briefly and quietly and then withdraw eye 

contact and continue circulating. The students need to 

keep focused on the discussion and on their partner. If 

they feel the teacher is giving important information to 

other students which they are missing, the discussion 

will stop and may be difficult to restart. 

Before the feedback slot allow the students to ‘de-role’ by 

relaxing and joking for a few moments in class. They will 

not be receptive for language work immediately following 

a lively discussion. Then write language points selected 

from your notes one by one on the board. Give students a 

chance to supply words or correct mistakes first. Keep the 

feedback slot fast-paced, covering perhaps 10-15 items 

over 20 minutes. Use the following guidelines for the 

choice of language to feed back on: 

e variety — a good mixture of vocabulary the students 

needed, recurrent grammar mistakes, pronunciation 

difficulties, word order problems, collocation 

development etc. 

e language that is relevant to the class — the need or 

error may arise from just one student's output, but 

choose it for feedback if it will help most of the other 

students as well. 

e useful language — international business English is 

simple and direct. Avoid ‘authentic’ language that is 

low-frequency or that other non-native speakers in the 

real world will probably not understand. 

e language at the right level for the group — this includes 

remedial presentations of structures that the students 

know but cannot yet produce accurately. Avoid having 

to present a grammar point for the first time without 

preparation. 

e good language production as well as needs and 

mistakes — receiving positive feedback is highly 

motivating for individual students, and also encourages 

the rest of the group to produce the same item. 

Finally, remember this rule for boardwork: always give 

language in context. 

Using the feedback sheet 

Business English Frameworks has a photocopiable 

feedback sheet (see page 9). Teachers can, of course, 

make language notes on any piece of paper for their own 

reference, and if feedback is done on the board to the 

whole group, then the feedback sheet will not be 

necessary. However, there are situations when teachers 

want to write individual feedback sheets for students: 

e while listening to a one-to-one student. 

e while listening to mini-presentations when the teacher 

has time to make notes for personalized feedback. 

In these situations giving a feedback sheet to each 

student will give a professional touch to the lesson and 

make it easier for them to review their mistakes out of 

class. Write good examples of language use in the first 
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INTRODUCTION 

column of the sheet, along with words of encouragement, 

extra tips, collocations, word building points etc. Write 

mistakes in the middle column - the actual words that 

you hear. Draw an arrow across to the third column 

where you write the correct version. You can do the 

corrections while listening and give the sheet to the 

student at the end of the lesson, or you can do them after 

class and give the sheet in the next lesson. Include 

comments, usage notes, diagrams, pictures to explain 

vocabulary etc. Alternatively, give the feedback sheet to 

the students with the arrows to show that a correction is 

necessary but with the third column left blank. Ask them 

to correct their own mistakes and check with you later. 

With a one-to-one student you can use the sheets as the 

basis for a revision session. After several lessons ask the 

student to give you back all the sheets they have collected 

in their file, and then test them by saying the mistakes 

(the words they originally used) and eliciting a correct 

version. For vocabulary items that the student didn't 

know rather than got wrong, elicit the item with a 

definition, situation etc. 

Four scenarios 

Teacher A 

Teacher A is working in-company with three students 

from the same department. Fifteen minutes before the 

end of a lesson she hands out the same framework to 

them all. They do section 1 together, and then the teacher 

asks them to do the note-writing (section 2) before the 

next lesson. In the next lesson one student has done 

nothing, one has made a few notes, and one has spent 

some time making good notes. The teacher asks the latter 

to begin. The discussion soon takes off, and the teacher 

takes a back seat, writing individual feedback sheets for 

each student. There is no board in the room, so in the 

feedback slot she looks at each sheet in turn and selects a 

few mistakes that are relevant to the other students. She 

offers the student who made the mistake the chance to 

self-correct, then she asks the others, and then she 

supplies the answer. She adds a few comments about 

usage and moves on. At one point, she chooses a 

grammar point for feedback and the students become 

confused, so she says she will cover it in the next lesson 

and moves on. At the end of the lesson, she gives the 

feedback sheets to the students. 

Teacher B 

Teacher B has an evening class. There are usually about 

ten students, young professionals from a variety of 

backgrounds, but attendance is intermittent. Their 

grammar knowledge is good, but they lack fluency and 

want a lot of speaking practice. Using the checklist on 

page 7 he gives them different frameworks, according to 

their interests, as a homework task. The students have to 

check the vocabulary (section 1) in a dictionary and 

make a few notes in the diagram/table (section 2). In the 

next lesson some students have done this, some haven't, 

and some are new. The teacher matches the students in 

pairs so that someone who has done the homework 

works with someone who hasn't - the former explains 

their framework and the latter asks questions (using the 

Useful language sheet on page 8 if appropriate). Two new 

students are put together as a pair and spend a few 

minutes preparing their frameworks in class before 

beginning a discussion. The class is too big for individual 

feedback sheets so the teacher makes notes on a piece of 

paper and does whole-class feedback on the board at the 

end. In a later lesson he regroups the pairs and asks 

students to explain their frameworks again. This time he 

concentrates mainly on good points in feedback and 

congratulates the students on their progress in fluency. 

Teacher C 

Teacher C is working with a student one-to-one at their 

office — the student is very busy, often cancels lessons, 

and never has time for homework. She gives the student 

a framework at the start of the lesson, based on the 

checklist the student has completed on page 7. They 

work through section 1 together. Then the teacher gives 

the student a few minutes to look through section 2 and 

organize his/her thoughts, but in the end the student 

chooses not to write anything. The teacher turns on a 

cassette recorder to start recording the student, using 

section 2 of the framework herself as a structure to ask 

questions. At the end of the discussion, the teacher 

rewinds the cassette and plays the recording, stopping at 

errors or breaks in fluency and giving the student the 

chance to self-correct. She writes down notes for each 

point on a feedback sheet as they occur. At the end of the 

lesson she gives the completed sheets to the student to 

put in his/her file. Several lessons later they repeat the 

discussion. The student performs very well without using 

his/her notes, speaking more accurately and fluently. The 

teacher comments on this as encouragement. 

Teacher D 

Teacher D is working on an intensive course with a small, 

mixed nationality group of middle and senior managers. 

He gives each student the same framework at the 

beginning of a lesson, and works through section 1 with 

the group. They brainstorm in small groups and then he 

writes new ideas and vocabulary on the board as class 

feedback. He then gives them ten minutes to complete 

the framework in class, and while they are doing this he 

plays some quiet music on a tape recorder and corrects 

their homework. The teacher chooses to ask the students 

to give mini-presentations to the group rather than work 

in pairs, just for variety. The first student receives many 

questions at the end of their presentation and the 

discussion moves off at an interesting tangent. The 

teacher keeps out of the discussion and writes individual 

feedback sheets for all the students (not just the 

presenter) as they are talking. Then a second student 

gives a mini-presentation. The teacher decides to have a 

feedback slot, so he selects a few items from each sheet 

and does some group feedback on the board. Then he 

gives the individual sheets to the students for them to put 

in their files. Other students save their mini- 

presentations for a later lesson. 



Topics checklist 
Put a double tick (//) next to topics you want to discuss. Put a single tick (VY) next 

to topics you are quite interested in. If you are not interested, write nothing. 

Management 

Organization structure 

What do managers do? 

Use of resources 

Customer needs 

Improving customer relations 

Managing change 

Company strategy 

Small companies and start-ups 

Problems and solutions 

Personal management qualities 

Se KEK oO oO ON Oo SB WY & The international manager 

ra NO Business ethics: a case study 

Sales and marketing 

13 SWOT analysis 

14 Market research 

15 Product design/R&D 

16 Product description and features 

17 Marketing mix: one product 

18 Marketing strategy 

19 Constraints on marketing strategy 

20 Marketing budget 

Finance and accounting 

21 Profit and loss account 

22 Balance sheet 

23 Managing cashflow 

24 Company analysis 

25 Investment advice 

Production and operations 

26 Production process 

27 Operations growth 

28 Quality management 

29 Logistics and transport ee 

Human resources 

30 Pay and promotion 

31 Motivation through job satisfaction 

32 Recruitment and selection 

33 Training and team-building 

34 Industrial relations 

International trade 

35 Trade and government policy 

36 Exporting 

37 Importing 

38 Manufacturing location 

Economic and social context 

39 Globalization 

40 Social responsibility 

41 The changing workforce 

42 The future of work 

Information technology 

43 IT management 

44 E-commerce 

45 Using business software 

Cultural awareness 

46 Cultural values at work 

47 Cultural values in society 

48 Working in another culture 

Recent business news 

49 Discussing news items 

50 Using an authentic text 
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Useful language 

Leading the discussion 

Introducing an idea 
The main issue here is ... 

In my company, the most important thing is ... 

Developing an argument 
Firstly, ... secondly, ... 

Also, ... / In addition, ... 

The thing is, ... / Actually, ... 

Of course, ... / Obviously, ... 

So, ... / Therefore, ... 

As regards ... / As far as ... is concerned, ... 

In general, ... although ... 

It’s true that ... but on the other hand... 

So basically, ... / To put it simply, ... 

Confirming 
That’s right. 

Exactly. 

Checking other people understand 
Do you follow? 

Do you see what I mean? 

Are you with me? 

Rephrasing if people don’t understand 
Sorry, what I meant was ... 

Let me put it another way. 

Keeping control of the conversation 
So you see ... 

Anyway, ... 

And as you probably know... 

Well, as I was saying, ... 

Finishing what you want to say 
Sorry, can I just finish? 

I'll come to that in a moment. 

Not answering 
That's not really my area, I’m afraid. 

Sorry, I don’t have that information to hand. 

Giving the conversation to another person 
Is it the same in your company? 

Do you find the same thing? 

Participating in a discussion 

Saying you don’t understand 
Sorry, I don't quite follow you. 

Sorry, I’m not sure what you mean. 

Clarifying: asking for repetition 
Sorry, can you go back? 

I’m sorry, I didn’t catch that. 

Sorry, could you explain that again, please? 

Clarifying: asking for more information 
Could you be a little more specific? 

Can you give me an example? 

Clarifying: using your own words to check 
So, in other words, you think that ... Is that right? 

Are you saying ...? 

Showing interest 
Really? 

Right. Sure. 

Mhm. Uh-huh. Yeah. 

That’s interesting. 

Yes, of course. 

Do you? 

‘echo’ questions e.g. five hundred? all over the world? 

Interrupting 
Can I just ask something? 

Sorry, could I stop you for a moment? 

There’s a question I’d like to ask. 

Questions to continue the discussion 

Could you say a bit more about ...? 

I'd be interested to know... 

So what happens when ...? 

So why do you...? 

Typical ‘business’ questions 
So how is that financed? 

How many people are involved? 

What are the staffing/ financial implications of that? 

What are the implications for other departments? 

How do you arrive at that figure? 

What section of the market are you aiming at? 

Does that involve much planning? 

How does that compare with your competitors? 

Is that a recent development? 

What are your plans for the future? 

Making notes 
Can you give me a moment while I make a note? 

How do you spell that? 
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MANAGEMENT 

10 

Management: 1 Organization structure 

1 Organization structure 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Prepare. 
1 Get students to discuss the words and phrases in pairs. Then check the meaning with the whole class. 

(See Vocabulary box below.) 

Vocabulary box 
sole trader: one person/family with their own business 

e.g. small shop, plumber, self-employed person. There 

is no distinction in law between them and the 

business, so they are personally liable for any debts. 

partnership: two or more partners with a division of 

responsibilities and share of profits/risks e.g. 

management consultants, firm of accountants 

private limited company: a small business or family 

company with directors. The company has Ltd after its 

name and it has a legal status independent of its 

owners, so they are not personally liable for any debts. 

public limited company: a large company with shares 

quoted on the stock exchange. It has PLC after its name 

and it is ‘public’ because anyone can buy the shares. 

multinational: a PLC that trades in several countries 

state-owned enterprise: an organization that is still under 

government control, but might be privatized in the future 

franchise: where a company gives a business the right 

to sell its goods in return for a share of the profit e.g. 

Body Shop, McDonalds, Benetton 

2 Get students to add more examples to each list. Elicit examples and write them on the board. 

(See Possible answers/ideas box below.) 

Possible answers/ideas 
Department names: Finance/Accounts/Purchasing, Marketing/Sales/Customer Services, Production/ 

Maintenance/Distribution/Logistics, Human Resources/Personnel, Information Technology (IT)/Computer 

Services, Research and Development (R&D), Administration, Public Relations/Corporate Affairs, Legal 

Other organization structures: by customer type, by work process (e.g. order fulfilment teams), by project team, 

by cross-functional teams (e.g. to solve a problem or work on a particular project) 

3 Get students to brainstorm language to talk about their own job. Elicit examples and write them on 

the board. (See Possible answers/ideas box below.) 

Possible answers/ideas 
Phrases for talking about your job: | work in ..., My job 

title is ..., | deal with ..., I’m involved in ..., I’m in 

charge of ..., | have to handle ..., | report to ..., 

senior/middle/junior manager, line manager, 

flat/hierarchical structure, manufacturing/service sector 

Job titles: The Board of Directors has a Chairman 

(UK)/President (US). The Board represents the 

interests of the shareholders. The company is 

2 Draw a diagram and write notes. 

managed by the Managing Director (UK)/Chief 

Executive Officer (US). Other senior managers might 

include the General Manager (UK)/Chief Operating 

Officer (US), the Chief Technology Officer etc. The 

heads of the various departments are called Director 

(UK)/Vice President (US). Under the Directors is often 

a person with Deputy in their job title. 

1 Circulate while students draw their diagram. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

2 Get students to write notes on how their job relates to others. (See Possible answers/ideas boxes 

above for vocabulary.) 

3 Give a mini-presentation. Ask for questions. 
1 Explain that each student will give a mini-presentation to the class. 

2 When itis their turn, let each student sit at the front and lead the session. Join the group as a 

participant, asking questions along with the other students e.g. How is your organization 

structure changing? Make a note of good/bad language use. 

Feedback slot 
See page 5. 



1 Organization structure 
1 Prepare. 

1 Check the meaning of the following words and phrases. 

INAWISVNVIN 

sole trader, partnership, private limited company, public limited company, 

multinational, state-owned enterprise, franchise 

2 Add more examples to each list. 

Department names: tinanee, MAYKetTiNg, 

Other organization structures: bu produet/ SUYVIC’, tupe, bu QrLooVApNical AVA, 

3 Brainstorm vocabulary and phrases to talk about your job. 

Lm responsible for .. 

2 Draw a diagram and write notes. 
1 Draw a diagram to show the structure of your organization or department. 

2 Write notes on how your job relates to other jobs in the organization structure. 

1 

3 Give a mini-presentation. Ask for questions. 
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Management: 2 What do managers do? 

2 What do managers 
Before you start 

do? 

1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Brainstorm. 
1 Check comprehension of the examples. 

(See Vocabulary box opposite.) 

Then get students to brainstorm more 

phrases in pairs or small groups. 

Vocabulary box 
forecast: to say what you expect to happen in the future; forecast 

is much more common in a business context than predict. 

liaise: to speak to other people at work in order to exchange 

information with them 

2 Elicit answers and write them on the 

board. (See Possible answers/ideas 

box below.) 

Tip 

Possible answers/ideas 
As a manager, | ... 

improve efficiency/productivity/company performance. 

analyse/solve/sort out problems, handle/investigate/look 

into/deal with/respond to complaints; set/fix/define 

goals/targets/objectives, decide/coordinate long-term 

strategy; communicate with/inform staff/employees, 

support/supervise/train staff, evaluate the performance of 

staff, give feedback to staff on their performance, set 

up/run appraisal systems; plan/set budgets, develop the 

Point out the verb—noun collocations in the examples e.g. motivate 

people, and encourage students to produce more. For example, if a 

student says / se//, ask What? and Who to? and then write the 

collocations on the board. 

business, travel to other countries, recruit/dismiss/hire and 

fire staff, take/make/delegate decisions, keep records and 

files up-to-date; do market research, monitor competitors’ 

activities, forecast costs, make investment decisions, deal 

with banks, prepare accounts; organize/take part in/chair 

meetings, write e-mails/letters, prepare reports, give 

presentations, negotiate with suppliers/customers/unions, 

meet with customers/the press/lobbies, set up/manage/ 

coach teams, set up/manage the website. 

2 Complete the ideas map with your own management responsibilities. 

1 Focus attention on the ideas map and check 

the vocabulary in the headings. Establish that 

students will write words/phrases/ideas at 

the end of each line, and that they can add 

more lines. They can also create new 

categories if necessary. 

2 Circulate while students make notes. Write 

down on a piece of paper any useful language 

needed or produced. Write a few language items 

of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will 

you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note 

of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

Tip 
Keep a small set of ideas maps that students have 

completed in previous classes. Pass these round the group 

to show the general idea, but take them back before the 

students start their own maps. Alternatively, make a quick 

sketch on the board of your own responsibilities in the 

form of an ideas map — this also serves as a model. 

Let students finish the ideas map in any way that makes 

sense to them — every student will complete it in a 

different way. 

Tip 
If students do mini-presentations to the whole class, 

photocopy the ideas maps and distribute one per student. 

This makes it easier for the others to follow and ask questions. 

e Ifyou want a whole-class round-up, write on the board one of these topics for discussion: 

‘Management: an art or a science?’, ‘Three tips I would give to a new manager’, 

‘The best/worst thing about being a manager is ...’ 

e Students can write a short summary of their own management responsibilities. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



2 What do managers do? 
1 Brainstorm. 

As a manager, I... 

motivate pvople, contvol/foreeast costs, take ddcisions, dval_with SUPPIILYS, 

Dive presentations, \idist with colleagues in other departments, | 

INAWISVNVIN 

2 Complete the ideas map with your own management responsibilities. 

Planning 

Developing 
the business 

Organizing 

Improving What dol | Leading and 

company do as a ; motivating 
performance manager? | 

Communicating 

and exchanging 

information 
Achieving 

personal goals 

Controlling 

3 Discuss. 
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Management: 3 Use of resources 

3 Use of resources 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Brainstorm. 
1 Focus attention on the ideas maps and check the vocabulary in the headings. (See Vocabulary box below.) 

Vocabulary box 
know-how: a synonym for knowledge 

skills: practical abilities that you can learn e.g. 

computing skills/language skills/communication 

skills/management skills 

bank loan: an amount of money that you borrow and 

pay back over time 

overdraft: the facility to have a temporary negative 

balance on your current account 

premises: buildings that a company uses 

2 Get students to brainstorm further vocabulary in pairs or small groups. 

3 Elicit answers and write them on the board. (See Possible answers/ideas box below.) 

Possible answers/ideas 
Human resources: professionalism/motivation/creativity 

etc. of staff, the variety and diversity of the workforce, 

the entrepreneurial ability of senior managers 

Financial resources: cashflow (cash available — not the 

same as profits), IPO (initial public offering of shares, 

when the company is floated on the Stock Exchange), 

the further issuing of shares at a later date, venture 

capital (for start-ups), instruments for risk management 

like futures and options, derivatives, hedge funds 

Material resources: land, raw materials, stock, vehicles 

e.g. Cars, vans, trucks 

Technology: company information systems e.g. 

accounting software, payroll software, customer 

relations management software; new production 

methods, storage systems in warehouses, use of intranet 

e.g. staff profiles, database of know-how etc., use of 

extranet e.g. product information, order tracking etc. 

2 How can you use your resources more efficiently and more effectively? 

Write notes. 

1 Check comprehension of the instructions to the 

task — efficiently = ‘without waste’ and effectively 

= ‘producing the result that you want’. 

2 Focus attention on the diagram and check the 

vocabulary in the headings. Point out that there 

is an extra box headed Time which doesn’t appear 

in section 1. Explain that this gives students a 

chance to talk about time management. 

3 Circulate while students make notes. Write 

down on a piece of paper any useful language 

needed or produced. Write a few language items 

of general interest on the board at the end. 

3 Discuss. 

Tips 
e For lower-level students paraphrase the instructions 

as ‘how can you use your resources better?’ 

e The phrase your resources in the instructions is 

deliberately vague to allow students to write notes on 

whatever interests them. If students need prompting, ask 

them to focus on either the resources that they themselves 

control, or those of their department/business unit. 

Tip 
Remind students to make a few notes in the Customer 

feedback area of the framework i.e. how customer 

feedback can make use of resources more effective. 

1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Ask students why certain resources are not being used as efficiently/effectively as possible. 

e Students can write a short summary of their own use of resources, or that of their partner. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



3 Use of resources 
1 Brainstorm. 

know-how skills and experience 

Human 

resources / 

company culture 

materials and parts office equipment 

Material 

resources / 

premises: office, factories, warehouses 

profits bank loans and overdrafts 

Financial 

resources 

credit with suppliers 

Internet and e-mail mobile communications 

Technology ) 

manufacturing technology 

2 How can you use your resources more efficiently and more effectively? 

Write notes. 

Human resources 

Financial resources 

Material resources 

Production 

of goods and 

Technology 

3 Discuss. 
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Management: 4 Customer needs 

4 Customer needs 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Brainstorm. 

Tasks 1 and 2 

1 Get students to brainstorm vocabulary for tasks 

1 and 2 in pairs or small groups. 

2 Elicit answers and write them on the board. 

(See Possible answers/ideas box below.) 

Possible answers/ideas 
1 Before purchase: continuity of supply, credit schemes, 

availability, price stability 

At the point of sale: warranty information, 

merchandising, resale future value 

After purchase: availability of spares, fault-free 

product life 

2 Manufacturer: continuity of supply, advance notice of 

price increases for parts and raw materials, meeting 

quality standards 

Wholesaler: ongoing product quality, special packs 

with large quantities of goods, strong yet easy-to- 

move packing materials 

Tip 
Point out that, in general, the word customer is more 

common in the manufacturing sector and where cash is 

exchanged e.g. in shops and restaurants, while c/ient is 

more common in the service sector. 

Retailer: attractive packaging, point-of-sale 

merchandising, pricing policy that allows a reasonable 

profit, a fast and efficient ordering/delivery system, 

no faulty products, top-quality warranties 

Service sector customer: good brochures and leaflets 

to support the sale of the service, top-quality 

warranties that are easy to understand 

Consumer/End user: good design and build, easy-to- 

understand product/service information, availability, 

high levels of warranty protection, good after-sales 

service, occasional after-sales contact to show long- 

term commitment to the relationship 

2 How does your company focus on customer needs? Write notes. 
1 Focus attention on the diagram and check the 

vocabulary in the headings. Point out that the 

diagram shows the different stages of business 

activity, starting with R&D (Research and 

Development). Tell students that they don't 

have to fill in every section. 

2 Circulate while students make notes. Write down 

on a piece of paper any useful language needed 

or produced. Write a few language items of 

general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you 

follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of 

good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short summary of the 

needs of their own customers. 

e Consider repeating the activity in a later lesson 

e.g. with a different partner. See page 5. 

Tip 
Use the following prompts if the students have problems 

getting started: 

R&D (Research and Development): How does feedback 

from the end user come back to the R&D department? 

How are design, specification and user-friendliness 

influenced by customer needs? 

Production: How are quality, range and choice influenced by 

customer needs? How does information on recalls and 

repairs come back to the production department? 

Marketing: How do customer needs influence price and 

product information? How is market research done? 

How is packaging designed? What types of 

merchandising are there? 

Distribution: How do the distribution channel and sales 

locations depend on customer needs? How is speed of 

delivery maximized? Is there a sales tracking system 

and how does it help customers? 

Sales: How do sales staff make available to other 

departments their first-hand knowledge of customer 

needs, how customers use the product, what customers 

see as the strengths and weaknesses etc.? 

After-sales: How are complaints handled? Are there 

surveys and questionnaires of existing customers? 

How is knowledge of after-sales staff made available 

to other departments? 



4 Customer needs 
1 Brainstorm. 

1 What do customers want? Add examples to the following lists. 

Before purchase: Aesian information 

At the point of sale: (Noite, Avmonstvations 

After purchase: 9000 handling of complaints, maintenance /servicin 

2 Add some special needs for each of the following types of customer. 

Manufacturer: KC ping Aciiveru senedules 

Wholesaler: CAPALItU. to deal with Fluetuating orders 

Retailer: NAtioNAl advertising of brands 

Service sector customer: 0P-Qualitu_ information about benefits to tne Final customer 

Consumer/End user: A long, trouble-free operational life of goods and services 

2 How does your company focus on customer needs? Write notes. 

After-sales \) 
¢ R&D ) 

Production 

3 Discuss. 
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Management: 5 Improving customer relations 

5 Improving customer relations 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

MANAGEMENT 

1 Prepare. 

Tasks 1, 2 and 3 Tip 

1 Divide the students into small groups and In number 3, a is a general question with possible 
get them to answer the questions. answers in the box below. Questions b and ¢ are 

2 Elicit answers from the groups. potentially controversial and so are best dealt with lightly 
(See Possible answers/ideas box below.) and quickly, especially in an in-company group. 

Possible answers/ideas 
3a Customer satisfaction can be measured by: 3c Customers complain about: 

the number of complaints, number of compliments, number late delivery, wrong goods delivered, wrong number of 

of customers repurchasing the same product, number of goods delivered, right model but wrong colour, goods 

returned products, number of warranty claims, number of faulty/broken/damaged on unpacking, goods don’t match 

sales coming from recommendations of existing customers, specifications/expectations, wrong information on 

how successful you are at cross-selling other products, paperwork (delivery note/invoice/credit note/statement), 

figures for the duration of the business relationship, figures omission of documentation such as warranty card/manual, 

for the frequency of orders, number of lost customers and misleading promotional material, unavailable product 

analysis of why you lose business. information, rude and unhelpful sales staff. 

2 How are you improving customer relations? Write notes. 
1 Focus attention on the grids and Vocabulary box 

check the vocabulary in the headings. 

(See Vocabulary box below.) 
printed material: this includes brochures, catalogues, leaflets etc. 

reliability (n)/reliable (adj): a reliable product is one that you can 

depend on. 

environmental profile: this includes use of recycled materials, 

biodegradability, production of waste products during manufacture etc. 

2 Circulate while students make notes. —_ jp 

Write down on a piece of paper any If students can’t get started because they feel that customer 
useful language needed or produced. relations are already good, ask them to write about improvements 
Write a few language items of general | they made in the past. Other prompts that may be useful include: 
interest on the board at the end. General issues: your image in the press and media? staff 

independence to make decisions? 

Customer service issues: staff training? flexibility of staff? response 

times? your customers’ ease of access to relevant staff? warranty 

(guarantee) arrangements? 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Write the following titles on the board and ask students to tell a personalized story about one of 

them: ‘How I turned a complaint into an opportunity’, ‘The angriest customer I ever had and how I 

dealt with him/her’, ‘The internal market in my company: now my colleagues are my customers’. 

e Students can write a short summary of how to improve customer relations in their company. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 
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4) Improving customer relations 
1 Prepare. 

1 Tell other students about an experience you had of excellent customer service. 

INANISVNVN 

2 Tell other students about an experience you had of very bad customer service. 

3 a Howcan customer satisfaction be measured? 

b How does your company measure customer satisfaction? 

c What do your customers complain about? Why do you lose business? 

2 How are you improving customer relations? Write notes. 

General issues 

Company image Company culture, including top-management 

leadership and middle-management support 

| oman 
Customer service issues 

Behaviour and Printed material After-sales support Handling complaints 

product knowledge (catalogues etc.) 

of sales staff 

Product issues 

Quality and reliability Design and appearance Distribution and delivery Environmental profile 

Using customer relations to develop the business 

Using customer relations to identify new Using customer relations to identify 

products and markets opportunities for better financial performance 

3 Discuss. 
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Management: 6 Managing change 

6 Managing change 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 
2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Prepare. 

Task 1 

Give students time to think of examples from their 

own company. Then get individual students to tell 

the rest of the class. 

Task 2 

Tip 
It isn’t necessary for every student to cover every point. 

Ask students to think of just one or two examples each 

from the list and then tell the class. 

1 Check students understand that the vocabulary items are all collocations related to managing 

change. Get students to fill in the missing vowels. Then check the answers. (See Answers box below.) 

Answers 
1 to cause / identify / acknowledge / face / be faced 

with / deal with / overcome a problem 

2 to draw up / introduce / roll out / monitor / carry out / 

consolidate a change programme 

3 to allocate / delegate / carry out / perform / complete 

a task : 

4 to complete the change on time / late / within budget / 

over budget 

2 Check comprehension of the vocabulary items. (See Vocabulary box below.) 

Vocabulary box 
to acknowledge: to accept that something is true 

to face: to have to accept and deal with 

to overcome: to succeed in dealing with or controlling a problem; 

to solve a problem 

to draw up: to think of and plan 

to roll out: to introduce a new system (or to launch a new product) 

to monitor: to check the progress of 

to carry out: to do something that needs to be organized and planned 

to allocate: to give something officially for a particular purpose 

task: a piece of work, a job 

Tip 
For higher-level groups, write up the words 

a reactive/proactive response to a situation 

and elicit the meaning: a reactive response 

is when change is forced on you because a 

problem happens; a proactive response is 

when you prepare for change because you 

see a problem before it happens. 

————— 

2 Write notes about a major change that you helped (or will help) to manage. 

1 Focus attention on the grids and check the 

vocabulary in the headings. 

2 Circulate while students make notes. Write 

down on a piece of paper any useful language 

needed or produced. Write a few language items 

of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you 

follow? See pages 4-5. 

Tip 
The following are possible ideas for why change is/was 

necessary in the Background box: 

restructuring: changing the way that a company is 

organized or financed 

downsizing: a reduction in the number of employees 

a merger: when two companies join together to make one 

an acquisition: when one company takes over another 

i.e. buys a majority or all of the shares of another 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 
See page 5. 

Extension 

e Students can write a short summary of the process of managing change. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



6 Managing change 
1 Prepare. 

1 Give examples from your company of when the following things needed to change: 

e tasks, job designs, business objectives 

e attitudes and skills of employees 

e the company culture 

e operations technology and information technology 

e the structure of the organization, including lines of authority and communication 

2 Fill in the missing vowels in these words and check the meaning. 

1 to c__s_/_d_nt_fy/_ckn_wl_dg_/f_c_/b_ f.c_d w_th/d__l w_th/_v_rc_m_ aproblem 

2 to drw _p/_ntrd_c_/rll __t/m_n_t_r/c_rry __t/c_ns_ld_t_ achange programme 

3 to” SNe dasets/ carry 2b) paren camplits -atask 

4 tocomplete the change _n tm_/Lt_/w_th_n b_dgt/_v_r b_dg_t 

2 Write notes about a major change that you helped (or will help) to manage. 

Background 

What is/was the change? Why is/was it necessary? How did you know? 

Action Plan/Tasks Results 

Design: agreeing on the vision, 

building the team, 

obtaining consensus 

Planning: developing the plan, 

allocating resources, 

agreeing on the timescale 

Implementation: roll out of 

change, communicating 

with stakeholders, 

overcoming resistance 

Consolidation: monitoring 

progress, minimizing negative 

effects, providing support 

Evaluation 

3 Discuss. 
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7 Company strategy 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4—5. 

3 Do your students need language support for the discussions? See page 8. 

1 Prepare. 
1 Get students to check the meaning of the phrases in pairs. Then check with the whole 

class. (See Vocabulary box below.) 

Vocabulary box 
merger: when two companies join together to make one downsizing: a reduction in the number of employees 

acquisition: when one company takes over another focusing on core activities: concentrating on the main, 

joint venture: a business activity in which two or more central activities that are most profitable 

companies are working together on an individual 

project or in a particular market (one of them is often 

the local partner) 

2 Get students to add examples of long-term strategies to the list. 

3 Get students to brainstorm arguments for and against mergers. Elicit students’ answers 

to tasks 2 and 3 and write them on the board. (See Possible answers/ideas box below.) 

Possible answers/ideas 
Other long-term strategies Arguments for mergers Arguments against mergers 

licensing a trademark/patent (selling e increased market share e rationalization may cause 

the right to manufacture something, e wider customer base (different redundancies and closure of premises 

usually in a foreign market), market segments) e management styles and company 

franchising (a company gives a e more purchasing power cultures may clash 

business the right to use its name e economies of scale e cost of merger may cause cashflow 

and sell its products in return for a e better distribution channels problems 

fee or share of the profits), e stronger management (additional e incompatibility of business/ 

developing brands (products or know-how) technical/IT systems 

company names that are easily and e potential for benchmarking e danger of losing some short-term 

widely recognized), identifying between the two companies momentum while management 

market niches (gaps), selling assets (taking the best practice of each) focuses on merger 

(land, buildings etc.) e financial advantages on the balance - e _larger company may be less 

sheet (ratio of debt to equity) flexible and responsive to change 

2 Write notes. Tip 
1 Focus attention on the grids and check the This framework helps students to talk about their own 

vocabulary in the headings. company strategy. However, it could be used to discuss 

2 Circulate while students make notes. Write the strategy of another company e.g. one in the news. 

down on a piece of paper any useful language In this case, you may want to make a copy of the 
needed or produced. Write a few language items framework with the /mplications for me and my area 

of general interest on the board at the end. of work heading blanked out. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short summary of their company’s strategy, or that of their partner. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 
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] Company strategy 
1 Prepare. 

1 Check the meaning of the following phrases. 

INAWISVNVW 

internal growth (product development, market development, innovation); growth through mergers, 

acquisitions and joint ventures; defensive strategies (downsizing, restructuring, cutting costs, improving 

efficiency, selling parts of the business to focus on core activities) 

2 What other long-term strategies can a company have? Add examples to the above list. 

3 Brainstorm arguments for and against mergers. 

2 Write notes. 

What factors are influencing long-term strategy in your company? 

Macroeconomic trends and government policies Market trends 

Activity of competitors Internal company factors (finance, R&D etc.) 

Main elements of long-term strategy Implications for me and my area of work 

Possible problems with the strategy Possible solutions 

3 Discuss. 
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Management: 8 Small companies and start-ups 

8 Small companies and start-ups 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Prepare. 
1 Get students to read the text and check the vocabulary. (See Vocabulary box below.) 

Tip 
The text assumes that entrepreneurs only work for small and 

medium-size companies, which is usually true. Entrepreneurs 

hate routine and if their company gets too big, they often sell 

it and start again, or hand over control to someone else. 

However, some large organizations feel there is a place for 

2 Get students to describe an entrepreneur entrepreneurial ideas, and a discussion point could be ‘Can 
from their country. entrepreneurs work inside large organizations?’ 

3 Get students to discuss the question in pairs 

or small groups. (See Possible answers/ideas 

box below for possible input to the discussion.) 

Vocabulary box 
SME: small or medium enterprise. (This is quite a 

well-known term, and other countries often have an 

acronym for the same idea.) 

start-up company: used to describe a new company 

Possible answers/ideas 
What are the special problems facing small companies? Exposure to risk due to limited product range 

Finance The company may grow quickly at the beginning 

Raising funds is a problem for small companies. The because of an innovative product, but after some time 

main sources are bank loans and overdrafts, loans from larger companies will copy the product. 

friends and relatives, capital introduced by the Cashflow 

entrepreneur him/herself and venture capital. Most small business failure is due to poor cashflow 

Location management rather than a poor business idea. Firms 

Size and location of the business premises are key can have a lot of orders but still go bankrupt because 

issues for small companies. Good locations are they don’t have the cash (working capital) to pay bills. 

expensive and hard to find. Lack of specialist know-how 

Building a customer base Founder members of the company often have more 

Small companies have a small number of customers. enthusiasm than experience, and small companies may 

This allows them to focus and offer a more personalized have to bring in outside consultants as their business 

service, but is also risky. activities become more complex. 

2 Do you work in a small or start-up company? Write notes. 
1 Focus attention on the grids and check 

the vocabulary in the headings. 

(See Vocabulary box opposite.) 

2 Circulate while students make notes. 

Write down on a piece of paper any useful 

language needed or produced. Write a few 

language items of general interest on the 

board at the end. 

3 Discuss. 
e Which classroom management options will you follow? See pages 4-5. 

e Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Vocabulary box 
turnover: income/revenue 

SWOT analysis: Strengths (company, positive points), 

Weaknesses (company, negative points), Opportunities 

(market, future chances), Threats (market, future dangers). 

See the Teacher's notes for framework 13 for examples of the 

four categories. 

Extension 

e Students can give mini-presentations on the kind of business they would like to set up. 

e Students can write a short summary of the issues discussed in the SWOT analysis. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



8 Small companies and start-ups 
1 Prepare. 

1 Read the text and check the vocabulary. 

=e OO 

mall and medium _ enterprises 

(SMEs) are started by entrepreneurs. 

4 Entrepreneurs are risk-takers who build 

‘| new businesses around good ideas. They 

are innovative and creative and look 
| for opportunities where others see only 

problems and threats. Entrepreneurs like 

independence and being in control. 

They have high energy levels and a 

strong motivation to succeed. They are 

action-oriented, they want to get things 

ng Sh 

done quickly and they are happy to 

make difficult decisions. In the United 

States there are three million people 

starting new companies at any one 

time, and far more new jobs are created 

in SMEs than from the expansion 

of existing companies. Most small 

businesses fail in their first five years of 

operation, but that doesn’t worry the 

entrepreneur. He or she just takes a break, 

learns the lessons and starts again. 

2 Describe a well-known entrepreneur from your country. 

3 What are the special problems facing small companies? 

2 Do you work in a small or start-up c ompany? Write notes. 

Background 

Size? Main products/services? Main customers? Main co 

Company history 

Marketing strategy 

Key features of existing products/services 

Advertising and promotion 

Pricing policy 

Distribution channels 

New products/services 

Strengths 

SWOT analysis 

mpetitors? 

Financial issues 

Turnover and profits 

Cashflow and sources of finance 

Human Resources issues 

Weaknesses 

Opportunities 

3 Discuss. 
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Management: 9 Problems and solutions 

9 Problems and solutions 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Brainstorm. 

Task 1 

Get students to brainstorm problems they have at work and complete the ideas maps. Elicit a few 

examples. (There are no suggested answers here as these will vary from group to group.) 

Task 2 

1 Get students to add to the lists of verbs that collocate with a problem and a solution. 

Then check their answers. (See Possible answers box below.) 

Possible answers 
1 Other verbs that collocate with a problem: to approach, 2 Other verbs that collocate with a solution: to accept, 

to cause, to define, to examine, to experience, to identify, to agree on, to aim at, to arrive at, to come up with, 

to overcome, to present, to recognize, to resolve, to solve, to look for, to offer, to propose, to reach, to reject, 

to sort out, to tackle (to make an effort to deal with it — to seek, to work out (to find a solution after thinking 

tackle is a term from football), to think over/through carefully about it) 

2 Elicit additional language for problem-solving and making suggestions. (See Possible answers box below.) 

Possible answers 
a solution / a way forward / a course of action to look at a problem in another way/from another angle 

the pros and cons = the advantages and disadvantages to balance one argument against another 

to consider the strengths/weaknesses of different the likely effects/consequences of doing something 

options/alternatives 

2 Think of a problem you are currently having at work, and two possible 
solutions. Write notes. 
1 Focus attention on the grids and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Give a mini-presentation. 

Task 1 Tip 
1 Explain that each student will give a mini- In lower-level groups elicit useful language and leave it 

presentation to the class. on the board during the presentations e.g. 

2 When it is their turn, let each student sit at the Making suggestions: How about ... (+ -ing) / Why not ... / 

front and lead the session. It’s just an idea, but why don’t you ... / | know, maybe 

you could... 

Task 2 . Agreeing: That sounds like a good idea. / That might be 
Get the class to brainstorm other solutions and vote worth trying. / Yes, | think that would work really well. 
for the best one. Sit away from the students and Disagreeing: /’m not sure about that because ... / I’m 
take notes. Make a note of good/bad language use. afraid | don’t like that idea. 

| 

Feedback slot 

See page 5. pag Tip 

Extension Use any interesting cases to make a 

Students can write a short summary of their own problem and ‘case study’ worksheet for other 
possible solutions, perhaps as a formal report to their boss. classes, changing the original company 
Alternatively, they can write a summary of one of the other cases. name and any personal details. 



9 Problems and solutions 
1 Brainstorm. 

1 What problems do you have at work? Complete the ideas maps. 

Administrative 

problems 

Technical 

problems 

Communication 

problems 

Financial 

problems 

Personnel 

problems 

Marketing 

problems 

2 Add to the following lists of verbs. 

1 to_fAee _;_analuse ;_deal with; / / / a problem 

2 to MSUD DL SH my 1 NU IPs CE VeNONN a nen ee ey, OY Uheinteltiy soietey 

2 Think of a problem you are currently having at work, and two possible 
solutions. Write notes. 

Definition of the problem Background and probable causes 

Possible solution A 

Strengths: Weaknesses: 

Possible solution B 

Strengths: Weaknesses: 

3 Give a mini-presentation. 
1 Present your problem and solutions to the group. Ask and answer questions. 

2 Brainstorm other possible solutions. Which is the best solution? 
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Management: 10 Personal management qualities 

10 Personal management qualities 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

Tip 
Every business English student who is in work will find this framework 

relevant. Students with international experience at a higher level in their 

companies will find framework 11 offers them more opportunity to discuss 

their abilities in detail. See also the Extension section below for how to make 

this framework relevant to senior managers. 

1 Prepare. 
1 Get students to read through the management qualities 1-24 and check the vocabulary. 

(See Vocabulary box below.) 

Vocabulary box 
challenge: something new and different that needs a lot keeping up-to-date: knowing the most recent 

of skill and effort to do information 

setback: a problem that stops you from making progress being discreet: being careful about what you say 

2 Let students complete the Job and Me columns Tip 

individually, following the instructions. You may want to point out that qualities 17 and 18 are to 

y) Write notes some extent opposites, as are 19 and 20. This should 

: provoke more thought and discussion about these qualities. 

1 Focus attention on the grids and check the 

vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students in more senior management positions may enjoy discussing ‘Leadership’, a topic 

not otherwise covered in these frameworks. As a warmer for this topic, write on the board 

‘How is leadership different from management?’ Continue the discussion. If you want more 

input for the discussion, here are six possible ‘principles’ of leadership: 

Challenge existing processes. Encourage innovation and support people who have ideas. 

Be enthusiastic. Inspire others through personal enthusiasm. 

Help others. Be a team player and support the efforts and abilities of other people. 

Set an example. Provide a role model for how others should act. 
Celebrate achievements. Bring emotion into the workplace and bring together hearts as 
well as minds. 

6 Vision. Have a clear sense of the future and communicate it to others. 
e Students can write a short summary of their own personal management qualities, perhaps 

from the point of view of a Human Resources recruitment consultant writing a short report 
about them. 

OF WDM = 



10 Personal management qualities 
1 Prepare. 

1 Study the management qualities below and check the vocabulary. 

| 

| Job 
| 1 Having a good understanding of the market 13 

| 2 Having good product knowledge ew 
3 Having a good personal image 14 

(clothes, speech etc.) 

4 Being a good administrator and organizer 15 

5 Having the ability to motivate people 16 

6 Being good at organizing your time 17 

7 Knowing when to delegate and when to 18 
refer to a higher level 

8 Being flexible about plans and targets 

9 Liking challenges 

Being a good team member 

11 Being able to take risks 

12 Being able to recover quickly after a setback 

= °o 

00000 0000 00 plaease ease oe 

Having the ability to make difficult 
decisions under pressure 

Having good lines of communication with 
other staff 

Keeping up-to-date by training and reading (_J(_) 
Having a good understanding of other cultures (_ )(_} 
Being strong and direct 

Being discreet and diplomatic 

Being sociable and cooperative 

Being independent and free-thinking 

Being honest and transparent 

Being a good talker 

Being a good listener 

Being able to go home and forget about 
work problems 

5 

| 

U OQULO00U U OUUL00U 

2 Look at the two columns. 

e Inthe Job column put a tick (Y) for those qualities that you think are important in your job. 

Put a double tick (W/) for a few very important qualities. 

e Inthe Mecolumn put a tick (Y) for those qualities where you feel you are quite strong. Put a 

double tick (WV) for a few areas that are your real strong points. Put a question mark (?) for 

any areas where you feel you need further experience or training. 

2 Write notes. 

Choose two Job points with a double tick (//). Why are they so important? 

1 

2 

Choose two Me points with a double tick (W/). Give examples that demonstrate your abilities. 

1 

2 

Choose two points where there is a difference between the Job and Me columns. Comment. 

1 

2 

Other important qualities not included in the list 

Me 

3 Discuss. 
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THC Management: 11 The international manager 

11 The international manager 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

Tip 
This activity is really aimed at students who already consider themselves as 

international managers and who want a chance to talk about their skills and 

experience. It requires the students to be at a higher level of management 

(although not necessarily of language) than framework 10. 

1 What skills does an international manager need? Brainstorm. 
1 Focus attention on the ideas maps and check the vocabulary. (See Vocabulary box below.) 

Vocabulary box 
competitive advantage: something that helps a company uncertainty: not knowing what will happen 

to be more successful than its competitors feedback mechanism: a process that makes it possible 

strategy: a general set of plans to know how good or useful something is (so that you 

objectives: specific targets/goals can improve it) 

2 Get students to brainstorm further vocabulary Tip 

in pairs or small groups. Point out that the final oval with the question mark is left 

3 Elicit answers and write them on the board. for the students to think of their own ideas. If students 
(No suggestions are given here as the answers can’t think of anything for this final oval, some suggestions 

depend on individual situations and points are: Promoting knowledge across the organization, Turning 
of view.) threats into opportunities, Flexibility, Training self and 

coaching others etc. 

2 Write notes about your own experience and skills. 
1 Focus attention on the grids and check the Tip 

vocabulary in the headings. Remind students Tell students that they should make notes on specific 
that the final box with the question mark activities/situations that they have actually done in their 

corresponds to the oval with the question mark jobs. Point out that if they ever go for an interview for 

in section 1. an international management position, they will have to 
2 Circulate while students make notes. Write 

down on a piece of paper any useful language 

needed or produced. Write a few language items 

of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 
See page 5. 

give examples of their own experience in exactly this 

kind of way. 

Extension 

e Students can write a short summary of their own management abilities, perhaps from the point 

of view of a Human Resources recruitment consultant writing a short report about them. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



11 The international manager 
1 What skills does an international manager need? Brainstorm. 

Ability to translate an 

international strategy into 

individual business unit 

objectives 

Developing 

competitive 

advantage 

Ability to balance conflicting 

business interests in an 

organization 

Dealing with 

complexity and 

uncertainty 

2 Write notes about your own experience and skills. 
Developing 

competitive 

advantage 

My experience 

Building teams 
My experience 

Dealing with 

complexity and 

uncertainty 

My experience 

Ability to promote cross-cultural 

understanding within teams 

Building teams 

Ability to establish new 

business processes with 

responsive feedback 

mechanisms 

Innovating 

Innovatin 
; My experience 

My experience 

3 Discuss. 

Paul Emmerson © Cambridge University Press 2002 #glUGht VEL 

INAWISVNVN 

31 



MANAGEMENT 

32 

Management: 12 Business ethics: a case study 

12 Business ethics: a case study 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4—5. 

3 Do your students need language support for the discussions? See page 8. 

1 Check the vocabulary and continue the lists. 

Tasks 1 and 2 
1 Get students to read through the lists in tasks 1 and 2 and check the vocabulary. (See Vocabulary box below.) 

Vocabulary box 
ethics: rules of behaviour used to decide what is right sexual harassment: threatening or offensive behaviour 

and wrong (ethical behaviour # unethical behaviour) towards someone of the opposite sex 

bribery: giving money to someone dishonestly to insider trading: when someone uses knowledge that is not 

persuade them to help you available to other people in order to buy or sell shares 

kickback: (informal) money that a person gets for price fixing: when companies agree on the price they will 

secretly and dishonestly helping someone charge in order to avoid competing with each other 

layoffs/redundancies: when workers’ jobs are stopped whistleblower: someone who tells people in authority 

because there is not enough work about dishonest or illegal practices 

diversity issues: these include race, gender, religion, NGOs: non-governmental organizations e.g. Greenpeace, 

sexual orientation Save The Children, church organizations, single-issue 

pressure groups etc. 

Tip 
Teach higher-level students the word stakeholder: a person or organization that is involved in an issue, project, system 

etc., especially because they have a financial interest. Note that all the people listed in task 2 are stakeholders. 

2 Get students to continue the lists. Tip 

The lists are quite comprehensive to help the students think of examples for 

the case study, so if they can’t think of any more items, move on quickly. 

Vocabulary box 
harm: damage, trouble caused 

benefit: an advantage that you get from something 

rights: things that you are allowed to do, legally or 

morally 

responsibilities: things that you should do, legally or 

morally 

2 Write notes. 

Tasks 1 and 2 

1 Establish that students will each introduce a case 

that they know about personally. It could be in their 

industry, a case they know about through a friend, 

or one that has been in the news recently. 

2 Focus attention on the grids and check the 

vocabulary in the headings. (See Vocabulary box Tip 

opposite.) Point out that in task 2 students don't Remind students to refer to the list in section 1, task 

have to fill in every box. Get students to write notes. 2 for possible people/things affected by the case. 

3 Circulate while students make notes. Write down on 

a piece of paper any useful language needed or produced. 

Write a few language items of general interest on the board at the end. 

3 Give a mini-presentation. Ask for questions. 
1 Explain that each student will give a mini-presentation to the class. 

2 When it is their turn, let each student sit at the front and lead the session. Consider joining 

the group as a participant asking questions yourself, or sit away from the group. Make a 

note of good/bad language use. 
Tip 

Feedback slot Use any interesting cases to make a ‘case study’ 
See page 5. worksheet to use with other classes, changing the original 

é company name and any personal details. 
Extension 

Students can write a short summary of their own case study, perhaps as a formal report. 

Alternatively, they can write a summary of one of the other cases. 



12 Business ethics: a case study 
1 Check the vocabulary and continue the lists. 

1 What kind of business issues can have an ethical dimension? 

INJWA9SVNVW 

dishonesty in communications with top management/clients/government agencies, dishonesty in 

advertising, low wages/poor conditions/child labour in factories overseas, doing business on the basis 

of friendship/family connections, problems with gifts/entertainment, bribery, kickbacks, government 

officials asking for ‘consultancy fees’, layoffs/redundancies, environmental issues, animal rights 

issues, employee privacy issues (e.g. data protection), diversity issues, sexual harassment, insider 

trading, price fixing, dumping 

2 Who/What can be affected by unethical behaviour? 

the whistleblower, key decision makers (individuals), co-workers, employees and their families, top 

managers/the board of directors, shareholders, customers, suppliers, competitors, government and its 

agencies, lawyers and courts, consumer groups, environmental groups, NGOs, other special interest 

groups, people in the local community, the environment (water, air, plants, animals, natural 

resources), future generations 

2 Write notes. 

1 Write notes about an ethical issue that you know about. You will present it to the group as a 

case study. 

What happened? 

Background The main events Consequences 

2 Choose five people/things affected by the case. Write notes in any relevant boxes. 

Benefit Rights Responsibilities 
ae 

3 Give a mini-presentation. Ask for questions. 
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Sales and marketing: 13 SWOT analysis 

13 SWOT analysis 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Read the text and check the vocabulary. 
Get students to read through the text and check 

the vocabulary. (See Vocabulary box below.) 

Vocabulary box 
Strengths 

know-how: knowledge/expertise 

brand: a product or company name that is easily and 

widely recognized 

patent: a legal document giving a company the right to 

make or sell a new product and stating that no other 

company can do this 

Weaknesses 

industrial relations: the behaviour of workers and 

management towards each other (US = /abor relations) 

outdated: old-fashioned 

lack of ...: not having ... 

R&D: Research and Development 

Opportunities 

developments in technology: these could allow new 

production methods or new management information 

systems, as well as actually creating new products 

Threats 

market saturation: when there are too many products 

for sale 

slowdown: when business activity is slower than before 

recession: more serious than a slowdown, and is 

defined as two consecutive quarters of negative growth 

in the economy 

regulation: an official rule or order, in this context 

probably new government legislation (laws) 

shortage of ...: not having enough of ... 

2 Write notes about your own 
company and market. 
1 Get students to complete the grid. 

2 Circulate while students make notes. Write down 

on a piece of paper any useful language needed 

or produced. Write a few language items of 

general interest on the board at the end. 

3 Give a mini-presentation. Ask for 
questions. 
1 Explain that each student will give a mini- 

presentation to the class. 

2 When it is their turn, let each student sit at the 

front and lead the session. Consider joining the 

group as a participant asking questions yourself, 

or sit away from the group. Make a note of 

good/bad language use. 

Feedback slot 

See page 5. 

Extension 

Tips ——— 
e Point out the use of poor in the text rather than bad. Poor 

suggests ‘not as good as it could be’ and is better in a 

business context than the very strong and direct bad. 

e As in all the frameworks (and in business usage), the word 

products does not just refer to manufactured products — it 

can also include financial products, services etc. 

e Teach higher-level students the phrase core competencies 

— the special strengths that an organization has. They are 

things that give a competitive advantage and are difficult 

for competitors to duplicate e.g. special manufacturing 

technologies, special knowledge, unique product 

distribution systems etc. | 

Tip 
Divide the board into four before students start their 

presentations. Students can write up points before/as 

they speak 

Students can write a short report about their company, using the structure of a SWOT analysis. 



i 

13 SWOT analysis 
1 Read the text and check the vocabulary. 

A standard way to analyse the market 

position of a company is by a SWOT analysis. 

SWOT stands for Strengths, Weaknesses, 

Opportunities, Threats. The first two are 

internal, the second two are external. 

> Strengths are strong points about the company. 

Examples include a good market share, strong 

financing with low levels of debt, know-how and 

experience of top management, a skilled and 

motivated workforce, an efficient manufacturing 

process, modern production technology, good 

production quality, a good reputation in the market 

(a good brand image), patents, well-established 

products, new products, good distribution etc. 

bP Weaknesses are weak points about the 

company. Examples include a small market share, 

high levels of debt, a weak management, poor 

Management information systems, untrained and 

poorly motivated staff, poor industrial relations, 

outdated equipment or production methods, poor 

quality control, a lack of modern technology, , 

past planning failures, a lack of R&D (and therefore 

innovation), a lack of new products, poor 

distribution etc. 

p> Opportunities are future chances. Examples 

include possible new markets, growth in the existing 

market, a strong  national/global economy, 

competitors’ mistakes, developments in technology etc. 

p> Threats are future dangers. Examples include 

market saturation, a slowdown (or recession) in the 

economy, rising interest rates, the success of 

existing competitors, new competitors, changing 

consumer tastes, substitute products, new 

regulations, political problems, a shortage of 

resources etc. 

2 Write notes about your own company and market. 

Strengths 

| 

Weaknesses 

Opportunities Threats 

3 Give a mini-presentation. Ask for questions. 
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Sales and marketing: 14 Market research 

14 Market research 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Prepare. 

Task 1 
Elicit answers to the questions as a whole-class discussion. (See Possible answers/ideas box below.) 

Possible answers/ideas 
What is market research? e to find information about market trends, gaps in the 

e obtaining information about a market, including who market, the activity of competitors 

is buying a product, how much they are buying, why e to test a range of possible advertising campaigns 

they are buying it, and what else they might buy before a final decision is taken 

Why do companies do it? e to focus efforts across the company 

e to find information about consumer needs and e to minimize risk and maximize returns generally 

preferences, consumer behaviour and buying patterns 

Task 2 

Check comprehension of sample-—a group of people who have been chosen to give opinions about something. 

Elicit answers to the question as a whole-class discussion. (See Possible answers/ideas box below.) 

Possible answers/ideas 
Issues in choosing the sample: size of sample; checking for factors such as age, sex, educational background, 

occupation etc.; proportion of users and non-users in the sample; generally making sure that the sample is 

‘statistically reliable’ (i.e. it should give similar results to those produced if everyone in the target group was asked.) 

Task 3 
1 Check comprehension of the vocabulary in task 3. (See Vocabulary box below.) 

Vocabulary box 
desk research: collecting existing published information motivational/psychological research: collecting 

field research: collecting new information by going out information about why people decide to buy one 

of the office and asking people directly product or brand rather than another — this could be for 

benchmarking: using one company’s good performance reasons that the consumer him/herself is not aware of. 

as a standard by which to judge others questionnaire: a written list of questions given to a large 

focus group: a group of consumers brought together to number of people to collect information 

give opinions about products, adverts etc. 

2 Get students to categorize the research methods and then check the answers. (See Answers box below.) 

Answers 
DR: analysis of sales figures, comparison with competitors, statistics, study of more developed markets 

FR: face-to-face interviews, focus groups, motivational/psychological research, observation of consumer 

behaviour, questionnaires, telephone/street interviews, test marketing 

2 Write notes about market research in your company. 
1 Focus attention on the grids and ideas map and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language needed 

or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 
See page 5. 



14 Market research 
1 Prepare. 

1 What is market research? Why do companies do it? 

2 What issues are important in choosing the sample of people for the study? 

3 Write DR (for desk research) or FR (for field research) by each of the following 

research methods: 

e analysis of sales figures (iS e questionnaires sent out through the post 

e comparison with competitors (benchmarking) pe e statistics in government publications 

e face-to-face interviews with existing customers a e statistics in specialized publications 

CSE Ea 

e focus groups [ ] e study of more developed markets 

e motivational/psychological research [ ] e telephone/street interviews 

e observation of consumer behaviour [ ] e test marketing in a particular town/area 

2 Write notes about market research in your company. 

Why? 

Bae 

Desk research 

What? How? 

Field research 

What? 

use of 

information 

budget and 

cost issues 
objectives 

analysis of One recent 

information example Ame 

collection of 

information 

design of 

questionnaire 
choice of 

sample 

3 Discuss. 
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Sales and marketing: 15 Product design/R&D 

15 Product design/R&D 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Brainstorm issues to consider when you take a new product from R&D to 
full production. 
1 Check comprehension of R&D (Research and Development). Focus attention on the 

flow chart and check vocabulary in the headings. (See Vocabulary box below.) 

Vocabulary box 
requirements: needs 

specifications: technical requirements 

design brief: a set of instructions for the design; the 

requirements/specifications will come mainly from the 

marketing department; the brief will include the 

features: main selling points of the product 

prototype: first example of something that is used to 

test the design before full production; a prototype may 

not be fully functional. 

set-up of machines: preparing the machines for 

production (also known as tooling up the machines) 

2 Point out that the chart goes from left to right with two arrows pointing back 

to represent the need to redesign/make modifications because of a later stage. 

Get students to brainstorm vocabulary in pairs or small groups. 

3 Elicit answers and write them on the board. (See Possible answers/ideas box below.) 

Possible answers/ideas 
Research issues: market research to find out consumer’s 

needs (market research consists of both desk and field 

research, and uses questionnaires, discussion groups 

etc. See framework 14); availability of finance for R&D; 

control of budget; secrecy; lead time for the scientific 

research (/ead time: the time between starting and 

finishing the research); conflict between scientific and 

commercial objectives; prioritizing different projects 

Design issues: how the design brief is prepared; choice of 

designers (in-house or outsourced from another company); 

choice of design; limitations in the production technology 

available; designing for manufacture (simple designs that 

are easy to manufacture will lower production costs and 

reduce defects); designing for recycling and easy disposal 

at the end of the product's life 

Prototype issues: finding parts; problems in the 

construction of a working model; deciding how many 

working models to build 

Consumer tests: how to choose the target group for the 

test; what geographical area to cover; what to measure 

in the tests; how to measure it 

Production issues: supply of materials and parts; run time 

(the time it takes for a group of products manufactured 

together i.e. a run or batch, to go through the process); 

difficulties in estimating consumer demand. Also see 

frameworks 26 and 28 for more ideas. 

Tip 
Teach the following other useful terms: 

setback: a problem that stops you making progress breakthrough: an important new discovery 

2 Write notes about one product you followed from R&D to production. 
1 Get students to choose a product and make notes. 

2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short description of the product design/R&D process in their company. 
e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



15 Product design/R&D 
1 Brainstorm issues to consider when you take a new product from R&D to 

full production. 

technical what requirements/ coordination between _—_ speed to market 

and scientific specifications to include marketing and or more time for set-up of 

research in the design brief? production a better product? machines 

Prototype Production Research =p les 
Design issues : ; 

issues issues issues 

2 Write notes about one product you followed from R&D to production. 

Name of product: 

Research issues 

Design issues 

fa) U7 
Prototype issues 

fa) Wy 
Consumer tests 

Lz) 
Production issues 

3 Discuss. 
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Sales and marketing: 16 Product description and features 

16 Product description and features 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 
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1 Prepare. 

Task 1 Tip = —— 
Check pronunciation of /ong/length, wide/width and 

high/height. \n particular, students often confuse high 
Get students to brainstorm more words and phrases 

to describe dimensions and shape. Write them on 
: j and height. 

the board. (See Possible answers/ideas box below.) 

Possible answers/ideas — 
Size Shape 

It’s 2 metres wide. It’s 2 metres in width. Its shape is oval / rectangular / triangular / cylindrical / 

Its area is 2 square metres. L-shaped. 

It’s 2 metres high. It’s 2 metres in height. It’s in the shape of a... 

Its volume/capacity is 2 cubic metres. Materials 

It's 10 centimetres thick. It’s 10 centimetres in thickness. It’s made of steel / glass / cotton / polyester / wood / 

Weight leather / rubber / synthetic materials / natural materials etc. 

It’s heavy/light. 

Task 2 Vocabulary box 
1 Check comprehension of the word feature: an interesting and important part of a product that acts as 

feature and of the vocabulary in the a selling point. Students often use the word characteristic which 

examples. (See Vocabulary box is not so common in business and refers to a typical quality that 

opposite.) makes something recognizable. 

2 Get students to brainstorm more words good value for money: this is often translated in other languages as 

and phrases to describe a product's ‘a good relation between quality and price’. It is not the same as 

features. Write them on the board. (See cheap, which refers only to price, or economical, which means 

Possible answers/ideas box below.) ‘using something carefully and without waste’. 

| reliable something that rarely breaks down 

Possible answers/ideas Tip 
e It’s quiet / comfortable / easy to maintain / fast / portable / insulated / waterproof / Students may also need to talk 

environmentally friendly /resistant to corrosion / tailor-made/customized. about the technical specifications of 
e It’s got high-quality materials / a manual with clear instructions / a long their product, for example its speed, 
active life / standard fixings. electricity/fuel consumption etc. 

Task 3 

Get students to complete the phrases with a few expressions. There is more space in section 2 for detailed 

comments. (No suggested answers are given here as it depends on the students’ own products.) 

2 Write notes about one of your company’s products. 
1 Focus attention on the ideas maps and check the vocabulary in the headings. Establish that students are going 

to describe a manufactured product that their company produces (existing or planned). 
2 Circulate while students make notes. Write down on a piece of paper any useful language needed or produced. 

Write a few language items of general interest on the board at the end. 

3 Give a mini-presentation. Ask for questions. 
1 Explain that each student will give a mini-presentation to the class. 

2 When it is their turn, let each student sit at the front and lead the session. Consider joining the group asa 
participant asking questions yourself, or sit away from the group. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

40 Students can write a short product presentation based on their notes and the speaking activity. 



16 Product description and features 
1 Prepare. 

1 Brainstorm words and phrases to describe the size, weight, shape and materials of a product. 

It's 2 metres long. It’s 2 metres in length. 

It weighs 2 kilos. It’s 2 kilos in weight. 

Its shape is flat, curved, square, round, ... 

It’s made of plastic, metal, ... 

2 Brainstorm words and phrases to describe a product's features (selling points). 

e It’s modern, high quality, well-made, good value for money, efficient, easy to use, reliable, safe, available in a 

range of colours, long-lasting, user-friendly ... 

It’s got an advanced design, the latest technology, low running costs, ... 

3 Complete the phrases to talk about a product's functions (what it does). 

It solves all your ... problems. 

It allows you to ... 

It’s used for ... (+ -ing) 

It can be tailor-made to ... 

2 Write notes about one of your company’s products. 

Name of product: 

design and technical features and 

specifications functions 

size, weight, 

shape, materials etc. 

possibility for comparison with 

customization competitor’s products 
improvements 

3 Give a mini-presentation. Ask for questions. 
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Vocabulary box 

Sales and marketing: 17 Marketing mix: one product 

17 Marketing mix: one product 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Prepare. 
1 Check comprehension of the instructions and get students to write the vocabulary in the correct columns. 

Then check the answers. (See Vocabulary box below if students need help with any of the items.) 

Possible answers/ideas 
Product: after-sales service, 

customer benefits, design, 

features/main selling points, 

launch, packaging (also could be 

in Promotion), quality, range 

Price: demand in the market, 

discounts, value for money 

Place: agent, availability, B2B, B2C, 

delivery, distribution channel, high 

street, retail outlet, shopping mall, 

wholesaler 

Product 

feature: an interesting and important 

part of a product that acts as a 

selling point. Students often use 

the word characteristic which is 

not so common in business and 

refers to a typical quality that 

makes something recognizable. 

launch: to put a product on the 

market for the first time 

range: a set of products of the 

same type 

Price 

demand: the amount that people 

are buying (price is largely 

determined by the balance 

between supply and demand) 

value for money: giving good quality or 

a large amount considering the price 

Promotion: advertising, brochures/ 

catalogues, cross-selling, trade 

fairs, mailshots, media, poster, 

sales force, special offer, 

sponsorship, word of mouth 

Place 

availability: how easy it is to 

find/buy a product 

B2B: business to business 

B2C: business to consumer 

high street: the main street of a 

town where many shops are (US = 

main street). The word is often 

used as a metaphor for retailing in 

general e.g. high-street spending. 

retail outlet: any place where 

products are sold to the public e.g. 

supermarket, high-street shop, 

shopping mall, small corner shop, 

kiosk, vending machine etc. 

Promotion 

cross-selling: selling a product to 

existing customers who buy other 

products 

mailshots: advertising material sent 

through the mail 

media: all the ways of giving 

information and advertising to the 

public e.g. television, radio, 

magazines, newspapers, buses and 

taxis, posters etc. 

sales force: all the people who sell 

the company’s products 

special offer: a reduction in the 

price of something for a short time, 

or a product/service that is added 

for a short time 

sponsorship: financial support for a 

sports or arts event in exchange for 

advertising or public attention 

word of mouth: when people hear 

about something from their friends 

2 Check the vocabulary and get students to brainstorm other key questions. (No suggested 

answers are given here as they depend on individual products.) 

2 Write notes about one of your company’s products/services. 
1 Focus attention on the grids and get students to choose a product/service. Ask them to answer 

some of the questions in section 1 task 2 in their notes. 

2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4—5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 
See page 5. 

Extension 

e Students can write a short summary of the marketing mix for their chosen product. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



17 Marketing mix: one product 
1 Prepare. 

1 The marketing department creates a marketing mix for each product/service. This mix is often analysed using 

‘the 4 Ps’. On a separate piece of paper, divide the words and phrases in the box into four groups: Product, 

Price, Place, Promotion. 

advertising agent after-sales service availability B2B B2C brochures/catalogues 

cross-selling customer benefits delivery demandinthe market design discounts 

distribution channel features/main selling points highstreet launch mailshots 

media packaging poster range quality retailoutlet salesforce shopping mall 

special offer sponsorship trade fairs valueformoney wholesaler word of mouth 

2 Add key questions to the following lists. 

Product issues 

How was the product/service developed? what market vesearen Aid You loz (hye there 

production issues? what ave the main SUING points? 

Price issues 

How wis tne price decided: marvet demand? competitors products? need for _marnet 

snave2 other factors from the business plan2 

Place issues 

How tho You decide where the product will be sold? what ave tne distribution enannels2 

How could You improve. them 

Promotion issues 

How do You promote tis produet/serviee: TV2 magazines? posters? Internet? mailshots? 

evoss-stlling? Row Aid You decide on this mix of media2 

2 Write notes about one of your company’s products/services. 

Name of product: 

Place issues Product issues 

Price issues Promotion issues 

3 Discuss. 
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Sales and marketing: 18 Marketing strategy 

18 Marketing strategy 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4—5. 

3 Do your students need language support for the discussions? See page 8. 

1 Prepare. Tip 
Task 1 Introduce a SWOT analysis very briefly at this 

stage, as preparation for the note-writing in 

section 2. Elicit the meanings of the four letters. 

See framework 13 for more information. 

1 Get students to brainstorm ideas in pairs or small groups. 

2 Elicit answers and write them on the board. 

(See Possible answers/ideas box below.) 

Possible answers/ideas 
A marketing strategy might also depend on: human resources available; R&D activities of company; 

the ideas/vision of key people inside the company; changes in business environment (social, technological, 

results of market research; feedback from sales reps e.g. economic, political); the long-term strategy of the 

why certain products are selling well/badly etc.; the company as defined by the board of directors etc. 

Task 2 Tip 
Get students to branistonmideas and wiite them The list is already quite comprehensive, and if students 

ome board: can’t think of any more items, move on quickly. 

Task 3 
1 Check students understand that the vocabulary items are all collocations with the word market. 

Get students to fill in the missing vowels. Then check the answers. (See Answers box below.) 

Answers 
1 market leader / niche / research / share / sector / 3 acompetitive / profitable / fragmented / saturated / 

segment / survey / trend growing / booming / stable / shrinking / volatile / 

2 to target / enter / open up / capture / take over / specialized / domestic / international / worldwide / 

withdraw from / be forced out of a market potential market 

2 Check comprehension of the vocabulary items. (See Vocabulary box below.) 

Vocabulary box 
market niche: a group of customers with particular saturated: when all the possible customers have already 

needs (a niche is a small part of the market) bought the product, or when there is so much product 

market sector/segment: a particular part of a market, for sale that there is more than people want 

e.g. a type of product or customer booming: growing rapidly 

market survey: a study of the state of the market shrinking: declining 

to target: to aim for volatile: changing suddenly 

to withdraw from: to leave, to pull out of potential: a possible future market 

fragmented: broken into many small parts 

2 Write notes about the marketing strategy in your company. 
1 Focus attention on the grids and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language needed 

or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4—5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short summary of the marketing strategy in their company. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



18 Marketing strategy 
1 Prepare. 

1 A company’s marketing strategy depends on many things. Brainstorm more ideas. 
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ror) size of market and analysis of company and market 

financial resources available market share (SWOT analysis) 

Marketing 

strategy 
customers’ needs activity of competitors 

2 How can you differentiate your products from those of your competitors? 

Add to the following list. 

product features and design, price, AVANAbIITA ANA distribution, promotion, targeting 

aitferent marnet sectors, .. 
3 Fill in the missing vowels in these words and then check the meaning. 

PA GPR ieiell GOO SD Opps ele Vin Wathdraw™ fran | pe fired 226 _f amarket 

3 a c_mp_t_t_v_/ pr_f_t_bl_/ fr_gm_nt_d/ sat_r_t_d/ gr_w_ng/ b__m_ng/ st_bl_/ shr_nk_ng/ v_Lt_L/ 

sp_c__lzd!/ d_m_st_c/ _nt_rn_t__n_l/ w_rldw_d_/ p_t_nt__l market 

2 Write notes about the marketing strategy in your company. 

1 market /1_dr/n_ch_/r_s__rch/ sh_r_/s_ct_r/ s gm_nt/ s_rv_y/ tr_nd 

———————————— 

Strengths (good points about my company) Weaknesses (bad points about my company) 

Opportunities (future chances in the market) Threats (future dangers in the market) 

How do you differentiate your products/services from those of your competitors? 

Future plans 

Sales targets. What? How? New products. What? How? New markets. What? How? 

3 Discuss. 
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Sales and marketing: 19 Constraints on marketing strategy 

19 Constraints on marketing strategy 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. Tip 

2 Which classroom management options will you follow? See pages 4-5. This framework is very much a 

3 Do your students need language support for the discussions? See page 8. follow-on from framework 18. 

1 Read the text and check the vocabulary. 
1 Get students to read the text and check the Tip 

vocabulary. (See Vocabulary box below.) 
The text is quite comprehensive, but students at a higher 

level in the company who are used to thinking about 

marketing strategy might be able to think of more points 

not included here. 

Vocabulary box 
personnel: staff/employees fluctuations: movements up and down 

slowdown: when business activity is slower than before legislation: laws 

recession: this is more serious than a slowdown and is lobbies: special interest groups who try to have an 

defined as two consecutive quarters of negative growth effect on government or company policy 

in the economy 

2 Write notes. 

Tasks 1 and 2 

1 Focus attention on the ideas maps and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful 

language needed or produced. Write a few language items of general interest on the 

board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short summary of the constraints on their marketing strategy. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



19 Constraints on marketing strategy 

1 Read the text and check the vocabulary. 

©) A ‘constraint’ is something that limits or restricts your freedom of action. Constraints on a company’s 

, marketing strategy can be internal (inside the company) or external (outside the company). 
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Internal constraints include: 

Financial constraints such as the size of your marketing budget and whether it is well spent. 

Personnel constraints such as inexperienced staff. 

Production constraints such as limits to your technology or production capacity. 

Constraints due to your market position such as having a certain company image or a certain type of 

customer that limits your ability to move into new product areas or new markets. 

External constraints include: 

Competition, namely competitors’ decisions about their own products, price, distribution channels 

and promotional activities. 

Changes in the business environment often analysed in four ‘STEP’ factors: Society (social attitudes, 

consumer taste and fashion), Technology (new developments that make your products out of date), 

Economy (such as a slowdown or a recession, currency fluctuations, an increase in the cost of raw 

materials) and Politics (government policy, new legislation, activities of lobbies, international relations). 

2 Write notes. 

1 What are the constraints on your own company’s marketing strategy? 

competition 

personnel 
changes in 

society 

changes 

in politics Internal 

constraints / External 

constraints 
market 

position 
production changes 

in the 

economy 

changes in 

technology 

2 Choose three of the most important constraints. What plans are you making because of these constraints? 

1 

3 Discuss. 
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= mn <= Bef ore you start Point out that the marketing budget 
~” 1 Are your students interested in this topic? Use the checklist on page 7. is a detailed plan of how much a 

= 2 Which classroom management options will you follow? See pages 4—5. company will spend on marketing 

(7) 3 Do your students need language support for the discussions? See page 8. and what it will spend the money on. 

1 Prepare. 
Task 1 
1 Focus attention on the ideas map and check the vocabulary in the headings. (See Vocabulary box below.) 

Vocabulary box 
media: all the ways of giving information and advertising point-of-sale: the place where customers pay for 

street posters: also called hoardings (US = billboards) something; a point-of-sale display would be on or near 

special offers: for example 2 for the price of 1, 10% free etc. the checkout 

mailshots: advertising material sent through the mail sponsorship: financial support for a sports or arts event 

leaflet: a small piece of printed paper that gives in exchange for advertising or public attention 

information or advertises something endorsement: when a well-known person says how good 

merchandising: the way in which goods are arranged in something is or allows their name and image to be 

a store e.g. bottom/eye-level/top shelves, which associated with the product 

products are put near to each other etc. 

2 Get students to brainstorm ideas and write them on the board. (See Possible answers/ideas box below.) 

Possible answers/ideas 
media: radio; cinema; posters on the underground; in-store: free tasting; free samples 

posters on bus stops other: stands at trade fairs; telephone sales (including 

special promotions: coupons in magazines; limited offers cold calling where the person is not yet a customer of 

e.g. with better specifications or a special range of the company and is not expecting the call); product 

colours; give-away pens placement in films or magazine articles, placing the 

printed materials: inserts inside magazines or other logo on other company’s products (e.g. on T-shirts); use 

company’s mail of a slogan or piece of music that is easy to remember 

Task 2 

Get students to brainstorm ideas and write them on the board. 

Task 3 Answers 
1 Check students understand that the vocabulary items are ‘to draw up / set / spend / increase / reduce / 

all collocations related to the word budget. Get students exceed / keep within a budget 

to fill in the missing vowels. Then check the answers. 

(See Answers box opposite.) 

2 Check comprehension of the vocabulary items. 

(See Vocabulary box opposite.) 

Vocabulary box 
to draw up: to think about and plan 

to set: to decide what something should be 
2 Write notes. to exceed: to go beyond a limit 

to keep within: not to go beyond a limit 
Tasks 1 and 2 

1 Focus attention on the grids and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language 
needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short report on how the marketing budget is spent in their company. 
48 « Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



20 Marketing budget 
1 Prepare. 

1 What different types of promotion are there? Add to the ideas. 

newspapers and street posters 
magazines endorsements 

posters on buses 
TV and taxis 

Internet 

sponsorship 

Types of 

promotion competitions 
Special pte 

: point-of-sale displays promotions special offers 

Printed merchandising ; 
materials mailshots 

brochures 

catalogues leaflets 

2 Apart from promotion, what other things might be paid for from the marketing budget? Add to the following list. 

resvaren and development of new profuets, market vesearen, ... 
3 Fill in the missing vowels in these words and then check the meaning. 

to drw _p/s_t/ sp_nd/_ncr__s_/ r_d_c_|_xc__d/k__p w_th_n abudget (for something) 

2 Write notes. 
1 Think about the marketing budget of your company. 

Size of total budget 

Who decides? How is the decision taken? 

Choose four areas where you spend your marketing budget 

Who decides? How is the decision taken? How do you measure the effectiveness of your spending? 

1 

2 Think of an example from your own experience where a marketing budget was used badly. 

What happened? Action taken? 

3 Discuss. 
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Finance and accounting: 21 Profit and loss account 

21 Profit and loss account 
Tip 

Bef ore you start A profit and loss (P&L) account 
1 Are your students interested in this topic? Use the checklist on page 7. is a document showing the 

2 Which classroom management options will you follow? See pages 4-5. amount of money earned and 

3 Do your students need language support for the discussions? See page 8. spent in a particular period. 

1 Prepare. 

Task 1 
Get students to group the words. Then check the answers. (See Answers box below.) 

Answers Tip 
The word income is avoided in this framework because it has two meanings: 

sometimes a synonym of turnover/revenue and sometimes of profit/earnings. But note 

that in American English /ncome statement is used instead of Profit and loss account. 

turnover = revenue = sales 

profit = earnings 

reserves = retained profit 

Task 2 
Get students to match the words to the definitions. Then check the answers. (See Answers box below.) 

Answers Tips 
amortization — 1 and 3 e Point out that the loss in value of an asset is taken away from a business's profits, 

depreciation — 2 so reducing the amount of tax to be paid. 
e Goodwill is notoriously difficult to define, but is essentially the value of the existing 

customer base. 

Task 3 

Focus attention on the items in the P&L account. Get students to check the vocabulary. (See Vocabulary box below.) 

Then ask if it is presented in the same way in their company — usually it is very similar. 

Vocabulary box 
revenue: money obtained from customers for goods or profit from investments: this might include money 

services sold; turnover is also common received by selling shares in other companies 

cost of goods so/d: product-related costs such as raw exceptional item: an amount that is unlikely to be 

materials, parts purchased, manufacturing expenses; repeated e.g. capital gains received from the sale of 

also called cost of sales assets or a part of the business 

gross: an amount before things have been taken away net: an amount after things have been taken away 

rent: money paid to a landlord for the use of a building retained profit: undistributed earnings; this money is 

utilities: electricity, gas and water available for reinvestment in the business 

operating profit: the profit from the normal trading Other useful vocabulary 

activities of the business + plus, — minus, = equals 

2 Write notes. 
1 Focus attention on the grids and check the vocabulary in the headings. (See Vocabulary box below.) 

Vocabulary box 
capital invested in the business: loan capital + share capital + retained profit. (See framework 22.) 

the general state of the economy: this can be stable, in a boom or in recession 

2 Circulate while students make notes. Write down on a piece of paper any useful language needed or produced. 

Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

Students can write a short summary of their company’s P&L account issues, of those of their partner. 



21 Profit and loss account 
1 Prepare. 

1 Put the words in the box into three groups with the same meaning. 

turnover profit reserves earnings revenue sales retained profit 
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=r) 2 Write the word amortization or depreciation next to the correct definitions. One word is used twice. 

1 the gradual loss in value of an intangible asset (like patents or goodwill) 

2 the gradual loss in value of a fixed asset (like a building or a vehicle) 

3 the gradual payment of a fixed asset or repayment of a loan 

3 Study the profit and loss (P&L) account items below. Is a P&L account in your company presented in the 

same way? 

FvaiUGe Ula caeneh ok MULE ec Amn aT ee ei IMIG HG Cah, wee 
— Cost of goods sold (purchase of materials and parts, manufacturing costs etc.) 

= Operating profit 
+ Profit from investments 

. +/- Exceptional items (one-time items e.g. the sale of an asset) 

= Earnings before interest, tax, depreciation and amortization (EBITDA) 
— Depreciation 
— Amortization 

= Earnings before interest and tax (EBIT) 
+/- Interest (received from bank for cash balances or paid to bank for loans) 

= Pre-tax earnings (= Profit before tax) 
— Tax (paid to the government) 

“= Net earnings (= Profit after tax) 
— Dividends (paid to shareholders) 

2 Write notes. 

What are the important issues in your company at the moment in relation to the P&L account? 

What is your operating profit in relation to ... 

your competitors? the capital invested in the business? | the general state of the economy? 

3 Discuss. 
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Finance and accounting: 22 Balance sheet 

22 Balance sheet 
Tip 

Before you start A balance sheet (BS) shows a 

picture of a business (what it 

owns and what it owes) at a 

specific point in time e.g. the 

last day of its financial year. 

1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Prepare. 

Task 1 Answers 

Get students to cross out the wrong words. Then Things that you own are called assets and things that you owe 

check the answers. (See Answers box opposite.) | are /iabilities. 

Task 2 Answers 

Get students to match the words and phrases 1b, 2a, 3c, 4f, 5d, 6e, 7h, 8g | 

with the definitions. Then check the answers. Tip 

See ahiswvers box appesite,) See the Teacher’s notes to framework 21 for notes on goodwill. 
ie 

Task 3 

Focus attention on the items in the BS. Get students to check the vocabulary. (See Vocabulary box below.) 

Then ask if it is presented in the same way in their company — usually it is very similar. 

Vocabulary box 
current assets: these are more ‘liquid’ than fixed assets payroll taxes: national insurance contributions payable, 

i.e. they can be turned into cash more easily pension plans payable and redundancy payments payable 

inventory: raw materials + work in progress + finished goods shareholders’ equity: (also called net assets/net worth) 

payable: due to be paid, but not paid yet the overall value of the business i.e. the amount to go 

accrued: accumulated/built up gradually to shareholders if the company sold all its assets and 

paid all its debts 

Tip 
Point out that the Profit and Loss Account reports what happened in a business between two 

BS dates e.g. over a year. 

Task 4 

Get students to complete the equation and discuss why working capital is important. Then check the 

answers. (See Answers box below.) 

Answers 
working capital = current assets — current liabilities 

Companies need cash to operate the day-to-day business i.e. to pay salaries, suppliers and banks. 

Working capital is a good indication of whether the company has enough cash to operate. 

2 Write notes. Vocabulary box 
1 Focus attention on the grid and check the vocabulary | c&o: Chief Executive Officer (UK = Managing Director) 

in the headings. (See Vocabulary box opposite.) 
2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short summary of their company’s BS issues, or those of their partner. 



22 Balance sheet 
1 Prepare. 

1 Cross out the incorrect words in italics. 

On a balance sheet (BS), things that you own are called assets/liabilities and things that you owe are called 

JNILNNOIIV GNV JONWNIS 
assets/liabilities. 

2 Match the words and phrases (1-8) with the definitions (a—h). 

1 fixed assets a assets that can be converted to cash within one year 

2 current assets b assets that the company will use over a long time period 

3 intangible assets c assets that are not physical and so cannot easily be valued e.g. copyrights, 

4 loan capital patents, franchises, goodwill, trade mark/brand name 

5 share capital d money that has come into the company from issuing shares 

6 retained profit e money that has come into the company from its operations 

7 accounts receivable f money that has come into the company from bank loans 

8 accounts payable g money owed to suppliers (= creditors) 

h money owed by customers (= debtors) 

3 Study the balance sheet items below. Is a BS in your company presented in the same way? 

Current assets Current liabilities 

Cash Loan capital (= bank debt) 

Accounts receivable Accounts payable 

Inventory (raw materials and stock) Accrued expenses (other items not yet paid e.g. unpaid utility 

Shares intended for disposal within 1 year bills, unpaid payroll taxes) 

Fixed assets Tax payable (tax on operating profit) 

Vehicles and equipment 
Provisions 

Amount set aside for future liabilities (e.g. writing off a bad 

debt, restructuring costs, a court case) 

Investments (= financial assets) 

Land and buildings 

Intangible assets 

Goodwill (of companies you have bought), patents Shareholders’ equity 

etc. Share capital 

Retained profit (= reserves) 

4 Complete this equation using phrases from the BS. Then answer the question. 

WOLKing Capital rene 

Why is working capital important to a business? 

2 Write notes. 

What are the important issues in your company at the moment in relation to the BS? 

What is your company doing to decrease the tax payable? 

What plans do you think the Board of Directors or CEO have to improve the BS next year? 

3 Discuss. 
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Finance and accounting: 23 Managing cashflow 

23 Managing cashflow 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Brainstorm. 

Task 1 

1 Focus attention on the ideas maps and check the vocabulary in the headings. (See Vocabulary box below.) 

Vocabulary box 
cashflow: the cash coming into, or being paid out by, chase debtors: try hard to get money from people who 

the business. The difference between cash and profit owe it to you e.g. by writing reminder letters, making 

is timing. Many profitable businesses run out of cash phone calls etc. 

if they do not collect it quickly enough or if they stock contro/: this includes control of raw materials + 

spend it too quickly. If so, they have liquidity WIP (work in progress) + finished goods 

problems (inability to pay bills and loans). The term bank facilities: this includes both overdrafts (temporary 

working capital is often used as a synonym for negative balances on your bank account where you go 

cashflow. (See framework 22.) into the red for a short time) and short-term loans 

2 Get students to brainstorm vocabulary in pairs or small groups. 

3 Elicit answers and write them on the board. (See Possible answers/ideas box below.) 

Possible answers/ideas 
Causes of cashflow problems: marketing problems such several instalments i.e. ‘stage’ the payments, reduce 

as generous credit being offered to try to sell unsold spending on fixed assets e.g. lease rather than buy 

stocks; lower demand due to slowdown in the equipment 

economy/competitors’ products entering the Increasing cashflow by stock control: minimize stock 

market/changes in fashion or season; unexpected non- losses; minimize work-in-progress (WIP); deliver to 

payments by customers (= bad debts) customers quickly 

Increasing cashflow by credit control: review credit of Increasing cashflow by reducing payments: delay 

existing customers; make payments to suppliers in spending on capital equipment 

Task 2 

Elicit other ways to increase cashflow. (See Possible answers/ideas box below.) 

Possible answers/ideas 
Marketing initiatives to increase sales and generate cash quickly e.g. special promotions, reduced prices; 

factoring (paying an outside company to recover the debt); cutting costs in specific areas; selling assets 

2 Write notes. 

Tasks 1 and 2 

1 Focus attention on the questions and on the grid and check the vocabulary. 

2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short summary of their own cashflow management, or that of their partner. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



23 Managing cashflow 
1 Brainstorm. 

1 Complete the ideas maps. 

production problems e.g. strikes, unexpected late 

equipment not working payment by customers 
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rr) Causes of cashflow 

problems 

encourage early 

payment 

keep low levels improve sales 

of stock forecasting 
chase debtors 

Increasing cashflow 

by credit control 

Increasing cashflow 

by stock control 

negotiate extended credit 

with suppliers 

a Her Increasing cashflow use bank adminis a by reducing payments facilities 

2 What other ways are there to increase cashflow? 

2 Write notes. 

1 What causes cashflow problems in your business? Give three real-life examples. 

1 

2 

3 

2 How do you try to solve cashflow problems? What problems does this cause? 

Methods we use to improve cashflow Problems associated with these methods 

3 Discuss. 
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Finance and accounting: 24 Company analysis 

24 Company analysis 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

Tip 
This framework is particularly suitable for investment/financial analysts, as It 

gets students to do a market and financial analysis on a company that they 

have recently studied. The framework leads to a recommendation about 

whether or not to invest in the company. Students could also use this 

framework to analyse their own company. 

1 What do you need to know about a company to analyse its current performance 
and future potential? Brainstorm. 
1 Focus attention on the ideas maps and check the vocabulary in the headings. (See Vocabulary box below.) 

Vocabulary box Tip 
reputation of senior executives: this means reputation amongst fund See frameworks 22 and 23 for further 
managers, analysts, journalists etc. information on items in the Financial 

unique competitive advantages: these include brands, patents, copyrights, information section. 

designs, technology etc. 

2 Get students to brainstorm vocabulary in pairs or small groups. 

3 Elicit answers and write them on the board. (See Possible answers/ideas box below.) 

Possible answers/ideas 
Background information reasonable compared to other similar companies? (A high 

How long has the business been running? What is its p/e ratio in comparison to other similar companies means 

track record (past performance)? Has the company that the shares are expensive and in demand with investors, 

grown organically or by acquisitions? What is the perhaps because the company has good long-term growth 

success of different divisions/subsidiaries? Is the market prospects.) Is the yield attractive compared to other similar 

fragmented or do a few big companies dominate? What companies (yield: the dividend paid per share expressed as 

are the barriers to entry for start-up companies? a percentage of the price of the share — a high yield means 

Product/service information that the company is making good profits and returning 

Are the products/services long-life or will they have to these to shareholders)? Is the company vulnerable to 

change rapidly? currency fluctuations? (Would it be harmed by a big change 

Financial information in e.g. the value of the dollar against the euro?) Is the 

Who are the major shareholders? How liquid (easy to buy company vulnerable to commodity price movements 

and sell) are the shares? Is the price/earnings (p/e) ratio (movements in the cost of oil and other raw materials)? 

2 Write notes. 

Tasks 1 and 2 Tip : 
“ear : ‘ ‘ Wend Remind students that they are going to analyse a real 

ocus attention on the questions and grids and company that they know about or have recently studied. 
check the vocabulary. 

2 Circulate while students make notes. Write down on a piece of paper any useful language needed or produced. 
Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short report on their chosen company. 
¢ Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



24 Company analysis 
1 What do you need to know about a company to analyse its current 

performance and future potential? Brainstorm. 

size and growth of company 

global presence/success size and growth of market 
of foreign operations 

aes > Background 

experience, stability and information current market share of this 

reputation of senior executives . company and competitors 

main products/services main customers turnover + trend operating profit + trend 

mix of different Product/service recent performance _/Fi,ancial inf ; cashflow 
product areas saformatian eee inancial information 

any unique 
competitive advantages balance sheet issues: 

assets and debt 

2 Write notes. 

1 Choose a company you have recently analysed and complete the grids. 

Name of company: 

Background information 

Product/service information 

inancial information 
|= 

e 

2 Would you recommend this company to investors? Give three main reasons. 

1 

2 

3 

3 Discuss. 
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25 Investment advice 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4—5. 

3 Do your students need language support for the discussions? See page 8. 

1 Prepare. 

Task 1 
Get students to read the text and underline any words they don't recognize. (See Vocabulary box below.) 

Vocabulary box 
stocks: a share in the value of a company. Stocks is 

more usual in American English; shares is used only in 

British English. When you buy stocks in a company 

you own part of the company; stocks can rise and fall 

in value and be sold at a profit or loss, and they also 

Bonds are long-term investments and the bond itself can 

be bought and sold. 

to diversify a portfolio: to increase the variety of 

investments that you have 

return: profit in this context 

funds: this is a general word. In British English there are 

unit trusts and investment trusts; in American English 

there are mutual funds. Domestic funds are funds 

invested in a person’s own national stock market. 

pay a regular dividend to the holder. 

eguities: a more technical term for stocks 

bond: a document issued by a company or government 

that says that a loan will be repaid at a certain date and 

will pay a fixed rate of interest to the holder until then. 

Tip 
There are other investment instruments such as derivatives (betting on future stock prices), money market 

funds (funds made up of short-term loans to companies), art and antiques etc. If students mention these, 

ask them to say if they are short- or long-term investments and if they are high or low risk. 

Task 2 

1 Check students understand that the vocabulary 

items are all collocations related to investments. 

Get students to fill in the missing vowels. Then 

check the answers. (See Answers box opposite.) 

2 Check comprehension of the vocabulary items. 

(See Vocabulary box below.) 

Answers 
1 a poor / low / acceptable / competitive / fixed / good / 

high / current rate of interest 

2 a negative / uncertain / bright / healthy / positive outlook 

for the market 

3 a high / medium / low level of risk/return in the short / 

medium / long term 

Vocabulary box 
outlook: what is expected to happen in the future; out/ook is more common in business than the word prediction. 

risk vs. return: all investments involve a balance between risk and return. 

2 Aclient has $50,000 to invest for long-term growth. This client 
has no other investments. Prepare some advice. Write notes. 
1 Focus attention on the grids and check the vocabulary in the headings. Establish that students are going 

to imagine that they are giving investment advice to a client from their own country, and that the client 

wants long-term growth (i.e. not income) and has no other investments. 

2 Circulate while students make notes. Write down on a piece of paper any useful language needed or 

produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a report with recommendations for their client. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



25 Investment advice 
1 Prepare. ls ee 

p nvestment instruments include stocks (equities), bonds and cash. Most investors 

1 Read the text J to have a diversified portfolio of all three. Stocks offer a higher potential 
and check the return over the long term, but at a higher risk. Bonds offer a fixed rate of interest, 
vocabulary. (and have less risk. They can be issued by governments (in which case they are called 

gilts), or companies. Cash sits in a bank account earning interest. It is the safest 
investment, but offers the lowest returns. 
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Instead of investing in individual stocks, investors can spread their risk by investing 
in funds. These can be geographical funds (domestic/regional/international), sector 

funds (e.g. the technology/financial/health care/retail sectors), tracker funds (that 
‘track’ or follow exactly a stock market index such as the S&P 500), emerging market 
funds or small company funds. 

2 Fill in the missing vowels in these words and then check the meaning. 

1 a p__r/lw/_cc_pt_bl_/c_mp_t_t_v_/f_x_d/g__d/h_gh/c_rr_nt rate of interest 

2a n_gtv_/_nc_rt__n/br_ght/h__lthy/p_s_t_v__ outlook for the market 

3 a h_gh/m_d__m/lw levelof r_sk/r_t_rn inthe sh_rt/m_d__m/lng term 

2 Aclient has $50,000 to invest for long-term growth. This client 
has no other investments. Prepare some advice. Write notes. 

Market background and outlook 

My national stock market 

Other national stock markets 

Sectors with a positive outlook 

Outlook for bonds 

Suggested % split between instruments + reasons 

Domestic equities International & specialized Fixed interest 

equities 

Equity part of investment: which stocks/funds/regions/sectors? + reasons 

Fixed interest part of investment: which bonds/funds? + reasons 

3 Discuss. 

Paul Emmerson © Cambridge University Press 2002 $gulGi El 59 



Production and operations: 26 Production process 

26 Production process 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Prepare. 

Task 1 
1 Focus attention on the ideas maps and check the vocabulary in the headings. (See Vocabulary box below.) 

Vocabulary box 
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variation of output: how different each manufactured stock control: control of raw materials + WIP + 

item will be, and how that difference is achieved finished goods 

customization: changing the product according to the minimizing: keeping to a minimum; this is important as 

customer’s requirements a low level of stock means better cashflow 

sourcing: sourcing and procurement are wider terms run time: the time it takes for a group of products 

than purchasing. They refer to establishing supply manufactured together to go through the process 

chains for inputs to the production process as well as set-ups: preparing the machines for production i.e. 

ordering and negotiating the price. tooling and retooling the machines 

WIP: work in progress maintenance: keeping something in good condition; 

repair is fixing something that is broken or damaged 

2 Get students to brainstorm vocabulary in pairs or small groups. 

3 Elicit answers and write them on the board. (See Possible answers/ideas box below.) 

Possible answers/ideas 
Planning issues: minimizing the number of set-ups, Stock control issues: minimizing stock losses; checking 

minimizing stock levels; scheduling (general planning the expiry date of stocks 

e.g. raw materials/day, units produced/day); CAD/CAM Production issues: quality control (see framework 28); 

Sourcing issues: subcontracting/contracting out/ labour skill required; automation/robotics; build 

outsourcing (employing other companies to make quality (high/low quality of the manufacturing); 

certain components); maintaining continuity of supply; production problems (e.g. strikes, equipment not 

delivery speed; flexibility of supplier; quality control of working); packing and dispatch; transport and delivery 

materials and parts; negotiating with suppliers 

Task 2 

Get students to explain the terms 1-5 and give examples. (See Answers box below.) 

Answers 
1 Single-item production is a unique product which is 3 Line production is the manufacture of a standard 

made to order and produced at the producer’s product on an assembly line e.g. motor vehicles. 

premises e.g. a made-to-measure suit. 4 Continuous flow production is where machinery 

2 Batch production is the manufacture of different produces a single, standard product on a 24-hour 

versions of the same basic product in small groups basis e.g. chemical manufacture or oil refining. 

e.g. different colours of paint, flavours of yoghurt. 5 An on-site project is a unique product assembled on 

site e.g. a ship or a civil engineering project. 

2 Write notes. 

Tasks 1 and 2 

1 Focus attention on the grid and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language needed or produced. 

Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

60 See page 5. 



26 Production process 
1 Prepare. 

1 Brainstorm issues in the production process. 

relating production volume 

to sales volume 

variation of output e.g. 

customization 

Planning issues 

minimizing WIP and 

finished goods 

storage 

Stock control issues 

2 Explain the following terms and give examples. 

1 single-item production 

2 batch production 

3 line production 

2 Write notes. 

cost of materials 

and parts 

quality of materials 

and parts 

number and cost of set-ups run time 

5 an on-site project 

process monitoring 

and control 

maintenance 

of machinery 

4 continuous flow production 

1 Draw a flow chart of the production process that you use. 

2 Write notes about your production process. 

Planning issues Sourcing issues 

Stock control issues 

3 Discuss. 

Production issues 
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Production and operations: 27 Operations growth 

21 Operations growth 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4—5. 

3 Do your students need language support for the discussions? See page 8. 

1 Brainstorm. 
1 Focus attention on the ideas maps and check 

the vocabulary in the headings. (See Vocabulary 

box below.) 
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Vocabulary box 

Tip 
Teach higher-level students the phrase economies of 

scale — a synonym of cost benefits of growth. 

bulk buying: buying in large quantities 

better utilization of capacity: increasing production using 

the same machinery, thereby lowering the cost per unit 

reduced risk: this is because a diversified and expanded 

product range means the company is less dependent 

on a few main products 

managerial specialization: this should improve the 

quality of decision-making 

management communication problems: these include 

more complex lines of communication, less direct 

personal feedback to top management, difficulty in 

coordinating and delegating etc. 

plant: a factory and all its equipment; the problem with 

running at full capacity is that you might have to refuse 

some business, and maintenance could be difficult a 

2 Get students to brainstorm vocabulary in pairs or small groups. 

3 Elicit answers and write them on the board. (See Possible answers/ideas box below.) 

Possible answers/ideas 
Cost benefits of growth: opportunities for financial 

savings e.g. borrowing money more easily and at lower 

rates of interest; opportunities to invest in newer, more 

efficient technology and machinery 

Other benefits of growth: opportunities to use the 

salesforce more efficiently — perhaps a similar number 

of sales staff can sell a wider range of goods or produce 

a higher volume of turnover; opportunities to use labour 

more efficiently e.g. specialization in the factory 

Problems of growth: human resource problems e.g. staff 

turnover/training/stress etc.; general loss of control; 

general loss of the flexibility that a smaller company has 

2 Write notes about the growth in operations in your company. 

Tip 
Use the following prompts if the students have problems getting started: 

Why are you growing? 

Reasons could include internal growth i.e. increasing sales, or external 

growth e.g. entering into a joint venture (a business activity in which two or 

more companies are working together on an individual project or in a 

particular market), a merger (when two companies join) or an acquisition 

(when one company buys another, also called a takeover). 

What is the impact of growth on other departments? 

Examples include purchasing economies, marketing economies, financial 

economies etc. 

1 Focus attention on the grids 

and check the vocabulary in 

the headings. 

2 Circulate while students make 

notes. Write down on a piece 

of paper any useful language 

needed or produced. Write a 

few language items of general 

interest on the board at 

the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short report on the positive and negative effects of the growth in 

operations in their company. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 
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21 Operations growth 
1 Brainstorm. 

opportunities 

¢ better utilization . for managerial 

ee reduced risk specialization of capacity 

Cost benefits 

of growth 

Other benefits 

of growth 

management communication problems with running plant and 

problems machinery at full capacity 

Problems 

of growth é 

2 Write notes about the growth in operations in your company. 

Background 

Why are you growing? How are you growing? 

Benefits 

Cost benefits Other benefits 

Problems Possible solutions 

1 

What is the impact of growth on other departments? 

3 Discuss. 
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Production and operations: 28 Quality management 

28 Quality management 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Read the text and check the vocabulary. Do you agree with the paragraph on 
the right? 
Get students to read the text and underline any 

words they don’t recognize. (See Vocabulary box 

below.) Then discuss if students agree with the 

final paragraph. 

Vocabulary box 
waste: unwanted materials that are left after a particular 

process 

sample: a small amount that is examined in order to 

find out what the rest is like 

defects: faults in the way something is made 

damage: physical harm to something so that it is broken 

set-up time: the time it takes to prepare machinery for 

production 

lead time: a general business word for the time it takes 

to do something, here meaning the time it takes to 

make a product after receiving the order 

Tip 
Students who are involved in quality management might 

mention quality certificates like ISO 9000, 9001, 9002 

etc. Ask them what they had to do to get their certificate, 

what benefits it brings, and what they have to do to keep 

their certificate. 

stock: raw materials + parts/components + WIP (work in 

progress) + finished goods; (US = inventory) 

Just-In-Time (JIT): a method of planning production and 

stock control where the smallest possible amount of raw 

materials and WIP are held. This means planning for 

the inputs for each stage in the process to arrive only at 

the time they are needed. JIT means that production 

only takes place when there is an actual customer order. 

Tip 
Another technique in TQM is benchmarking, which means using the performance of 

an excellent company as a standard to judge and improve other companies. If students 

mention this, ask them to give examples of their experience of benchmarking. 

2 Write notes. 

Tasks 1 and 2 

1 Focus attention on the ideas map and check the 

vocabulary in the headings. 

2 Circulate while students make notes. Write down 

on a piece of paper any useful language needed 

or produced. Write a few language items of 

general interest on the board at the end. 

3 Discuss. 

Tip 
The problems referred to in task 2 will be from the 

students’ own companies, but typical examples include 

inspection costs, training costs, costs of changes to 

production methods, the time required to make the quality 

initiatives work, any difficulties persuading shareholders 

and others to take a long-term view etc. 

1 Which classroom management options will you follow? See pages 4—5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short report on quality management in their company. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



28 Quality management 
1 Read the text and check the vocabulary. Do you agree with the paragraph on 

the right? 

unnecessary costs in the manufacturing process. This can be done: 

the design ideas are easy to manufacture. 

techniques such as visual checks, taking samples, testing etc. 

faults/defects, damage, set-up times, lead times. 

delivery times. 

be flexible and multi-skilled. 

2 Write notes. 

Total quality management (TQM) is a management philosophy with Japanese 

origins. It aims to improve quality and to reduce waste, inefficiency and 

® at the design stage, for example integrating design and engineering so that 

® by inspection and detection, for example traditional quality control 

® by improving the production process itself, for example minimizing waste, 

@ by stock control, for example keeping low inventory levels (including raw 

materials, parts, components, work-in-progress and finished goods) or trying to 

organize production around specific customer orders (Just-In-Time techniques). 

@ by involving suppliers, for example looking for more flexible (or reliable) 

® by involving staff, for example asking workers to suggest improvements to 

working practices, training them to detect and correct faults, training them to 

TQM was very popular in the 

1980s, but nowadays it is less 

fashionable. There are three main 

reasons for this. Firstly, the 

lessons have been learned and 

quality in manufacturing these 

days is usually good. Secondly, 

the theory was difficult to apply 

in the service and information 

sectors of the economy. Thirdly, 

TQM initiatives did not always 

lead to profitability and success: 

they were important operationally 

but long-term success was — and 

is —- much more to do with 

company strategy. 

1 What initiatives are you taking to improve quality in your products and reduce 

waste, inefficiency and costs in the production process? Complete the ideas map. 

design 

involving staff 

Quality 

initiatives 
involving 

suppliers 

inspection 

and detection 

production 

process 

2 What problems are associated with these quality initiatives? What are the possible solutions? 

3 Discuss. 
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Production and operations: 29 Logistics and transport 

29 Logistics and transport 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Prepare. 

Task 1 
Discuss the question briefly as a class and elicit a range 

of definitions. (See Possible answer box opposite.) 

Task 2 

Possible answer 
logistics — the practical arrangements necessary so that 

the right things are in the right place at the right time 

1 Put students in pairs and get them to discuss the difference between the items in numbers 1-12. 

Make sure that students understand that for some items there is no difference. 

2 Check the answers with the whole class. (See Answers box below.) 

Answers 
1 goods: things that are produced; freight/cargo: goods 

carried on a ship, plane, truck or train 

2 a factory: a building where goods are produced in 

large quantities; a warehouse: a large building used 

for storing goods in large quantities 

3 a van: a vehicle used for carrying goods which has 

metal sides and is smaller than a truck; a truck: a 

large vehicle used for carrying heavy loads; a Jorry is 

the British English term for a truck 

4 a port: a town where ships can stop; a dock: the part of a 

5 to load: to put goods on or into a vehicle; to unload: 

port where the ship ties up and goods are taken on and off 

7 returned goods: goods that the customer sends back 

because they are wrong, damaged or unwanted; reissued 

goods: goods sent to replace the returned goods 

8 to dispatch: to send goods out from where they are 

produced or stored; to track: to follow the progress of 

the goods while they are being transported; to deliver: 

to take goods to their final destination 

9 to handle goods: to deal with them or to touch/hold 

them; to handle a complaint: to deal with it 

10 a distributor: a company that supplies goods to shops 

and companies; an agent: a person or company who 

represents another person’s business; a broker: a person 

to take goods off or out of a vehicle 

6 a batch: a quantity of goods produced at the same 

time; a consignment: a quantity of goods sent at the 

same time 

who buys and sells stocks, property, etc. for others 

11 to fulfil an order: to supply what has been ordered; 

to fulfil a requirement: to provide what is needed 

12 en route and in transit (no difference): on the way 
——e 

Task 3 

1 Get students to brainstorm the advantages and disadvantages of each mode of transport in pairs or small groups. 

2 Elicit answers and write them on the board. (See Possible answers box below.) 

Possible answers 
Road transport 

Advantages: door-to-door 

service, flexible timetable, 

simple, can reach 

everywhere 

Disadvantages: traffic 

Rail transport 

Advantages: cheap, good 

for containers and large 

quantities 

Disadvantages: routes 

limited by railways 

Air transport 

Advantages: fast over long 

distances 

Disadvantages: weight and 

size of cargo limited, 

expensive 

Sea transport 

Advantages: cheap, good 

for containers and large 

quantities 

Disadvantages: very slow 

2 What are current issues related to logistics in your business? Write notes. 
1 Focus attention on the grid and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language needed or produced. 

Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4—5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 
See page 5. 



29 Logistics and transport 
1 Prepare. 

1 Think of a good definition for logistics. 
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2 What is the difference between the words and phrases in the following sets? 

1 goods and freight/cargo 7 returned goods and reissued goods 

2 afactory and a warehouse 8 to dispatch, to track and to deliver an order 

3 avan, a truck and a lorry 9 to handle goods and to handle a complaint 

4 aportand a dock 10 adistributor, an agent and a broker 

5 to load and to unload 11 to fulfil a customer's order and to fulfil a customer's requirements 

6 abatchand a consignment 12 enroute and in transit 

3 Brainstorm. 

2 What are current issues related to logistics in your business? Write notes. 

Logistics and ... Main issues Changes needed/future plans 

sourcing/ 

purchasing 

storage/ 

warehousing 

choice of 

transport 

the distribution channel 

(different stages, people 

involved etc.) 

customer services 

(returning and reissuing 

goods etc.) 

3 Discuss. 
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- HUMAN RESOURCES 

Vocabulary box 

Before you start 

Human resources: 30 Pay and promotion 

30 Pay and promotion 

1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Check the vocabulary and add examples. 
1 Check the vocabulary with the whole class. (See Vocabulary box below.) 

salary: this is now a close synonym for pay and wages, 

but originally salary meant monthly pay to a bank 

account for white-collar workers and wages meant 

weekly pay in cash to blue-collar workers; wages is still 

a more common usage for factory workers. 

level/position: place in the company hierarchy 

length of service: time in the company 

qualifications: academic examinations that you have 

passed e.g. university degree, MBA 

bonus: an extra amount of money added to an employee's 

salary as a reward for increasing sales/profits or cutting 

costs, usually done on an individual basis 

appraisal interview: a regular (usually annual) meeting 

between an employee, his/her line manager and perhaps 

other managers e.g. from Human Resources (HR), where 

the employee’s work over the year is appraised i.e. 

discussed in terms of how valuable, effective and 

successful it has been. This meeting is an opportunity to 

discuss strengths and weaknesses, achievements, 

targets, performance-related pay, bonuses, training and 

promotion etc. 

profit-sharing scheme: when a company gives part of its 

profits to its employees, usually done on a company- 

wide basis 

stock options: the right to buy shares in the company at 

a fixed price after working for a certain period of time. 

The employee can then sell those shares and make a 

profit if the market price at the time is higher (usually 

offered to senior managers as an incentive to increase 

the share price). 

benefits: these are also known as perks and fringe 

benefits, although the latter two terms are less 

common nowadays in the HR context as they suggest 

that the benefits are of little importance 

company pension plan: payments into a fund that will 

give the employee an increased pension when they 

retire, in addition to the basic state pension 

private health insurance: medical insurance that allows 

you to use a private hospital if you become ill 

promotion: moving to a better, more responsible 

position at work 

2 Get students to add examples to the lists. This depends very much on the students’ 

own companies, but see the Possible answers/ideas box below for other benefits. 

Possible answers/ideas 
Other benefits: entertainment allowance (a sum of money that you are given to spend on taking customers to 

restaurants etc.); relocation expenses (to help you move to a new area to work); subsidized canteen (a place 

where employees can eat cheaply); sports club membership; discount on the company’s own goods; training 

2 Write notes on how you make decisions about pay and promotion. 
1 Focus attention on the grids and check the vocabulary in the headings. Point out that there is 

space for students to describe and evaluate a real-life example in each area (a mini case study). 

2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4—5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Ask students how their own pay is decided. 

e Students can write a short summary of the pay and promotion policy in their company. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 
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30 Pay and promotion 
1 Check the vocabulary and add examples. 

1 Basic salary issues: ltvel/position in tne compan, lengtn of sevviee, qualifications, 

2 Performance-related pay issues: A bonus bAstd_on vesults, individual or team vesults, 

AN_ApPYAISA\_iINteYvitw, A _pYorit=-shayina seneme, stock options yor senior manaarys 

3 Benefits: COMPAN pension plan, private _nealtn insurance, compan Car, Credit cava, 

laptop computer, mobile phone, cnildeare sacilities, transport to tne worrplace, 

4 Promotion issues: WhAt opportunitivs ave Availablu2 who Clse is interested in the same job? 

what is the carey objective of the individual peyson2 

2 Write notes on how you make decisions about pay and promotion. 

Decision process for basic salary Example 

Evaluation of this case 

Decision process for performance-related pay Example 

Evaluation of this case 

Decision process for benefits Example 

Evaluation of this case 

Decision process for promotion Example 

Evaluation of this case 

3 Discuss. 
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Human resources: 31 Motivation through job satisfaction 

31 Motivation through job satisfaction 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4—5. 

3 Do your students need language support for the discussions? See page 8. 

1 Read the text and check the vocabulary. 
Get students to read the text and underline any 

words they don't recognize. (See Vocabulary 

box below.) 

Vocabulary box 
lines of communication: communication between senior 

managers, middle managers, junior managers and 

non-managerial staff/front-line staff/workers 

regular feedback: giving advice or suggestions for 

improvement, or telling people how good their work is 

appraisal process: a regular (usually annual) interview 

between an employee, his/her line manager and perhaps 

other managers, e.g. from Human Resources (HR), where 

the employee's work over the year is appraised i.e. 

discussed in terms of how valuable, effective and 

successful it has been — this meeting is an opportunity to 

discuss strengths and weaknesses, achievements, targets 

met or not met, targets for next year, performance-related 

pay, bonuses, opportunities for training and promotion etc. 

to involve people: to include them, to make them feel 

they are necessary; /nvolvement (n) 

Ti 
vie can return to the questions in the text and ask and 

answer them in class. This will not affect section 2, as 

the questions are quite general and the framework boxes 

ask the students to give specific examples. 

to achieve: to complete a task by hard work and skill; 

achievement (n) 

to delegate: to give work or responsibilities to somebody 

in a lower position; de/egation (n) 

appropriate: suitable or right for the situation 

committed: willing to work hard; commitment (n) 

loyal: faithful in your support of something; /oyalty (n) 

morale: the level of confidence and hope for the future 

that the employees feel 

level of sickness: how many people do not come to work 

because they are ill 

staff turnover: how many people leave the company and 

need to be replaced 

grievance: an official complaint about unfair behaviour 

(but before the issue becomes, for example, a strike) 

2 Write notes about your company. 
1 Focus attention on the grids and check the 

vocabulary in the headings. Point out that in 

some boxes students are asked to describe and 

evaluate a real-life example (a case study). 

2 Circulate while students make notes. Write down 

on a piece of paper any useful language needed 

or produced. Write a few language items of 

general interest on the board at the end. 

3 Discuss. 

Tip 
Leave students to think of their own examples for the 

final box in the framework. If they have problems, 

possible examples might include: a ‘suggestions box’, 

competitions like ‘Employee of the month’, a company 

newsletter, sports activities, recreational outings etc. 

1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short report on motivation through communication, involvement 

and recognition in their own companies. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



31 Motivation through job satisfaction 
1 Read the text and check the vocabulary. 

Motivation does not just come from pay | Involvement 

and promotion, although those are 

certainly important. Motivation also 

comes from feeling valued in your 

work and satisfied inside yourself. All 

managers have to give some attention 

to these non-material aspects of 

motivation, but Human Resources 

managers often have a key role. They 

can be divided into three related areas: 

Recognition 

This is the public, official attention 

and thanks staff get for their actions 

and suggestions. 

Conclusion 
If the company culture gives a lot of 

attention to the above areas, then staff 

are likely to be committed in their 

work and loyal to the company. If not, 

then problems will appear such as low 

morale, high levels of sickness and 

time off work, high staff turnover, 

and high levels of grievances. 

Involvement is the feeling that you are 

part of the company and not just 

working as an individual. For staff to 

feel fully involved they have to be 

given regular and meaningful 

opportunities to achieve, for example 

doing challenging tasks and taking 

part in interesting projects. 

Involvement often depends on how 

Communication employees are consulted, and about 

Do staff feel that lines of communication | which issues. Consultation can go 
are good? How could they be improved? | further and become delegation. How 
Are staff given regular feedback on how | do you decide which decisions and 

they are doing? How is this done? Is responsibilities are appropriate for each 

there an appraisal process? How does level in the company? How is this done 
the process work? without creating risks to the company? 

2 Write notes about your company. 

Communication problems Possible solutions 

© >> 

=> 

Case study: involvement through opportunities to achieve 

Case Evaluation of case 

Case study: involvement through consultation/delegation 

Evaluation of case 

Recognition, and other ways we build motivation, commitment and loyalty 

3 Discuss. 
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CET Cee Human resources: 32 Recruitment and selection 

32 Recruitment and selection 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 
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1 Prepare. 

Task 1 
1 Get students to read through the stages and check the vocabulary. (See Vocabulary box below.) 

Vocabulary box 
using an Executive Search agency: using a specialized, to apply for: to officially ask to be considered for a job, 

external organization to find a manager with the right place on a course etc. by writing a letter 

skills and experience to do a particular job, often by application form: a printed piece of paper on which you 

persuading a suitable person to leave their present job write the answers to questions 

job description: an official list of the work and selecting: carefully choosing a particular person for a 

responsibilities involved in one particular job/position, particular job. This word is more specific than 

also known as a job specification recruiting which means generally finding new people 

advertise internally or externally: whether people from to work in an organization. 

outside the company have a chance to apply CV: curriculum vitae — a document that lists your 

education and work experience; (US = résumé) 

2 Get students to put the stages into Possible answer 
a likely sequence. Elicit possible 

answers. (See Possible answer box 
Note that the sequence can vary and some early stages are mutually 

exclusive e.g. using an Executive Search and advertising. Likely 
opposite.) SEQUCHCE NC, Cd iy ey in Ince 

Task 2 
Get students to decide if the words and phrases in each set are the same or different. (See Answers box below.) 

Answers 
1 These are synonyms in the context of recruitment. 5 to recruit/to take on: to find new people to work for an 

2 an applicant: someone who asks to be considered organization; to hire is very similar, but can refer to a 

for a job by completing an application form/sending person or organization and suggests that they are 

a CV; a candidate: an applicant who has been called employed for a short time only. 

for an interview 6 to dismiss/to fire: to order an employee to leave their 

3 These are synonyms in the context of recruitment. job, but to fire is more informal; to make redundant/ 

4 These are opposites — equa/ opportunities: making to lay off: these have nearly the same meaning, but 

sure that the same chances are given to everyone here it is not the person’s fault that they lose their 

whatever their age, sex, race, religion etc.; job (perhaps it is due to economic circumstances). 

discrimination: treating one person or group worse To lay off is more common in American English. 

than others 

2 Write notes about the recruitment and selection process in your company. 
1 Focus attention on the ideas maps and the grid and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language needed or 

produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short report on recruitment and selection issues in their own companies. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 
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32 Recruitment and selection 
1 Prepare. 

1 Put the following stages into a likely sequence. 
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deciding whether to use an Executive Search agency 

choosing which publications and other media to advertise in 

drawing up a job description 

deciding whether to advertise internally or externally 

interested people apply for the job and receive an application form 

deciding on the content of the job advert 

selecting one candidate and offering them the job 

deciding on who to invite for an interview, then interviewing them 

looking through all the completed application forms and CVs that you receive 

drawing up a shortlist of candidates for a second interview “So ro Aaa#ep 

2 Same or different? 

1 ajob, a position, a post 4 equal opportunities, discrimination 

2 anapplicant, a candidate 5 to recruit, to take on, to hire 

3 headhunting, executive search 6 to dismiss, to fire, to make redundant, to lay off 

2 Write notes about the recruitment and selection process in your company. 

j iption eae 
ee pao pip advertising issues 

issues 

Non-managerial 

staff/workers 

improvements to interview and 

the process? selection issues 

ee PESCAIBHIOD advertising issues 
issues 

Managerial staff 

improvements to interview and 

the process? selection issues 

Case study: one recruitment and selection process 

Evaluation of case Case 

3 Discuss. 
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Human resources: 33 Training and team-building 

33 Training and team-building 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Brainstorm. Tip 
Elicit the word for what you get when you train — a skill: 

a practical ability that you can learn, such as computing 

skills or communication skills. 

1 Focus attention on the ideas maps and check 

the vocabulary in the headings. (See Vocabulary 

box below.) 

Vocabulary box 
off-the-job training: this means you go away from your apprentice: a young person who is being trained to do a 

workplace to do the training skilled job, usually a manual job in a factory; an 

training courses/programmes: these are synonyms apprenticeship is the period of time when someone is 

on-the-job training: this means you train while you are an apprentice 

still actually doing your job (the training is in-house if secondment: a period of time you spend away from your 

it is provided by your own employees) usual job, usually doing another job in another office of 

induction: showing a new recruit how to do their job the same company 

and how the company runs job rotation: having an opportunity to do different jobs 

coaching: building people's skills and confidence in e.g. on a team or in different departments; job swapping 

order to improve their performance and motivation. would be exchanging jobs with one other person 

Coaching tends to have a specific goal, and is a term sponsored MBAs: when a company pays all or part of the 

that comes from sport. costs of a Master of Business Administration (MBA) 

mentoring: helping someone to learn within the context degree 

of a supportive relationship. It is similar to coaching, integration: when all the team members with their 

but is only one-to-one and can involve wider, ‘softer’ different skills and responsibilities work together well 

issues such as support, advice etc. and tends not to conflict: serious disagreement 

have a specific goal. performance: how successful the team is, how well it works 

2 Get students to brainstorm vocabulary in pairs Tip 
or small groups. You can also get students to brainstorm verbs that 

3 Elicit answers and write them on the board. collocate with training course: 
(See Possible answers/ideas box below.) to attend / complete / do / enrol on / follow / hold / 

organize / provide / run / start / take a training course. 

Possible answers/ideas 

Off-the-job training issues: evaluation (how do you know time when an employee is sent to another country to do 

if it was successful?) a particular job) 

On-the-job training issues: evaluation (how do you know Team-building issues: how the team is formed, team 

if it was successful?) roles (e.g. leader, innovator, doer, analyst, supporter), 

Career development issues: postings abroad (a period of activities like residential courses, measuring success 

2 Write notes about training and team-building in your company. 
1 Focus attention on the grids and check the vocabulary in the headings. Point out there is space 

in each grid to describe and evaluate some real-life cases. 

2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short report on training and team-building issues in their company. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



33 Training and team-building 
1 Brainstorm. 

training courses/ selection of 

programmes staff to attend 

Off-the-job 

training issues 

choosing the 

training provider 

induction for coaching and 

new employees mentoring 

On-the-job 

training issues 

apprenticeships for 

manual workers 
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secondment to another job rotation integration of team members leadership 

department/office and conflict management 

career Team-building issues 
development issues 

sponsored MBAs maximizing 

performance 

2 Write notes about training and team-building in your company. 

Training: non-managerial staff/workers 

Off-the-job training issues On-the-job training issues 

Case study Evaluation of case 

Training: managerial staff 

Off-the-job training issues On-the-job training issues 

Case study Evaluation of case 

Team-building 

Case study Evaluation of case 

Other career development issues 

3 Discuss. 

Paul Emmerson © Cambridge University Press 2002 (igdbelitg 15 



| HUMAN RESOURCES 

76 

Teacher’s notes Human resources: 34 Industrial relations 

34 Industrial relations 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

Get students to read the text and underline any 

words they don't recognize. (See Vocabulary 

box below.) 

Vocabulary box 
workforce: all the people who work in a company; a 

synonym for employees or staff 

the availability of workers: the issue here is that if 

skilled workers are in short supply, the company will 

have to pay more to attract them 

productivity: the rate at which goods are produced, and 

the amount produced, in relation to the work/ 

time/money needed to produce them 

industrial action: this can also include a work-to-rule 

(following every single rule in order to slow down work), 

a go-slow (when the workers deliberately work slowly), 

an overtime ban (refusing to work more than the normal 

hours) or a boycott (refusal to handle certain goods) 

terms of employment: a written statement giving details 

of the employee's responsibilities, working hours, rate 

of pay etc. 

sick pay: the money you are paid when you miss work 

because you are ill 

maternity leave: the time you are allowed to be absent 

from your work because of being pregnant 

grievance procedure: a grievance is something you 

complain about officially because you think it is 

unfair, so the grievance procedure is the steps that an 

employee should follow to resolve the problem e.g. 

first speak directly to their line manager, then if the 

grievance cannot be resolved, ask a union 

representative to take up the case etc. 

redundancy arrangements: any compensation that might 

1 Read the text and check the vocabulary. Can you add anything? 
Tip 
The text is quite comprehensive, but students at a higher 

level in the company who are directly involved in industrial 

relations might be able to think of some points to add. 

+ 
be paid to an employee because they have lost their 

job and it is not their fault e.g. layoffs due to the 

economic situation 

dismissal: |osing your job because you have not obeyed 

the rules. (Note the difference between unfair 

dismissal and constructive dismissal — the first is 

when someone is unfairly removed from their job by 

their employer, the second is when someone chooses 

to leave but feels they have been forced to leave e.g. 

their employer has treated them badly.) 

disciplinary action: punishment 

employment tribunal: a court that is given authority to 

deal with matters of employment law 

safety: being safe from danger or bodily harm 

working environment: a synonym for workplace/place 

of work 

hazard: something that is dangerous 

Safety Officer: the safety representative 

safety policy: a written statement about safety that 

usually has to be on display in the workplace 

safety procedures: the correct way to behave to stay safe 

safety equipment: special equipment to prevent harm e.g. 

a wrist rest for someone who suffers from RSI (repetitive 

strain injury) or a metal guard to prevent parts of the 

body coming too close to dangerous equipment 

protective clothing: clothes that protect the body e.g. a 

mask for the eyes or special headwear like a helmet 

on a civil construction site 

2 Write notes on industrial relations issues in your company. 
1 Focus attention on the grids and check the vocabulary in the headings. Tell students that they 

can describe and evaluate a real-life example in each area (a mini case study). 

2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4—5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short report on industrial relations in their company. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 
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Industrial relations is the interaction between management and the workforce, with the workforce 

usually being organized into one or more trade unions. Human Resources managers are usually 

directly involved in industrial relations, and have to become specialized in matters of employment 

law, health and safety etc. Industrial relations covers a range of areas: 

Pay bargaining Dismissal procedures and employment protection 

This is an annual process of negotiations, with any pay If a worker behaves badly or is bad at their job, it might be 

increase usually being related to the rise in the cost of living, necessary to take disciplinary action against them, after a 

the availability of workers, increases in other industries, series of warnings. In extreme cases the employee might be 

recent increases in productivity etc. Workers may take dismissed. lf the employee thinks this is unfair, they can 

industrial action e.g. go on strike, if they are not satisfied with | appeal to an employment tribunal. 

the increase the company is offering. To resolve a dispute Haalthvand Satew 

there may be an outside agency who can try conciliation 

(helping the two sides to reach an agreement) or arbitration Employees need a safe working environment free of health 
(a process in law where a third party decides the outcome, hazards and accident risks, and this is often the responsibility 

which is usually a compromise between the two positions). of the Human Resources department. Often one member of 
staff is the Safety Officer (usually appointed by the union), 

and they have to check on the implementation of the safety 

Every employee has a contract that states their terms of policy and safety procedures (such as fire drills or the correct 

employment. Areas covered typically include a job description, | handling of dangerous materials). Employees may need safety 

salary, pension scheme, hours of work, holiday leave, sick pay, | equipment or protective clothing. 

maternity leave, grievance procedures, disciplinary rules, 

rights to belong to or not belong to a trade union, redundancy 

arrangements etc. 

2 Write notes on industrial relations issues in your company. 

Pay bargaining 

Employment contracts 

Dismissal procedures and employment protection 

Health and safety 

3 Discuss. 
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International trade: 35 Trade and government policy 

35 Trade and government policy 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

Tip 
I Prepare. As a follow-up to this task, ask students 

Task 1 which policies promote free trade and 

Get students to check the vocabulary. (See Vocabulary box below.) wibcneonesatimait ne with soins: pelicles 

Vocabulary box 
the answer may be ‘it depends’). 

assistance for exporters: this includes advice, trade 

delegations etc. 

policy: strategy 

balance of payments: the difference between the amount of 

money coming into a country and the amount going out 

currency and capital flow restrictions: limits on the 

amount of money that can be moved into and out of 

the country e.g. repatriation of profits by multinationals 

depreciation: loss of value 

dumping: selling products cheaply in an export market, 

perhaps to increase market share and put other 

companies out of business 

exchange rate: the value of a currency in comparison 

with another 

incentive: something that encourages you to act in a 

particular way 

interest rate: this is not directly under government control 

if there is an independent Central Bank (CB), but 

government policies will influence the CB’s decisions 

Task 2 Tip 

licensing: these include oil exploration, 

telecommunications bandwidth, TV channels 

protectionism: the system of helping your country’s 

trade, especially by taxing foreign goods 

regional trading blocks: these include European Union 

(EU), North Atlantic Free Trade Association (NAFTA), 

Association of South East Asian Nations (ASEAN) 

requirements for local sourcing/local managers/ 

technology transfer: when foreign manufacturers can set 

up a factory if they use local suppliers/managers and 

transfer high technology from their own countries 

subsidy: money given by government to support an 

industry e.g. a strategic industry like agriculture 

tariffs: taxes on goods coming into a country 

quotas: limits on the amount of goods entering a country 

tax policy: this includes company and individual direct 

and indirect taxes 

If students disagree on the classification of some items as 

positive or negative, use this to start a short discussion. 
1 Focus attention on the table and check the 

vocabulary. (See Vocabulary box below.) 

Vocabulary box 
flexible: the opposite of rigid/restrictive 

income: how much people earn; a synonym of salary 

loyalty: a feeling of support 

to use capital efficiently: to improve productivity, to 

increase efficiency, to cut costs, to invest profitably 

the welfare state: government protection/social benefits 

high skill levels: this means workers are well educated 

and able to do complex jobs 

shareholder pressure: shareholders forcing the company 

to focus only on short-term profit 

for people who are poor, ill, not working etc. 

trade union: an organization representing people 

working In a particular industry or profession that 

protects their rights 

2 Get the students to discuss the questions in pairs or small groups. Then hold a short feedback session. 

2 Write notes. 
1 Focus attention on the grid and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language needed or produced. 

Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4—5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 
See page 5. 

Extension 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 
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1 Prepare. 

1 Look at the list of government policies. Check the vocabulary. 
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assistance for exporters balance of payments policy breaking up monopolies control of public spending 

currency and capital flow restrictions depreciation of the currency dumping encouraging competition 

exchange rate policy incentives for inward investment free trade interest rate policy liberalization 

licensing openborders protectionism privatization regional trading blocks regulation (and deregulation) 

requirements for local sourcing/local managers/technology transfer subsidies tariffs and quotas tax policy 

2 Study the table below showing four economic ‘models’. Then answer the questions. 

positive points negative points 

flexible labour and product markets; low taxes; 

strong competition; shareholder capitalism 

puts pressure on managers to increase profits 

wide income differences between rich and poor; 

poor quality of publicly-funded services like 

education and health; low investment; 

low savings rates 

American model 

employees have loyalty to company; high skill 

levels; high quality public services; managers 

can take a long-term view because of absence 

of shareholder pressure 

firms are protected from the full force of 

the market and have little pressure to use 

capital efficiently 
Japanese model 

sometimes a high level of government 

intervention in business 

low taxation; flexible labour markets; 

high levels of personal savings; open trade 
East Asian model 

taxes too high; some social benefits too high; 

trade unions too powerful; 

labour market and product market restrictions 

good education and training; a generous 

German/Scandinavian | welfare state; social harmony because of 

model narrow income difference between rich and 

poor; high investment from banks 

e Do you think the four ‘models’ are more or less true? If not, what important points do they miss? 

e Which ‘model’ is your country closest to? How is your country different? How is it changing? 

2 Write notes. 

The impact of ... ... on my market ... ON my Company 

my own government's policies 

the policies of governments 

in countries | export to 

the policies of governments 

in countries | import from 

3 Discuss. 
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International trade: 36 Exporting 

36 Exporting 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Look at the ideas map. Which items are relevant to you? 
Focus attention on the ideas map. Lead a discussion 

by asking students about the different items 

e.g. What do you export? Why? etc. (See the Possible 

questions box below for more ideas.) 

Possible questions 
Local agent issues 

commission: How is it assessed? 

targets: How are they set? 

marketing support: What do you provide? e.g. sales 

literature, point-of-sale materials, anything else? 

defining responsibilities: Is it clear what you do and what 

your local agent does? Who is responsible for 

promotion? What level of after-sales support will you 

provide? How much control do you expect over the way 

your product is sold? 

additional point: Do you involve your foreign distributor 

in making your future development plans? 

Marketing issues 

promotion: What kinds? e.g. TV, newspapers, magazines, 

cinema, radio, street posters, others? How do you 

decide which means of promotion are appropriate? e.g. 

monitoring of competitors’ advertising, cultural or 

geographical factors, timing according to when 

retail/industrial buyers place their orders, trade fairs, 

Tip 
Keep this stage quite brief. Remember that students will 

have a chance to prepare notes in the framework for a 

more detailed discussion. 

local consumer preferences as to price against quality 

against guarantees, local legislation such as data 

protection laws affecting mailing lists, laws restricting 

advertising to children or laws related to products like 

alcohol or cigarettes 

distribution: How do you control foreign distribution 

channels? 

Other issues 

transport: Do you use a freight forwarding company? Any 

problems with this? 

problems with official documents: see Teacher’s notes for 

framework 37 

Additional points 

domestic government assistance with exporting; foreign 

government controls and regulations; political risks; 

exchange rate risks; different language and legal 

processes; different accounting/tax systems; different 

technical standards established in law 

2 Write notes about your own company. 
1 Focus attention on the grids and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4—5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short summary of their company’s present and future export strategy. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



36 Exporting 
1 Look at the ideas map. Which items are relevant to you? 
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official documents? 

receiving payment? 

global brand 
products/services development 

raw materials 

activity of 
transport/delivery competitors 

problems? 

profits 
production ; 

problems? Exporting 

distribution? LES 5 ae General issues ountries? 
in export market Local agent 

romotion? i 
4 ee volume? 

defining 

responsibilities? 
pricing? commission? own sales organization 

marketing targets? or local agent? 
support? 

2 Write notes about your own company. 

Where to? 

How much? 

How? (e.g. own sales organization or agent?) 

Typical problems Typical solutions 

Local agent 

issues 

Marketing 

issues 

Other issues YUVUlY 
Future export strategy 

3 Discuss. 
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International trade: 37 Importing 

37 Importing 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 
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1 Look at the ideas map. Which items are relevant to you? 
Focus attention on the ideas map. Lead a discussion Tips 

by asking students about the different items e.g. e Keep this stage quite brief. Remember that students 
What do you import? Why? etc. (See the Possible will have a chance to prepare notes in the framework 
questions box below for more ideas. The box contains for a more detailed discussion. 

a list of the well-known ‘INCOTERMS’ for reference. e A useful verb for discussions about importing is to 

Ask students to explain only the ones that they use source: to obtain materials and parts from all over 
and do not mention the others. Have a Business the world, usually for reasons of cost. A common 
English dictionary available in the classroom.) collocation is global sourcing. 

Possible questions 
General issues at Frontier (DAF), Delivered Duty Paid (DDP), Delivered 

intermediary: e.g. wholesaler, agent, or distributor? Duty Unpaid (DDU), Delivered ex Ship (DES), Delivered ex 

additional points: risk management i.e. What would you Quay (DEQ), Free Alongside Ship (FAS), Free Carrier (FCA), 

do if there was a serious problem with your overseas Free on Aircraft (FOA), Free on Board (FOB) 

supplier? Have you ever had problems with government Transport and logistics issues 

controls such as arranging an import licence? transport arrangements: air, sea, road, rail, and then 

Local production issues main advantages and disadvantages of each 

quality and technical issues: e.g. difficulty in dealing official documents: these can be divided into five types: 

with problems when Head Office in your country is a 1 commercial documents e.g. invoice, pro-forma invoice 

long way from the production site 2 official documents e.g. certificate of health, 

Payment issues certificate of origin, export licence, the Single 

exchange rate fluctuations: How do you minimize the Administrative Document within the European Union 

losses produced by movements between currencies? 3 transport documents e.g. airway bill, shipping note, 

terms of payment: these include INCOTERMS - the part of maritime bill of landing 

the contract that states the exact point where the supplier’s 4 insurance documents e.g. certificate of insurance, 

obligations for transport and insurance costs end and the insurance policy 

buyer's begin. The most common are Cost and Freight 5 financial documents related to payment e.g. letter of 

(CFR), Cost, Insurance and Freight (CIF), Carriage and credit, open account, advance payment, support by a 

Insurance Paid to (CIP), Carriage Paid to (CPT), Delivered bank guarantee 
———t 

2 Write notes about your own company. 
1 Focus attention on the grids and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short summary of their company’s present and future import strategy. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 
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37 Importing 
1 Look at the ideas map. Which items are relevant to you? 
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products/services 

transport 

arrangements? 
cost 

Transport and 

logistics issues 
» not available 

domestically 
problems with 

official documents? 

Local production 

issues 

Which countries? 

What quantity? exchange rate 

fluctuations? 

terms of 

payments? 

General issues Payment issues 

direct contact 

or intermediary? 

quality and government controls? 

technical issues? 

other production 

problems? 
local workforce skills? 

2 Write notes about your company. 

What? Where to? 

How much? 

How? (e.g. direct contact with foreign supplier or agent?) 

Typical problems Typical solutions 

Local 

production 

issues 

Payment 

issues 

Transport and 

logistics issues 

Other issues YU YY vd gv 
Future plans 

3 Discuss. 
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International trade: 38 Manufacturing location 

38 Manufacturing location 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 
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Tip 
This framework assumes that students were or will be involved in a decision 

about manufacturing location. 

1 Prepare. 

Task 1 

1 Focus attention on the ideas maps and check Tip 

the vocabulary in the headings. (See Vocabulary Point out that there are spaces on the ideas map for 
box below.) te to brainstorm a few more ideas. 

2 Get students to brainstorm further ideas in pairs 

or small groups. 

Vocabulary box 
National issues Site issues Financing issues 

trade barriers: taxes (tariffs) or regional incentives: money or access to grants and loans: money 

restrictions on volume (quotas) special tax arrangements given by given by government (a grant) or 

that make trade between two local or national government to lent by a bank (a /oan) 

countries more difficult and help develop a particular area Quality of life issues 

therefore cause a company to Additional point: room for further housing/shops/schools/cultural 

close down its factories in one expansion facilities: these are necessary to 

place and reopen somewhere else attract and retain managers 

currency fluctuations: movements 

in the exchange rate 

Additional point: language 

Task 2 Tip 

Get the students to discuss the questions below the ideas maps in pairs or small Keep this stage quite 
groups. Then hold a short feedback session. brief. Remember that 

students will have a 

2 Write notes about your company’s manufacturing location. | chance to prepare notes 
in the framework for a 

1 Focus attention on the ideas map and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful 

language needed or produced. Write a few language items of general interest on 

the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

more detailed discussion. 

Extension 

e Students can write a short report on their reasons for choosing the particular 

location they discussed, or analysing options if they are in the process of making a 

decision about the future. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See 

page 5. 
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38 Manufacturing location 
1 Prepare. 

1 Check the vocabulary. Then brainstorm more ideas for deciding on a manufacturing location. 
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rm trade barriers: tariffs, currency being close to reacting to market 

quotas etc. fluctuations customers changes 

political stability image of new 
location 

regional incentives cost of land construction access to grants 

costs and loans 

ss 
environmental and local infrastructure 

safety considerations (transport, utilities) 

availability of cost of labour housing shops and schools 

labour 

Quality of life issues 

skills of labour cultural facilities 

2 Are/Were you involved in a real-life decision about manufacturing location? What are/were the alternative sites 

you are considering/considered? 

2 Write notes about your company’s manufacturing location. 

National issues 

Which 

location? 
Quality of life 

issues 

Labour issues 

Market issues Financing issues 

3 Discuss. 
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Economic and social context: 39 Globalization 

39 Globalization 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Brainstorm. 
1 Focus attention on the ideas maps and check the vocabulary in the headings. (See Vocabulary box below.) 

Vocabulary box 
wages: a close synonym of salaries, but wages is used more often for workers in a factory and salaries for managers 

and professionals. The word wages is nearly always used in discussions about globalization, low pay etc. 

sourcing: obtaining parts and materials from a particular place; /ogistics: distributing the finished goods to the 

customer. So global sourcing and logistics refers to the fact that parts and materials can be obtained from 

anywhere in the world rather than traditional domestic suppliers, and that there are global solutions for 

distribution such as parcel services, shipping, air freight etc. 

2 Get students to brainstorm further vocabulary and ideas in pairs or small groups. 

3 Elicit answers and write them on the board. (See Possible answers/ideas box below.) 

Possible answers/ideas 

Advantages: increases competition between companies; Cost factors driving globalization: government assistance 

makes clean/green technologies available to everyone; — both help with exporting from the home government 

increases job opportunities for people in poorer countries and support for inward investment from the foreign 

Disadvantages: increases environmental damage in poor government 

countries; destroys local industries; gives too much Technology driving globalization: computer networks; 

power to multinational companies video conferencing; management information tools such 

Market forces driving globalization: a saturated home as expert systems, customer relations management 

market; customers expecting a global presence; reduced software, intranets and extranets etc. 

product development times; the development of 

regional trading blocks (See framework 35.) 

2 Write notes. 

Tasks 1 and 2 

1 Focus attention on the grids and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful 

language needed or produced. Write a few language items of general interest on the 
board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short report on the impact of globalization on their business. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



39 Globalization 
1 Brainstorm. 

cheaper goods and rapid development possible employment problems — wages everywhere forced down 

services for consumers for poorer countries in richer countries because of competition 

Advantages Disadvantages 

access to other destroys local 

ideas and cultures cultures 

domestic lobal brand ; ‘ F : 
titi ; ‘ differences global sourcing mobile manufacturing 
i : le, ere 

Cems VER pmeD in labour and and logistics communications processes 

manufacturing and mobile 
Market forces costs Cost factors business Technology 

driving driving driving 

globalization globalization globalization 

competitors merging differences in the Internet and 

and making alliances productivity e-commerce 

2 Write notes. 

1 Howis globalization affecting your business? 

Market forces driving globalization 

Evidence in my market 

Cost factors driving globalization 

Impact on my company 

Evidence in my market Impact on my company 

Technology driving globalization 

Evidence in my market Impact on my company 

2 What is your personal view of globalization? List two good things and two bad things. 

il 1 

2 2: 

3 Discuss. 
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Economic and social context: 40 Social responsibility 

AO Social responsibility 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Tick the boxes to show the priorities in your company. 
1 Get students to read the questionnaire and underline any words they don't recognize. 

(See Vocabulary box below.) 
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Vocabulary box 
harm: trouble or damage caused by someone’s actions waste; materials which are left after you have used 

toxic: poisonous something and which you want to get rid of 

pollution: damage caused to the environment by enviromentally-friendly: not damaging the environment 

harmful chemicals and waste packaging: the bags, boxes etc. in which goods are sold 

recycled: put through a process so that it can be used again charity: an organization with a legal status that gives 

to minimize: to make something that is not wanted as help to people who need it 

small as possible 

2 Get students to complete the questionnaire individually by ticking the relevant boxes. 

2 Write notes. 
Tips 

1 Focus attention on the grids and check the e Explain that a social/environmental audit is a detailed 
vocabulary in the headings. assessment of the impact of the company on the 

2 Circulate while students make notes. Write down communities where it operates and on the natural 

on a piece of paper any useful language needed environment. Audits of this kind are increasingly common, 

or produced. Write a few language items of particularly in Europe where there is pressure for them to 
general interest on the board at the end. be done every year alongside the financial audit. 

e The final box could include, for example, ‘green 

marketing’ where companies refer to issues such as the 

recyclable nature of their products as a marketing tool. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short summary of their company’s social responsibility policies, or 

that of their partner. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 
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40 Social responsibility 
1 Tick the boxes to show the priorities in your company. 

High Medium Low Not 

priority priority priority relevant 

Preventing or reducing harm 

m keeping a safe workplace and reducing accidents 

™ reducing noise, smells, toxic chemicals and other pollution inside the factory 

m reducing noise, smells, toxic chemicals and other pollution outside the factory 

Conserving and protecting resources 

® using recycled materials in the production process 

minimizing solid and liquid wastes | 

™ reusing waste products from the production process 

= use of environmentally-friendly packaging 

Responsibility to the local community 

providing childcare and health-care for workers 

providing sports and leisure facilities for workers 

supporting local education and arts projects 

giving money to charities and other non-profit organizations 

supporting positive social change e.g. by recruitment policies 

OCJO|O|IO|IOIO = |O|JO|OIO |OjJO|O OCJO|O|IO|JOIO jO|JO|O|O |O|O|O OCJO|OIO|IOIO. |O|O|C|O jOjO|O OCJO|OJO|JOIO  |OJO|O|O |OjO|O consulting local people and local government about plans 

2 Write notes. 

Choose three high/medium priority areas from those above and give details. 

1 

Are there any other ways that your company reduces health risks, protects the environment or contributes to 

the community? 

Has your company ever had to do an official social or environmental audit? Give details. 

How do you integrate social and environmental issues with your business and marketing plans? 

3 Discuss. 
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Economic and social context: 41 The changing workforce 

41 The changing workforce 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Read these statements and check the vocabulary. 
1 Get students to read the statements and Tips 

underline any words they don't recognize. e The statements are, of course, deliberately 
(See Vocabulary box below.) controversial. Tell students that they will have a chance 

to discuss them all at the end, after they have 

prepared their ideas. 

ECONOMIC AND SOCIAL CONTEXT 

e Another useful word in this context is discrimination: 

when one group of people is treated differently and 

unfairly by another. 

Vocabulary box 
networking: meeting other people who do the same type of work in order to share 

information and help each other 

consensus: general agreement between everyone in a group 

rewards: these include money, company cars, praise, status etc. for doing good work 

to retain: to keep 

2 Write notes. 

Tasks 1 and 2 

1 Focus attention on the grid and check the vocabulary in the question in task 2. 

2 Circulate while students make notes. Write down on a piece of paper any useful 

language needed or produced. Write a few language items of general interest on the 

board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4—5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short summary of how their own company’s workforce is changing. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



41 The changing workforce 
1 Read these statements and check the vocabulary. 

1 

Z 

3 

6 

Women often receive less pay than men for doing the same job. 

Women managers often hit a ‘glass ceiling’ — an invisible barrier on the career ladder beyond which 

they cannot pass. 

There is a ‘feminine management style’. It has more emphasis on communication, networking, 

collecting ideas from others, cooperation and participation, building consensus, sharing power 

and information, good interpersonal relationships. 

There is also a ‘masculine management style’. It has more emphasis on rewards, clearly defined 

tasks, command and control structures. 

Successful organizations in the future will need to find a balance between the two styles, with the 

feminine style being more valued than it is now. 

Older employees are not valued by organizations. They are always looking over their shoulder at 

younger people trying to take their jobs for less money. It’s difficult for them to find a new job if 

they want to. Ifa company is in trouble, they are forced to take early retirement. 

Successful organizations in the future will need to do more to retain older, experienced employees. 

2 Write notes. 

1 Do you agree with statements 1-6 above? What is the situation in your company? Write notes on 

each statement. 

My opinions Situation in my company 

2 A diverse workforce is made up of men and women, young and old, different races and religions, 

disabled and able-bodied, different lifestyles etc. What are the special problems in managing a 

diverse workforce? 

3 Discuss. 
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Ce THimemClCem Economic and social context: 42 The future of work 

4? The future of work 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

1 Prepare. 
1 Get students to read the text and underline any 

words they don't recognize. (See Vocabulary box 

below.) Then get students to discuss the points 

in pairs or small groups. 

Vocabulary box 
trends: tendencies in the way a situation is changing 

rates: speeds (in this context) 

freelancing: when a professional person works 

independently for several different organizations 

to be self-employed: having your own business rather 

than being employed by a company 

hire and fire: a fixed expression that means ‘recruit and 

dismiss’ 

marketable skills: practical abilities to do a job that 

companies want 

overwork: too much work 

2 Students brainstorm other ways in which work 

is changing. There is no suggested answer here, 

as this depends on individual situations and 

opinions. 

2 Write notes. 

Tasks 1 and 2 

Tip 
The statements are, of course, deliberately controversial 

to encourage discussion. Students may express different 

views from those in the text. 

i 
social benefits: these includes sick pay, holiday pay, 

pension plans etc. 

pension: the money you receive when you retire, either 

from the government (the state pension) or from a 

private pension company 

core group: a central group 

to network: to meet other people who do the same type 

of work in order to share information and help each 

Tip 

other etc. 

If your group has not done framework 41, you could feed 

in some of the ideas in the statements on page 91. 

1 Focus attention on the grid in task 1 and the ideas map in task 2. Check the vocabulary 

in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful 

language needed or produced. Write a few language items of general interest on the 

board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short summary of the future of work in their profession. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



42 The future of work 
1 Prepare. 

1 Read the text and check the vocabulary. Do you agree with all the points? 

. The following trends seem to be developing, In general, there is more opportunity, but also more 

| although at different rates in different countries: uncertainty. So: 

| — people are changing jobs more frequently. — governments have to make labour markets more 

| — there is more use of temporary contracts flexible, support training, extend social benefits 

| and freelancing. to people without permanent contracts, and make 

— there is more working from home. saving for a pension more flexible. 

— more people want to be self-employed. — companies need to think about how to manage 

— it is easier to hire and fire workers. and integrate temporary staff, how to keep a 

core group of workers who can maintain the 

Some negative aspects include: company culture. 

- the difficulty of career planning. - individuals have to keep learning new skills, look 

— the increasing inequality between those with for opportunities to network with useful future 

marketable skills and those without. contacts, think of themselves as a ‘brand’ that 

— overwork and long hours caused by insecurity; needs building and marketing. 
people having less time with their families. 

2 How else is work changing? 

2 Write notes. 

1 Which trends are happening in your profession? Choose three and write notes. 

Trend How | notice it day-to-day 

=> 

2 Howis your government responding? And your company? And what about you? 

for for my 

government company 

for me 

personally 

3 Discuss. 
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Information technology: 43 IT management 

43 IT management 

Tip 

| 

Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

Tip 
This framework does not deal with 

the whole area of e-commerce and 

the Internet. This is covered in 

framework 44 where it can be 

discussed in more detail. 

Check comprehension of /T. It stands for /nformation Technology and it 

includes both computer technology and communications technology. Set cr yo me 
1 What do IT managers have to think about? Brainstorm. 

1 Focus attention on the ideas maps and check the vocabulary. (See Vocabulary box below.) 

V 

P 

ocabulary box 
system: here this means a client/server system. The 

server is the main piece of hardware that runs and 

controls all the individual client PCs on people’s desks 

(these are joined together in a network). 

hardware: computer equipment, rather than programs 

hacker: someone who tries to get into another person’s 

computer system in order to see, use, change or 

damage the information 

firewall: a system that stops people looking at certain 

information on a computer, especially to protect 

company information from hackers and viruses 

systems software: this includes, for example, Windows, 

Unix, Linux, Oracle, utilities etc. 

applications software: this includes, for example, word 

processors, databases, spreadsheets etc. 

to liaise: to exchange information so that everyone 

knows what is happening 

integration: checking that all the software works together 

legacy systems: old hardware/software that is still used 

cost-benefit analysis: a way of calculating methods or 

plans to bring you the most benefits for the smallest cost 

device: a piece of equipment 

mobile devices: these include any piece of 

communications equipment that can be carried easily 

such as a mobile phone, PDA (personal digital 

assistant) or a combination of the two 

video conferencing: allowing virtual meetings where 

participants from anywhere in the world can appear on 

the same screen together and see and talk to each other 

intranet: a closed, private part of the Internet that is 

used for exchanging information within a company; an 

extranet is like an intranet, but there is selected 

access to the system to people from outside the 

company e.g. customers and suppliers. 

2 Get students to brainstorm further vocabulary and ideas in pairs or small groups. 

3 Elicit answers and write them on the board. (See Possible answers/ideas box below.) 

ossible answers/ideas 

Systems administration: No suggestions given here as it depends on individual situations. 

Purchasing new hardware/software: Upgrade path (future possibilities to improve the system); future-proofing 

(making sure that your system can be used in the future); real cost of ownership (i.e. all the hidden costs 

like the cost to the company when the system is not working etc.) 

Other issues: No suggestions given here as it depends on individual situations. 

2 Write notes. 

Tasks 1 and 2 

1 Focus attention on the grids and check the 

vocabulary in the headings and in the questions. 

(See Vocabulary box opposite.) 

Vocabulary box 
customization: designing and building a product 

especially for one customer, but the customized 

product is often based on a standard product 

off-the-shelf: standard 

tailor-made: customized 

2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 
See page 5. 

Extension 

e Students can write a short report on IT management in their own company. 



43 IT management 
1 What do IT managers have to think about? Brainstorm. 

systems software problems 

hardware problems applications software problems 

systems security: passwords, 

hackers, viruses, firewalls 

Systems 

administration 

liaising with outside 

consultants 

communication away from the 
cost-benefit analysis cost-benefit analysis for office: mobile devices, video integrating IT with other 

for new hardware new software conferencing, intranet business activities 

Purchasing new 

hardware/software 

integration of new liaising with discussing IT issues 
hardware/software outside consultants with top management 

with legacy systems 

2 Write notes. 

1 What are the current issues and future opportunities and challenges in IT management 

in your company? 

Systems administration 

Current issues Future opportunities and challenges 

Purchasing new hardware/software 

Current issues Future opportunities and challenges 

Other issues 

2 Customization is a big issue for IT managers: 

e Off-the-shelf package or tailor-made solution? How do you decide? 

e What degree of customization? How do you decide? 

e How do you customize? 

3 Discuss. 
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Information technology: 44 E-commerce 

44 E-commerce 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

Tip 
This framework relates to frameworks 43 and 45, so your students may want 

to work on them as a set. 

1 Check the vocabulary and concepts. Can you add anything? 
Get students to read the three lists and underline any words/concepts 

they don't understand. (See Vocabulary box below.) 

Vocabulary box 
e-commerce: electronic commerce — buying and selling 

goods and services over the Internet 

cost reduction: cutting down printing and postage costs 

by having information on-line; automating processes 

that were previously done by people, such as data entry, 

answers to FAQs (frequently asked questions) etc. 

speed: speed of finding out information, speed of 

ordering, speed of contacting company by e-mail etc. 

personalization: automatic log-in; ease of finding specific 

information through menus and search engines; ease of 

putting together a personalized order; automatic re-entry 

of delivery or payment instructions etc. 

global reach: customers can access site from anywhere 

in the world; 24-hour presence; smaller product 

niches can become profitable; dispersed communities 

of customers can become closer to each other and to 

your organization 

measurement: the log file on the host computer holds 

information about how visitors used the site that can 

then be used in management decisions 

fulfilment: delivering the right goods to the customer at 

the promised time 

2 Write notes. 

Tasks 1 and 2 

site map: the structure of the website in terms of which 

pages lead to which other pages, often shown as a 

tree-diagram 

links: the words you can click on to take you to other 

websites 

monitoring traffic: checking how many people came to 

the site (the hits), who they were, where they came 

from, the route they took, how long they spent, the 

products they looked at, the products they bought 

security: this includes making sure that the server (the 

main computer) is secure i.e. safe from hackers, 

viruses etc. and also encryption (turning information 

into a special code so that only certain people can use 

it e.g. credit card information is encrypted when it is 

sent over the Internet) 

promoting an on-line presence: putting the web address 

or URL (Unique Resource Locator) on company 

material like letterheads, advertisements, posters etc.; 

on-site promotions such as special offers, competitions 

etc.; spamming (sending out e-mail advertisements 

that the computer user has not asked for) 

banner ads and pop-up windows: these are adverts for 

your company on another website 

1 Focus attention on the grids and ideas map and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short summary of e-commerce in their own company. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



44 E-commerce 
1 Check the vocabulary and concepts. Can you add anything? 

The benefits of e-commerce Impact of e-commerce on general business activity 

1 cost reduction 1 impact on products: price and product range 

2 speed 2 impact on costs (particularly IT costs) 

3 personalization 3 impact on order processing, stock management and fulfilment 

4 4 
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=< global reach impact on customer service and after-sales 

measurement impact of e-commerce systems on other IT systems 

Issues in website management 

1 Front-end/design issues: site map, choice of text and graphics, links, ease of navigation, ease of ordering 

2 Back-end/technical issues: content management system for updating and managing data on the site, 

monitoring traffic on the site, security 

3 Promoting an on-line presence: promoting the web address, registration with search engines and 

directories, banner ads and pop-up windows on other sites, on-site promotions, e-mail promotions 

2 Write notes. 

1 Write about e-commerce in your market/company. 

Background: history of e-commerce in my market/company 

integration with 

other IT systems Impact of 

e-commerce 

order processing, 

stock and fulfilment 

customer service 

and after-sales 

Future of e-commerce in my market/company 

2 Are you involved in website management? What issues are important at the moment? 

3 Discuss. 
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Information technology: 45 Using business software 

45 Using business software 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

Tip 
This framework relates to frameworks 43 and 44, so your students may want 

to work on them as a set. 

1 Read the text and check the vocabulary. 
Get students to read the text and underline any Tip 

words they don't recognize. (The different types of 
S ‘YP Encourage students to think of other types of software 

software are explained in the text but see the Picandea in etee ec ane unde) 

Vocabulary box below for other vocabulary.) Mee che DEAR Ss Sead cake ec lam Pie 
software. 

Vocabulary box 
payroll: a list of all the people employed by a company, and the records of how much money 

they have been paid 

to track: to follow the progress of something 

call centre: an office where people answer questions, make sales etc. over the telephone; 

(US = customer service center) 

inventory: stock 

procurement: the act of finding, ordering and buying equipment and supplies 

2 Write notes about your own company. 
1 Focus attention on the grid and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful 

language needed or produced. Write a few language items of general interest on the 

board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short report on past and present uses of software in their company. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 



45 Using business software 
1 Read the text and check the vocabulary. 

In the early days of computers, business software was dominated by office applications, in 

particular word processing, spreadsheets, databases, presentations software and accounting 

software. In addition, there was specialist software in areas like computer-aided design and 

manufacture. The next phase, during the 1990s, saw large companies starting to use software 

packages for areas like corporate finance and financial planning, stock control and some 

human resources functions such as payroll. 
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Now companies need to invest in other types of software. E-business software is needed to 

run a website and take orders. Customer relationship management systems help companies 

to track their sales activities, make customer service more efficient, and plan marketing 

campaigns. Sales staff use it to get customer information over the Internet, and it can also be 

used to improve automation of call centres. Supply chain software tracks the inventory that a 

company holds, allows real-time communication between the company and its suppliers, and 

then automates the process of ordering parts. Collaborative software allows co-workers 

inside a company to share information via the Internet and work on documents and projects 

together in real time from different locations. It can also be used to work with counterparts 

from other companies, for example engineers can talk together about plans and product 

design. And e-learning is an area that could become very important in the future. 

There are also many entirely Web-based services. For example, procurement services allow 

companies to find the cheapest price or the fastest delivery time for a whole range of 

supplies, and logistics services allow shippers and transport companies to bid for jobs and so 

develop the most efficient delivery plan possible. Also, there is an increasing trend for much 

of the software mentioned in the previous paragraphs to move away from company's own 

computers and onto the Internet. 

686° 

Things change quickly in the software industry, but one thing always remains the same. 

You have to pay big consultants’ fees to make it all work. 

2 Write notes about your own company. 

last few years next few years 

changes in my 

business due to 

developments in 

software 

changes in my 

own job due to 

developments 

in software 

procedures for 

evaluating and 

purchasing new 

software 

training, 

maintenance 

and dealing 

with problems 

3 Discuss. 
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46 Cultural values at work 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 
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this framework students compare their own country with another country. Get students to look at the 

options in section 1 carefully. If students choose an interview, it could be in class with a classmate or outside 

the class with a colleague/friend. If it is outside the class, it could be in person or by telephone. 

Another option is that students could choose the United States as the ‘other country’, and fill in that column 

based on their knowledge from films, TV programmes etc. 

1 Prepare. 

Tasks 1, 2 and 3 

1 Get students to read the instructions and check the vocabulary in the table. (See Vocabulary box below.) 

Vocabulary box 
care and formality: this could include holding 

the card with two hands, studying it, asking 

questions, putting it on table during the 

meeting, putting it away carefully in a special 

case etc. 

gestures: movements of the head or hand 

physical contact: this includes arm holding, back 

slapping etc. 

hierarchy: a system in which people are arranged 

into levels according to their importance 

Tips 
There are other cross-cultural issues not included in the table 

for reasons of space. You could also mention the following 

points if students are interested: 

e Meetings — How important is punctuality? How much small 

talk is there before getting down to business? Is respect 

shown for age and company position in a meeting e.g. 

seating, who speaks first and last? How acceptable is 

humour in a business meeting? How acceptable is smoking 

in a meeting? How important is making and circulating a 

written record of the meeting (the minutes)? 

e Gifts — What value? What kind? To an individual or the group? 

2 Get students to choose who to interview. Tip 

If the interviews happen in class e.g. pairs If students fill in the table in section 1 based on their own 
interviewing each other about countries experience, then the framework in section 2 is a follow-up stage. 

they have worked in, allow plenty of time for | |f students do an interview in section 1, then they will complete 

this. Finish all the interviews before moving | section 2 separately, reflecting on the interview. The personal 
on to individual note-writing in section 2. story will be one of their own. 

2 Write notes. 
1 Focus attention on the grids and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language needed or produced. 

Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Adiscussion topic to extend the activity would be ‘How much of our behaviour is due to individual personality, 
and how much to culture?’ Another topic could be ‘When doing business in other countries, should you try to 
behave like the locals, or should you be yourself. How do you get the right balance between the two?’ 

e Students can write a short report on cultural differences at work, or a summary of what they found out from 
the interview. 

e Consider repeating the activity in a later lesson e.g. with a classmate from (or with experience of) another 
country. See page 5. 
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46 Cultural values at work 
1 Prepare. 

1 You are going to compare your country with another country. You can use your own experience, or interview 

someone who knows about business culture in another country. 

The interview could be with: 

e acolleague/friend/classmate who has worked in another country. 

e acolleague/friend/classmate who comes from another country. 

Study the list of habits and customs in the table below. 

Use your experience, or do the interview, to compare the two countries. Complete the empty boxes by writing a 

number from 1 to 5: 

1 for habits and customs that are uncommon or unimportant 

5 for habits and customs that are very common or very important 

My Other 
country country 

Business cards are exchanged with 

care and formality on first meeting. 
| 

Titles like Doctor, Engineer are used ang cif 

to show educational background. 

Colleagues move quickly to first names —— 
after a few meetings. 

Colleagues shake hands every morning eR wl 

in the office. 

People kiss women colleagues on the Ba rs 

cheek. 

Most business people, and all managers, | ine | 

wear formal, well-made clothes. 

Time is spent building a personal |} ——"] Ee 

a et 
relationship before doing business. 

People communicate in an expressive 

way with gestures and physical contact. 

Business culture is based on goals, 

results and short-term profit. 

Hierarchies are flat, with small status 

and salary differences between levels. 

2 Write notes. 

Top managers take most decisions — 

there isn’t much consultation. 

Important decisions are taken outside 

meetings. 

The English language is used in most 

meetings in large companies. 

People interrupt and disagree freely in 

meetings. 

Teamwork and cooperation are highly 

valued. 

Presentations are formal, with little 

audience interaction until the end. 

People discuss business at lunch. 

People socialize with clients outside 

work e.g. golf, going to bars. 

People give gifts to clients. 

Women are treated as equals in 

business, in practice not just in theory. 

Find the biggest differences 

My Other 
country country 
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A personal story about a cross-cultural misunderstanding 

Background: 

What happened: 

Reason for misunderstanding: 

Consequences: 

3 Discuss. 
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ICeamMCeM Cultural awareness: 47 Cultural values in society 

47 Cultural values in society 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

Tips 
e See the Teacher’s notes for framework 46. The option of choosing the United States as the 

‘other country’ and drawing on films, TV programmes etc. is also possible in this framework. 

e This framework is more abstract than framework 46, and is likely to appeal to more 

intellectual students or those with a higher educational level. 

1 Prepare. 

Tasks 1, 2 and 3 

1 Get students to read the instructions and check the vocabulary in the table. (See Vocabulary box below.) 

Vocabulary box 
cultural values: ideas about what is important in life, achievement: succeeding in doing something difficult 

principles, ways of thinking through your own efforts 

destiny: things that will happen in the future cooperative: willing to help 

fatalistic: believing that people cannot change events collectivist: when things are shared or done by all 

objectivity: not being influenced by your own feelings members of the group together 

and opinions loyalty: being faithful to something, supporting something 

subjectivity: being influenced by your own feelings analytical: using a logical method to think about 

and opinions something, especially by looking at all the parts 

competitive: when people try to be more successful separately 

than others holistic: examining the whole of something, not just 

individualistic: doing things your own way, without parts of it 

being influenced by other people 

2 Get students to choose who to interview. If the interviews happen in class e.g. pairs 

interviewing each other about countries they have worked in, allow plenty of time for this. 

Finish all the interviews before moving on to individual note-writing in section 2. 

2 Write notes. Tip 
If students fill in the table in section 1 based on their 

own experience, then the framework in section 2 is a 

follow-up stage. If students do an interview in section 1, 

then they will complete section 2 separately, reflecting on 

the interview. The personal story will be one of their own. 

1 Focus attention on the grids and check the 

vocabulary in the headings. 

2 Circulate while students make notes. Write down 

on a piece of paper any useful language needed 

or produced. Write a few language items of 

general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 
See page 5. 

Extension 

e A further discussion topic might be ‘How can we use this information when doing business in other cultures?’ 

e Students can write a short report on cultural differences in society, or a summary of what they found out from 
the interview. 

e Consider repeating the activity in a later lesson e.g. with a classmate from (or with experience of) another 
country. See page 5. 



4] Cultural values in society 
1 Prepare. 

1 You are going to compare your country with another country. You can use your own experience, or interview 

someone who knows about the culture of another country. 
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The interview could be with: 

e acolleague/friend/classmate who has worked in another country. 

e acolleague/friend/classmate who comes from another country. 

2 Study the list of values and ways of thinking below. 

3 Use your experience, or do the interview, to compare the two countries. 

Write the first letter of the country in the appropriate place on the scales below. 

Control over events 

People believe they make their own | | People are fatalistic and believe events 

destiny and can control events. Cc a ae ee fee are controlled by chance or luck. 

Approach to tasks and time 

People work one task at a time with a single focus. People work on many tasks at the same 

Tasks are completed punctually by following plans... f--hll-b- Ze | time. Tasks have flexible completion times. 

Communication: directness 

Communication is direct. Information exchange Communication is indirect. A lot of 

is simple, clear and verbal. Indirectness is Ml ac a at ml information is unspoken but clear from the 

frustrating and suspicious. situation. Directness is seen as aggressive. 

Communication: relationships 

Communication is impersonal. Facts and figures | Communication is personal. Relationships 

are important. A high degree of objectivity. are important. An emphasis on subjectivity. 

Structure and conflict 

People are comfortable with flexible structures There is a high need for order and rules. 

and unpredictable situations. Disagreement legs ile aie fl el a ia Conflict is threatening. Disagreement with 

with authority is acceptable. authority is rare. 

Individualism and competition 

The culture is competitive and individualistic. The culture is cooperative and collectivist. 

Independence is valued. Achievement and Pal ey en aes Loyalty to the group is valued. The quality 

material success are important. of life and relationships are important. 

Thinking style 

Thinking style is analytical. Problems are broken | | | | | | | | | Thinking style is holistic. A focus on the whole 

down and each piece is treated separately, rhb bi picture and the way the parts are related. 

2 Write notes. 

Key differences between the two countries Values becoming similar due to globalization 

Values resisting change 

Differences in cultural values: a personal story 

3 Discuss. 
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Cultural awareness: 48 Working in another culture 

A8 Working in another culture 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

| CULTURAL AWARENESS 
Tip 

If students chose to do interviews in frameworks 46 and 47, then this 

framework would make a good follow-up in a later lesson. 

1 Prepare. Tip 
Tasks 1 and 2 Ae framework deliberately makes no distinction 

etween national culture and company culture in order to 

make the range of questions and answers as open as 

possible. You may want to mention this distinction at the 

end as an extension to the discussion in section 3. 

1 Get students to read the instructions and check 

the vocabulary in the lists. (See Vocabulary box 

below.) 

Vocabulary box 
trends: tendencies, developments 

taboo: something you should not talk about because people think it is morally 

wrong or embarrassing; taboo topics that typically show a cultural difference 

are talking about salary and talking about sensitive political questions. Some 

topics like religion are taboo for socializing in nearly all cultures. 

2 Get students to write their questions. 

2 Interview the person and make notes on the answers. 
1 Students carry out the interview and make notes on the answers in the right-hand column. 

2 Ifthe interview is in class, circulate while students make notes. Write down on a piece of 

paper any useful language needed or produced. Write a few language items of general 

interest on the board at the end. 

3 Discuss your answers. Compare your own country. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

e Students can write a short summary of what they found out from the interview. 

e Consider repeating the activity in a later lesson e.g. with a classmate from (or with 

experience of) another country. See page 5. 

104 



48 Working in another culture 
1 Prepare. 

1 You are going to interview a business person from another country or someone from 

your own country who has worked abroad. You could: 

e interview a colleague/friend/classmate. 

e interview the person face to face or by telephone. 
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2 Study the list of possible questions about business culture in another country. 

You might think of other questions not on the list. Then look at section 2 below 

and write ten questions you want to ask. 

Economy: government policies about trade/privatization etc.? economic trends (inflation etc.)? 

Company management style: focus on people or results? culture of leadership or delegation? focus on 

individual or team? formal or informal company culture? flat or hierarchical organization structure? 

Working life: times of the working day/week? holidays? is changing jobs/cities common? 

Meetings: decision-making or information sharing? strong chairperson? clear roles? 

Presentations: formal or informal? interaction with the audience? questions at the end? 

Negotiations: fast or slow? direct or indirect style? need to refer to boss for final decision? tactics? 

Socializing: safe topics and taboo topics? gifts when you are invited to someone's house? who pays in the 

bar/restaurant? what kind of humour is common? 

2 Interview the person and make notes on the answers. 

Questions Answers (notes) 

3 Discuss your answers. Compare your own country. 
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ETH eMNChe Recent business news: 49 Discussing news items 

49 Discussing news items 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 
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Tips 
e You may need to bring some newspapers and magazines into class to 

distribute round the group, although students also have the option of just 

choosing a story they know about (with no text). Weekend business 

supplements are particularly good as they tend to analyse rather than just 

report the story. Alternatively, students can find the texts at home. 

e If you are going to let students choose articles from magazines that you 

bring in, they don’t have to choose in class. You can give a whole magazine 

to each student and ask them to choose an article at home. 

e Point out that students can use an article in their own language as a 

source of ideas. This has an advantage in that students have to focus on 

the meaning and can’t copy parts of the original. 

e At the time of writing, The Economist and Financial Times both offer a free 

weekly e-mail news service. Subscription is very easy. You can simply print 

out the text for use in class. 

1 Prepare. 
Establish that students are going to choose and 

then summarize two news items for group 

Tips 
e Encourage different students to use different news 

discussion. They may know some stories without stories. 

any further input needed by the teacher (things e The texts don’t have to be long articles — one-line 

they would talk about normally in their own summaries of the type you get down the side of a 

language), or they may need some texts to give newspaper front page or in an e-mail news service 

them ideas. (See Tips box above.) are fine. 

2 Choose two items of recent business news and write notes. 
1 Focus attention on the grids and check the vocabulary in the headings. 

2 Circulate while students make notes. Write down on a piece of paper any useful language 

needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 
See page 5. 

Extension 

e Students can write a short summary of their news items, or those of their partner. 

e Consider repeating the activity in a later lesson e.g. with a different partner. See page 5. 
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49 Discussing news items 
1 Prepare. 

Here are some places where you can find business news: 

e your own knowledge of what has been happening in the business world 

e articles in English-language newspapers and magazines 

e articles published in your country in your language 

e by e-mail by registering at the websites of well-known newspapers and magazines (usually free) 

2 Choose two items of recent business news and write notes. 

What happened? 

Background information 

Why | chose this story 

What happened? 

Background information 

Why | chose this story 

3 Discuss. 

News item 1 

Implications for the future 

My own opinions 

Questions to other people to find out their opinions 

News item 2 

Implications for the future 

My own opinions 

Questions to other people to find out their opinions 
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Recent business news: 50a Using an authentic text 

50a Using an authentic text 
Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4-5. 

3 Do your students need language support for the discussions? See page 8. 

Tips 
e This framework will involve students working with longer texts and giving a 

more structured summary, unlike framework 49 which is suitable for use 

with no text or with short texts. 

e You can bring some newspapers and magazines into class. Weekend 

business supplements are particularly good. Students can choose an article 

in class, or take a newspaper/magazine and choose at home. 

e Alternatively, students can find texts at home. 

1 Prepare. 

Task 1 

1 This task encourages students to think about their vocabulary Answer 

development strategies when using authentic fers: Get students Type b is: words | know but don’t use. 

to briefly discuss the missing type of vocabulary in b. Elicit answers | 

from the students. (See Answer box opposite.) 

2 Get students to discuss the advantage of focusing on words in group b. 

Elicit answers from the students. (See Possible answers/ideas box below.) 

Possible answers/ideas 
Words in group b are part of the students’ passive Some of the words in group c may be important to learn, 

vocabulary. Focusing on the words will help to activate but many will be difficult, low frequency, journalistic, or 

them, and this is useful and achievable on a short course. __ with cultural references that a student cannot understand. 

Students need to learn to select useful vocabulary. 

Task 2 

Hand out an article to each student or let them 

choose their own. Tip 
Point out that task 5 specifies words and phrases rather 

Tasks 3-6 than just words and introduce or remind students about 

Get students to read the instructions and check word partnerships (collocations) and semi-fixed and fixed 

the vocabulary. expressions. Encourage students to record these and put 

them onto the ideas map as well as single words. 

2 Make an ideas map. 
1 Get students to complete the ideas map, for homework or in class. 

2 Ifin class, circulate while students make notes. Write down on a piece of paper any useful language 
needed or produced. Write a few language items of general interest on the board at the end. 

3 Discuss, now or in the next class. 

Tasks 1 and 2 

1 Which classroom management options will you follow? See pages 4-5. Get students to read the 
instructions and check the vocabulary. 

2 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot Tips 

See page 5. e Pointing to the words as they are spoken gives a strong 
Extension visual/kinesthetic reinforcement. 

e Task 2 can be done immediately, or in another lesson. It Students can try to reconstruct the article using just ‘ Seer 
is a useful aid to fluency and vocabulary acquisition. the ideas map. 



50a Using an authentic text 
1 Prepare. 

1 When you read an authentic text there are three types of vocabulary. What is type b? 

a words I know and can use 

b 

c words I don't know 
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What is the advantage of focusing on words in group b? 

2 Choose an article, or look at the article the teacher gives you. 

For homework or in class 

3 Read the text once or twice for general understanding. 

4 Make an ideas map of the main points in the article. Use the diagram in section 2 and: 

e put one word or a single phrase in the middle box to summarize the article. 

e decide what are the main points in the article (probably there will be three or four) 

and write them as short phrases in ovals 1, 2, 3 and 4. 

e look again at the individual points, opinions, facts and figures in the article and write 

them in your own words at the end of the lines on the ideas map. 

5 Ona separate piece of paper make a list of words and phrases from the article that are in group b 

(vocabulary that you know but don't use actively). Choose the vocabulary carefully — words and phrases 

that you often need. 

6 Now try to include the words and phrases from your list on the ideas map in an appropriate place. You 

may need to extend the map with a few more lines. 

2 Make an ideas map. 

3 Discuss, now or in the next class. 
1 Explain your diagram to a partner. Use a pen to point to words and ideas as you mention them. 

2 Work with a new partner. Turn over your sheet and explain the article again. 
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Recent business news: 50b Using an authentic text 

50b Using an authentic text 
(based on an original idea by Mark Powell) 

Before you start 
1 Are your students interested in this topic? Use the checklist on page 7. 

2 Which classroom management options will you follow? See pages 4—5. 

3 Do your students need language support for the discussions? See page 8. 
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Tips 
e This framework will involve students working with longer texts and giving a 

more structured summary, unlike framework 49 which is suitable for use 

with no text or with short texts. 

e You may need to bring some newspapers and magazines into class to 

distribute round the group. Weekend business supplements are particularly 

good as they tend to analyse rather than just report the story. Alternatively, 

students can find the texts at home. 

e If you are going to let students choose articles from magazines that you 

bring in, they don’t have to choose in class. You can give a whole magazine 

to each student and ask them to choose an article at home. 

1 Prepare for homework. 

Tasks 1-3 

Get students to read the instructions and check the vocabulary. Point out that task 2 

has some phrases to use in the text summary and task 3 encourages students to 

think about their vocabulary development strategies when using authentic texts. 

2 Write your summary. Tips 
e The framework assumes the students will do the writing at home. 

They can do it in class, but it may take up a lot of classtime. 

e If students need more space, they can continue on the back of the sheet. 

Get students to write their summary. 

3 Read your summary out slowly and clearly. Discuss. 
1 Which classroom management options will you follow? See pages 4-5. 

2 Get students to read out their summary and then discuss the content. 

3 Circulate during the discussion. Make a note of good/bad language use. 

Feedback slot 

See page 5. 

Extension 

Students can turn over their sheets and explain the article again to a new 

partner without looking. This can be done straightaway, or in another 

lesson. It is a useful aid to fluency and vocabulary acquisition. 
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90D Using an authentic text 
1 Prepare for homework. 

1 Choose a news article that interests you, in English or your own language. 

Choose something that will interest the other students as well. 

2 Study these sentence beginnings. You will use some in section 2 to write 

a summary of the article in English. 
SM4N SSINISNG LNIIIY 

I was reading this article the other day in ... and it talks about... 

I chose this article because ... 

First of all, the article discusses the question of ... It says that ... According to... 

Next, it talks about... It says that... 

What's the explanation for this? Well, the article suggests that... 

The article finishes by discussing ... It says that... 

What really interested me about the article was... 

What surprised me was... 

So how will all this affect us? Well, it seems that ... However, ... Basically, it all depends on... 

Before I finish I'd like to mention one or two points of my own. I believe that ... In addition, ... Therefore, ... 

So, as we've seen, the article raises an interesting question, namely ... 

Id like to begin the discussion by asking you what you think. 

3 Read these tips for writing your summary. 

e Use mainly your own words when you write. It will sound more natural when you read out your 

summary and you get more practice in English. 

e Avoid trying to understand every word in the text. Many words will not be important to learn. 

e Some words from the text will be useful to practise. In particular, look for words and phrases that you 

recognize and know are important but are unable to use actively when you speak. Practise these 

words by including them in the summary. 

2 Write your summary. 

(Continue on another page if necessary.) 

3 Read out your summary slowly and clearly. Discuss. 
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