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- Introduction

Who is this book for?

Business Vocabulary in Use is designed to help intermediate and upper-intermediate
learners of business English improve their business vocabulary. It is for people
studying English before they start work and for those already working who need
English in their job.

Apart from improving your business vocabulary, the book also helps you to develop
the language needed for important business communication skills.

You can use the book on your own for self-study, or with a teacher in the classroom,
one-to-one or in groups.

How is the book organised?
The book has 66 two-page units.

The first 46 of these units are thematic and look at the vocabulary of business areas such
as people, organisations, production, marketing, finance and business-related economics.

The other 20 units focus on the language of skills you need in business, such as those
for presentations, meetings, telephoning and negotiations.

The left-hand page of each unit explains new words and expressions, and the right-
hand page allows you to check and develop your understanding of them and how
they are used through a series of exercises.

There is cross-referencing between units to show connections between the same word
or similar words used in different contexts.

There is an answer key at the back of the book. Most of the exercises have questions
with only one correct answer. But some of the exercises, including the Over to you
activities at the end of each section (see below), are designed for writing and/or
discussion about yourself and your own organisation.

There is also an index. This lists all the new words and phrases introduced in the
book and gives the unit numbers where they appear. The index also tells you how the
words and expressions are pronounced.

The left-hand page

This page introduces new vocabulary and expressions for each thematic or skills area.
The presentation is divided into a number of sections indicated by letters: A, B, C,
etc, with simple, clear titles.

As well as explanations of vocabulary, there is information about typical word
combinations and the grammar associated with particular vocabulary, for example
the verbs that are typically used with particular nouns.

There are notes on mistakes to avoid, for example:
@ You can’t say that someone is 'a responsible’.
There are also notes about differences between British and American English.

® BrE: CV; AmE: résumé or resume

8 Business Vocabulary in Use



The right-hand page

The exercises on the right-hand page give practice in using the new vocabulary and
expressions presented on the left-hand page. Sometimes the exercises concentrate on
using the words or expressions presented on the left-hand page in context. Other
exercises practise the grammatical forms of items from the left-hand page. Some units
contain diagrams to complete, or crosswords.

‘Over to you' sections

An important feature of Business Vocabulary in Use is the Over to you section at the
end of each unit. There are sometimes alternative Over to you sections, for learners
who are in work and those who are not. The Over to you sections give you the
chance to put into practice the words and expressions in the unit in relation to your
own professional situation, studies or opinions.

Self-study learners can do this section as a written activity.

In the classroom, the Over to you sections can be used as the basis for discussion
with the whole class, or in small groups with a spokesperson for each group
summarising the discussion and its outcome for the class. The teacher can then get
students to look again at the exercises relating to points that have caused difficulty.
Students can follow up by using the Over to you section as a written activity, for
example as homework.

How to use the book for self-study

Find the topic you are looking by referring to the contents page or the index. Read
through the explanations on the left-hand page of the unit. Do the exercises on the
right-hand page. Check your answers in the key. If you have made some mistakes, go
back and look at the explanations and exercise again. Note down important words
and expressions in your notebook.

How to use the book in the classroom

Teachers can choose units that relate to students’ particular needs and interests, for
example areas they have covered in course books, or that have come up in other
activities. Alternatively, lessons can contain a regular vocabulary slot, where students
look systematically at the vocabulary of particular thematic or skills areas.

Students can work on the units in pairs, with the teacher going round the class
assisting and advising. Teachers should get students to think about the logical
process of the exercises, pointing out why one answer is possible and others are not.

We hope you enjoy using this book.

Business Vocabulary in Use



B Work and jobs
What do you do?

To tind our what someone’™ job is you say “What do you do? Here, Kerstin talks abouc her job:

‘| work for a large Curopeast car maker I work on car design. In fact, I un ehe desizam
eparament and I manage a Leam of designers: 20 people work under me. If's very interesting,
One of uy wain cesponsibilities is w make sure tul new model desizis ace lished on Lime.
T'm also in charge of design budoes,

1 deal with a loc af differenc peaple in the company. ’'m responsible for ce ordination berween
desizm and production: [ work with marapgers ar our manalactucing plans,”

Maote:
in charge nf :|r . houn
responsible for werhy + -ing

responsibility + infinitive or -ing
One of my responsibilities is to make sure ...
One of my responsibilit'es is making sure ...

! T cain’l say Frrerespermisbe.

Word combinations with ‘work'

I won werk or have work, vou bave a job. But you doc’t say that someone has s-wesk,
Work s also the place where you do vour job.

Here are somme phrases with “work':
p

g ™
@ Hi. I'm F-anl, Twors in 2 bank in New T T T 3
York City. | leave for work at 7.30 every . The economy is growing fast -
IHOTTUNG. © and more people are in work ﬂ
M ] zoto work by train and subwar. : than ever belure. The percentage &
B ] por oS acove at worlo at abour nine, + of people out of work has fallen i
@ T'm usually at worek 11l six. tor its Towest lovel for 30 yours, ¥
o Luccily, I dan' pecill very much so I'm mar 0 e s on F e e i
\ olrten off work. /.
L P
- . — .
Tl
- ou don’t say, for cxample, ar .
! You don’t say, £ plo, Ermrarthework or Fasomprarheawseds

Types of job and types of work

A full-time job is for the whole of the normal working weel; a part-time job
is for less tme than that.

You say that scuesue works [ull-time ot part-time.
A permanent job does nor finish afrer a fixed perind; 1 temporary job finishes after a fixed period.

You calk about temporary work and peomapent work.

b0 Business Yocahulary in Use



1.1

1.2

1.3

Pierre is talking abour his won k. Crr1ecr what he savs.

I work for a Trench supcemarket company, (13 D work abont the developroent of new
supennarkets, (21 In fact, I rewiring the development department and (3 1 o magge for g
wam looking at the possabilitics in different countres, I0s seey interesting, (1) One of my e
i5 to make sure that new supermarkets open on tne. (5 Pm also choerped with fmancial
reporting. (6} [ deal at 2 lot of ditfercat omganizations o ooy wotk. (78 i respomsifde of
planminmgs projects from start to fimish, (83 Twork cdosely sear our foreiyn partmers, and so 1
rravel a ol

Cornnpdete rhe texr with oue of die prepositions from B opposire.
Rebecca lives in Lomdon and works in public relations. She leaves
home for work at 730 am. She drives (1) acecveen, wirk,
The tratric is ofren had and she waorries abouor gerting

D wiork Lute, bt shie usually arrives

(3] mirereiniminsn i work ar avound nine. She Cmshes work

guree late, at about cighe *Luckily, 'monever 11,7 she saws,

1 could never rake the Ame (4 o w0TKS

She loves whar she doss and is glad 1o be (30

wark, Some of her frierds are not so lucky: they are

Write about cach person nsing words from O apposite, and the wotds m beackets,

The Fril one has been done for vou,

1 I'm Aligia, [ work i a public library i the afreraoens from mea until sisc (b
Viave a pard—tfue ol

2 My hushand warks in an office from ® am to 5.30 pm. (hefaly)

3 4ur davghter works in a Bank fronn cight all Sve cvery day, (shefwrork:

4 I'm David and work in a cae from B pmoantl midnight. (Lwork)

5 My wife works i local government and she can have this job for as long as she
wants it, (shafjob?

& Lur son is working onoa famm for four weeks. (hefoh)

7 4ur daoghter i weorkdng in an office ror three weeks, (shofsork)

Over 4o Hou

If you work .. If you don't work .

What do oy dn? What are you in chasgue Whal sorl ol gl waald you like W di?
uf? What arc ynur responsihitities? Whal reuline would you like to have?
Whal time o you keave Tor work? How

long does it take you La gel Lo work?
What time oo you arvive at work? Do you
take a lot of time off work?

Bresiness Wrcoboiary in Use 1



2 Ways of working
m Old and new ways

T an ollee worker n o insurance compane. 108 a ming-to-live jobs walh
regLlar working hours. The wark isn'T vesy interestng, bnt | like ta ke able 1o
o kome ar a reasonable rime,

We al have to clock inand cock oat cvery dav, In this company, even che managers
ave to, whict is wnsnal!

Mote: Yo also say elock on and clock off,

Pravin compater programmirg. Theres o aystern of Hexitima in my company, which
Mieans we can work when we wanc, witain certain limics. We can start at any
cime sefore eleven, and finish as early as chree, as long as we do enough hours
vach manth. % ideal for my as 1 have oas voung child-en.

I waork in a car plant. Twock i shifts, T may e on the
day shifr ooe weelk and rhe mighr shifr rhe newp week,
Tre ditfignle changing from one shitr o anarer TWhen |
change shifts, | hava problems chanping, ro a -ew
rouring hor s erping and eating.

I'm a cormmercial artist in an advercisiag agengy. |
work ina big cicy, bul | prefer living in the comery, sa
| womrmoute Lo wors every duy, Like thowands of ather
cornrouters, Working from homme using o computer and
the Tnreener is hecoming mn-e and more popolar, wned
the apency is introducing chis: ir's called releworking or
3 . ; telecamnting. Bt 1 like poimgy inca che ottice and
wrkie Clacking ir wisth ing with ather pennalz aroamd me,

m Mice work i you can get it

All these words are nsed in front of Yol and *work';

m sausfying, stimulating, fascinating, exviting: the work is incresong and gives
vou positive fuelings,

m Jull, boring, unmieresting, unstimulaing: the wark is nol inweresting,

B ropetitive, rowtine: the work invelves domg the same chicgs again and agaim.

B tnng, lough, hard, demandiog: the waork s dithoull and makes poa tired.

Mature of work

+ Tl

hurnan conLagl
lewgg homrs

. team work
My work mvalves .

- -ing

salving problems
travalling a lar

dealing with custorrers

12 Busncss ¥ocabulory n Use
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2.1

2.2

Which person (1-3) is most likely to do each of the five things (a—e)?

1
2
3
4
5

n QN oo

A software designer in an Internet company. Has to be in the office.

An office worker in a large, traditional manufacturing company.

A manager in a department store in a large city. Lives in the country.

A construction worker on a building site where work goes on 24 hours a day.
A technical writer for a city computer company. Lives in the country.

work in shifts

work under a flexitime system
telecommute

commute to work

clock on and off at the same time every day

Look at the words and expressions in B and C opposite.
Five people talk about their jobs. Match the jobs (1-5) to the people (a~e)
and put the words in brackets into the correct grammatical forms.

A WN =

-]

accountant

postwoman

flight attendant

software developer

teacher

Obviously, my work involves ............cceeeeriervrvueereenenn (travel) a lot. It can be quite
physically ...ccovveereeieieiceeeen, (tire), but 1 enjoy ..oecveevevevecicceceerieen, (deal) with
customers, except when they become violent. Luckily this doesn’t happen often.

Ilike ............ (work) with figures, but my job is much less .....cocovevrvininiiiinvcnencnne. (bore)
and routine than people think, The wWork ......cccecveveciiiinennnnee. (involve) a lot of human
contact and teamwork, working with other managers.

Of course, it involves getting up quite early in the morning. But I like
..................................... (be) out in the open air. And I get a lot of exercise!

You've got to think in a very logical way. The work can be mentally
..................................... (tire), but it’s very satisfying to write a program that works.

Tlove my job. IS VEIY ..cccvevveeeevvercrieesesnesnnes (stimulate) and not at all

..................................... (repeat): no two days are the same. It’s good to see the children

learn and develop.

Over 4o you

If you work ... If you don't work ...

Do you have a nine-to-five job? What sort of working hours would you
Do you have to clock on and off? Is there like to have if you worked?

a flexitime system in your organization?
Are there people who do shiftwork in
your company?

Would you like to work from home?

Could you do your job working from
home? If so, would you like to?

Business Vocabulary in Use 13



Recruitment and selection
Recruitment

The peocess of finding people for particolar jobs is recruiunenr or, sspecially in
American Fng ish, hiring. Someone who has been recruited is a recruir or, in
American Frglish, a hire, The company emplavs or hives Uwm; they join the
company A company may tecrwil emplevess ditecdy or use cutsids recrmiters,
recruitment agencics or conplovment agencies. Cuiside specialists called
headhunters may be called on e headhont people for very impotrant jobs,
perapading then to leave the organeeaons they alteady worle for This progess is
cal.ed headhunting,

m Applying for a job

Fred s a van driver, bot e was fod up wich long wips. He locsked in the sitmations
vacant pages of his local newspapet. where a local supermarker was advertising
for van drivers for 4 new delivery service, He applied for the job by complering an
applicarion o and sending i .

Harry is a building engineer. Fle saw a jon in the appeintments pages of one of the
witional papers, He made an application, sending in los O {wirmalum vitae -
e “story’ of his warking lifet and a covering letter explaining why he wanted the
jolk and why he way the righr person for i

Mole: Situation, post and position are formal words Bre: CW; Amk: résumeé oF résuime
often asedl in ol advertizements and applicat ons. BrL: covering letter: AmL: cover letter

Selection pracedures

Phagmiar Schimidt i the head of reenukment al 2 Ceeman
colecomimunications company, She walks abou the
sclection process, the methods that the company uses

o recrait people:

W advertise monational newspapers. We look at the
backgrounds of applicants: theie experience of differcnt
pobs and rheir cducacional qualificagons. We don't ask
{or handwitlen lettars of application as peophe wsualky
apphy by email; handwriting analysis belongs to the
15th century.

We inmwite the most mteresing candidates 1o a group
discussion. Then we have mdivicual imenaews with
cach candidate, Wi also ask the candidates 1o do
written pyvehometnc tesls to assess their intellinenece
and personality., A oo irtenvicw

Afrer (s, we shortlist chree or four condidates, We chock thear relerences by
writing o their refirees: proviony employers or teachers that candidates hoeee
mamed in their appleations, I the references are OK, we ask the candidares to
come pack For more intervicws. Finally, we olfer the jab to someane, and if they
turn it down we have to think again, It they accept it, we e them, We only
appaoint somennc if we Aind the right pecson.’

4 Businoss ¥ocabulary i ke



3.1 Complete the crossword. Use appropriowe forms of words foom A, B oand © opposice,

L — Acxosy Dowrn
- 5 | phoned o ckeck on my 1and 2 T hoge she e,
applicaciom, but cthey said becanse if she v,
thev'd altendy v the job, we'll have o start
SOEMEOe,. [ loaking apain. {(7.5,4)
E a1 "Uhis joh is so o miportant, | 3 Thar last applicant was vety
think we need to . strong, bue | understand
snrienne. (8) he™s had owa ather
If B The selecion process has e alczady (8}
lasred three manchs. but 4 They'we finally v, il
WIETE PO IR T e . NEW receprionist. |5
] s exl week. (7 7 Calmnpuler progea mimers

wanted. Omly those with
L0 I3 expericowe should
LY

3.2  Now divice dhe words in 31 Into bao gronps:
1 whar a company persaonnel departiment does,
2 what a person looking for work dees.

3.3 Replace the undechined phrases wirth correct forms of words and cxpressions
from A, B and { apposite.

Fred had already {11 refused 1wo job offers when he wen) ot {2] a disgussion 1o
seg b e was suitalle for the juh, They looked ac his driving Llicence and centacnad

i3 previous employers Fred had mentioned in his apgplicaton, & fewr days laer,

the supermarket (4) asked him if he would lilke the joly and Froed (5) zaid wes.

Harey didn't hear anyrhing for six weeks, so he phoned (he company, Thev cald
Lim that they had received a lot of (6 reguests Sor che job. Afier lookong st e

(71 Lk gieties of the (BY people asking [or 1he job and Jooking ar (9] whar evarns
they had passed during cheir edugation, che company (11} had chosen six secple

Lt inserview, done wsis on theit personaliny and_intelligenee ad they had then
given cowenne the jaly.

Over o Hou

IF you work . . If you don't work ..

How did you get your joh? Was it Hawve you applied for any johs? Were you

adverbiseds Were ynu interviewed tor 1t? interviewed? How did it gn? What's the

Was the selection prcess very long? nsual provess for getting your firsl job in
your counlry?

Business Vocabulery in tse 15



m Skills and qualifications

Graduates

Education and training

Margareta: The trouble with graduates, people who’ve just left university,
is that their paper qualifications are good, but they have no work
experience. They just don’t know how business works.

Nils: I disagree. Education should teach people how to think, not prepare
them for a particular job. One of last year’s recruits had graduated from
Oxford in philosophy and she’s doing very well!

Margareta: Philosophy’s an interesting subject, but for our company, it’s
more useful if you train as a scientist and qualify as a biologist or chemist
— training for a specific job is better.

Nils: Yes, but we don’t just need scientists. We also need good managers,

In AmE, you also say that
someone graduates from high
school (the school that people
usually leave when they are 18).

which we can achieve through in-house training courses within the
company. You know we have put a lot of money into management
development and management training because they are very important.
You need to have some management experience for that. It’s not the sort
of thing you can learn when you’re 20!

Skilled and unskilled

A skill is the ability to do something well, especially because you have learned how to
do it and practised it.

Jobs, and the people who do them, can be described as:

highly skilled skilled semi-skilled unskilled
(e.g. car designer) (e.g. car production manager) (e.g. taxi driver) (e.g. car cleaner)

You can say that someone is:

+ noun
customer care .
, You can also say that someone is:
electronics
computers
skilled at, computer software pute
or skilled in ... + -ing good with ... figures
cati people

communicating

using PCs

working with large groups

The right person

These words are often used in job advertisements. Companies look for people who are:
self-starters, proactive, self-motivated, or self-driven: good at working on their own.
methodical, systematic and organized: can work in a planned, orderly way.
computer-literate: good with computers.

numerate: good with numbers.

motivated: very keen to do well in their job.

talented: naturally very good at what they do.

team players: people who work well with other people.



4.1

4.2

4.3

Cowrect theca sentences shour Ravi, using weords from & aoposite.

Cine word is wrong i1 each ieon.

1 AL LS, Ravi decded v stay in fulltime gedaiag and went 1o umbai
Ulnivers: Ly,

2 Baavi gerafiffed theee years larer with a depree in plulosophy
ard politics,

3 He et for 5 while, bul didon’y like ir. He decided ro edueare ag an
DECAUNLAN; AL evening clisses,

4 He qaalitied for an accournant and joined a hig acarsmtanay rirm in its
hAumbai affice.

E When he started, he reeded o develop other slells, which wonld come
through cxperinents.

B He received waanagers training to help lum develop these skells,

Are chewe jobs generally considered to be ligaly skilled, skilled, sermu-skilled,
of unskilled? Fzch expreassion iz used mvice,

I wacher 5 office clearer

2 hram surgeon & labonrer (snnerne doirp basic work on a buildivge sire)
3 car worker an i production iy F bus driver

4 zirlne pilec B office manager

Complete these exiracts fram ol adverrizoments asing words fram O oppaosite,

You'll feedto be.. . . . .... .. .a3s : 4 - Wi need jornalists
wou'll e working on fimancial budgsts, " wlut mre wiry ol Al their jots and
T e CEXLEREly - Lo Jid
TR . it as rich as they can.
. As part of our sales team, you'll be - Co S
wonlding independently, so you hawve
ta beself- —— .o and ° vou Il be rescarching develapments on the
sclf - i £ Inzornet, soyou have o e o oo - — - - -
S Yo nmmstbe - - — - o - .
g e e S ahaler 1or wiark on wour oen inilitive, and o
SAeen ook ng for somecse who can : ———m ., Bul as part ol u lewra
vk on Ler projecls al once. You rsual _5 ol researchers, you need o be agood - — -
e

Over 4o you

If you work ... . If you don't work .

Whal sorl ol people ducs your Does vour educational institution prepare
organizalivn look fur in its recraitment? people for specific jobs?
What sort of person are you?

Rusiness Vorabukiy e Lss 17



Pay and benefits
m Wages, salary and benefiis

~

,/ T Ivan wnd Twork as uowaiter in Pragoe. | like S

e e Luiei and I'm o hoel T my jol cven if T don't earn vory much: T el paid
i My "ﬂ‘fm‘l:r Luigi and | m,; m"-"; 1 wages cvery week by the restanrant, We get the
manager in Yerice, [ el paid a salary niimimam wage: 1he Lowest gmoun: allowed by

gwery month. In summer we'te very

lawe Lot wo alses ger tips, money char cnscomers
by, s we work a lot of exira hours,

o leave for we in addition e the Bl Some ooearists

or overtime: Lthe money For this is qnuire ! | Are very feneiaust !
eoad. Working in g hotel, we also ger | ~— _ N A
K - - E— Y
', mice purks, for example free mealst ‘,/
— '\\ I.Ir -~
R

o Catherine and P saleswoman based in Faris, [ get a _H\'-
basic salary, plus commission: a percentase on everyching I sell,
[f [ wcll more than a partcular amoant inoa year, [ also ger
~ EXIra money — a bomas, which is wice. There ate some pood
. Finge benetits with this joh. [ ger a company car, and they
\l maks payments for my peosion, money that Il get regularly
afrer I stap working. All thal makes o good benefits package.
o .

m Compensation 1

- —_— v e— —

~ T - o ) . ™
/ My name’ Alai I'maspecialist in pay and benefits, Compensation and )

remunctation are formal weords nsed ro talk abouwt pay and henefits,
especially Chose of senior managers, Cotnpensation package and remuneration
package ure ased especially in the US o calk about all the puy and Denetics
that etployees receive, For o senios executive, this mav include share options —
(BrE) or stock oprions (AmEn the right ro buy the company™ shares at low
prices. [See Unir 381 There may be performance-related bonmses it the
. manager reaches parcicular ohjectives “ar the company, i

Compensation 2

Compensation is also wacd to talk ahout
maoney ard other bonefits that a senior
manager o any cmplover] wecives if they
arc forced to leave the organization, perhaps
after 2 boardroom row, Tlus woney s 1u the
form of 4 cumpensation payisul, o1
severance payoent [ the neooger also
recelves benelies, the paymem aod e
Lenelits lonn a severauce package.

In Britain, executives with very h:gh pay and
good ensfits may 2e referred to as fat cats,
implying that they do not deserve chis level of
remuneration.
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.1  Xavier and Yvonne are talking ahour Xaviers now job as a phomocopoer salesman,
Cromplete the conversation, vsing words from A apposite,
1 X: [ ger paid cvery month,
¥: 1 see, Yoo gt A salery |, NO0 Wages.
2 %: [usually bave to work lare: T don get paid for iz, bat | ger a pereetage lor every
phomacopier Tsell,
e Sooyou dan't mer o Lo o doper o . That gaod.
3 3 The people n produc oI 2et 8 e il they reach their wa-gats,
: Oh dght. They pet an extra pavment for prodacing a cortun amounl.
4 X: The company pavs fir medical treatment too, and the company restanram 15 fanastic,
N TUW ! THE s ivis e reer crrriririieis e rnsreinsens sl veLy nive,
5 3G AN they e EIVCIITIE 8 vvvviveieieicieieims sre i sesesesnrnsaranas tr g ang visit clients,
¥: Sr venl don't have oo hoy a car, then.
G % Wlaat's more, the connpany pavs in mamey Tor us w sl wlen we don'oworlk any more,
¥ Yew, 1005 imiportant 10 gt @ oo e .
7 XK The motal v s, is brilliant.
i Yes, all thar extra stuff is really worth bhaving,
5.2 Which cyprossions from B and O apposice conld be uscd w0 continue vach of these

' "FAILED AIRLINE BOSS
' GETS. MASSIVE PAYOUT

NCWEPAPCY CXIracts !

MLUGATFONLECLEO GETS £10 MILLICN
‘THANK YOU' AFTER TAKEOVER

SIW*JJUHUS are dngry. Ukt duspite very 3 The dircetors of Mogafeome, | lion G oepeliadeg Cie coa-
IJU'Ul' l'E:Ll-llS ﬂhﬁht? ﬂlflulf?ﬁ‘ CEO, Mr Rolr : the worlds Lugest molale | panys taleoer ot
Hﬂl’lﬂlﬂ. ki lhd\'lflﬂ with £3 nuillion L Ly !'_ ! phis: romparyg wekenday i pinnsmurne The direom
|mckel Thiey saiy it i ridicwlous o reward” pvated o omwe Mr Chis | ooctermed o dusesa
tldd DLI[LIL‘IHHI]U‘., wilh lh.lE gart ol .. e Laaderruan, its chicl ey,

' L a special pagmene o L1 m:l- e i

{2 p: Jggib]f! exprf.'isinn s:}

- — s {1 possible cepression)

4

' ANGRY SHAREHOLDERS

I wus bdday revienled Lhat Wr Clarl Lang, head of
cursumer foods giant Mullilever, cams o basic
sulary of $22 million wath slock opiions poteatially
¢ 1 worth un sdditional 510 millinn, Cther payiments

: hnng Lo "S-H m|J_lj<}]1 hix Lokl

pn-:-hl*.-le c‘\l_‘-reiSmﬁb'l

Over 4o Hou "ﬁ-

MULTILEVER'S EXECUTIVE PAY :

[}o you think top executives are too highly paid? Or do they deservc what they earn?

- ATTACK EXECUTIVE PAY ;I

t National Urery’s sharchollets vesterday ctacked the |

direcion of the conepary e paying ensehes o

S oonoele Profis foll by 30 pes vent last vear. but directors

are being paic 30 per cent more. *1hey should be paid

EH | wel |t:x.;-.,' HHj_Il ane &ledrel :t'r]l't:r. Tl pt:uph— i

LodIE .

TLa e DL e R T PR T

§ ] puxa.hk Eh]ﬁrewnn}
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.ﬂ People and workplaces

Employees and management

TR T BT T

SUJIErwisnr han Haor |
1 /

& abionr

—

hi: peopee whis work for a compary, all the seople on i payrell, are its cooployees, personnel,
staff, workers or worldforee. B these words can mean just the people carrving onre che work of
a company, rather than those leadine it and arganiving ic the management.

Mule: Workforer, work=foree oo work foree are all poesilale

m Management and administration

A company s activities mav be spread over differanc sices,

A conpany's cnst seniot managers usaally weords i its head
office ar headguarters (HOL Seme managers have their own
mndividual offices. bat in many businesses, most em plovees
witk in open-plan offices: larpe ateas where many peopls
work raperher. Administracion ar, infoemally, admin, the
evervday work Sapporing a com nanys activirice, iv often
dome in offices like these by administrative statf o supporc
staff. For example, chose giving echnical help to bavers of
the commany’s products are in technical suppaort,

Lakaur

Iahour s spolled labor in AmE. Labor unions, organizarions defonding the interests of workers
iAmE] are called trade wnions in Bk

Al apon-plan ottt cc

When workers are mot liappy with pay or conditions, they may lake indusiial acdon:
m a strike, stoppage or walk-out: workers stop working for a rime,
B o po-slow: workers conatinue to work, bat wore slowly chan wenal.
B uu overlimwe ban: workers reluse o work moree than the nonnal number of bows.

m FPersonnel and human resourecs

In larger organ:zations Lkeve is 2 homan resoweees deparomentt (HRDYY that deals with par,
recraitmei, cle. ' This area is called human resources (HILY or human resource moanagement
THEM]. Another name for this department is e personnel depariment.

20 Busiress Vocmhulary in Lise



G.1

6.2

Tk ar A, B and O opposite wa ol the wasweers o die crosswisd,

& (raoss

2 and 17 Office woa-kers
ray weat this, (5,60

3 Al e people worko
Lot a caompany, (3

e wtrhes L
their hands. (4]

# When poople srop
warldng to protest. 6]

10 O ol the people
workimg fur an
omganizzLon. (3]

11 Crocasioms when workers
stop working T profost:
walk-. ol 4

13 Another narae for the
human resanrees
depariment. {4

14 TWorkers seen as o
oromnp, ih)

14 and 15 down Vacous
Forms oof procest at
work. (10,5

=
—_—
—_—
:

—

Iywn
T Lveryone working for a
company is on this. (7]

2 Faervomu, o cveTyoll excvpt

LU Mamagers, {59

3 Thuese are trace o Lae UK aul

Lalwor in the T, 63
and 17 across danual

N5

workers mav wedr thos, (.60

85 The place inoa tactory where
the proddaction lines are, (4, 5.
9 When people stop work Lo
complain abour somethiog, (8
16 aml 12 When worlers
intentivmnalle produce less.
(2,345

Sanuel Ol is e Doailer of o Spznish compuer sales congpany, Whe the words in
Boand I oppasite w comslets whiat he says abou i

Tiounded Computadocas Creasivas 20 vears ago, We started with a small

il __

in Madad, Oar {27

_ _sdar {3

is still here, bt now wae have sices all over Spain, with aboor 300 emplovess. Many

of the affces ars [4)
()

Over 4o You

_-_ _ _ _revervone works wgeiher, [oow manegers 1o
_ as well as people selling over che phone, and

giving help zo custnmers over the phone.

Think ahout the company you work For or one you would like to work for,

Where is its head offiec? How many sites does the company have? How many employees?
[s il betler to haee cveryone onoone site or to have different sites with aifferent
activities? Do people have their nwn offices ar are there ppen-plan offices?

Which type do you f weuld you profer foowiork inT

Business Vacataiary it Lise zl



The career ladder
A job for life

Many people used to work for the same organization until they reached retirement: the age at
which people retire, or end their working life. Career paths were clear: you could work your way
up the career ladder, getting promotion to jobs that were more senior, with greater responsibility.
You would probably not be demoted: moved to a less senior job.

To leave the company, you could resign or hand in your notice.

m A jOb for now Modco before

Modco has downsized and *

delayered. The number of kl‘*k *'zﬁz
management levels in the company — T . —
hierarchy has been reduced from ﬁé’?* fﬁ *im ‘muﬁ

five to three, and many managers Akk%k k‘ﬁ:ﬁ‘i‘ k‘;{‘lﬁ‘i“ ‘ﬁ‘kl‘ﬁ*ﬁ ' ki’l*ﬁ

have lost their jobs. Modco has , : | : : ,
reorganized and restructured in RRARR REARR KARRR RARRR ARRER RAR
order to become flatter (with fewer
layers of management) and leaner

Modco after

(with fewer, more productive '

employees). ~e

They did this to reduce costs, and — L r : -
increase efficiency and profits. RAR it AR fR%
Employees said the company used > < T —~— —

words like ‘restructure’ to make

the situation sound positive and | kA%RA  ARAER  FARAR  RERER  AGRER  BARS

acceptable.

In-house staff or freelancers?

Modco has outsourced many jobs previously done by in-house personnel: outside companies
clean the offices, transport goods and collect money from customers. This allows Modco to
concentrate on its main business activities. Modco uses more freelancers, independent people
who may work for several different companies, and they employ people for short periods on
temporary contracts. Modco expects flexibility, with people moving to different jobs when
necessary, but for many employees, this means job insecurity, the feeling that they may not be
in their job for long. The way that they are doing their job is discussed at performance reviews:
regular meetings with their manager.

Note: You say freelancers or freelances.

m Losing your job

If you do something wrong, you are ... If you’ve done nothing wrong, you are ...
@ dismissed m laid off

m fired ® made redundant

m sacked m offered early retirement

& terminated

Employees who are made redundant may get advice about finding another job,
retraining, etc. This is called outplacement advice.

22 Business Yocabulary in Use



Cornplete the tables with forms of words from A, B and O oppouars,
Yo may wash to sefer rooa diodonary.,

M Noun fuljective
rering : senionity

demodon freelance

lay-off redumdancy
dismiss A re
turmicate flexible

March Vze sentence beminmgs (1-3) to che correct eadings fa—). The sentonces all contain
words from A and B opposie,

1 Career paths aran’t whar they used o be; 3 and they will e replaced by temyparary

? He worked his way up from WO SETS.

3 The nsw management have delavered the b companies won' take care of us for life
SOATIPALTY, ALY ITre,

4 e used to do printing Tn-louse, ¢ b now we outsouzce ir,

5 Workers are atraid cheir organdzations will  d tacrory worleer to factonr manager,
b donamyized v reducirg five managermert levels o three,

Carla ustd o work for an Italian magazine poblishing company, S7e talks ahoor how she
Tt her joh. Choose the correct form of the words ir brackers to complere the rexr,

Edizione Fenice is a big magazine publishing company, and
a very nhice company to wark for. T was directar of a magazine
called Casa e Giardino,

Thern, Fenice was buught oy arinternaziznal pulishirg grou, e had to

hzye reqular performance (11 o, reviewreviews reviewer) with
ore of the new managers. After a few moenths they started Fzylng staff
(21 ciseceeee o [afRfonfouty, Dur cwn Journalists were pLt on ternporary E
5] [ [eontractsfmentractuzaltsonteactingy o replaced iy -
P4 (freelpacerfreelancersSreel anced).
Taen hey sTartet (5 e, [lzidflyinaflawingd off more senior people like me, The mew '
awners sard they wanted ta make the compary (B ... {fiatfflatterflattens and
0 I ilearfleantleanst). So T was made (81 .
tredundantfredundanciesfredundancy ). They offered te help me to find anather job with
() e tputplacementfo g lacedioutplacingy advice, bot T refused.
e R i o A U L E RN VLR PR

B T R e L W T CENE N

Over to you
IT yuu wark .. If you don't work .

Do you have perfortnance revivws? What Would you prefer a job Tur life or a mare

are the advantages and disadvaniages? {lexible carcoer? Would you like reqular
Has your arganization been restruclurcd? performaney reviews?
What as of the business does your

cnmpany outsourre?

Bursiness Vocobulory in Use 11
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Problems at work

Health and safety

Llere are sutmwe health amld safety issues tor people ar woerl.

R T

g Lermoeralare I pasaive orepesidve slrain d langerous ¢ haza-doas
SFARCing irsuny o RS MG TiRery subsTanees

Al these things contrizuie 1o bad worlung environment, 'Lhe govemniens sends
officials called healh and safely mspectors (o make sure thar factories and otfices
e safe places ro wiowk. They check whal comparues are doimg about things lilke

: EXITE
:
First aid B :
g hest'ng sl h <irss gid i ficc peecoations

dir-rnrd-tioning

Bultying and harassment
If someone such as a manager bullics an cuaployee, they use theit position of power
tiv hurt ur dhreaten them, tor example vorbally, Someone whe does this s a bully.

Sexval harassment is when an cmployee bebaves sexually towards another i a
wiy thar they find vuweleome and unacceprable, The relared vorb is harass.,

Discrimination
If peaple are freared differently from others man unfair way, they are discriminarc-
el agamst,

It a wowman ig gnfairly wearad jusc because she is 4 woran, she is 2 wicoim of sex
discrimination. In many arganizalions, women cotplain abaour the glass ceiling
char allowws thent o get tooa particular level bur no fuecher.

If someore s treaced wntaie'y because of theor race, chey are o victio ol radal dis-
crimimation or racisny. L3ftensive remarks abon somcone’s race are rocist anl the
porson making them is a rackst,

It the 1%, affirmative action is when help s given m education and emplovment e
croups who were previcously discriminated against, In Britain, affirmarive action is
ko as &qual ﬂp‘pﬂl’ﬂ.l].‘lilil.‘!ﬁ.

Some companies have a digniny ar work policy covering all the issues duseribd

in Bard (.

Business Wacatrulary e Llse
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8.1

8.2

mlatch the employees” complaing (1-61 o the health and safery issues (a-1) in A opposite.

1 77 My doctor says fhure's something ™, 4 Mhere’s wil this wuste Irffrer Dul thove v

| terormg weith am fwmg, beet e mever | x i Jive e tinpuinbers m I}JE ;}mhfl.ﬂg -
o swoke 4. Y ! e
2 ’ﬁf dir a fot of data eatey, and Uiee stavted T J;f The coptainers are feaking - une e "~,|
\\gﬂfn‘ng Feally bued pains fa o rerists, s 7 'I.L\..-:*?f_ll;l',‘_[-:‘l'_,l.l'!'[.i is zofy 10 get erd Baras Y
5 Ea

3 SIPe either too cold ardd son Frevse, or & ¢ There are no safely giards on the -\'.
\ oo bar and see ali .i'ﬂﬂ asleep. . oachineg; you could easify yet yvonr

Lot and e \_ hand {;r‘r:ugbi’. ----- /

Cuomnplere these bieadbines wnl arlicles with dse correct Zorn of words from Boand O roposioe.
One expoession 15 nsed Dwice,
.
OFFICE MANACER ¢ SHOP MA‘\IAGERESS
ACCUSED OF . | AR CASFE

A claching shep's halt-Eornaese

A conuik beard hday how an office worler was alvoost C maAnareres, 24 -paarald Marcn

driven bo sicide by 2 bullving office menaeer. James & LTy, claferes e Dees continal by

Blenkinsap, 27, told how boss Nigel Kemp ¢ AL v FRMATRY, 1 macked her
. . . . . S - i p- v [ —— . -

viehraizod hivo by shooating st hine, eritivizing s from her £110 & weei job whenshz .
vk iu froot of etien, kadug ap bis work and ofjreirl Shit claims That rae company

work _ . & Hp v ! . thar owny the shop has rack Y e

tellings biian to do it again . e e againeLber .

ey E e e R

NATII]HAL RESTAUHANT CHAIN

(FACES ... ... CLANS © ° ©  __ agouskED
1 Four waitresses _-:laim They wers |'ep&a:ed]}' ....... - AT TEKAS LAW SCHUOL

+ by male howsts ma brunch of a well-known paticol

! pestanrant chain, Al four waitesses said fhey were - A court mede afffrmative action at fhe
¢ anhjecred to sexist remarks ar the restawrant ...~ University of Toxas law school illegal last
: T e e e T Loyear, and supporters of

ce S e .- . sy it has boen 'a dlﬁaﬁtr‘r Iﬂst ynur 1hL
g . law school adrmitted a cfass that was 5.9

Ja pane se women b reak . per cent black and 6.3 par cent ispanic.
4 “hiz year tire tlack percentage stands at

thraugh FEJFAIFESFAr EEFESFENINAXE If: D?and_tl"lEHISpElnlcalEE.

Macmi Tanaka, 23, last yeor zlarled working on the

Tokye Bleok Excranoe as a lrades She cormplaired . o aEL et et Rl et A
aouz .- e and s3id she dic not wantte o
L s ‘el niler ady’ andwering phones and serving lea 5

at o Jaoanese dank. Instead she pot a jak ns o tracer -
at Parihas, a French firm .,

Over 4o You

What are the main hral’rh and safety issues in your jub, or a jub that yow would like Lo do?
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E Managers, executives and directors

m Managers and executives: UK

4

Fun gnd Sun Holidays raanagement organigram

. - X chairman/chairwnoman I
| rlﬂll—t:(f:tufl_'nf'.li-‘nﬂ.lr'f‘ﬂf'r_ip l ;;hirf :;'xu{_'utiw_‘,l'm'mﬂqing dircetor :
.\.\, :.;-}_--.wmn-_:g_—:_\f__:::— — .
SCAIE CxCeltives ! chief ﬁnanclal rnarkelrnq human resources |[f IT F| research
top executives / vificer/Timance director | dlrf:tLDr 5' dircolor | director || director
exeeutive direclors _ SN I SUNENESE 1 IS
! l._
middle managers arrounts d: pdrtmenl 1-..-1I{ 5 , CUSTOMEr Services
munagrr . manager [, manager

L L I by A ECE e _""""|||- ST A e T =ETTTTT :

HHE managers {i1 travel agency branchest

AL 1w e T i A e R T i i T DL I L

All the direciors togethes are the board. "Uhey meer in the boardroom,
Non-exequove dircerers are non managers of the comnpany: they are oursidess, often direcrors of
other companics who have particular konowledge of the indwstey or of particular areas.

"Uhe mrarketing dircctor i che head of markenng, the T dircctor is the head of TT, ere. These
people head or head up cheir departments. Inlormally, the head of an activity, a department oz
an orgamedlion is s boss,

An exacntive o, nformalhy an exec, 15 wenally 2 manager at quute a high level (for example, a
sehior execntive). Bul fexecutive’ can be need in orther contests e supgest oeury, as in
fespoutive conch” and ‘execurive home?, even for thinps that are not acmally sed by cxeontives,

Managers and executives: US

’ president i
chief executive officer (CED) oo on-executive dircctors
chief nperating officer (CDD) b e e v e
I S CRITEE e o s L P != ETE———— "‘_?_'_rﬁ':
| chief finaneial officer (CRO) i ) ) )
vice president [VF] marketing ¢ senipr cxeeutives f tnp executives f
vice president [VE] human resources - exeeutive directors

wice president [¥F) research

PR

I rhe U4, che cop posirion may he chae of chairman, chaimwomun or president.

Thiz job i otten combined with the posidon of chicf execwive officer or CEO.

somne conmpanics have a chicf operadng offcer to ke care of e day-to-day

runming of the company. The finasnce direcror may be called the chief finaocdal officer,

lit the US, sendor managers in chazge of parteular azeas are often called vice presidenes (Vs

Suzireesy Yocabwlary f Uhe



4.7  T.ookal the managers listed in A opposite, BMawch cuch sk {1-61 1 the monager most
likel o e cespomsilile for dofng L.

1 Moot with advertising agency to discuss now advertisements far the company's halidavs.
2 Study possible new holiday desrinaiaors in dezil.

3 Sce the reacatch director (o discass new haliday deslinacions,

4 {lontact newspapors to advertise new jobs,

& beal wich complaints from customers.

G Discuss sales figo-cs with sales coam,

9.2 Who's who oo this company hoard? Laok at I3 nppociie ard complere the diagram.

e - ' N T . ) L .

S My names Monrebello and D'im presdenr and CEO. We have some excellenr people an y
o board. including wwo who are na wealved in the day-1a-day renmmyg of the company:

* o and Jonwes,

X )

R --"""’
2
4 My paraes Sl aod ics oy job s ook aller the accounts and halance the Ioaks. ™,
1 work closely witl Chang and Rabweres, as ey well me wlhol cheir depariments need oo
. marketing aod researcl aod T alloca o denn an annal badpe. 7
— - — - — — —_— —_ -

- —
-l

. . - o
{ My name’s Mrawes and | heod vp personnel, on ehe same ovel m ot company as Chane

nt\_h;u.'ﬂin!&:':rl-;. p
)
- _ _ . L _ L . I
IR i
. _ _ ) ! har —i e v dires e E . i
tomb2 vl lf l l i
: - : ’ |
R I — |

Over to Hou

if wiou work . If you don't work ...

Dhriawe an organigram of your organization. Whe arc the most famous bosscs in your
country? Which companics do they head?

Bursiness Vocabulary we Use 7
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Businesspeople and business leaders

Businesspeople and enlreprencurs

A husinessman, husinesswoman o bosinessperson is someone whao works in
their o husiness or as a manager in an organization.

Mo.e: The plieml of businespersan is businesspeople. Businessperson and husitesspeaple
cur also be spelled & twn woids: business person, business peaple,

A entreprenenr is somuone wha starts or founds or establishes thair own
company. Somecne who starrs a coimpany is its foonder. &n encreprencnr may
[owirdd & series of companies or start-ops. Entreprenceurial i used in a positiva
way 1o cescribe the visk-taking penale whe do this, and their activities. Some
entreprencirs leave the corapanies they found, perhaps going on o found more
companies. Others may stay oo devebop and goow ther businesses.

Motz Found is a regular verb, Past tense and past participle: Founded,

Establishment czn also drscribe an action (e, the eslablishmert of @ suctessfil
biysiness was his main aim in life).

Sarme Engglishe speakers Lelieve 11 s met vorrerl B use qrow &s a rans Live werb i s
conlexl,

Leaders and leadership
A Lerpe company mainly ovened Iy ome person or tamily is a business empinc.
Successtul businesspeople. cspecially haads of lavge orgenizations, arc business
leadars o1, i journalistic tornis, captains of mdostry.

There s a Tot of dscwssion about whether peeple like this are bom

proporty
with leadership skills, or whether such skills cen be carued. -

Magnates, moguls and tyeoons

Peopls in charge of bag business covpires may be elermed to, cspecially

by journaists, as magnales, moguls or gycoons, Thoese words often

oecur it combinstions such as these:
mudia
press

;Jﬂﬁpping }

magivare

movie
~ imedia gl
: shipping

property } C¥o0
. software o

stz |

Businese Voeabulory in Lse



10,1 Ve wonds from A and B appeosite to compleie ris text.
_______________ is, of course, the Inbermet. Take
John Tace, “Afrer un enpinecrmg deeree 3t Sianford and an MBA ar Hareured, T weoclked tora
while g covpuoter gaes company. But D alwaes fole 1 owas an {20
kisd af o, In 1997 13 _ _

cars und so on. [ oomed monsy (or mvestrment o the (4 0 - _ _ (rom friends”

_____ an [ncerner siie for cheap travel: Hights, hotels, rensing
Mo the st Tas OG0 costomers, aud Thce s veey ich, with a hig aparrment in Banhartan
arted o Desase i the Bahamas, 1 dom’t wart v sell the company,” be savs, e had offers from
some big companics, but Lwant to stay independent, | want to (3 _ the Lusiness anl oo
chinas my woay.

Linlike miany entrepreneurs, Tihink [ have the (6) _ _ _ sbiills to lezd and inwpire a

"

large organization, 1 can see the day when U in charge of o lorge busimess 177

10,2 Who are {or were) thise Limous businesspeople?
User the expresaacns i C opposite 1o doescribe e,

a Rando ph Hearst s Ceo ety o, € Huport Murdack
1863 1951) b r'-.d:-d','Ll‘.-hl a0n A buart b, 1931]
dacoon [k 1857

d Aristotlc {nassis e Paul Goory f Conald Trump
(1= 1L [1HIT-15TE) [h. 1548)

Over +o You

¢

Who are your country's mast famaus entreprencurs? What are they famous for?

In ywour opinion, ane business leaders born or made?

Butiness Vocabulary in Lise 19
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Business and businesses

Business is the activity of producing, buying and selling goods and services. A business,
company, firm or more formally, a concern, sells goods or services. Large companies
considered together are referred to as big business.

A company may be called an enterprise, especially to emphasize its risk-taking nature.

Businesses vary in size, from the self-employed person working alone, through the small or
medium enterprise (SME) to the large multinational with activities in several countries.

A large company, especially in the US, is a corporation. The adjective, corporate, is often used
in these combinations:

W corporate culture m corporate headquarters  # corporate image
m corporate ladder m corporate logo m corporate profits
Commerce

Commerce is used to refer to business:
B in relation to other fields: ‘literature, politics and commerce’.
W in relation to government departments that deal with business: the
US Department of Commerce.
® in the names of organizations which help business: chambers of commerce.
m on the Internet: electronic commerce or e-commerce.

The adjective commercial describes money-making business activities:

m commercial airline m® commercial artist m commercial television
m commercial disaster W commercial land

You can’t say a-cemneree.

Enterprise

In 1970s Britain, there were state-owned or government-owned companies in many different
industries such as car manufacturing and air travel. Some industries had been nationalized
and were entirely state-owned, such as coal, electricity and telephone services. In the 1980s,
the government believed that nationalized companies were bureaucratic and inefficient, and
many of them were privatized and sold to investors.

Enterprise is used in a positive way to talk about business, emphasizing the use of money to
take risks.

Word combinations with ‘enterprise’

free . business activity owned by individuals,
‘ enterprise
private rather than the state
1 an atmosphere which encourages people to make money
culture through their own activities and not rely on the government
enterprise economy an economy where there is an enterprise culture
Zone part of a country where business is encouraged

because there are fewer laws, lower taxes, etc.

Business Yocabulary in Use




1.1

11.2

1.3

Correct the mistakes using words and expressions from A opposite.

1 Before we employ people, we like to put them in job situations to see how they do the
work and fit into the corporate ladder.

2 The company has built a grand corporate logo as a permanent symbol of its power.

3 Our stylish new corporate culture shows our wish to be seen as a more
international airline.

4 The economy is growing and corporate headquarters are rising.

5 The rules were introduced to protect women working in factories, but today they make
it harder for women to climb the corporate image.

6 Companies hit by computer crime are not talking about it because they fear the publicity
will harm their corporate profits.

Someone is talking about the word combinations in B opposite. Which are they referring
to each time?

1 It carries passengers and goods, it’s not military.

2 It’s going to be used for offices and factories, not houses.

3 It receives no money from the state to make its programmes.

4 He does advertisements: you can’t find his work in art galleries.
5 It was an artistic success, but unfortunately it lost a lot of money.

Use expressions from D opposite to complete this text.
Margaret Thatcher often talked about the benefits Of (1) ....coevevivrvecienriens cevecvrrreresreeresennne
OF (2} teevveiieeereesieesreens eerveveneereeseesreenns . She said that her achievement was to establish an
{3) crrriris s in Britain, an economy where people were
encouraged to start their own companies and where it was acceptable to get rich through
business: an (4) c..oceeeeeeeeerisiens cereereeee e .

In some areas, the government reduced the number of laws and regulations
to encourage businesses to move there. Businesses were encouraged to set up in the

London Docklands, for example. The Docklands were an (5) ...cocceereiiecenenne

...........................

Over +o you

Is the public sector in your country very big? Do people who work in it have good working
conditions compared to those in the private sector?

In your country, which of these industries are in the public sector, and which are in the
private sector? Which have been privatized?

® bus transport e clectricity supply ® postal services
e rail transport o telephone services e water supply

Business Vocabulary in Use 31
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Self-employed people and partnerships

I'm a freelance graphic designer, a freelancer.
That means I work for myself — 'm self-employed.
To use the official term, ’'m a sole trader.

Note: You usually describe people such as designers and

Sole owner and sole proprietor are
also used both in BrE and AmE. Sole
trader is not used in the US.

journalists as freelancers, and people such as builders and

plumbers as self-employed. (See Unit 7)

We have set up our own architecture partnership. There are no shareholders in the
organization apart from us, the partners. A lot of professional people like lawyers,

accountants and so on, work in partnerships.

B Limited liability
( I’'m the managing director and main \

shareholder of a small electronics
company in Scotland called Advanced
Components Ltd. ‘Ltd’ means limited
company. The other shareholders and 1
have limited liability: we do not have to
use our personal property, such as a
house or car, to pay the company’s debty

Mutuals

I’m the chief executive of a British
company called Megaco PLC. ‘PLC’ means
public limited company, so anybody can
buy and sell shares in Megaco on the stock

market. (See Unit 36)

A

I'm CEO of Bigbucks Inc. ‘In¢” stands for
Incorporated. This shows that we are a
corporation, a term used especially in the
US for companies with limited liability.

Some companies, like certain life insurance companies, are mutuals. When you
buy insurance with the company you become a member. Profits are theoretically
owned by the members, so there are no sharecholders.

In Britain, another kind of mutual is building societies, which lend money to
people who want to buy a house. But a lot of building societies have
demutualized: they have become public limited companies with shareholders.

This process is demutualization.

m Non-profit organizations

Organizations with ‘social’ aims such as helping those who are sick or poor, or
encouraging artistic activity, are non-profit organizations (BrE) or not-for-profit
organizations {AmE). They are also called charities, and form the voluntary
sector, as they rely heavily on volunteers (unpaid workers). They are usually
managed by paid professionals, and they put a lot of effort into fund-raising,
getting people to donate money to the organization in the form of donations.
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12.1

13.2

12.3

Lok ar rhe words in A and B opposire. What tvpe of organizaton is cacy of dwse?

1 A wroop ol enginecrs who wuork tesether 1o provide consoltancy and desien

services. There are oo ourtside sharelwolders,

2 A laree Rritish eng-nwering company with 30,000 employees. irs shares are

booght and seld oo che siock macked.
3 An Ameican engineering company with ouside shareholders,

4 An enpineer whe works by herself providing consaltancy. $he warks Zrom home

anl visits clienws in Cwir oftices,

5 An independent British cnpineering company wicl: 20 emplovees, 17 was fauncded
by three anpineers, who are sharehaldars and directors of the company. There are

fiwe orher shareholders who doonoc work fon the company,

Complete this newspaper article wilh (e cotrect farin of the wosds o C

cppposite. DIng #epression 15 1050 mvice,

ANGRY SCENES AS
MEMBERS REJECT

that the society he (4} —..ooo.......
Members had travelled from all
over the country Lo attend Lhe
mezting in London, The Suffalk’s
chief exscolve, Mro Andrew
Divvics, said This iy o sud day

L L T PR PR

There were anpgry scehes
the Suffelk ) oo
s annual mastnyg as
the soclely™ 3%
rejocded by lwo o ome a
reommedation (rom il bowl

S al I IR P

Match the sencence beginmings (1-3) 10 the correcr endings (a—.
I he sentences all contain espreasions Fromm T opposite.

1 Botisk companes donate acound £506 a
rullion & wear to charities b

2 She organived luncl-raisimyg anel tirne,

Inr the Suifnlk. Wi necd o
(597 e by Tomg the
socicly forwand inl twe 21s0
CMUTY, CRUT ORI TEsOLTTLS 3T
nol cough and we oeed
vapilul fim aulide
shuncholder.”

Gwen Armstrong, who
has saved with the Suffalk
[or 32 years sad, "Keeping
(2] S status is 4
great victory. Profits should
stay with us, and not go to
rrtside hareholders.'

B Iy

et T ey, =T

with loss-making companics!
in vash and, increasmply, as pools, sotvioes

when they are helping people in thaie owen

3 Volunrary secuor cmployess enrn five to ¢ paries tor the charily,
ten ot cent d

4 Moo profic arganizations are nol w be soial class,
comiged 2

E Research shows thay volunceers give the

hesp service

Over to Hou

less than they would in e privace secoor.

[5 sc-cmplryment common in your countey? Bocs the gowernment cheourpge it?

Mame some multual compunics, What soct ol repulalion da Lhey have?

Are charitics important? Which are the most active in yourr country?

Rrrsiness ¥ooobuiany in Use



Manufacturing and services
Industry

Industry {oncouniable! i the producon of matenals and goods, Lhe related adwecsive
is mdwsiral, An mdusiry (covntable) is o particular tepe of business actvaty, oot
negessarile praducion.

- and scrvices

Heie wre sunue ol e sérvices or service
indusiries Lhat wake up the service seclur

Manufacturing ..

Here ure suine ol the tranufacturing indwstries
thiat ke wp the manulacturiog secoi:

acrosRpace planes and space vehicles catening tescau sancs, bars, ecc.
cars [BrE) CaTS somputer sofrearc prograins for comypurers
suromohiles (AmE) . _— . .
_Suromoiies | : financial services banking, insurance, cte.
computcr bardwarc  compurers, princces, oo, . -
o ‘ P : P : henltheary medival vare
construction buildines :
- o u lews e sport, theme perks, cte,
defenee (MeE) AUINS, WC oL .
| ' . media bacths, newspapors,
delerize (AmME) ¥ » _ _.]:u oL,
e e N tihm, celevision
lowad prrocessing anned, T - .
! & ;;‘1;,..1, Frls. ere property (BrE) buving, sclling and
i T real catate [AmLE] nwanaging hoildings
huusehold gonds washing machines . Ce
& AR T R rerail shops
vefriprerators, et -
- - e I . —
pharmacenticals edicimen telocommumicanions  phone, lrcerner services
- Leursm travel aad holidavs
sl a atronger, o wselul e ] .
metal than inm
iextiles elee e Clalics

Mote: You wst all these wards in Trent of 'indwslee' Lotk aboutl particular industries, bt oo usually
dmnp the s “rem ears’, ‘aclomabiles’, ‘pharmaoceuticals’ ard ‘lestiles's 'the automobile indostry

Countrics and their industrics

Here is hoaw indusury has developed in South Koraa:

1980s and 90s

. o Enfji-n'.“ i- 2 .
T 19381, Sourh Botea was a poor
cowrmy, weth mast people Tving
and wawling on the land. The
govenmment decided o
industrialize, and the new
emerging industrics wore twxtiles,
and heavy mdusorics e steel
and shiplilding,

South Kerca mioved inm
speoialized clocronics in the Sk,
This was the one of the grossth
industrics of the 199 ma'ting
oypecialzed pans for compurers and
| relecommuesicadons SO rTIedt.

Then Smath Karea mmed mowe

¢ and more to light industries like

" elecrromics, making electrical

| zoods such as televisions cheaply.
It alan started producing cars.

34
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13.1  Companies in parzicubar indesmics need to aveid particular problems, Maieh cach problom e
ome of the mdustres m B opposite,

1 Buyping o news building and heing unable o find seople o rent 11,

2 Cawsing public anger by bulding mobide phone masts in beawdful counryside,

31 baking vehicles whese trres basst at high speed.

4 Helidavmakers amivizg to find that their hotel 1s no linshed,

5 Lending to sumesne whe caroet repay the loan.

6 Selling weapons to governments that people do no gpprave of,

7 DBuving plavers who do ot score goals,

2 Makiag drugs tha poor countecs canmot aficed.

8 Rejecring o boak thay is thea browghn oul by anacier publisher and sel's 380 millizn copss,
10 Remewving the wrong |Eg, in an cperalion,

3.2 Usewords lrom A, Boand C opposite v complete the crasswond,

= T n

AcToss Down

1 Plane and roceet indostry. (%) 1 Mabonyr cars ia the UsS: the L

A bletal industy, (§] mciostry. (10

4 Any indwstry char docesn’t sell goods. (7 2 Malang arms (Bl (7

6 Mlalking chings. (13 3 Serving food and donk, rather than

¥ lelewssion, muosic, the lneerret, (3] makiny thim, (8

% Related to indastry or industries. (LIE 7 Keepng pouple well: L . ares (6|
11 Deseribing nonesa ingusery, (8] i Making lelevivions rather Than sl
12 Deseribing s industry (hat s petiing e rcusiry, (5

bipmer. [

13 Making drugs, (15

Qver +o Hou

Is your organization, or one you would like to work for, in manufacturing or scrvices or a

coimbination of both?

Where are industries in your counbey based? Are companies in different industries qrouped
in different areas?

Busziness ¥ocohulory i Lise 5
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[E“3 The development process

Market research
Tl wrigimal coneept is the buasic wdea for some e,

In designing products and scervices, market rescarch —
finding our whart people want — s of course vy
impontant, '] his may imvolve questionnaloes or surveys,
with questions about what people buy und whey, perhaps
with intervicws in the strect or by telephone,

There may be comsumer panels and focus groups, where
crdinary people meet 10 diseuss product ideas nformally,
Perhapy the nesearchens el make sales [orccasts,
cxrhmates of how muny products wall be sold.

See Uit 21 for more on marlering.

Development and launch

[n sofoware, developers often prodoce a final resc version, the beta version, where
CacTs are asked wa pont vl bugs [probleznst hotore the softwarce is finaliecd.

Car designers use CADCAM (compurer assisted design / compurter-assisted
manubacturing) te 1clp develop and make peoducts and wese diflerent procoepes,
Hesearchers 1a laboratonies may tabe vears to develop new dengs, resting or
tmalling, them im toals 1o show not anly Ciat chey are dlfective, buae also that they
are safe. Drougs noecd o be mmade onoan industnal scale hetore they can be sold.
Rollour is the process of making a praddoct available, perbaps in particulat places,
L3 Lol PRACLION.

Prodoce Taunch 35 che moment wien the produoct is officially made availabe for
sale. This s the Dy ot

T design defect o design Faalt is found i o produet alter o Las Leew lauaw e,
the company ma¥ have 1o recall in, sking thase whio bave Taugln i w e i,
perhaps so that the defecr can be correcral,

Busnes: ¥ocobulury w Lise




T4.7  Threee people ane talk ing aboul their waork in prodoct development. Correet the miscakees
m italivs, vsing expressions fram & and B opposite.

1 -~ - 3
¢l Marker researclies shoreed thote was a real ™ s -
y need for rhis service, b betore afforing it, we JAL our rescarcl ventre o Toulsuse
- hae to ress it ina {hl Beta eofry with small in Prance, the (g designatirs

. - . S ' - e
granps af nsers over several manths e elininare develon the prtotypes. People
all the hups. Faen so, (00 after benclr, some users think that my job is dangerons,

1

N saidd rhey conld gor inco arher pooples sccowmst ¢ | bur there s so much (h fastiag o
-~ S compurer Arst, thac all the danger

.'/..-_I]'hL TR \_:;;t' 1, Ui thinmer v s, and (4} has heen climinated by Lie Lime
| ! vl g A wer use die product. (i CADCAR

the focal eroseies saud Uiey lked the tasoe, o S
f Lo ' mcams Lhal the process sl desyn

s fical wo had ro prove W e awloritdes Ll i : T
o . \ . crwd manufociure 15wk guicke
w01 secere, Another problon was makmy i : ) :
T . - . Ladn belore,
v an (F imedisiried fevels w first we could only e N
make it im small quanties inthe laboratory, but I

I C e . . ! |
l\ vakuy i m bipger quanliles was nupossible, i

-

14.2  Complew: this talk v a warkering specialist using worde from A ard B apposite.
A fove venrs ago a fomons car company Laonched o nese car Based on o compleely new
P10 e o T doue vears of wechmical rescarch and (21 e escarch with

2015 (3] e A ) panels and analvsis of responses ro quesdonraires

- sales oF che car weere wery

and (31 .o Then came che (ah
saod vnul a Swedish nevespaper reparied the resulis of s melle fewl”, They Fovrd that the
cat had a tendeney teo Uip over if vou wmed goickly me aveed an ell This was doe wa

7 e Faule in che car, 50 they had o 081 s all thie cars they'd sold in order

FEy COr et Ar.

Over 4o Hou

What sort of markel resesrch does yoar company, or one you swauld like b wark Tor, de?
Hirwe you cver taken part in markel research as a eonsumer?

Busincss Wocabulory in Lz
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Innovation and invention

38

Innovation and invention

Noun: concept Noun: thing  Noun:

(uncountable) (countable) person

design: to make plans or design a design a designer
drawings for how something
is to be made

develop: to make a new idea development a development | a developer
successful, for example by
making or improvinga product

innovate: to think of new innovation an innovation | an innovator
ideas, methods, products, etc.

invent: to design and make invention an invention an inventor
something for the first time

technology: the a technology | a technologist
- practical or industrial
use of scientific discoveries

countable = you can say a/an; uncountable = you can’t say a/an

Research and technology

Hi, P'm Ray and I'm head of product development at Lightning Technologies. Lightning makes
semiconductors, the components at the heart of every computer. 'm in charge of research and
development (R&D) at our research centre just outside Boston. Our laboratories are some of the
most innovative in the computer industry, and we have made many new discoveries and
breakthroughs.

I love technology, using scientific knowledge for practical purposes. The technology of
semiconductors is fascinating. We are at the cutting edge or leading edge of semiconductor
technology: none of our competitors has better products than us. Everything we do is state-of-
the-art, using the most advanced techniques available.

Of course, the hi-tech products of today become the low-tech products of

tomorrow. Products that are no longer up-to-date because they use old
technology are obsolete. It’s my job to make sure that Lightning’s products
never get into that situation.

BrE: research centre
AmeE: research center

Patents and intellectual property

Information or knowledge that belongs to an individual or company
is proprietary. A product developed using such information may be
protected in law by patents so that others cannot copy its design.

Noun Verb

BrE: a licence to license
AmE: a license to license

Other companies may pay to use the design under licence in their own
products. These payments are royalties.

In publishing, if a text, picture, etc. is copyright, it cannot be used by others
without permission. Payments to the author from the publisher are royalties.

The area of law relating to patents and copyright is intellectual property.

Business Vocabulary in Use



15.1

15.2

15.3

Choose the correct forms to complete these sentences containing words from A opposite.

1 White came up with (a design/design) that combined lightness and warmth.
2 There’s an exhibition on architecture and (the design/design} at the Museum
of Modern Art.
McGrew is vice president of (a development/development) and product planning.
4 The FDA has approved (a development/development) for treating
tooth disease, a new laser machine.
5 Electric light was (an invention/invention) which enabled people to stay up later.
6 Sometimes (an invention/invention) is so obvious that it is hard to believe nobody
thought of it before.
7 Channel Four has always encouraged experimentation and (an innovation/innovation)
in its films.
8 He discovered {an innovation/innovation) that has enabled him to build
guitars more efficiently.

W

Complete this presentation using words from B opposite. Put the words in brackets into
their correct form.

Hi, ’'m Raj (1) v I'm head (2) .o product (3 develop) ... at

(4Y e, Indian Rice Research Centre. 'm in charge of research (5) ..

development (6} ..o our (7 researching) ... centre in Delhi. Our

(8 laboratory} ..., are (9) o, of the most (10 innovation) ...............

(1) e agriculture. We have recently (12) ..o some big

(13 breakthrough) ... In increasing rice production.

I love (14 technological) .................... , using scientific knowledge (15) ..o improve
people’s lives. (16) v technology (17) ..o rice development (18) ...
a good example (19) .een this.

We are at the (20) s edge of rice-growing techniques. Everything we do

(21) state-of-the-art, using the most advanced biological (22 know) ..........cccco..c.
available.

Match the expressions {1-6) from C opposite with their meanings (a—f).

1 copyright infringement a a payment to the owner of a design, or to an author
2 intellectual property b an arrangement between the owner of a design and
3 patent application someone else, allowing them to use the design for money

4 proprietary information ¢ when someone uses another’s text, pictures, etc. without
5 royalty payment permission
6 licensing agreement d when an inventor asks the authorities to officially
recognize an invention as histher property
e designs, ideas, etc. that belong to someone
f the law relating to designs, ideas, etc. that belong to someone

Over 4o Yyou

For you, which is the most important invention of the last 100 years?
Which one do you wish had not been invented?
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Making things

Products
A product can be:
W somwethang manical,
m somcthing made to he sold.
M sl
Produce reters o apriculrueal prodocty suchy as crops o trul,
For example, ¥ou can by beesh produce ara larmers” muarkel
Senceling that is made is preduced or manafactured.
A vounlry or corapany thal produces somethimge 1 a producer of it

A cornpany thaT manatactres samething is 2 maker or manalfacnarer ol manulacured goods,

Mass production

T Steve and T head of car prenduction at a manulaciuring plant, “Plan’ sounds moere

meadern than Faciory o works, U the asseonbily ling we nrass-produce cars. The plant is

highly auromated: o use a lor of mackinery, These machines are expensive 1o oy bt

vory cost-effective — we dond’t have (o pay thom waves! We we — —
industrial rebots, These rabocs are marl of the CATHCAM avsiew BrE:_Iahuur-]ntens_ruwe '
of computer-assisied design and manulacoaring” AmL: labor-intensive

My mamwe’s Luke, | have n

linle workshop whete T produce
lurniture ordered by individual
custernees, We don't use
machinery: the furniture is hand-
made, Praducing turnilure like this
is a erafuindusiry, Ti's very labour-
incensive: it takes a loo of work (o
produce each picce. Many peaple
dislike the furnicure that big
companies churn out in large
nwnbers on cheir production lines,

st we have a loT of customers,” CALAM s','5c1 r.j i inuer',.' ..

Capacity and output

Oueput iz the number or oepe of things that 4 plant, compary, industty or counery proadoces.
Productivity i 3 measure of how much is produced i celation ta the number of cmployes.
Lligh ourpat per emplowee = high producriviry.

The maximum ameunl that a particudar plant, company or mdastoy can produce 15 i
capacily, It it 1s sroducing this amount, o is working at full capacity. [F it is producing mon-
than swhal is needed, thers is overproduction or:

B excess capacity B cvercracity
M sparc capacity M .urplus capacity
These cxpresswoes A o be used 1 service uulosicies,

[F Far trwe many (ings are aroduced, there i a glor of these things, 7 ool coough govds
are being prodaced. theve is a shortage.
Busincss Yaeaboiery in Use



16.1  Complete chis takle with words from A apposice.

Moun: Moun: process Moun: thing
perspnjorganization
make maker b4 }C
manunfacouring
! produce: nem-faod | production |
pricluce: fom] production |

16.2  Hearrange these lines ro make a tevt coriaicing words rom B oaml © apposite,

1 work, O couse, we still have a lot of assembly

2 plant prodocing 1"V i Singapore. We have own prodoction

3 My names George Chen, and Pm director of a manutacruring
4 lines working 24 howrs a dav, W ose {2AD

5 line workersa, so it's st quire lubom-

G intensive. Bul with the help of compueer-

¥ OAM, and robols Jdo some assembly

B assisied desipn and automation, productivity s ictvasing.

16.3 ‘\’[atch lht" hradlules { 1—'-’| L the EXLTALLY lh-u- ru_lzm:" L m—g}
T =
F{]ﬂ[] HH'I}RTAGE.':I I'IIT EESTERN AFR]Cﬂ Ff"JT ]P\ STUDFP\T hUMBER‘!r
e i e LEADS TO EDUCATION
AIRLII"\I: RhPDRTS BHJ "F ]},*-‘
PRDDLCFJ.IVITY R_[b['. S [}\; HCA . CITY

.......... DIL UVERPRDDUCTIDN :

B S L]

‘' Too lr'IIJEH BU!LDING LEADE

 TO GLUT OF OFFICE SPACE ;_:-’-" L_Eﬂl:ﬁlﬂ PRICE FALL
' L(]CAL PLANT AT [ NAT[UN&L 'DUTPUT
_ FULL CAPACITY " AT ALL-TIME HIGH '

o Oreerall procloction in the country rose by five per cenl last vear <.

b ... Ruinfall has been below average o this part of Sfncs for che past live vears,
Mt enaugh food has been prown L.

¢ .. Too much o'l has been produced recennly in relation re world demand

d ... There have never heen so lew people aged berween 17 and 21 since 1950, The
result: coo many places at privace enllepes and universicies .
.. Lhe plants capacicy is 3,000 computers a week, and ics producing 340000 ..

f .. MNorthern is running mare flights with fewer pilors and scaff. Thae was the message
fromy Mowchern™ CECY Frank Delaney to sharelolders vescerdar ..

g ... There has been oo much building in the ciiy cencre, and now there is a loc of
office space standing, cmply ...

Qver +o You '

Are hand-made gueds neecssarily boettor than faclory-made ancs?
What about cars, clolhes, compulers and shoes?
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Materials and suppliers

42

Inputs

Trryden makes vacowmn clezners. It talkes raw
matcrials lileg steel and plastic and ma'cs some of
rhe compoments or parts mad its prodocts.,
Other commporents are made by other compuines,

Mulerials and parls are just sone of tho inpurs.
The olhers are labour [workers and maznapersi and
capital (money ). Knowledge 15 also imporiant
Secause Dryden s o leader 1 vacuum lechnology.

Vacuum clesners thar are heing made are work-in-
progress. AT any onc dme. Dreden as goods
worth millioms of dellars in its factorws and
warchooses: <he products thar have been made -
-ty Bnisbed goods — and marerials aod comaponens,

, ) ) ) Work-in-ooug s
Cuanrings of raw nalerials, caunponents,
work--progress and Luished goods 2
sarticular place are stocks. BrE: wurk-in-prowress; AmE: work-in-process
BrE: siowks; AmnE: inven Lories

Mivle: Gonels is rarely used in 1he singular.

Supplicrs and outsourcing

Dreden recetres matretials and component: leom abour 20 companics, its supplices
O parmers.

Lhe company 15 Junyg roore sobeontegoning: using mutside sopplers us pravide
cornsonents and services, T olher words, s ontsomreing nuore, uelrg oulady
suppliors for gowds or sctvices thar were previmLzly supplicd in-house within
he company,

Just-in-time
0] o, L costy ey L kess connponenes and goods duostoks stecks Lave Lo
e Lnanced (padd Loch, stowed (perhaps in special buildiags: warebouses] il
handled freeved o ane place o
anathier], S Dhrvden s asking s
aupplices L provide componenis just-in-
ume, as wiud whien they are needed.

This is pare of fean prodoction or Tean
mannfacturing, malking things
cifidently: doing thines as guiclkdy ol
cheaply as pozaible, withour wase,

A owarehnuse
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Uise womds from A& opposite s label the diaprasn.

Inputs

17.3

Mgl the rentenee buginnings (1—3 wich the cormect emdings fa—d)
The sentences all contain werds leoon Boopposite,

R o
o -;:umputer m’much:Lure.r ML - ewnlraclors” mainlerance work i
i endting ek onin- o 7 woITEmE brain aperaling companics, -
The poor standard af some sni ' :.ulnlnlu TS ATE CALEL 1; r]"].n,s in
e : pmrlm.hmnthe,"yr_cngronp:L—nms.
3 , S .. e e
R.l.lml gl 111t ‘:E.drb th hdn-:. ; . C : S
du.ld-:_‘d Lo r_rIJL . - bamse produetian work in a lid n
e - tecliee costs and inerease officicney,
q. e eee - .-.- . -' : e e = e T . L
[ate deliveries frors oulside d - e -
L T e T o BUUTCC CelldouTt :Li](lL]L'Lllillg

services, 1o locus betHer ol
!:111 Ing :md .:uLHmE, acly 1LL-=..:-

Faeplace the wards in speech hubhles with the correct fieme ol words from (O oppaosite.

1 Le's pel the macerdals o ('om’r whsen e need thent 1 heep costs dow,

2 T ditieul b Al the right & -;-:-t(;,;.!' brsedfed ;,Q,;-'“‘, to put cur Firished goods in.

3 You'll have to deaide well ir admnu hcm‘ i ,uf-_. s | fFor al this.

& It% very important that we bropgr fr|1Me -:'mnpunenrq at the richs zemperarire.
) e —

5 Ther must b a (_ Fred f“.—r il {:JJE\IIPC'F:';_ nees lead han thes!

i They wanl to ntroduce o syt of Cpnglong Shines efficfeantbe, “‘;h

Over 4o You

What are the advanlages and disadvanlages oft  vulsourcing?

wsing vulside suppliers?
asking lor componends 'just in lime'?
lean production?
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m Business philosophies
Total quality management

44

Tom Dryden, of Dryden Vacuum Cleaners, believes in quality: “The specifications
or specs of a product are exact instructions about its design, including its
dimensions (size), how it is to be made, the materials to be used, etc. The
objective of quality control is conformity to specifications, the idea that the
product should be made exactly as it was intended, with zero defects: no faults at
all. Things should be done right first time so we don’t have to correct mistakes
later in a process of reworking. We do spot checks every few minutes during
production to ensure everything is going well.

We have a system of total quality management (TQM), including quality circles:
groups of employees who meet regularly to suggest improvements.’

Continuous improvement

Ray, at Lightning Technologies: “We are always making small improvements or
enhancements; this is continuous improvement. We refer to it by its Japanese
name: kaizen.’

Silvia Chavez, Aerolineas Latinas: “We use continuous improvement in our
service industry. We look carefully at the overall customer experience. In
retailing, they use mystery shoppers, who pretend to be shoppers to check service
in shops. We use “mystery travellers” to report on the standard of service before,
during and after the flight.’

Benchmarking

Jim, production manager at an electricity power station in the UK: ‘We use a
system called benchmarking to compare our performance to other power
stations. We’ve recently been to the US to see how the best power stations
operate — best practice — and try to copy it. We’ve managed to halve the number
of workers, and increase productivity.’

Business process re-engineering

Susanna, head of personal banking at an international bank: ‘Business process re-
engineering, or BPR, applies in service industries as well as in manufacturing. We
didn’t want to change existing things in small ways. We completely redesigned all
our processes in management, administration and customer service. We
eliminated three levels of management and installed a completely new computer
system. The gains in productivity have been very good.’

Business Yocabulary in Use



18.1 Complete the crossword, using words from A opposite.

] Across
— ] 3 See 6 down.
5 4,5 down Right ....coveees e .(5,4)
’ : ‘ : | l 8 Could be length, height or width. (9)
] 11 Total quality ............ . (10)
' ; 12,10 Making sure things are alright.
: ] ] Down
T A ] 1 What the designer decides. (13)
1 [ |b g i 2 Doing it again when you shouldn’t
— have to. (9)
— — S See 4 across.
I | '—[ | | | 6,3 across No mistakes at all. (4,7)
] 7 A quality ............ meets to suggest
’]: I | | ‘ l l " I | l improvements. (6)

9 Short form of 1 down in plural. (5)

18.2 Which expression from B, C or D opposite describes each of these situations?
One of the expressions is used twice.

1 A police service reduces the number of forms to fill in when a crime is reported,
first from fifteen to twelve, then to ten, then to seven, then to three.

2 A travel company closes all its high street shops, lays off middle managers and half
of its sales assistants and retrains the others to sell on the phone. It also starts an
Internet service.

3 A telephone company looks at other telephone companies to see which one issues
bills with fewest mistakes to customers. It then copies this company’s methods to
reduce the mistakes in its own bills.

4 Most parcel delivery companies deliver 70 per cent of parcels by 10 am the next
day, but one company has an advanced computer system that enables it to achieve
an 80 per cent delivery rate.

5 An Internet banking service starts by allowing customers to see how much money
they have in their accounts, and the latest transactions in the order they took place.
Six months later customers can view the transactions in different orders. Three
months later, they can make payments using the Internet service, which they
couldn’t do before.

Over 4o you

Do you try to continuously improve your own work? If so, in what ways?

In what ways does your company or the place where you study improve its efficiency?
What should it be doing?
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m Buyers, sellers and the market

Customers and clients

Company Productsfservices Custurmcr f clicnl base
Autﬁ'ﬂp | Aulocomp proclusts: Car campanencs * custamer base: car cormpan-es
Besr Lravel - services: package holidays cmsturmer baser weneral pulic
Lol wnd Charles | profossiona services: client base ot clienrele: compunics,
archiledlune LOVermenrt creanizations aned Lhe
plklic
Thg it e procduclss cheap conputens custanter base: general pulblic

Proole who by Severyday” services sueh as tezin travel ar relephone services are callod
customers. You cam also alk about the users or end-users of a producr or service, who may
not he the people whe yemally buy it For example, when a company boys computers tor
its staff to use, the stabb are the erd-users.

Penole whe boy products or services For their own wse are copsumers, espectally whea
considered as mumbers of large gronps of peope buymyg things i cdvanced econmemics.

m Buyers and scllers

A parson or arganization that bays something is a
buver or purchaser, Uhese words alse describe
SOIMCONE 10 d cenpany whe is responsible Zor buying
ey char the company uses or sells. These people are
alsty buying managers o1 purchasing managers,

A& paesan or arganiealion that sells something is a
seller. In some conlexts, for example selling properts,
thev are reerred 1o as the vendor. Pzople selling things
in the street are sireel vendors. Strert e s

The market
D

The market, the free marker and market cconomy deseribe an cooramic system where
prices, jobs, wages, etc, are not controdled by the povenment, bit depend on what peaple
want 3 buy ard how much they ate willing to pay.

Word eomhbinaiions with ‘market’

! f forces tac way 4 market coonomy makes scllers produce whay
: [ressurcs people want, at prices they are wolling to pay
place producers and buvers ina particolar market economy,
and the way they kebave
markel,  { —— - : T L -
priccs prices Lhal peaple am¢ willing 1o pay, rather than ones
hxed by a2 povernment
_ reforms changes a government makes to an economy, o thal it
. L ecomes more like a marker economy

Lo - . . ———
Mote: Marketplace is written as a single word.
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19.1 Find expressions in A and B opposite with the following meanings.

1 Someone who buys food in a supermarket. (3 expressions)

2 All the people who buy food from a particular supermarket chain, from the point
of view of the chain.

3 Someone who buys the services of a private detective agency.

All the people who buy the services of a private detective agency, seen as a group.

(2 expressions)

Someone who sells goods or services.

Someone selling a house. (2 expressions)

Someone buying a house. (2 expressions)

Someone who sells hamburgers to tourists outside the Tower of London.

Someone whose job is buying tyres for a car company. (4 expressions)

Someone who uses a computer, even if they have not bought it themself, but their

company has. (2 expressions)

B

Lo ~NOW,M

19.2 Complete the TV reporter’s commentary with expressions from C and D opposite.

In China, all economic activity used to be controlled by the state. Prices were fixed by

the government, not by buyers and sellers in the market (1) ..o . But in the last
20 years there has been a series of market (2) ..o that have allowed people to
go into business and start their own companies. Market (3} ..o, are determined

by what buyers are willing to pay, rather than by the state. There are still state-owned
companies that lose a lot of money. Until recently, they have been protected from
market (4) oo , but market (5) oo will eventually mean that they
close down. Of course, the market (6) ... has its losers: those without work,

and victims of crime, which used to be very rare.

Over 4o You

What goods or services does your company, or one you would like to work for, sell?

Does it sell to the public, or to other companies?
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Markets and competitors
Companies and markets

You can talk about the people or organizations who buy particular goods or services as the
market for them, as in the ‘car market’, ‘the market for financial services’, etc. Buyers and
sellers of particular goods or services in a place, or those that might buy them, form a market.

If a company:

\ . . . .
enters it starts selling there for the first time.
penetrates
abandons
gets out of it stops selling there.
leaves
dominates a market it is the most important company selling there.
corners it is the only company selling there.
monopolizes
drives another it makes the other company leave the market, perhaps
company out of because it can no longer compete.
m More word combinations with ‘market’

‘Market’ is often used in these combinations:

Market growth
Women
Men

ket segments market

{Tesco is the

ketshare o leader)
K (1 Safeway
’ (1 Sainsbury's
] Waitrose
[ Asda

other

(

In the late 1990s, Internet use was doubling every

owth . !
8t 100 days. Market growth was incredible.
Women are a particularly interesting target for the Volvo
segment .
V70. They are an important market segment for Volvo.
The Softco software company divides the software market
segmentation into large companies, small companies, home office
users, and leisure users. This is its market segmentation.
share Among UK supermarkets, Tesco sells more than any of
the other chains. It has the highest market share.
leader Tesco is the market leader among UK supermarkets as it

sells more than any of the other chains.

Competitors and competition

Companies or products in the same market are competitors or rivals. Competitors
compete with each other to sell more, be more successful, etc.

The most important companies in a particular market are often referred to as key players.

Competition describes the activity of trying to sell more and be more successful. When
competition is strong, you can say that it is intense, stiff, fierce or tough. If not, it may be
described as low-key.

The competition refers to all the products, businesses, etc. competing in a particular
situation, seen as a group.
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20.1 Use the correct form of the words in brackets to complete the sentences.

1 European films do not export well: European movies barely ... (abandon/corner/
penetrate) the US market.

2 In the 1970s, Kodak ... (corner/enter/leave) the instant photography market, until
then ... (abandon/dominate/penetrate) by Polaroid.

3 The Hunt brothers tried to fix silver prices and to ....cocceee (corner/enter/leave) the silver
market, ... (enter/drive out/monopolize) all competitors.

4 In the 1940s, MGM ..o (abandon/get out of/monopolize) the market on film
musicals. But by the late 1950s, Warner Bros had also started buying film rights to musicals.

20.2 Replace the underlined expressions with expressions from B opposite. You may need to add a
verb in the correct form.

I’'m Kalil and Pm marketing manager for CrazyCola in a country called Newmarket. In this
market, we (1) sell more than any other cola. In fact, we (2) have 55 per cent of the market. (3)
Sales are increasing at seven to eight per cent per year. There are two main (4) groups of users:
those who drink it in cafés, bars and restaurants, and those who buy it to drink at home. Of
course, many users belong to both groups, but this is our (5) way of dividing our consumers.

20.3 Read this description of a language training market. Answer the questions.

In Paris, 500 organizations offer language training to companies. However, 90 per cent of sales
are made by the top five language training organizations. The market is not growing in size
overall. Organization A has 35 per cent of the market, and faces stiff competition from B,
which has about 25 per cent of the market, and from C, D and E, who each have 10 per cent,
but who are trying to grow by charging less for their courses.

1 How many competitors are there in this market?
2 Is competition in the market strong?
3 Who is the market leader?
4 Who are the two key players?
5 Who mainly makes up the competition, from
the market leader’s point of view?
6 If one competitor increases its market share,
can the others keep their market share at the same level?

Over to You

Answer the questions in 20.3 about a market that you kn‘ow, for example the market that
your company, or a company you would like to work for, is in.
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m Marketing and market orientation
Marketing

Marketing is the process of planning. designing, pricing, promoting and Jistibutivg
ideas, poods and services, in order to satisfy onstomer nceds, 5o as oo ke 3 profit.

Conupanies point aut e Ve spedial characleriz,izs or feames of heir products and
setyices pnssess particular benefits  hul salishy the needs of the peopls whe buy them.

Moom-profit argamezatons have other, social, goals, such as persnading peap e nat o
smoke, 07 to g ooy to people in poor conntries, but thede arcanizalions alse oze
the technigques of marketing.

L sz places, even orgavizations such s sovernment departinenes are starting te
Lalk. abour, ar ar Jeast think abou thelr activites in teems of the marketng concepr.

m The four Ps

The four Ps are

products decwling whar eo sel

price: deciding what prices to charge
place: deciding how ir will be distribuied
and where peoplz will buy i

promuiion: decwliny bow the produer wAill

b supported with advertiamng, spocial

Qo tvinles, vl

A firth P which s sometimes added

in padkaming: all the marer-als veed o provece
and pressnc a product befors i is sold.

The four Ps are a wseful sammary of rhe
markering mix, the activides that o have :
for cimnibine soccessfully in order to sell. The Frier-alian
niext tonar amits loak gt those acivitios indetadl,

To market a prodoct is o make a plan based on rhis combinarion and poar 1 ino
actian. A marketer or markcteer s someone who works in this area,

sMarketer con alie by used to descobe an orzanizanion chac sells particular poods
OF SETVIALE,!

Market orientation

BMarketors otten talk about market orientation: the face that evervthing they do is
clesigned to meet the needs of the market. They may describe thermselves as market-
driven, martketled or market-onented.
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21.1 Look at A and B opposite. Read the article and answer the questions.
Most people and many managers do For example, for Rover to beat Mercedes for the
not understand the role of marketing consumer’s choice involves engineering new
in modern business. models, developing lean manufacturing
processes, and restructuring its dealer network.
Marketing is two things. First, it is a strategy Creating company-wide focus on the
and set of techniques to sell an organization’s ' cystomer requires the continual acquisition of
products or services. This involves choosing = pew skills and technology. Marketing is rarely
target customers and designing a persuasive . effective as a business function. As the chief
marketing mix to get them tobuy. The mixmay  executive of Hewlett Packard put it: ‘Marketing
include a range of brands, tempting prices, = s too important to leave to the marketing
convenient sales outlets and a battery of department.” Such companies understand that
advertising and promotions. This concept of everybody’s task is marketing. This concept of
marketing as selling and persuasion is by far marketing offering real customer value is what
the most popular idea among both managers | pbysiness is all about.
and the public.
The second, and by far more important
concept of marketing, focuses on improving
the reality of what is on offer. It is based on
understanding  customers’ needs and
developing new solutions which are better
than those currently available. Doing this is
not a marketing department problem, but
one which involves the whole organization.
1 Which of the four Ps are mentioned here?
2 Does the author think the four Ps are a complete definition of marketing?
3 Does the author think that marketing is only for marketers?
21.2 Maich the sentence beginnings (1-5) with the correct endings (a—e). The sentences all contain

expressions from C opposite.

such as Microsoft and Sony, are in several
markets at once.

and the audience decides the direction

it takes.

1 Farms are now more market-oriented a
2 Since the 1980s, Britain has had a much
more market-led b
3 Many market-led growth businesses,
4 Lack of investment and market orientation ¢ led to falling sales and profits.
5 American TV is a market-driven industry,  d and less dependent on government money.
e approach to economics.

Over 4o you

Can a poor product be made successful by clever marketing techniques?
Can you think of any examples?

Business Yocabulary in Use 51



52

Products and brands

Word combinations with "product’

1
i f catalogae {BrE)
i ] ch
Laltalq__r. AmE] A cornpatvs pendines, as 3 group
mix
portiulio
ling _ » e il
a company’s prodocts of a particalar orpe
Lt
product ¢ : ——
Tfecydly the stages 1 the bfc of a produce, and che number of
people whe bay it at cach stagy
T hoss 3 company would like a product to be seen in
positioning _ S .
relacion co ies other prodoces, or to competing praduces
shen g company pays lar s prodocls W be seen
i 1 placement whet a ¢ [! ny pays lor s producls L be seen in
: lilmg and TV programmes

See Linits 13 and 16 for verbs used w lalk about products,

Goods

Cioods <on retor to the matenals andd
comparents used e mahae producs,
or the produocts thal ame made,

Hera are some cxamiples of these
diftercie tvpes of goods:

Comyoner poids than lase w Jong
rim, sach as curs and washing
machines, are consuiner durables,
Comyumer poods such as food
preduwes thar sell quickly are Fasr-
moying consuomer goods, or FMOG,

ki

Fta maleriaks Firishid gUdS

Brands and branding

A brand is a name a comzpany gives fo its products so they can be easily recapnized.
Tlis may ke the name of the company itself: the make of the product. Bar produees
like: gars, vou refer to the make and model, the partividar ope of car, for cxample,
the Fiard {make) Ka (model).

DPrand awareness or brand recogmition 1 how mach peopls recogmize o brand, Tae ideas
prople have ahnut a brand 5 s brand image, Many companies have 3 brand manager,
Pranding is creating brands and keeping them m cwtomers minds through adversing,
packaging, cte. A brand sheuld have a clear brand identvy w0 that people rhink of it in a
parricular weay in relaton oo other brands,

A product with e retailers 0w maone on it s an owo-land produo (BrE) o owo-

labul product (AuuE).

Proglucrs thar are not branded, rhose that do noc have a brand name, are generic
products ar generics.
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22.2

22.3

Match the sentence beginnings (1-7) with the correct endings (a—g). The sentences all
contain expressions from A opposite.

1 Banks are adding new types of accounts a product life cycles are so short that product
2 Apple is going to simplify its product line launches are very frequent.
3 Consumers have mixed feelings about b its product positioning in relation to Psion’s
supermarkets existing hardware products.
4 When BMW bought Rover, ¢ it changed its product range towards more
5 The new law will ban product placement expensive cars.
6 Following the launch of the Series 5 laptop, d of cigarettes in movies.
consumers were slow to understand e extending their product portfolio into
7 With this type of equipment in the US, financial services.

f and deliver fewer but more competitive models.
g to their product mix.

Look at the words in B opposite. Which applies to each of these products?

1 microwave ovens
2 cotton

3 cars

4 hamburgers

5 soap powder

Complete this marketer’s description of his work using expressions from C opposite.
My name’s Tomas. I'm Portuguese, and I've been (1) .o v for Woof dog
food for the whole of Portugal and Spain since I left business school last summer.

The Woof (2) v, is owned by a big international group. The market for pet
food in Portugal and Spain is growing very fast, as more and more people own dogs and
cats, and we’re trying to increase (3) ... o of Woof through TV
advertisements and hoardings in the street. Research shows that people have very
positive ideas about it: it has a very positive (4) ... oo . But the
supermarkets have their {5) ... i dog food, usually sold cheaper

than our product, which is a problem. There are even (6) ... v

sold just under the name ‘dog food’. We have to persuade people that it’s worth paying

a bit more for a (7) product like Woof, which is far better, of course.

Over 4o You

Have you seen any examples of product placement?

Do you know any products with strong brand images?

What are the advantages and disadvantages of brand name products, own brands
and generics? Which do you prefer to buy?
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Pr I Ce You mean cheap: vovar goods are

pour yuality, Our goods are

. high-prriced, bal we mive
m Pricing customer service. And a loc of
c=p e gocds are mmd-priced: not
chiap and not expensive,

Yoonr guods are exponsive.
Customers don’l need ‘_-;c‘.l";'ii.'t'._g

Oar goweds are low-priced,
Fermanenly Tow pricing means
ve charge lews prices all the dme,

T TR

J G gx. : ._ |

ol 2
r/:r'era. e hove Dogs Temders :\ﬂf .
_ cheap izemes tir attract X

a customers o, Bug 115 all
: below the afficial® st price
or recommended reeail price, NPCE )

We have a policy of TF he moes o
discounting, sclling at a | undircutting ns, we
\:ﬁsmtun L Lhe Tist PTiC'-“-_// -— S, CAL alay w business

You must be selling some goods
at cost “what vou: pay for chem)
or at a less tevern less!,

m Waord combinations with ‘price’

F hoom & ok ering fﬂ.;..é.-f:"fr*s, wlth prices are Tiar g ouckly I
conrols g‘.i-".-'L"I"I'I'I'I'I'L"I.'I.t"“I;‘.%ﬁ'rI'Ei tor [imit price ircreases '
ot a |'ed|_||:.ri{_1|:|-':||-1- .'_':nrice o
price 4 Ilnke EILIMCrCas: in price
war when cowpeling comparies rodoce prices i response to cach ather
leader a comoany that is firsr to -educe I'_‘JTTI:I:::I'f!aSI.f prices o
L, tag lal=] arrachied 1o gl}ﬂ.ﬂ;, show ity the price also teans *price’

Upmarket and downmarket

Prowlocts, for cxample sks, cxast moddferent models, Some are basic, some more sophisticated.
The cheapest skis ore lowe-end or botom-end, "Lhe meost cxpensive ones are high-ond or top-end
proclacts. designed Tor ceperieneed users (or peonle with a lot of money!). The cheapest entry-
level skiy are for begmners wlwo huve never Loonght skis before, '] hose in between are mid-range.
It vou buy soprisicaed skiz o replice base ones, vou wade up and move npmarkee. 1 yoa huy
cheapor slds aller buying more eapensive ones, vou ade down and meove downmarket.

Diowinimarker can show Jisapprovall TF 2 publisher takes a
newspaper downmarket. they male it mone popilan but less
crltural, ro increase salos.

m Mass markets and niches

Wlass marker deseribes ponds “har sell in large quantities and the people who by then, For
gxample, farmily cars are 2 mass marker product, A miche or niche marker is 2 small groap of
buyers with apecial needs, whica may be profirable to sell ©o. For example, spors cars ae a
niche i the car indusny

BrE: upmarket, downmarket
AmE: upscale, downseale
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23.1

23.2

23.3

Look at the price hst Are the satements below oroe o False?

1 The pricing pu'icy is 1o sell below § Alaresinas e
list prrices, D Model List price Our price Compsting
2 The Adapio s low-priced, and is : proguct
cheaper than the competinon. - Adagio 11,541 9,939 ~ 10,500
3 The nid-paced models e the Brio 0 Brle 13,349 12,599 | 12,896
flj;d the ‘:-lﬂprlf-'um s . Capricinsn | 15742 14999 | 13987
4 i retatler charges 16,508 evr: - : i
s retailer charges 16,308 evran Delicioso | 16908 | 15999 | M2
fror the Daliciosa, .o ‘
N A L L 5
B Jhe Delicinan is the highear priced rm:r:](-l S S B
6 I he Dzliciosn is cheaper than che compericion.
T Al models are wold ar a discoune,
Complete the sencences wich the appropriate form of words from B opposite.
T A Price e, by Al may indicae the atarg of price increases by other producers.

2 Britain's heuse price ... ~hae pone bevand London, with praperies in Kent nows

worlh 25 por cent muore than a year ago,

3 Comsurnens will get price ... of vight aer cent oft phome Rills from May.

4 When President Perce ended prce oo, cloctricity, phone and transport costs went op.
S Petrovr s a price oo 3% wsually the Tiest 1o odler lewer prices,
6 The project had many desizn pralleoes, sushivg ap e orice o Tos each helicoprer

lron 511 onllion to 5264 qullion.

7 There s a prce . es oo booween Ezavjet and KLA on the London to Amsterdarm roote,

Correet the mistalees i italics, vaing expressiors from O and 1 aoposite.

i Demse van Beck, from sailimg boat company Nordsee
Murine, We have sormething for cverpone. 17 vou’se nover
satled belore, tre our (1 miid-range model, the Classic, 10y
six mietres long and vory casy to saill After a voar o1 two,
many custornets |1 trade dogen or {3 fake rinarket 1o
somcthmyg moce (4) basic, oo che (3] emin-feved nine-metie
lurbosl, wath o cquoproent and a bit morc loxury, Oue
i Dettermr ered produce s the Ventary, %5 1Y motres long
Aned has everyrhing vou weed Zor combuct on long vovages,
We alan praduce rhe Koo, aotradinenal boat, There's a
smiall bur prafitable (7) seags smarket foe (his tepe al bes

Over +o Hou

What is the rangr of products or services offered by your comnpany or une you admire?
Hower are 1hey priced?

Are there price wars or government priec cartmols in your country?

Busitess ¥ocoaherioey 1 Uee
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L8 Place

Distribution: wholesazlers, retailers und customers

A dist-hution netwark

||:|isTrihULi-:Jr1 channel

o
wWhalesal Retzil
RIS HeATer o eraer CISTAMERS

A whoelesaler oo shep selling a particular product, such as gars, 5 a dealer. A reseller sclls
computers. Wholesalers and retailers are diswriburors. Wholesalers are somedmes dsapprovingly
called middlemen.

Y shops

A shop (ErE] or store [AmE) is where people buy things. Companies may cal it a retail ootlet or
sales outlet. Here are some types of shep:

m choin store: pant of o groap of shops, all wicth the same name.
convenionee store: small shop ina residestial ares and open Loy hoars.
decp discountor: a sapermarler wich very low pricas.

department stares very Large shiop with 3 wide vanely of poods, wsoally in a town conere.

drogscore: shop in a rown cencee i the U8 which sells medicines; you can also have collee
and mueals there.

®  hypermarken very lanee shop with a wide variety of goods, ustally ourside a toan,
b sopermarket: very large shop, selling mainly food.

In Britair, o shopping centre ot shopping precioct is a purposce-huilt arca ar baildiag inoa rosmn
contee with A oamber of shops, Churside covens, chere are shopping malls, where it is casy ra pa-k.

Franchises are owned by Uie people that oo tliem (eanchisees), bot they only sell the goods of
voe conpany. That commany (e anchisor) provides souds, onganizes advermising, and offers
help anc supporn Tn retuen i takes a percentage of the protits of each franchisec, Many
restauraws are also run like this.

Dircet marketing

Hi, o Beatrice and Dwork in a direct marketing company in Brussels, W onsarize malings tor
many differene produers and services. This is direct mail but pecple olten call i junk mail, W
carget onr mahng liscs very carcfully: for cxample, we don'c send mailshets for garden wools 1o
people who live 0 apartmcnts!

! rE: call centre
people whe }:av.'c hac<l 30 contact with us bebore, Pf:t)plu are often rude wE: call eonter
oo the workors 1o our call centres when they do L,

We alvo do relemarketng, selling by telephone, includinue eold calls to E
A
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241 Tlee cxpressions rom A opposite to complete this presentation.

1L, my numes chael Son. T soacted out o the PO business 15 years ago when !

wied to buy a PO There was a complicated (1 de e @, hersreen the
menafacrarer and the costomer: (20w e 03] Lo azad G e all
added 1o the costs, but they didnt add mach valoe Zrome the (5% e 5 pomt of

view, Hore ar Son Compucers, we manofacture every 1% o order and deliver straipht

tir the buyer That way we cur ontr rthe (8] m. ..

24.2 ook ar B opposite and say where yom go iF venn wanr e

1 park easily sud visit different shops withoul going Lo the towas cesare.

2 it dillerent shups grouped wgether i a Brivsh wen cenore.

3 buy g packel ol sugar when all the supermarkens are closcd.

4 have a spack o an American ity withoul going to a restaoranl.

L buy food very cheaply.

6 buy clothes ina wown centre withour going to a spedialized cmbes shop.

24.3  Which expression in  opposile dowes the iU in cach sentonee refer 10?

. . vy - -
! I seally fate it, alf thar snff (\I 3 l.f’/ 303, 43830) ':L'.:‘H-ef:.:rgcf.n'f'd letiers

L cuminy through o letler bur, ! . e g;_piqurg:? We can b,

\ It sever stupes, A N OTgaRise i, ’””__-IELl fom. o

_.t_.s' i FE’T‘:FIEJ!L Dilatce Foo riork, ™, Y T8 Bave to do it Pee aeoer
( W bane tn ke 30 calls an | i sproken fu them before, |
"\ Foner, weilb fere beodks. _,/'.I l\ Bt P're ot no chpice. o
I

5 /’ The tuns main aetivities that ™
| wmake it af wre mailings aud |
felemmarialing, o

6 7 T
I FPouple wihry comee fromeee to fen

o
U gnsgperpione wigcsaees, afl sefliey |

o thrinys, tewd to bate ot :
!V__ '\.,__ E_ . I _,-"/

A call eentre

Over 4o Hou
Which Lypus al shups du yuu gse to by difforent thingsd Why?

On Yl like g-;-‘t'rlr'u_q direct mail¥ Have you ever I_':.:mght an'!,.'thin_:_'; this w:_ﬁ.'?

Der woru receive cold calks? Hess di youo reack?
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Promotion

Advertising MNern sgns
Fach photo shows a ditfzrent advertising medinm, i
Cpen air hoardiongs [3rE)fBillbeads (Al

ClassSied adwerlisermenils

CAMERIDGE ASTRONGMYT ENCYC] OPEDIA
- . imply barrant!

P - o "y : Sraeatal display
Llispiay odverlisemeris v pormenercial [ [t

Tl mternel v oo oew auvertisiie uediam,
Frowduct endorsements are when fanous people recommend a arodocr,

A senies of advertiscmens for a particular comnpany of sroduce 15 an advertsing campaign,
A person or busionoss that adverases s an advertser, An organication thal deaigns and
‘nanaEes advertisny campalyny s an adverlsing agency,

Spongorship is where crnpanies sponsor [pay some of the BrE: ad, adverl, adverlisemenl
costs al| evenes like cancerls and spoes events, AmE: ad, adverliscmenl

The safes forge

A cornpary’s salespenple (s salesmen and saleswomen) visit cosieners and persnade them
to buy its products. Fach member of this salesforce may be responsibye for a particular
recin: his or her sales area or sales territory.

The head o7 che sales Foroe is the sales managor.

Promotional activities
Promotion juncouaniable) ia a1l the acnv fes suppotting Uie sale of a produce, including
advertiving. A promocion {coyntable] describes:

MW o cspodal offor such ay a discount W o free gift mven with the pooduct,
or reduced poice, (See Lo 23)

W 3 free sample; a small amoure of B competitions with prizes.
Lhe prodhict to v o raste.

Supermarkets and airlines pive lowalty cards o custerners: ¢he mores yon spend, the maore
points vou ok and vou can evchange these points lor free poods or figho,

Cross-promotion 1s where vou buy one product, i1 ¥ou are recornmuended 1o 5oy another
product that may po with it

Busirtass Yooabakrry i Lige



25.1

25.2

Complete the crossword wsing expressions from A, Boaxd O oopesite,

1

—F

]

_—

|

- 1
—_——b—

-

Ad

[k
T .
L ..l | —tpe -

_ o K
Acrass 2o

4 Bereer than g classficd one. (7,13 T el for “hellbaard’, (81

SFree - 3 O salespersons rogion Jor selling, (9

# All the salespoople; sales ... 5 S Flecric adveriising: neon S

[ir An adverrising ... orgatizes ade (& a 1 lead of the sales foree sales ..., AT

13 Catfers, comrpeticions, ore. (100

T4 Giiven away frue as part of a promuation. (5

1.5 Yowr win these in compeririens. [/

Té People or organizarions who adverlse, (11)

17 Licrnale memsers of the sales Soneer safes
i3]

7 Miele saleepeonle, 8

4% new adverusing medivm. (3
2 lelevision 18 wn example o @ oo i)
I3 Anccher word [or 3 dosen [plurali. (33

Mateh the sentenwe 11=30 e the vorrest words la—eh

1 Many supermarkets run competitions aud ollers 1o encourage

prople to buy from them,

2 Tor example, vesterday T bought two kilus ol oranges lor hali

l]:l.t L1 ]. PLCe-

a special affer
h promotions
v free gioc

3 Lalso baught sorne collee, which cane warh a free mug.

Over to you

Whaul adverlisemenls and promational aclivities does yeur company or schoeot use?

Whal adverlising campaigns are famous in your country?

Buginess Yocahutgry in Use 1)



The Internet and e-commerce
The internel web gchlress banner ;‘.dvcrtiﬂcmcnt

F —_—

ﬂﬂﬁﬂﬁiﬁ?ﬁﬁﬁﬁﬂﬂ:

Agdirass e chooposhalidayscotn _ i)
CHEAP U.S EEC T
HOLIDAYS P ke

1 want to
stay in .
| wwant

Lyperlinks - to send

wely paee

The Internel service provider or ISP is the orpanizarion thal provides v with Interner access.
Yo register arud open an aceount, then they give vou an email addreess so that vou can
commrmmcale by email with ciher users, (See Unit 830 Some 1578 have their own conbent — news,
information aud s on — bul wany dronat. Afrer oo log on by encering vour oser name and
password fu seeret woed thay only vau lonawd, vou can suef 1o any site on the World Wide Web.
If vore Lowking for asine alwa a parcigulbar subject, youw can use 2 scarch engine ke Congle or
Yahusa, When you'se finished, romember o Iog off For securice reasons.

m Clicks-and-morlar

My mames John, anc Lo a chain of spotts shops, Last vear, | started an evommeree
opetalion, selling goods oves the Intermet. We've done well, Visiters don’t e trouble finding
wihal chey want, adding 1oms oo then shopping carl and paying tor them secueely by credic carc,
Tast vear we had two million unique vsers (Citereal individual visitors) who senerated 35
rillion hits e page views. Fhat means oo woeb pages were vicwed o tocal of 33 nullon simes!

b cormmeroe Of v-lailling has even actad as s toem ot advertising and increased levels of busiess
in our raditenad bricks-and-moriar shopst Pure Internel commerce aperations ate very diffienli
Tor sweend, Tilink vou need w combination of traditional retailing and & commerce: chcksand-
mortar. In our case, this has also helped us solve the last mile problem, dw physical delivery of
goods Lo Internet customers: we just deliver from our Local ssores!

B2B, B2C and B2G

Scllitg 1a the public on che Interner is bosiness-to-consumer o B2 e-commerce, Sume cxperts
tunk that the real future of e-oommerce is going to be business-to-business or B2B, with fums
vrlering trom suppliers over the Incerter. | his is c-procurement.

Ruisinesses zan also use the Internet to cormmauneats with government departmenrs, apply for
praernment contracts aid pay taxes: business-to-government or B2C,

0 Busmess Kacobulary it Use




26.1  Mach the words vou mighe sce on a crmpoler scrcen U1-8) with the activiiies you mig's he
Jumy at chat toe (a—f).

1 Enter your credit card number. 4 @ The e i not accesdhie at this
s T i, Please try aghn later.
: - h L |
« Doy ixe Cotmon whiids like:the” and ‘of, " -
T AR AL A5 b e 4 nvaiid eniry. [l
w You Miesl stter the symbo! @' [Camr |
3 [ ter viker papeint =t fone
Pﬂ.‘lMI’ﬂ‘ i | | n - - .
T Keyhaard inactive for 28 minoies.
i ox B[ Cencel | [Chowpe Paasword |
3 wwng a seasch engine d orping an vmail address
b lovging on v automatic logeing ofl
£ reynstering weth an ISP [ surfing and trving o cneer a particular websate

26.2  Find cxprssions m B opposite with the followmys meanmys.

1 tradidonal shops (mao posgibilinies)

2 selling on the Tnromer {(Lwao possibilitiag)

3 where you pus your irams hofore you purctiase therm
4 physical delivery of gonds o Interner customers

5 how many times a web pame 15 viewed

Z26.3  Whar tepe of escommerce are the follessing? Choose from BIB, B20, or R2G,

1 Privaw individuals can rent a car wirhout going throngh a call cenre.

2 The city is loeking fer construcien companies 1o boild o new aepor, There are hundreds ol
pames af wpociticarions you €an abiam feem the civy authoritics,

3 Car companies are gelling toeether 1o buy components from supplices inogreater ©uanives,
reducing prices.

4 Small businesses can gl advice aboul wages, laxation, el

Aembers eof the poblic can by legal advice 1ram law firmes.

6 I can seem very convenient, i af vontre oor when the gowds youo ordered armve ar vanre
hiwge, yor'te in rronhye!

s

Over 4o Hou A

Dooyoa wse email? Do you surf the dnternet?

Do you shop on Lhe Falernet? What aee the atvantages and disadvantages?

Do you hawe any experienee of B28 or B2G?

Busiress ¥ocobulary in Lise &l
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YAM Sales and costs

Sales 1

Sales describes what a business sells and the money it
receives for it. Denise van Beek of Nordsee Marine is having
a sales meeting with her sales team:

‘Our sales figures and turnover (money received from sales)
in the last year are good, with revenue (money from sales)
of 14.5 million euros, on volume of 49 boats. This is above
our target of 13 million euros. We estimate our sales growth
next year at ten per cent, as the world economy looks good
and there is demand for our products, so my sales forecast
is nearly 16 million euros for next year. 'm relying on you!’

A sales meeting

Sales 2

Here are some more uses of the word ‘sale’:

a make a sale: sell something

b be on sale: be available to buy

¢ unit sales: the number of things sold

d Sales: a company department

e A sale: a period when a shop is charging less than usual for goods
f The sales: a period when a lot of shops are having a sale

Costs

The money that a business spends are its costs:

direct costs are directly related to providing the product (e.g. salaries).

fixed costs do not change when production goes up or down (e.g. rent, heating, etc.).

variable costs change when production goes up or down (e.g. materials).

cost of goods sold (COGS): the variable costs in making particular goods

(e.g. materials and salaries).

m indirect costs, overhead costs or overheads are not directly related to production
(e.g. adminstration).

Some costs, especially indirect ones, are also called expenses.

Costing is the activity of calculating costs. Amounts calculated for particular things are costings.

Margins and mark-ups
Here are the calculations for one of Nordsee’s boats:

m selling price = 50,000 euros

m direct production costs = 35,000 euros

m sclling price minus direct production costs = gross margin = 15,000 euros

m total costs = 40,000 euros

m selling price minus total costs = net margin, profit margin or mark-up = 10,000 euros

The net margin or profit margin is usually given as a percentage of the selling price,
in this case 20 per cent.

The mark-up is usually given as a percentage of the total costs, in this case 25 per cent.

Business Yocabulary in Use



27.1  Mawh the word combinations {1-7) to cheie definitions (a-fi.

: r 1 figures _ : _
| — T a money received from sales (2 cwprossions)
2 forecast _ _ _
b gales aimed forin a particular peresd
J gmwth _
[ i — @ Lhe mnmmber of things saold

sales ¢ 4 IEvenue . .

. d incresse ingales

| 9 rargec o )
e B STATIMEICE Shinng the amoont sold

6 turmouyer . . . .

i " T sales poedicred ina pacucular poricd

| 7 volume

27.2  Mawch cach wwe of the word “sale” with -he correct meaning (a—f) from B opposite,

e . . 4 S _
£ didn't pay the full price for these PEDP"’-‘_UUE‘UE” afl night for the :
L shoes,  bonaght thens i d salo, /’ heginning of the January sales. -
2 T T T —  — o~ 5. -
{ T mear the Christine wdho senrbs _ rThe mdel will go on sale :
L"x i1 etfas, st the Gre (A CCoRRTE. ,"I o ihe UK {rom next March. :
.\-_:;-‘/ - -.-... ...-...-.. . .."'.'...... .- -
BT athine i i " 6 VYolkswagen's sales rose {o
F Methbip fo more satisfying ta
IL .-.ufesfmag"&h* Han mafeing a :::.;ff ] 1,055,000 cars from 996, ﬂﬂﬂ
R A a year earher. R
N .

27.3  Choose the correct exprossion Fom O opposite t deserile MNordsee Marine’s coses,
1 the sulary of an obiw reaeprivaise (direct £ indireet cost)
2 heating andd lighring of the Lunlding where Lhe boas are made (Rxed £ varable cast)
3 the muterals veed in e boas, and the boabuilders® salaries [rverhead cosc s OO0
4 rurning the office {overhead f divect cost)
5 wiook] used in build-ng the boats (Nixed J variable cost)
6 the salory af o boaubmlder (direct 7 indirery cost)

27,4 Lok al D opposite. Read what this coinpany ownet says and answere the questions.

T'm Veclay and T owen a small furnitare company in Slovalkia. We make a very popudar line of
wonden chairs, Bach cowrs 3a0 koranzs ro make, inclnd ng marerials and procnction. We
estimate onverheads, incleding administration and marleering costs, at 40 koranas [or cach chor,
and wu sell thom oo fuenitare stores ar 300 korunaas cach.”

1 What is the pross margin dor esch claick

2 What Is e net warein [on vach claics

2 What 1s the wark-up [or eacl chalr as a pereentage ol wotal cosis?

4 What is e prodiv margin dor eacl chair as o percentage of the selling price?

Over 4o Hou '

Think of the company you waork for or nre you would like to work for, Which of its prodocls
ot services has the hinhest sales? What oee ibs biggest cosis?
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Profitability and unprofitability

Profitable and unprofitable products

A supermarket manager talks about the costs and prices for some of its products.

Product Cost per Result

Sale price per

unit (euros) unit (euros)
A 10 12 We make a profit: the product
is profitable or profit-making.
B 15 15 { We break even: we reach break-even pointj
C 8 7 We make a loss. The product is loss-making, but we use
Product C as a loss leader to attract people to the store,
as we know they will then also buy profitable products.
D 12 22 / Product D is very profitable and we sell a lot of
it. It’s one of our money-spinners or cash cows,
products that have very good profitability.

I Budgets and expenditure

Like all companies, Nordsee and Vaclav have to budget for, or plan, their costs, and have a
budget. Look at the graphs comparing their planned budgets with their actual expenditure
(what they actually spent).

Euros Actual Euros Euros
1200000 expenditure 1200000 12000001
1000000 Budget 1000000 1000000 Nordsee's
8000001 800000 800000 1 spend
] | Actual ]
] 600000 h 600000
6000001 ] Budget expenditure 1 Vaclav's
4000001 4000001 ey 4000001 spend
200000 200000 e 200000/
| o I l :
NORDSEE VACLAV ADVERTISING EXPENDITURE

Nordsee went over budget and
overspent by 200,000 euros.

64

Vaclav underspent by 50,000
euros. He was under budget.

On advertising, Vaclav’s spend was
only 200,000 euros, while Nordsee’s
advertising spend was 700,000.

Note: Spend is usually a verb, but it can also be a noun,
as in advertising spend.

Economies of scale and the learning curve

Ford is one of the biggest car companies in the world. It benefits from economies of scale. For
example, the costs of developing a new car are enormous, but the company can spread them
over a large number of cars produced and sold. In dealing with suppliers, it can obtain lower
prices, because it buys in such large quantities.

The company also benefits from the experience curve or learning curve: as it produces more,
it learns how to do things more and more quickly and efficiently. This brings down the cost
of each thing produced, and the more they produce, the cheaper it gets.
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28.1

28.2

28.3

Look at this information about Vaclav’s products and answer the questions.

Unit production  Overheads per  Selling price  Number of units

cost (korunas) unit (korunas}  (korunas) sold per year
Chairs 360 40 500 50,000
Stools* 180 20 195 70,000
Armchairs 700 70 800 20,000
Coffee tables 550 50 600 30,000
Dining tables 2500 300 3000 15,000

* chairs with three legs and no back

1 Which products make a profit?

2 Which product has the highest level of profitability as a percentage of its selling price?

3 Which loses money?

4 Which just breaks even?

5 Which is the biggest money-spinner or cash cow, in terms of overall profit?

6 Which product may be a loss leader, to encourage furniture stores to buy other,
profitable products?

Complete the sentences using correct forms of expressions from B opposite.

1 She felt the organization was ................. and wasting money on entertainment and
luxury travel.

2 UK tobacco companies have an advertising ....................... of £50 million a year,

3 Orson Welles was supposed to make a film version of Heart of Darkness, but he ran
.................................................. , and the project was cancelled.

4 The repair budget for Windsor Castle after the fire was £40 million. In fact, the repairs
were completed six months ahead of schedule and £3 million ... s .

5 Years of e, on investment in Britain’s railways have left them in a very bad state.

6 Planning the concert, they found they had forgotten to .o i the singers,
and could only pay the orchestra.

7 Spending on books is rising as a proportion of total consumer ... .

Match the sentence beginnings (1-3) with the correct endings (a—). The sentences all contain
expressions from C opposite.

1 There are economies of scale in hospital services;  a so cutting unit costs.

2 Some universities put more students into classes, b but we are learning from our
mistakes.

3 The learning curve is very steep, ¢ however, they only apply up to about
100-200 beds.

Over 4o you

Does your company, or one you would like to work for, have a cash cow or a loss leader?

Does your company, or one you would like to work for, benefit from economies of scale?
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BX:} Getiing paid

m Shipping and billing

When vou ask wo buy snmething, you order i, or place an order for ir. When
the gnods are ready, chey are disparched or shipped to you,

An mvoice 15 a dacument asking tor paynent and showing the amoune to pay.
The activity of producing and sending ‘nvolces s invoicng or billing,

m Trade credit

Vaclav iy talking about hus farnicue business:

O course, we don’t expect our business customers 1o pay inoediaely, They
are given trade credit, a period of ume before they have o pay, wually 30 or
& davs, I a customer arders a large quanrity ar pays within a paticclar
lime, we give themn a discownt, a reduction in the amound ey bave o pas.
But with some custowers, especially vnes we haven'L deale witk before, we ask
them to pay uplront, belore they receive thy goods.

Like all lusinesses, we have a aedie policy, will pavment teoms: rules on
when and how custorners should pay, This is pan of controlling msh Hevw,
the tming of payments coming inoe amd geine owl of a basiness,”

Arcounts

Jeaniter amnd Kahleen are businesswomen, Jenniter has her own company in
Britain amd Kackleen owns one in the TS,

=

& The people and nrgam;auonb‘\
we sell o are our castomers or
accoungs, The mogt important

/ T M waiting Lo be pmd by soime '\., \.\ ones are key accounts. / e )

| of my customers. These are my | - ;7 'The costomers thar I'm \.

b, dubtors, Ihey vwe nwe money, a2 AT B ; | waiting o be paid by arc |
- ~. il | ) : My accounts recetvable vt

roccivables., A

L he suppliers and cuher

urgarizations that | owe mn

Lo arge My aocounts payable

pavables. T must remember

par tex to che [nland Rever
Service un time!

" The suppliers and oiher
arganizarions thar | owe
TOTEY tooarc my creditors.

[ must remember to pay tax 1o
'\ the lnland Revenue on time!

-

There are somc companies that owe
lenn ter me toney, bul Lyel the fecling 'm Kul hleen
nevsr going 1o pel paid: they'te bad
\h debrs and I've written them off. /-'
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29.1

29.2

29.3

Put these events in the correct order.

1 Messco dispatched the goods to Superinc.

2 Superinc ordered goods from Messco.

3 Superinc eventually settled the invoice.

4 Superinc did not pay the invoice on time.

5 Two weeks later, Superinc had still not received an invoice, making them think
Messco’s invoicing was not very efficient.

6 Someone in accounts at Messco chased the invoice by phoning the accounts
department at Superinc.

7 When the goods arrived, Superinc noticed there was no invoice and asked
Messco to 1ssue one.

8 Messco’s accounts department raised an invoice and sent it to Superinc.

Complete these sentences using expressions from B opposite.

T et e 18 @ constant problem. I get materials from suppliers on a
30-day payment basis, but I'm supplying large companies who pay me on a 60-
day payment term,

2 With some types of new wine, you can pay a special price .................. and wait
for it to be delivered in about ten months’ time.

3 Small businesses complain that larger companies abuse .........cc.cc.. oo by
paying invoices too slowly.

4 We offer a two per cent ............... for payment within ten days.

5 We have a very Strict ......oevs voorvovceneccn? OUL ioveiscree v, A€ that

everyone pays within 30 days.

Replace the underlined words with expressions from C opposite, using
British English.

My name’s Saleem and I own a clothing company. Our (1) most important
customers are department stores. Getting paid on time is very important and we
have an employee whose job is to chase (2) people who owe us money. Of course,
we pay (3) suppliers and other people we owe money to as late as possible, except
the (4)_tax authorities, who we pay right on time! Luckily, I haven’t had much of a
problem with (5) people who don’t pay at all, so we haven’t had to (6) decide not
to chase them any more.

Over 4o You

What are the normal payment terms in your company or the company you are interested in?

Do small companies have problems getting paid in your country? Do some businesses
offer discounts to the public?
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B10] Assets, liabilities and the balance sheet
Assels

B il B
CHERFH™ A55FTS mamas
o e B il |

FIXEE AREEIS

l—J—'w——l—|_ T T ] E. S pq ] r ’un:
; el il T
T.E:T == | M|

An agsot is spmethmy shat has value, or the power t carn roney, ' hese inchdc

INTRNGIRLF AS5.TS,

B current assels: mioney i the baak, meesimenes that can casly e wroed into
momey, money that customers owee, stocks of goods that are geine 1 be sold,
fxed assets: equipmient, wachinery, buildings and land.

intangible assers: 1hings whict vou cannot see, For ecample., goodwill: a
company’s cood reputation with exdating castomers, and brands iSec Ve 223
espallished hrancs have the power to carn money

IFa company 1 sold as a going coneern, 1t has value as a prohe-making operation, or
ome thal could make a4 profil,

m Depreciation

Joanmna Cassicly iz head of 1 {Informeton Technolowst i a pudlishing company:

sAssets such o5 machmery and equipmrent lose vahie gver time hecanse they woar oal, or
ari: twx longer up to date. This is called depreciation ar amortization. Lot cxample, when
wi- by W computers, we depreciate thor or amortize them ower a vory shorl periad,
nsoally three vears, and a charge for this ix shown in the financial recorda: the waloe of

T he value of an assel 01 any ene dme s ils ool valoe, This 15070 eeessarily the amoune
that it coudd be sold [or at chat g For ceomple, land o boildmgs moy be worth mone
than shown i he aceounts, bocnnse they hove incecased o valoe, Bt compaters conld
cinly ~e soll dor kess than book valoue,!

Liabilities
Liabilitics ure o cotupany’ delils o suppliers, leaders, the i aucarities, ete. Pebus chat
have 1o be paid wiciin a year are cueeent hiabilities, and those pavabls in more than a
vir are long-tern liabilites, for example bank loans,

Balance sheet

A company’s balance sheet giees o piclure ol 105 dseels aned Halilides al e el of a
rartictlar perwad. wswally che 12-mouls perios o its Guansiad vear, This is 1oL
necessarily Jatiuary Lo Becember
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30.1

30.2

30.3

Look at A opposite. What kind of asset is each of the following? Which three are not assets?

1 Vans which a delivery company owns and uses to deliver goods.

2 Vans for sale in a showroom.

3 A showroom owned by a company that sells vans.

4 A showroom rented by a company that sells cars.

5 Money which customers owe, that will definitely be paid in the next 60 days.

6 Money which a bankrupt customer owes, that will certainly never be paid.

7 The client list of a successful training company, all of which are successful businesses.

8 The client list of a training company, with names of clients that have all gone bankrupt.

Use the correct forms of words in brackets from B opposite to complete these sentences.

1 The bank had lent too much and was left with a mountain of bad debts: £4.3 billion
WAS oo (write off / wrote off / written off) last year.

2 Most highway building programs in the US are ... (amortization / amortize /
amortized) over 30 years or more.

3 The company reported a record income of $251.2 million, after 2 $118 million ...
(charge / charged / charges) for reduction in the ... ... (book value / books value /
booked value) of its oil and gas properties.

4 Under the new law, businesses face five different ..........c...... (depreciate / depreciation /
depreciations) rules for different types of equipment.

5 The company reported a loss of $12.8 million, partly due to a special charge of $1.5
million to ... (write down / wrote down / written down) the value of its spare

parts inventory.

Look at C and D opposite and say if these statements are true or false.

1 Money that a company has to pay to a supplier in less than a year is a long-term liability.
2 Aloan that a company has to repay to a bank over five years is a long-term liability.
3 A company’s financial year can run from 1 May to 30 April.

Over to you

Obtain a copy of your company’s balance sheet, or a copy of the balance sheet of a
company that you are interested in. What are its main assets and liabilities?

You can find this information for companies all over the world at www.carol.co.uk
{Company Annual Reports Online).
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The bottom line
Accounts

ﬁli, I’'m Fiona and I’'m an accountant. I work iﬁ
Edinburgh for one of the big accountancy firms.
We look at the financial records or accounts of a
lot of companies. We work with the accountants

of those companies, and the people who work
under them: the bookkeepers. I like my

profession: accountancy.

Sometimes we act as auditors: specialist outside
accountants who audit a company’s accounts,
that is, we check them at the end of a particular
period to see if they give a true and fair view (an
accurate and complete picture). An audit can
take several days, even for a fairly small
company.

When a company’s results are presented in a

way that makes them look better than they
accountancy (BrE} or accounting really are, even 1'f it follows.the rule§, it may be
(AmE). The activity is called accused of creative accounting or window

accounting (BrE and AmE). Kdressmg. Of course, I never do this! /

The profession is called

m Results

70

‘A firm reports its performance in a particular period in its results. Results for a
particular year are shown in the company’s annual report. This contains, among
other things, a profit and loss account.

In theory, if a company makes more money than it spends, it makes a profit. If
not, it makes a loss. But it’s possible for a company to show a profit for a
particular period because of the way it presents its activities under the accounting
standards or accounting rules of one country, and a loss under the rules of
another. My firm operates in many countries and we are very aware of this!

A pre-tax profit or a pre-tax loss is one before tax is calculated. An exceptional
profit or loss is for something that is not normally repeated, for example the sale
of a subsidiary company or the costs of restructuring. (See Unit 34) A company’s
gross profit is before charges like these are taken away; its net profit is afterwards.
The final figure for profit or loss is what people call informally the bottom line.
This is what they really worry about!

If a company is making a loss, commentators may say
that it is in the red. They may also use expressions
with red ink, saying, for example, that a company is
bleeding red ink or haemorrhaging red ink.’

BrE: profit and loss account
AmE: income statement
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Look at A and B opposite o find che answers to the crossword,

Across
1 and 2 deovarr What the Brirish call rhe
e statement. (/34,7
5 W har accouncs have o tollv, (8]
& Nor oeorring vepularehe (117
T When companies annoince resils chey
............ them. (&)
11 1w Fimal Figere far profic or loss (6,4
13 Another name tor “standard’, (4]
19 und 14, 14, 14 down What accounts
should give. [(4.3.4,4)
20 When thongs are made to lool: betrer than
they really are. [6,8]
21 Known as accounting in the LS, (11]

P
XRee | across.
3500 12 done
4 Betore tax is taken awav. [3-3)
8 You find thiz in an annoal report. (6]
& Mot a proft (4]
LiF Aceounting that peesents tainges in o
posieive lighe, (51
12,3 down What Americans vall the prohi
and lows accouant, (6,91
14,14, 18 S 19 across,
17 Noun and verb related o Saudier, (3)

Over 4o Hou

Oktain a copy of yoirr company's annual report, oF the annoal repart of 3 company thal
yiru arc interested in. Look at its prafit and loss account {ur inceme stalement).
What is the hattem finc?

You ean find This infurmalinn e companies alf over the world at wwwcarcl.eo.uk

[Cumpury Annual Reporls Gnline).
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Share capital and debt

!

72

Capital

Capital is the money that a company uses to
operate and develop. There are two main
ways in which a company can raise capital,
that is find the money it needs: it can use
share capital or loan capital, from investors.
These are people or organizations who B
invest in the company; they put money in s { COMPANY )
hoping to make more money. (See Unit 36) >

( SHAREHOLDERS J -+

(Share capital) (Dividends)

Repayments
and interest

I
— LENDERS | <—r!

Loans

Share capital

Share capital is contributed by shareholders who put up money and hold shares in the
company. Each share represents ownership of a small proportion of the company.
Shareholders receive periodic payments called dividends, usually based on the company’s
profit during the relevant period. Capital in the form of shares is also called equity.

A venture capitalist is someone who puts up money for a lot of new companies.

Loan capital

Investors can also lend money, but then they do not own a small part of the company.
This is loan capital, and an investor or a financial institution lending money in this way is
a lender. The company borrowing it is the borrower and may refer to the money as
borrowing or debt. The total amount of debt that a company has is its indebtedness.

The sum of money borrowed is the principal. The company has to pay interest, a
percentage of the principal, to the borrower, whether it has made a profit in the relevant
period or not.

Security

Lending to companies is often in the form of bonds or debentures, loans with special
conditions. One condition is that the borrower must have collateral or security: that is, if
the borrower cannot repay the loan, the lender can take equipment or property, and sell it
in order to get their money back. This may be an asset which was bought with the loan.

Leverage

Many companies have both loan and share capital. The amount of loan capital that a
company has in relation to its share capital is its leverage. Leverage is also called gearing
in BrE. A company with a lot of borrowing in relation to its share capital is highly
leveraged or highly geared. A company that has difficulty in making payments on its
debt is overleveraged.

Business Vocabulary in Use



32.1

32.2

Choose e corredt expresstons in brackels from A, Boaod © soposite to cumplete (e test.

I stavted 15 vears ago with (1 cap:talidividends} of $ATR000. We had one small restauraat in
Sydney and now we have tarenty throughoee Ausoalia. My (2 borrowersharcaalders) woe
mwmbers of my family: my parcots, brochers and siscers all puccap money, They didn't receiee
aay (3 dividendssshares) for che fivst five vears: we pur all our profits back inco the company!
Boow wer want o increase the amennr af

4 rgquinvddivicends], so we are looking for nurside (5 borrossorsdlenders).

(& LendersBharehalders) huve been very helpral, We oblained SAS0000 of (7 loan vopualishare
capitali from a bank when we staried, Now e have paid ol all the 2§ dividends'principal} and
(9 intereat! shares) afrer seven years. We have waken our scher loans recently, bur nur

T kendingfindebredness) is neo bad ir relacion oo the size of the business,

Answer these questions. wsinyg expreessions {rom O, D and E opposive,

1 ¥ou want to raize meney foe your conmgeany, but vou do nog wan o sell sharcs.
What can vou usc irstead? {2 cxprossions)

2 You wiant o raise moniey and 1ol wart (o oeasstee lenders that they will g
cheic money back if your company canuet repay. What wauld vow effer chem?
(2 cxpiressions,

3 Yoo are merviewed by a finandal jooemalist whe wants s know why von are
borrewimp moness Whar de yon tell them char vom wane o increaze? (2 words!

4 The joumalisl writes an ardele saving thae vour company has a lor of debe in
celutzom Lo s share capital. Which Lwo expressions might she use in her arcles

5 A lew menths Jacer vhe qearmalist writes an article saving that vour company has
oo mmch debl e reluion to s ubilivy o pay. Which cxpressiom muglu she wse in

Lier article?

Over 4o Hou

Would you like to start a business? What soet? Whepe would you qot the eanitaf?

Where da people in your country nonmally get capital? What aee the advantages and
disadvuntages ul the differonl methods?
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BRJ Success and failure
Cash mountains and surpluses

Precleeo s a suceessful company. Orver the vears, 1t has
distobuted scane profies or eamings to sharcholders, but ie
has also kept pralits ia the lonn of retaned eaenings and
Luilt ups il cash reserves; L1 sitting o0 a cash pile or cash
mountain. Those “eserves may be ased Tor invesiment or (o
mike acquisiticns: to buy other companies, [See Linig 24]

m Debt and debt problems

Ilere are souwe exnreseaons that can be wsed 1o talk obaout
A wompuany’s debis, o ncounry’s loreign debrs;

{ Coepayment when a conipany repays ite debr andfor interest oo i
survicing dlebt repoymment’ deseribes o particolar amount cepaid
buarden a crmpany’s debt, especially waen considered as a problemn
debr  § 0 wasis when a company has senoeos ditlicoley reparing 1s debe
rescheduling whe a company persuades lenders o change
restruciuring tepavment dares and rerms
L delaudt when o company Luls waake o debt ropay-nene
Mole
v
o S Ly o default deht
- a 0 cfault an o g
® restructure J g _
service

!

Turnarounds ang bailouts

Traommce is in linancial toouble and 1t 1s bemyg described ws sick, ailing and woubled,
Thew e called in 3 company doctorn, Susan Jamss, an experl in wening round
companies. | hare may be a wrnaround and Doomen may recover Buc it chere s no
recovery. cae comnpany may collapse completely. Ms James is curventdy loakimyg for
anncher company to bail out Doomca by buving ic '] his would be a bailoat.

Bankruptey
IF a company is in secous Boancial ditficults, ic has o rake comain legal sreps,

In the LS, e mar ask a oot oo give ic time to reorganize by filing for bankroptey
proteciion from credieors, the people it owes money oo,

Inn Britning & company that is mselvent, Le, unoble to pay its debs, may go e
adrmimistration, under the monagement ol an oimside specialist called an adminisrator,

If the company carnor be saved, it goes imto higuidation or into receivership. Roceivers
arc specialises whis szl the company™ assces and pay out what they can to creditors.,
Wlem this happens, a company is wound op, and i€ ceases rading,

A company in dillicnlty chat cannet be saved goes bankropt,
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33.1

33.2

33.3

Match the sentence beginnings (1-6) with the correct endings (a—f). The sentences all
contain expressions from A opposite.

For a group sitting on a cash mountain of £2 billion, GEC’s sale of

The group had a cash pile of nearly £300 million at the end of March
The airline has built its cash reserves

MCA’s earnings for the fourth quarter rose 26 per cent to $21.8 million,
Raytheon has announced the $2.9 billion acquisition

The UK tax system encourages the distribution of earnings

DO A WN =

because of higher revenue from home video and pay TV.

to finance plans for global expansion.

to shareholders, rather than encouraging companies to invest.
of Texas Instruments’ defence electronics business.

— plenty of money for acquisitions.

Satchwell to Siebe for £80 million will make little difference.

T o nf oo

Complete the sentences with expressions from B and C opposite. There may be more than
one answer.

1 Our economy could ... under its huge debt ... —we owe $100 billion to

foreign investors and banks alone.

2 The railway company made a profit of 140 billion yen, even after paying out 300 billion

yen in debt .. .
3 MidWest bank has made a strong .......cocc..... from the dark days of the farm debt crisis.
4 The IMF’s ... might not be enough to pull the country back from debt .................. .

5 Mr Owen, chairman of Energis, is to receive a bonus of nearly £900,000 for his work in

...................... round the ... company.

Rachel is an accountant. Correct the mistakes in italics, using expressions from D opposite.

ﬂ work in the corporate recovery department of a London accountancy firm,
with companies that are in financial difficulty. They may be in (1) administer,
and we try to find ways of keeping them in operation. We may sell parts of the
company and this, of course, means laying people off.

Our US office works with a system where a company in difficulty can get

(2) protectors from (3) credit, giving it time to reorganize, and pay off debts.

If the company can’t continue as a going concern, it (4) goes into receivers: we
(5) wind off the company and it (6) ends business. We sell the assets and divide
Qle money up among the creditors in a process of {7} liguification. j

v

Over to You

Do you think the government should bail out loss-making companies to avoid making
people unemployed?
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Mergers, takeovers and sell-offs
| A Stakes and joint ventures

a stake
an inlerest in A company the shares that ooe mvestor hias wa company
a holding
1 f‘ml"-“ 1 whoen meore chan 30 per cont of the shares of a
d 1majociy nrercse cormpany are oweed by one invesior, giving
J huIJm;,’ l thernn control over bow iU is Tun
ataluL . _
L when an invescor owas less thzn 30 per cont
a MIOUTLEY inkerast
. of the shares of a comoany :
holding : i

Twe companics may work togezhor in a particular asca by Sorming an alliance or jeint vonture:
they may remain separace companics. ar form a nocw company 2nowhich they Toch have a sizke.

m Mergn:r:-. and takfuwrs

. [rET‘IE'I"—'jl Dll gm:l PP haﬁe annnnhced i Abbeot Bank is doing badly, and may
1 they are gning ro merge. Tr wilt be the I'! become the victim of a predator, Thare
t bhiggest cver merger in the il indusry. g wizre rurnaurs of 2 possible eleover by
e L em e e L e e e peret Bullion, but it saye it wen't play the white
knight for Abbot by 2oming to it
Rluhly Teleroun is o split inge fwer, and demsge il defence This leaves Abbot eesosad te

fixed-line and mobile businesses as part of on-going
restructuring. The aim of the derrerge- is to cut debt by
e killion.

Ltments de Mance, the Fench buiiding group, is to
Acquire Reed Sopuane Inenstries of the LK for 3.1 billin )
wiros. This is a feiendly bid, 25 BS1ave likaly Lo weleome expensive for a predator oo bup et
iz and agree to it But the Sakewver cores only 2 vear
st RS rejected a hostile bid, ar ameenmied ane.

CUHQ“}I’I’IE[H‘ZES Cntton malees 4 seres of acguisitions ol retail

and noeretail bisinesses, and hecomes the
parent company in g conglomerate ar combing,
with the ather bysimesaes as its subsidiarics,

C N T T T TR T R R T LA T TP S R TR T R T PR

acquisition, 2nd it may be prey oo a big :
imternational bank. Abbet does heve a t:
poison pill haweven in the form of 2

special elass of shares thar wall be very _:_=:-

1990s
1985 2000
Livw—price poneral relnal . Sharcholders complaio that Cotton Group is unfoaused.
Comon Stores acquines Bruce They demand that ies CTO shonld dispose of non-retall
supermiarlots and divensibhes companics. which they deseribe as noncore assets, and
nto food retalime, } ceinvest the money I its maimn, core activity: retailing.

1oy sav that this divestmient and restrocimng is
necessary for fature srowth and profitatlice.
Th Businass ¥ocabulary in Lise ot



34.1

34.2

34.3

Mlarch the scmience beginnings [1-31 with the correct endings (a—¢b, The sentences all cratain

£UPIUELI 071 froam A and B UpRUATte,

1 The Canadian government decdded o sell 45 per cont

2 UK tmld 45 a saocessial satelliee channel

[ ]

M- Sugar’s majority holding in Amscrad

sadle bt the TR 15th richest peoson,

it which e BRC hus a nunaority interest,

L= T B '

and Singapore Technolapies 15 per cent.

Russia’s secord bigpest airline is oeing to bay a stake
China sighed an agreemenr to develop a regiomal jer, sctoing up a jount

ol the state ailine 1o che public, and keep a 35 per cemu ajority stake,

i ies US counrerpare so they can work ouc a markering alliance,
ventire company i whicl ic wi'l have a 4o per cent srake, Airkbns 39 por cont,

Which expressions in B do the undetlined words in chese headlines refer ro?

1

. ABC INVITES
' APPROACHES

- The fnancidly woubled
CABC company las i elfecy
. put itself up for sale ...

¢ BREAKING UP IS HARD TO DO
C Ueragpy irvostars it W H Srdh have boon asking
its Managers W breas Lo the retak g0

' CLYDE REIGCTS (INADEQUATE’ *
OFFER BY GUT.F CANADA

Clyde Petruleum’s board yesterduy ssked
© shareholders to reject what it «.,a]ll.d i
v-hol]_.f i qlmte otfer .

4

.f:

L BAGLES SWOOP ON SHARKS

Paples, which aweng Shettieid Daples Ruagrdy
tewm, hee poupie a 0 per cone stale in -
Shelfield Shola Dokt ball cluls ..

T

L

GLOBAL STORES
ON TIIL LOOK-OUT
Fellowing its acquisition of seven

- retailees in Toeepe 1 che last five
' years, (%15 om che hane for

REED ELSEVIER IN £20 BILLION
LINK-UP WITH WOLTERS KLUWER

Reed LIK i1z zet to hecome part ot an
international group with headquarters in
' the Natharlands '

Use expressions Prom O oppeedie to complers wha this journatis savs aboat conglomerates,

A conrpany that has (17 d

may decide to Lmin i activities by selling those (23

B e oo thaar dov ot 131 in with s overall steategy. The board o the (3} o 2 e
may talk abou 4y A Cand (S roand gewing out of partenlir busiesses.

In chis case, the group 60, e D 08 (710 R SO 1) [«
taes the money Lo imvest 1o aod coneentrawe om 15 (8] oo aliviries.

Over +o fou '

Are mergurs angl Eakeovers common in your country?

Think nf a Tamous merger nr fakeover that you fouret inferesting. Was il suceessfol?

Busivess Yocahatery in Lse T



Personal finance

Traditional banking

‘I'mn Lisa. | have a1 account at my local branch of one of the bir high-streer banks. I have a
current account for wriring cheques, paying by debit card and paving bills, Tt's o joine account
with my husand. Mormally, we're o the black, but sometimes we spend more money than we
have in the account and we go ineo the red. LThis overdraft is agreed by the bank aproa
maximam of £300, hutae pay quite 4 high interest raee on ic.

[ also have a deposit accoum or savings accoun [or keeping moncy
lonzer erm, This account rays us interest (hut nol very much, cspecially
afler Lax!),

We have a credit card with the same hank oo, Buying with plastic is
very convenient, We pay off whar we spend cach monh, so we don’y
pay interest. Lhe inoerest rate is cven higher than for overdran st

Like mans Briush people, we bave a mortgage, o loan e buy our bouse.”

BrE: ¢urrent account, cheque account
AmE: checking account

[irl : Fhetque: Bk rherk

T8

Mew ways of banking

Ml rame’s Kevin, 1wasn’ lappy with my bank. There was alwavs a queue, wwl
on the banlk statement thar they sent cach month chey wols money ot of my
accormr for banking chareges that they never cxplained. So 1 moved to a hank thar
arfers telephone banking. [ can phone them any dme to cheels my account balance
rthe amornr 1 have in my ageonnt), transfor money to other accomts and pay bills,

INow they also offer Intemer banlang, I <an manage my account sitting ar my
computer at home,”

Personal investing

Lisa again:

e have a savings acconnt at a building saciety which is going ro he damumialized
S Tlnit 128 and turned into o bank with chareholders. All che members will pet g
windfall, 2 special once-emly paynient of sorme of che society’s assets o icg members.
Wi hawe some unit trosts, shares i invesonent companics that put meoney from
small investors Hloe mae inre different companics. My coosin in the LS calls unit
mriars moal funds.

[ also pay conudbutions iute a private pension. which will pive me a repolar incone
when Istop workiug, e uever joined @ company pension scheme and Lthe
SOTVerUTent state peasion is verv smalll”

Buziress ¥ocabulary in Uise



35.1

35.2

35.3

Look at A opposite and say if these statements are true or false.

1 You talk about the local ‘agency’ of a high-street bank.

2 Americans refer to current accounts as check accounts.

3 A joint account is held by more than one person.

4 If you put 10,000 euros into a new account and spend 11,000 euros, you have an
overdraft of 1,000 euros and you are 1,000 euros in the red.

5 An account for saving money is called a safe account.

6 An account that pays a lot of interest has a high interest rate.

7 If you pay for something with a credit card, you can say, informally, that you use
plastic to pay for it.

8 If you pay the complete amount that you owe on a credit card, you pay it down.

Kevin is phoning his bank. What expressions in A and B opposite could replace
each of the underlined items?

1 T want to swap £500 from my savings account to my ordinary account, because
I don’t want to have the situation where I’ve spent more than I’ve put in.
2 How much is in my savings account? What’s the amount in there at the moment?
3 On the savings account, what’s the percentage you pay to savers every year?
4 How much extra money have you added to my savings account in the last three
months?

5 On the last list of the all the money going out of and coming into the account,
there’s an amount that you’ve taken off the account that I don’t understand.

Match the sentence beginnings (1-3) with the correct endings (a—c). The sentences
all contain expressions from C opposite.

1 Investment companies are reporting a sharp increase in the number of

2 Consumers are using their windfall gains from building society

3 Peter is 26 and is wondering whether to join his company pension scheme.
He would contribute a small percentage of his salary and his employer would
make an equivalent contribution.

a If he decides to stay for at least two years he should join. If not, he should take
out a personal pension.

b small investors who are investing in unit trusts.

¢ demutualizations to buy new furniture or a new car.

Over to Yyou

What type of bank accounts and personal investments do you prefer?

What are the advantages and disadvantages of the different types?
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36

Financial centres ave places where cheee ave many
hanly and other fimandal mstitodes, London as a
fmancial centr = called 1he City or the Sguare Mile,
arcl Noew York i Wall Street,

Financial centres hring together investors and the
businesses that necd their investment. & specularar is
an inwestne wher weanrs o niake a quick prafit, rarher
than inwesr cwver a anper oerind of e,

Brokers, dealers uril raders buy and aell for inveseors
ard in surme cases, [or -Lewselves or the organizations
they waork for

m Stock markels

1Leather Macduaald of Advancsd Comprnents:

BrE: centre; Am f: r:f_-nter |

W needed more capital to expand, so we Jecided ro faat the company {sell shares fore the
lirst tiree} in a flotation. Our shares were issued, and listed (BrE and AmFEl or quoted (ReE
wrrlyd bee e first cime an the stock market, Because we are 4 UK based company, we are
lisred o the London stock cxichange.

Stuwhk marxets noother counttes ate alan called boorses, Maybe when our cotnpany = really
Rz, w'll msue more shares on one of the Durepean bourses!

[W:L:?:: [':Jn ::I:r stock market or stockmarket; BrE: shares [ stoeks [rountable} and shares
AT D T AW AmE: stock [uncountable)

Other financial markels T

Oher finamcial products inelude:

m commercial paper: short-torm lending 1o businesses,

B bonds: [onger-termn lending w businesses and the govermment.

B omroncics orerpn exchange or terex): buying and welling the money of particelar

COMIIETICS,

W commodities: metals amd farm producs,
These are traded direccly neoween dealers by phone and computer. Con madities are also
traded in o commedities exchange. Shares, bonds and commercial paper are securicies, and
the financial insitutions that deal in them are securities hoyses.

m Derivalives

A fomures contrace is an arreement giving an onligation oo cell 2 fved amoinc of a securine
or commendity at a parcicalar price on a partioalar titore dare.

Ao uptions coneeact [s an ageeemen giving the righe, ot ol “he obligacien, e Doy or sel
A seeLrity or conunedicy ac g parucular price at a parucular luouee v, or icoapeciod of
furure time.

Thiese o, s are devivatives, Dealers guess how e price ol the wndedying securily oz
vormredity will change i the fusure, and ase derivadyes w1y wo by e moee clieapls,

B84 Butiness Yocahoidry i e



36.1

36.2

36.3

Coevecl the eighl mmstabkes moacabes 0 ths aeocle, asimg sxpressions beom A opposice.

Meow that a lot of baying and selling can ke done over computer netaworks, (11 braakers and
(2] tradeseues do not need tr be inone place, and (3] sfaserdisis can make maney dealing
fromm a computer in their Tving room.

Tn New York, the area around (47 e Senetd Brosx s wadidenally loome e many linancial
wstilulions, such as the New York Stock Exchune. But many ol thewn liuve now roved
sanwe ur all of their offwces outsade (this expensive area.

Londor iz one of Europe’s most
imporcant firancial |51 g over
FO0 foreipn banks have abbces 1
Londor, and its stock exchange is
the largest in Burepe, But more and
more Haancial (A1 pastitnfes are nod
actaally based in che waditional area

Asin Mew Yok, they are moving o
areas where property 15 cheapes

S0, will financial cencres comoinace to
he a5 impostant i the fumee ax they
are now

Hew York

Look oL B opposite and say if these statemrents are true o false,

1 “hracks” s another name for shaes.

2 “Srack macker’ means the same as srock exchange’

3 Bourses are orly found in France.

4 An American would normally talk about shares ‘quoted” on the New York Seock
Lehange.

5 shures m Company X are being sold {oo the fiese e, Thos 1o Qovalion,

Use expressions frivn O ond 12 opposice w0 descrihe:

1 a bank that makes compenes’ shores available,

2 u contract to buy S0 rons of whear for delivery in three moaths,
3 colles snd copper

4 dollars, euros and yen.

B lend ng 1o a company lor less Uhan o veat

B

lemd ng toa hocal povernment avthority i the form of 10 vear investment
certificates.

T

shaves and bonds, burc noc currencies or commndities,
the Londan Mecals Hxecharge.
B the right oo buy shares in a campany in ore month, ar 150 pence per share,

G

Over +o Hou

Whal is wour countny's main fenanciad contre? Isit in Lhe capital oe amolher city?

Wihat arc Lhe advanlages und disadvanlages of difTerenl secwrilics and commodlities,
and ways of dealing?

Business Yocabulary in [se
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Trading
Market indexes

If there is demand for shares in a company, for example because it is doing well, its share price
goes up. If not, its price goes down. The overall value of shares traded on a stock market is
shown by an index (plural: indexes or indices). Some of the main ones are:

1 London: FTSE (pronounced ‘Footsie’): the Financial 4 Paris: CAC 40.
Times Stock Exchange index. 5 Frankfure: DAX.
2 New York: the Dow Jones Industrial Average (‘the Dow’). 6 Hong Kong: Hang Seng.
Especially long-established ‘old economy’ companies. 7 Tokyo: Nikkei.
3 New York: NASDAQ. Especially hi-tech ‘new economy’
companies.
m Market activity: good times ...
‘Translation’
Trading has been heavy on the New York Stock = buying and selling of shares ...
Exchange, with very high turnover of one and a = large number ...
half billion shares changing hands. We’ve seen = being bought and sold ...
spectacular gains, especially among blue chips. = big increases in value ... famous companies wi

history of profit in good and bad economic time

This bull market seems = rising prices ...

set to continue, after

yesterday’s record high at highest level ever ...

the close. Dealers seem end of the working day ...

e bullish and expect the = optimistic ...

Jan Feb Mar April May Junc July Aug Sept Oct  Dow to go through the = to pass the ‘round’ number of ...
15,000 barrier soon.

... and bad times

‘Translation’
There was panic selling on the New York Stock = selling shares for any price ...
Exchange today as prices fell to new five-year = their lowest point for five years ...
lows. We’ve seen some spectacular declines, with = large decreases ...
billions of dollars wiped off the value of some of = taken off the total share value ...
America’s best-known companies, and more than = the total value of shares listed on the
10 per cent of total market capitalization. market going down by 10 per cent ...
The bear market continues, with prices set to fall = falling prices ...
further in the next few
days. Dealers are bearish, = pessimistic ...
with many saying there is
no sign of a rally. If prices = prices starting to rise again ...
continue to fall, there may
be another stock market = very serious drop in the value of shares
e collapse or crash, like the on the market, with serious economic
Jan Feb Mar April May June July Aug Sept Ot neg in 1929 and 1987. CONSEQUENCES ...
Note: The following words have a similar meaning.  Verb Noun
to rally arally

to recover a recovery
82 Business Vocabulary in Use



371

3r.2

37.3

Complate this financial repors using expressions
from A& opposite.

Yesterday in Asia, in {1} o, The Hana Sena closed 1.6
Pt cent up at 15,657 exacly, Tn Takya the (200 L was
also up, at 15747200 In {3} o last nmighe, the -H
e Clerged 1K per cont higher at 10,824 cxactly, and the
hi-tech (51 e, index was 3.3 per centup at 377830
Turming now 1o Burepe, in corly
trading in (6} e Lhe FTSE
is (L1 per cent devarn at 6,252 Hi0
The Franch (7} e e index is
alsor slightly down ot 6,336,835, The
(B} e e i Ciermany, however,

is (L1 per cent higher ar &, 4082 X5,

Tl expressions from B opposite to describe:

1 shares in companics like IBM, Kodak, and Procter and Gamble.
2 buying and scllmy of shares on a stock market.

3 a day wizh twice as many sharcs sold as usual on a particular stock mazket.,
& shares that were worth $13 and are now worthy $1 1400

5 a period when the stock market index has gone froonn 20,000 1o 25,000,
6 the feelimgs of dealers whoe are opomivde thac prices will continue to cisc.

7 when a stock matket index reaches 23,500 for the firse time.

8 the level oo w stock macker index which may be difficulr for shares to pass,

Complete these headlines wirth exprossions from O opposte,

' TECHNOLOGY STOCKS S ASINVESTORS
SEEBIG oo RUSH T0 SELL AT ANY PRICE

‘SHARES GOKTINUETO SLIDE: .......... . © FRICES CONTINUETO FAIL
_MARKET MAY ENDIN ....ocoo. - OWITH NO SIGN OF o
e B ONTHE HORIZON -
SHTARE PRICES AT THO-YFAR ... _ e e e
. DRALERS oo ASMARKIT © gg‘g“g?{rfﬁsm
- SENTIMENT CONTINUES TO WORSEN

Over 4o Hou

Is it usual in your country Tor ordinary people to own shares? (g poople follow the stock

market closely?

Bissiness Yooobulary in Use LK
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Indicators 1

Finance and economics

Finance is:

# money provided or lent for a particular purpose.
m the management of money by countries, organizations or people.
M the study of money management.

High finance involves large amounts of money used by governments and large
companies. A person’s or organization’s finances are the money they have and how
it is managed, etc. The related adjective is financial.

Fconomiics is:

m the study of how money works and is used.
m calculations of whether a particular activity will be profitable.

Related adjectives: a profitable activity is economic; an unprofitable one is
uneconomic. If something is economical, it is cheap to buy, to use or to do. If not, it
is uneconomical.

Economic indicators (see B, C and D below) are figures showing how well a
country’s economy {economic system) is working,

Inflation and unemployment

Inflation is rising prices, and the rate at which they are rising is the inflation rate.
The related adjective is inflationary.

The unemployed are people without jobs in a particular area, country, etc. The level
of unemployment is the number of people without a job. Unemployed people are
out of work, and are also referred to as jobless (adj.) or the jobless.

Trade

The balance of payments is the difference between the money coming into a country
and that going out. The trade balance is the difference between payments for
imports (goods and services from abroad) and payments for exports (products and
services sold abroad). When a country exports more than it imports, it has a trade
surplus. When the opposite is the case, it has a trade deficit. The amount of this
surplus or deficit is the trade gap.

Growth and GDP

Economic output is the value of goods and services produced in a country or area.
Gross domestic product or GDP is the value of all the goods and services produced
in a particular country.

The size of an economy is also sometimes measured in terms of gross national
product or GNP. This also includes payments from abroad, for example, from
investments.

Growth is when output in the economy increases. The growth rate is the speed at
which a company’s economy grows and gets bigger.

Business Vocabulary in Use



38.1

38.2

38.3

Complete these sentences with expressions from A opposite.

1 Eating pasta, potatoes and rice rather than meat and fish is ..o .

2 Buying your food at a small local shop rather than at a big supermarket is ... .
3 Someone who arranges multibillion-dollar loans to governments works in ... .
4 Someone who is heavily in debt has problematic ..., .

5 If you obtain money for investment in a business project, you raise .................. .

6 Someone who teaches about trade between countries is a teacher of ... .

7 Pig farming is at present unprofitable and ... .

Complete what this reporter says about Paradiso’s economy with expressions from B and
C opposite.

Paradiso’s economic indicators are perfect. In the past, Paradiso imported more than it exported,

and there was a (1) 2 EhiIS (2) v e was very worrying. Now the

country exports a lot of computer equipment, but still imports most of its food: the value of

() — is more than the value of (4) .o , so there is a (5) .and the

(6) rnssassssssane is positive. Prices are rising very slowly: with an (7) ..o

..................... of two per cent per year, (8) ............... is under control. Of the working population,

very few are (9) ... ... only three per cent are (10) ......cccc...... .

Look at D opposite and complete the graph and the pie charts using the information below.

The growth rate in Paradiso was around four per cent
a year for ten years. A period of very fast growth A
followed, with the growth rate reaching 12 per cent 124
ten years later. Growth was nine per cent in the ]
following three years, but fell to two per cent in the

year after that. It then increased steadily to reach five %
per cent two years ago, and has stayed at that level.

Paradiso growth rate

30 years ago, GDP in Paradiso came 70 per cent from
agriculture, 20 per cent from industry and 10 per cent -
from services. At that time, GDP was US$1,000 per Jeorshgo  yearsago  years ago il
person in terms of today’s dollars.

cCoNvWAOONEOOS D

Paradiso GDP

Today, GDP per person is

US$10,000, coming 50 per cent [ services
from industry, 40 per cent
from services and 10 per cent
from agriculture.

industry

[ agriculture

Paradiso GDP Paradiso GDP
30 years ago this year

Over 4o you

What is the current economic situation of your country? In what ways is the government
trying to influence it?
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Indicators 2

m Going up

Yo use a2 nomber of verhs to deseribe amounts or ﬁgLuu gmnf_, up
4

a1 shaRes apvanc | " SRR © o s | = Enmrt
1IN ACTIVE TRADING . TO TEN-YEAR HIGH - :
Ce e value L i g has gooe vp guwckly,
7 rRADEsURPLUS i = The value of > . 'YAHOO! s__l:_u_gks AS i = Shares in Yahoo!
. JUMPS TO RECORD L exporLs over . INTERNET EXPLOSION ©  have inwreased
LE‘UEL e o imiports has ' CONTINUES . «%  greatly in valoe.
S e up guickly, RUURTISRPRRE R
4 : e cey | = Prrrol prices an & . ,; = Profits in Vi
PETROL PRICES SET : ; : . VW PROFITS UP A8 ¢ = Profiin
TO SKYRQ_C_K_EI : o BYINETO TSC by ! CAR SALES : have inercascd

. e o . CONTINUETO SURGE ;  thanks to rapadly

) ettt et b £ oo 2 rising car sales.
m Going down : e

"rnu 1|r.n uze a number of verha o describe amounts ar qumr‘-i gﬁmﬂ dnwn

7 1,000 10BS AXED i= Adefence company 107 Gp i wimam, § = Sales in shops
AS DEFENCE A0 Taa told 1,000 Facrory 5 SALES PLUMMET = have fallen o ot
" PLANT CLUSES employess that they e e in Seprember.
oo et are to lose their jobs. T T e
g - 11 GOVERNMENT T = Uhe goverymee
EURDPEAN Cﬂm[ — The ECB has " SLASHES INCOME TAX ¢ has reduccd
RANK CUTS RATE TN f.-": reduced FTO TEN PEH EENT Y income tax by
: SURPRIGE MOVFE. . INtEresr rates, L T RTT A larize: amenine.
-: Megagorp's shar price C
a .xiF(Tﬁ.{“ORI‘ hafgmml down sli;;hth- 12 jURO DIVES TO ;= The eurd currency
EASES €Y f PR : = N‘mq,r ngs waed o Inas Rallen foats
U afrer they said thar profits R
_ PROFITS : e o lwwear value ever,

wirld b levarer than
expeowed,

Peaks and troughs

B a fipgure rises o o Jevel and then stops osing, vemaining at that level, it Levels off and
remains steady or stable

WARNING

TF 2 tigure reaches its highest level — o peak - and then goes dossn, ir peakes a1 thal lewl,
16 ir reaches its lowest level — a wrough — and then bottoms our, i falls 1o char level and
then slatts riging again,

m Boom and bust

Dernand is the amounr of goods and services chat people nant in a particular period.
A boom is when there s Asing demand, and other indicators are strong,

Stagnanon 13 when the coononoy is growing slowly, or nou at all,

Stagtlation iz when slow growseh is combined with prices thar are increasing kst
Recoession % a perod when there s neganve growth, o period when the ceonomy is

prochocing less. A slump ix a very had recession. A depression is o very bad slump.
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39.1

staccments ahaut them are toue ot false.

1 VENMDOME JEWELLERY AND

Loale at chese headlines canzaining words from A and B opposite and soy whether the

= Kales have risen by a small amonn,

The Prush pound has tallen a lor in
walue, bul the LIS dollar has Fallen loss.

—_

1ae share price hus mereased because
_ one of the company’s new drogs will
prohably be approved for use,

Shmrfr.'-; in AMB have fallen becans i

| WATCH SALES LEAP ;"* '
2 "STERLING PLUMMETS AS .
US DOLLAR WEAKENS rfr-"'
3 EL] LILLY SURGES GN IIUPES __.¢
| FORDRUG APPROVAL

41 AM'LB ]UMPS 13% UN BID HCIPES

--a—w. earaTIT e opTaTnme

-;-,-u n.-.-“-.--_._ e PR R Lo ot

E PARADI‘:{} PRESIDENT A\(E‘a T
HNANLE MINISTER g

:\.a -

r\n“"

...wn-.nr e,

Ar e -

PGLES AIM TO SLASH NEKT; e

-
.-i-: *

YEAR’S BII]] GET DEFICIT

\-"‘-' Ll

3 - Pmmmm JNH_AJ 103 hKYH

R T

L ULl I DL TSy

39,2 Complate the crossword with expressior
: L K T | | 1
B | ) ; ] :
O N T A - O A ¢
i :
;
| :

over 4o Hou

]%Pﬂﬁt‘i]: TRM’JE ‘SURPLUE SGARS

g g T SV

“may b a makeover tatper,

LT ru..u-

_The ditferance between Japanese ingports
T and sxpotts has inzreased a ot

E

. Tl?t'lprr:ﬂdcnl 113._5 i{ti.li.i.'_i.] the finance
minister to slay 1 his job.

The Polish govermnment wans Lo reduge
the differene between wlat it spends
atul whar it 1eceives,

_.:

15 fromm (L and LY opposice.

Across

1 The warst possible cconmm-e sinuation. (10

STollavieon ..., when it reacaes its highest
lewal. {51

9 %Whon unemplowment slays ar its highesr it
............ B3

11 When cratpur starrs rising from its lreest
2 | R (7.3

own

2 A period when the coonomy is mot healihy, (9)

3 Werse than 2 dueswn, ket ot as bad as 1
durass, (31

4 Thuring a revession, tere s ... ...,
X

& Rising prices without rising growerh, (171]

7 A very slow economy. (16

& 1 icladon doesy't change, 1T romaims
............ . (8}

LG A wery posinve ecaiininic Sitaation.

gronwth,

4

Think bt o company or cosnley that you know, How well has it pesformed in the last
few yeurs?

Busingss Vorabukary i Lse a7



Em Wrongdoing and corruption

BE

Wrongdoing

PARADISO FINANCIAL SERVICES

REGULATORY AUTHORITY

We raguisin fnancie RE; DU ol = Price fixing: a group of companiss ir tha
i8 b pievent financisd wrongdoing & same market secretly agrea to tix pices
LT HE wrDnQoosrs. &t A certdin level, so theay do noft have o

w Inslder dealing o insider Wading: sompele wilh each ather.

somecne buys ar sells securties wsing = Market rigging: a group I"-f imvestors
information that is no; publ ilable.

Chinege walls ara maasures that you funr‘.ﬂn 15 as

can take w0 stop kno g it ons advantsge for thama

cepartment of your company beng

ilegally wsed by ancther deparment,

to Buy or sl shags for exampls,

Bribery and corrugtion

Anillega’ payiment v persuade someoue to do semething is a bribe, or informally a
backhander (FrF onlv), kickback or sweetener. To babe someone 3s bribery, Someons
who receives bribes is commupt and involved io commapaon. This is informally known as
sleare, cspecially in polivics,

Fraud and embezzlement

Tm Sam Waa, Pve been a fraud squad deccerive for
20 vears and ve scen g kad

Oty a gong counterfeited millions of banknales in a garage, We toand USH10 mill:on m
counterleit notes, They were very good qu.!ht'fr Councerfeiting or lorgery of banknores was
& problem, bul now all the fr.rrgl.:rs are im jail.

Faking luxury poods lilke Roles watches waw also a problem, bur we're worging hard
close worlsaops wheve falees are made.

There have been bad cases of fraud where someone offers to lend money, bur demands
that the horrower pavs a “fee™ before they gel the loan, People caz he seoupid.

And there's ewbeeeement, a vepe ol Iraud where soneone legally pes money [rom taeir
enplover, Oine accouinant et Lalse wvoices to the company e warked log aud il
money from his eonmpany inco bark aceounts of falw companics he had “oreated™. He
embezzled 52 million — quite a scam.

There used to be a lot of racketeers demanding “protestion money® from businesses. [f
thev dide't pay, ther businesses were bumi dow,

Moner laundering, hiding the illegal acigin of money, is commaon — ganpsters buy property
with ey from drugs, When they sell the praperty, the money beeomes “legal”™, Bur
banks now Selp by lelling us when someone makes a large cash depasil.’
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40.1 Answer the questions using expressions from A and B opposite.

1 Two ferry companies with ferries on the same route secretly meet in order to
decide the prices they will charge next summer. What are they guilty of?

2 A company that wants to keep its share price high makes secret payments to
investors who buy its shares. What are the company and the investors guilty of?

3 A rich businessman lends $1 million to a politician so that he can buy a house.
The politician pays no interest on the loan and does not mention it when asked
to give a complete account of his finances. Which word, used especially about
politicians, do people use to talk about this?

4 Specialists in one department of a financial institution are advising Company X
on a merger with another company. In another department of the financial
institution, traders hear about this and buy large numbers of Company X’s
shares. What are they guilty of? (2 expressions) What should the financial
institution do to prevent this?

5 A company selling weapons to a foreign government makes secret payments to
politicians who make decisions on which companies to buy arms from. What
could these payments be called? (4 expressions) What is the company and the
government guilty of? (2 expressions)

40.2 Complete this table, using information from C opposite. The first row has been
done for you. You may wish to refer to a dictionary.

Noun: Verb: what the Noun: thing Related
criminal criminal does made or done adjective
(He/She ..)) in the crime
counterfeiting counterfeiter counterfeits a counterfeit counterteit
embezzler
faker fakes a
a forgery
fraud fraudster defrauds a
money launderer - -
racketeers - -

Over to You

Which act of wrangdoing in this unit do you think is the most serious?
Which do you think is the least serious?

Is financial wrongdoing a ‘victimless crime'?
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m Ethics

Code of cthics

Ethics are moral helicks about what s rizht and wrong, and the study of this.
Some actieons are not criminal, but they are merally wrong: uocthical, Areas
where chowes have to be mende about right and wrong bebaviour are othical
Lsslies, Some onganzations have 3 code of ¢thics or code of conduct where
they say whal ther managers” and employess” behavuor should be, W or to
prevent them behaving nocthically.

m Ethical standards

Ten years agn, Foc Fleet and Lena Wimble founded FNL which makes trainers
frumming shoes] Lo explains:

£ W weant FN ta be sncially responsible and behave elhically. We demy ™
run plants directly; we by rainers fram plants in Asia. We ofton visi

the plants to check that they don’l explait workers by underpaying then
vr making them work long houes: sweearshop labar, Tn management in
the U5, we have an affirmative action program, 1o avoid ragal or sex

discrimimation. [See Unit B Frary vear, we ask an independent expert ta

dow social perfommanee apdit we see hows we are doing i Ciese arcas,

W always publish i, even ir we dont ke evorvrhing in il

i
)

.

BrE: labour; AmE: lahor
BrE: programme; AmE: program

3 FEthical investment
Sven Myvpren = CEO of the Scandinavian Tnvestment Bank,

Trwestors are more and nore concerned about where their
meney is invested. We talee ethical invesoment very serionsly.

We dont myest, for cxamole, nanms companiss of tobacco
tirnis, Umviromniental or green isses are also very iimportant,
Kecently we were involved ina project to build a large dam m
the Asian coantry of Paradiso. We discovered that large mumbers
of farmming peonle wonld be forced to leave the area flooded by
the dam, and that the dam woeuld also be eovironmentally
damaginy, reducing waler supplics to neighbouring countries.

It was green activists o the ervirouental vrmanizadon Green
Awereness who wld us thus, We withilrew (rom the project wul
tricd ta peosuade other orpanizatwns nol wa ovesl w i We
digdn’t went w aavape ol reputaiion [or ethical invesimend,”
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4t.1

41.2

Coamplete these sentences with words from A opposite,
T Reailers sav packogruys that imarures the seyle end onage of market leaders is noc wrong and
liavs nothing o de with
2 A company is behaving e 1 i polluces che esvironment.
3 Working conditions are vetry poot; the organization "Euhics in Business” Bames the
e e employers and agencics that exploic the workoers,
4 The telewision industry should adopt @ s e s e EIT FHOLEICE 17

It [TOEFATIMGS,

L

g

e e, PEANIIE B8 o] faar husiness,” savs Caral Momshall, vice president for cilues and

business condugt, You gen the mgh kiwd of cmployees, and @75 a greal draw for costomers.”

Cromplete the crossword with words from A, Band O opposite.

Aoy |

2 Bteps taken in che U to avoid ciscrimtination: T | J | |_
.................. dotion program. 1171] e e T e ar s PR

¥ When mouval workers are emploved .

i bad condions with vers low pay . N
(BrEd. (2,6} T T1 1|

7 When one group of people is unfairly - |_ A '
teeated differently from arnther $14) E ot |

18 To pay people badly and make chem — — F
work in bad oopditions (Brli. (7] — | - | | "

Il See 4 down, — . .

13 See 3 down, C ok : _—!

Dvern | -

1 I vour actions do nol Lan people or '
the coivituiment, you are soslly " | | ! | I | | |
................... R o '

3, 13 across Puting woney Dale 4oulvitics r r ‘|_|_|_ i | | —l—

that do awl hatn peaple or die

cavirasiment. (7,11
4, 1l acemss TTopics relating w the enviceiunent, §5,6]
& The waorld around us. {111
8 Somconc who rakes divect action on sectal or ciher sues, (8!
3 A written set of rules of behaviour, (4

Over 4o You

Co you know of any commpanies that are famous Tor their elhical behaviour?

Bo vou rhionse to buy from them hoeause of this?

What environmental movements are there in yeur country? What environmental projects
are they involved in?
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m Time and time management
Timcframes and schedules

“Time is money,’ save the famous phrase. ' The timescale or dmeframee is the
everal. peviad during whicly something should happen or be completsd.
Ihe: lead vime is the period of Sow it takes to prepare and comples or deliver somoethings

The wimes o dutes when Vhings should happen is a schedule or timetable.

If waork is completed at the planred time, it is on schedule; complerion befere the planned time
is ahead of scheduole amd Laer i behind schedole. IF it happens lacer than planned it is delayed;
theov is a delay. If vou then oy o go fasee vou oy to make up dme. Bug thisgs alwass rake
longer than planned.

A period when a machine or computer cannot be used bucawse 10 is 2ot working 1w downlime,

m Projects ang project management

A priject i a carchully planned picoe of work wo produce seanething new.

Lrsok at this Gann chart Fae building a new supernarloer.

Juni July Aug Sep Oct Mov Dec Jan Feb Mar Apr May
stages [ Frepare site R LR
Fuild walls ' f .S - l
phases Buildd riwsl : x| x| x
) | Firting ot X x I
steps V| Linash site : AR R
Recru , K LE X
Clling d pew supermarkes emplovees | e
tishes ) i : i
| [ rpening A § ] a
These stages overlap: the seoond These stages are simalianeons; they run in
ome stacts befors the Srst finishes, parallel. They happen at the same tine.

Project managenent is the managing of these stages, Big projects often include honos payments
ror completion car'y or on time, a1d penalties tor late compleuon.

Time tips

Tucy Speed runs serminars on how i manage tires 1‘-‘ﬁ\
. T , . . . S
¢/ Evervone complains that they never have enomgh time. 1ots of employees de my time 5

management courses, Lo learn hesw oo organize their dome. [ere are some ideas:

m 1lse a diary {BrP) or calendar (AmE) o plan vour dJuy sl week, Tersonal onganivers
swmall pocketaize computersi ase aood Lo this.

B Flan vour day o advance, Make a realistic plan (nor just a st af the things you have o do,

: i urder of Importance: priovitize them. Work on chings chat have the highest priority firsc.

Avoll interroptions amd disiractions, which stop vou daing whar vou had planned.

Dro jobs o d el Jevel of quality in the time avai'able, and (o a level char is really

fecessary, [Dof'l alm tor perfectionism whom there is ao nwed for it Try o balance tdme,

. cost and qualice, Vi

" -
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42.1 This is what actually happened in the building of the supermarket described in B opposite.

Use appropriate forms of expressions from A and B to complete the text.
J{JIA|S|O/ ND JIF{MAIMIJI|JIA|lS|O

Prepare site X | X X | X | X| X | KX

Build walls X | X | X

Build roof X1 X

Fitting out X | X XXX

Finish site X | X | X

Recruit employees X| XX

Opening X
The overall (1) .o e was originally 12 months, but the project took 17 months.
It started on (2) ccccccccc.c...cc... in June, but site preparation tOOK (3) ... oo oo
because of very bad weather in the autumn. Site preparation and building the walls should have
) I , but the walls were started in January. We were able to (5) s s a
bit of time on the roof: it took two months instead of three, but we were still behind (6)
..................... . The next (7) ...ccocon........ was fitting out the supermarket, but there was an
electricians’ strike, so there were (8) ..o here too. The store opened in October, but now
there’s a lot of (9) v , when the computers don’t work.

422 Harry is a magazine journalist. Give him advice based on the ideas in C. The first one has been

done for you.

1 Harry started the day by making a list of all the things he had to do.

You should make a redlistic plan and prioritize +he +hinqs You have 4o do, no%JuS% make a
lis4.

2 He started an article, but after five minutes a colleague asked him for help. Harry helped him
for half an hour and then they chatted about last night’s television.

3 He started on his article again, but he heard police cars outside and went to the window to
look.

4 He wanted to make the article look good, so he spent a lot of time adjusting the spacing of
the lines, changing the text, etc. even though an editor would do this later.

5 At 6 pm he realised he hadn’t started on the other article he had to write, but he went home.
On the train, he realized he had arranged to have lunch with an important contact, but had
forgotten.

6 Harry decided he needed some training to help him change his behaviour.

Over 4o You

Do projects usually finish on schedule in your company or country?

How well do you organize your time? What are your secrets of time management?
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@4

Stress and stress management

When work is stimuiating

By name’s Fatricia and Proca university lecrures, 1 chose
this profeesion hecause 1 wanted o do something
rewarding: something thar gave moe sartisfaction. Ten veary
agi, when | starmed inthis jods, 1 had lots to do, buas [
enjoyed i proparing and giviog Teciures, discussing
stigdents” work with them and marking i [ tels soretched: |
had the feelng thas worl: could sometumes be difficuls, bt
that ic way stimulating, 1t interested me aod made me el
roed. It was cortainly challenging: difficul, bur o an
imteresting and cryjoyable way,

When stimulation turns to stress

“In the last fow vears there has been more and maore administcative work, with no time
foe eeadine o rescarch. | felr prossore buoilding np. 1 hepan ra feel overwhelmed v
wrk: Thele as if wasn't ahle to dooiz. L was nnder stress; vary worded ahour my
wrk. | became ill, and Pmosure shis was cansed by srress: ir was stress-indncad,

Luckily. T wis able wo deal swith (he stresses and strains (oressures) of my job by
slarting wy work pari-time, Twas luckier than one of my colleagues, whie became so
steessed out because of overwork that he had a nervous breakdown; he vwas so
wittied abour wark thar he couldn's slegp or wark, and had 1w pive up. He's
campleely burned our, so stressed and sived Dy bus work than he will never be able
Ley warek acain., Bornout is an ircreasingly comumoen peehlem amone my <olleasues.

Downshilting

any people want Lo get away oo Lhe pa
rawe ur e weadmill, the feeling that work is
o o litive, and are loalcing for Bfcstyles
thar are less srresstul or complercly unstressful,
a rrore telaved wavs of living, perhans mthe
countey. Some perale work from home oo he
neat their family and have a berer gqoalin of
lite, such as more qoakity fime with chuir
children: nor just preparing meals for them
and ralking therr ro school, cte.

Choosiug te dve il work na less siressu
way 15 downshilting or rebalancing. aod
prople wls o dus wre downshifiers,”
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43.1

Rearragee these seutences containing cxprossians from A and B oppesine,

T andd stimulating, T lelt plegsantly siretched. But then the
pressure pecame fao much and [ fell averworked

2 ard under a lor ot stress: T fouwnd travelling very tring, T was
arverwhelmed by my work, Tstarted gening bad headaches,
ard I'm sure they were siress-induced.

3 challenging ro change professions o this way, but now [ ieel
the srress again! Tmust do scanething o avold burning oo,

4 i, my name’ Pier, 'ng ag engineer, or T was, T worked for a

43.2

[

Lratch multinacional for 10 years. | wwas based hers in

I lalland, bur my work imvolved a lor of eravelling, visidng

[actorics. A firse [likeed my joh: 't was verv rewarding

S0, when Tawas 35, Tmade a change. T started a lictle wins
shop in Amsterdam, working o my owi, Now, after fve

vears, T have & emplovees, Al Jirst it was

{arrect the mistakes in iralics wirh the correct forng of expressions rom O opposiw,

Shift down a gear
to find a sweeter
YL ifetype

YOUR WORK has taken over your llie, you
are suffering from stress and sick of
TUnning to stay in the same place. Solution?
Exchange cash for [2) gualitative fime.

I yom Jeel Boved, (rustriled dmd frapped in yonr joh,
ol are a likely candicdale tor not jusl a joh chanege bl
a ‘doswnshif®. This lrend trooze The 105, where il s
pracused by ten per renl at the working papulatinn, has
arrived in Britain.

A better word for downshilting would  he {3
reequiitbrating, sugoesls Judy Jones, co-aurthor ol
Goning A Life: The pownshifter’s Guide (o Happier,
Simpler Living, a recent guide to a simpler lile "lrading
part of your incene tor more ticee s abouot redefining
yonrsell and your idea of success” she mainlains.

Over fo Hou

Bul hewy do yvou achieve ouc
aspacl ol the 4} dowesioft's
drearm - inancial Independence?
Flrst, try 1¥ing on lass motey, Ms
Jones suggests ol don't use
noney to keep the (5] footmll
mrning. In her case, she fenmd a
third of her income was her
) nranse race membership foc’,
spent on work-related actvitcs
like catlng fast ioods, taking
holidays ta gel away trom it all
and having massagos to rolieve
SLross,

Do T shitting docsn't necessarly
mecan changing wour job, bual
Rking steps 1o stop your work
laking ovor your lite, It can involve
tlexible  working, job  sharing,
schiool  topm-lime warking, ot
culling doswi: 1o levver days an work.
All ol Ihese Lhitgs can lead o oa
Bedler | 7Y ity aof fve »

(o yeu sometimes gel stressed ot work or college? What do youo do about it?

Is stress-related llness commen in your country?

Business Worabulary in Use



m Leadership and management styles
m Leadership

Kert Munoess s o expert on leodership
prd meanagerient stples, Con leodershiy
be Fought? Or are tae omly el Teaders

born featiers?

Tradiricnally, the model for leadership in
Ligsitess Fas been the army. Manzgers
and arny oltivers give orders and their
subordinates (the people working below
them] car-y them oo Managers, like
army officers, may Le sent on leadership
comrses to develop their leadership slalls,
thair abilizy Lo lead, Bue they seill meed a
hasic Aair or talen: Lor leadersbup,

Wihat mokes o greed lengiee?

“The greateer leaders have charisma, an L .
atpractive gquality that malzes ocher peopl: Leaccrship
adimire them and wanc ter follow chon.

A leader wiay be deseribed as a visionary, someone wth (e porser 1o see clearly
hevar things ace woige Ly be m the future, People often say leaders have drive,
dynamism wd energy.)’

m Modern management styles

fiowe hove mandgement stwles chonged i the fos few veom?

‘Tefore, leaders were distaint ard remale, nol sy to eet to know o comounicate
wick, Todlay, managers are more open and approachable: vou can talk o taem casily,
There is more management by comsensus, where decisions are not myposed trom above
i Lp-down approach, but arrived at by ashing craployees w contribute ina process
of consuleation.”

Lo voo think £4s trend Wil continwes?

Ve, There ate mnTe worien manarers mmas wEeoare olen mene able to bold
gotsenans than traditonal milizary-sryle autharfarian male managers.’

Empowerment

et exocthy is crpowcrmont?

Frcouraging emploves to use their eran Initiative, 1w take decisions on theih owr
withaur asling toanagers first, is empowerment. Dedsion-making becomoes more
decentralized and less boreaucratic, less dependent an managers and swaeris. This s
often necessary where the number of managermnent levels s redoged,

Tu emmpower cmplovees, managers need the ability w dedegate, to give other people
respunsihilicy fur won kowather than dwing it all ewselves, O course, with
erpoweriuenl and delegancon, Uie prolden = keepiup coniool of vous uperaliomns: a
key Insne of mwadenn management,”
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44,1 Match the sentence beginnings (1-7) with the correct endings (a—g). The sentences all contain
words from A opposite.

-

We are looking for a new CEQ, someone with strong leadership

Richard has real managerial flair

In the police, leaders are held responsible

The study concludes that a charismatic visionary leader is absolutely not required for a
visionary company

She is an extraordinary leader

Thatcher had drive, energy and vision,

He was a born leader. When everyone else was discussing

A WON

~N O

but many thought it was the wrong vision.

and, in fact, can be bad for a company’s long-term prospects.
and has won the respect of colleagues and employees.

for the actions of their subordinates.

skills and experience with financial institutions.

what to do, he knew exactly what to do.

who will bring dynamism and energy to the job.

o - an o o

44.2 Complete the crossword with the correct forms of words from B and C opposite.

Across T |2
1, 7 down What managers do, with ’ : [ ’ ’ ] ’ ‘
or without talking to employees. — - I
(8,6) I |
5 Adjective to describe leading [" [ { ] T l I I °
without consultation. (13) 1T S

8 Not easy to talk to. (7) — — 7] g ’ ‘

9 See 13 across. T ‘ - ‘ :
11 What the type of boss in § across — S E— I
does not do. (7) ] L L
13, 9 Managers deciding without
talking to employees is a ............ - 1 ‘ ] l L J
down ............ .(3,8) I T

14 If managers ask employees to take 3 - |14 ‘ l

on responsibility, they ............ . — -
(8) — 5 : _—
15 If all the decisions are not made in || _ . ‘ _ I ‘ ‘ I ‘ ‘ , l
a company’s head office, it is
............ . (13) 4 If you decide without asking a manager, you use
Down . (10)
2 To allow employees to decide 6 The adjective relating to ‘consensus’. (10)
things for themselves. (7) 7 See 1 across.

3 An organization where there are a 10 If decisions are not arrived at by consensus, they are

lot of rules and proceduresis . A7)
............ . (12) 12 Easy to see and talk to. (4)

Over to You

What are the characteristics of a true leader? Do you think you have the qualities of a
good manager/leader? Would you be authoritarian or approachable?
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Business across cultures 1
m Cultures and cuiture

Adewandra Adler s an expoert in doing buosiness across calrures. She s ralling to a group of

93

bhcish biwinesspeople.

‘Cullure 15 the “way we do things here”™, “He-e™ may be o countty, an arca, a social class o
an organization such as @ company of schaol, You often tall abea

M company or corporate caltore: the way a particular company works, and che things i

beheves are impartant.

m canteen culture: the ways that people inan organization such as the paolice think and
talle, not approved by the leaders of the organization.

4 19

long-hemrs cubiore: where people wre expecred to work for o long e cach day.
macheo cultuee: wdeas typically associaled with men: physical strength, agpressivencss,

But you niust be carchul of stereotypes, fixed ideas chat may nnc be true,”

Distance and lamiliarity

Distance bretwech manavers and the people whe work under them vories indofbernent
cultures. (See Unit 441 Look at these two conmpanivs,

In Clonntry A, managers are usually casy to

“talk to — accessible and approachable — and
there 1% a tradition of ecrmphirvees being

vy ved in dedsion-making as part of a

; tcam of equals.

I'hix company 1s ot very bicrarchical, with
only three manapemont lavers. {See Uwie %)

i
I

In Clountry B, managers are wsmally more

distant and remote. Emplovecs may feel

quite distant from their managers and have
i a lot ot deference for ther: acoepting
decisions hut not participating im them.

 Catdl wre: Mr fobnson.

Companies i Coontry B tepd to be more
hicrarchical thun these in Counery AL with
more management layers.

Dielerenve and distance may b sliwen in lainguage. Some anguages have mawy forins of
address that vou use Lo imlicale how faniliar you are with somecae, Eaglish only las oue
form, vou’, but distunce may be showi i oler ways, lor esample, n1 whether st maunes

OT suTnames are Usec. [See Uil <4]
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45.1 Look at A opposite. Which word combination with ‘culture’ describes each of the
following?

1 The men really dominate in this company, they don’t make life easy for women at all.
All they talk about is football.

2 Among the management here we try to be fair to people from different minorities, but
there are still elements of racism among the workforce.

3 Of course, the quality of the work you do after you’ve been at it for ten hours is not
good.

4 There was a time when managers could only wear white shirts in this company —
things are a bit less formal now.

5 Here the male managers talk about the market as if it was some kind of battlefield.

6 They say that if you go home at 5.30, you can’t be doing your job properly, but I'm

going anyway.

45.2 Read this information about two very different companies and answer the questions.

The Associated Box Company (ABC) and the Superior Box Corporation (SBC) both
make cardboard boxes.

At ABC there are three levels of management between the CEO and the people who
actually make the boxes. At SBC, there is only one level.

Managers at ABC are very distant. They rarely leave their offices, they have their own
executive restaurant and the employees hardly ever see them. Employees are never
consulted in decision-making. At SBC, managers share the same canteen with employees.
Managers have long meetings with employees before taking important decisions.

Managers and the CEO of SBC have an open-door policy where employees can come to
see them about any complaint they might have. At ABC, employees must sort out
problems with the manager immediately above them.

At ABC, employees call their managers ‘sir’. At SBC, everyone uses first names.

1 Which company:
a is more hierarchical?
b is more informal in the way people talk to each other?

2 In which company are managers:
a more approachable?
b more remote?

3 In which company are employees:
a more deferential?
b on more equal terms with their bosses?

Over 4o you

Is your organization more like ABC or SBC above? Which type of company would you prefer
to work for? What are the advantages and disadvantages of each type of company?
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m Business across cultures 2

m Namcs : Lamuly weume
firs

T nams 01 SUIBALE

- . -
O My oeal o’y Thooias, ™
Lo bt mlease sall me Tom. )
AL y

4
[ - Y - . N R S

I, / Fm trem the U5, The 'R stands for Robert — that's ™,
- - . - . W
7 They srand for John Gregory, ¢ my middle name. My dad is also called Demglas R,
T 1;[“] veally want co know, A v Baxendale, so he puts S isenior) afer his name, and [
M : - . paar Je (Janiori. This is unusual in the TIE. A

.. o

initial 4

—

7
Douglas R. Baxendale Jr
CHIEF EXECUTIVE DFFICER

-
[
i
i

e

Tn the Frgliche speaking hushess world, people use fitst names, even with poople
they Jder mor kneew very weell. Bot oF vou aten’™ sore, ose Mrand the family name for
mety, and Mes or Miss and the faooly nune for eomea, depeading on whether they
arc marrivd o nol, Ms often replaces Mrs and Miss, Yo don” use Mo Mos, Muss
or W with only o fst maune (g SdeJebs) or be wself,

m Business cards qualifications

Meg ﬂbnﬂ -. blmﬁ* O Alrahams, Campbell, Expositn 74
e LS S T 6\_} Corporate Accountants

T R T I

;
7
7500 W Cladiztog, Dlad !
Las Vopes, MW 80147 &
LIS AR /

KABREDN A, ESPOSITO. BS. CPA "'Illr
Sraan Thloet
c-ninil kesposina facc.com

L S T Y PN

* 34 Pean Stoaet, §ohg, Lordd WIR F.

D

TP TV

PR W

Dress

T Alphaland, husinesspecople drass quire formally. The business suit is commen, hor
for men. weariag non matching jacker and rousers is also a possibility,

I Betaraniz, the dark Dusiness suil is oblivalory for men, Some connpranies allow
WAMTICT! LEy WELT 1ROLSED S LS,

I Cramnmaria, Lhe husiness suit ic almost as neoessary as in Betatania, but with more
variation in colours, some companics require cmployees oo wear formal cloches from
Yondar i Thuo=sday, znd alleaw less Formal omes on whar they call casual Fridays or
dress-down Fridays. Tn seme places, many manks anc shops require people dealing
with castrners 1o wear yniforms so thar thev all dross the same.

I Dreleaconia, people dress more casually at worle than m -he other conntsies,
For memn, sams and aes are less common than elsewhere, This s smare casual.
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46.1

46.2

Lonk at A opposice and Jeelde whether these paecas ol advice about the Dnglish-speaking
busiress world are troe or [alse,

1 1% povable o intocuce yourselr by gavirg vour family name then vaur Firgr name.

Iy possible to ase M, Mrs ar Miss an o own, ar wich a frst name.

Botws people use Sroand |r to rete~ 1o a father and his son.

Amencans often show theie micdle wame with an initial.

You can alwavs tse someane’s first name oo talle oo them, even iFyou don't know thom
viry woll,

6 Al 15 bewng vsed more and mere as a ctle for women.

7 Wom can show vour gnalificadions afrer your name on yoar buasiness card.

[T I oy U

Which counrry i O opposite does eacn of tess people come foem?

Rt

How are names wsed in business in yaur countey?

How dn poople dress at waork? Do any companies have dress-down days in your country?
What are the advantages and disadvanlages of how people ddresa?
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Business across cultures 3

Entertainment and hospitality

BR Time

102

Mlexamdra Adler continoes her serumar on wooss-cultiral Iesues,
Fatertaining and hospitalicy vary a lot In dilferent cultuces.

B In Alphaland, entertainimg is impereanc, ' here are long
business hniches in restaarancs, where deals are
discossed. Professionul and privare Bfe are separate. aned
cliens are never invited home.

B I Botatana, cvenings ate spent drimbing and singing
in bars with colleagoes and cicnts,

B [0 Camimgeia, Toneh can be impoeiant, Dot Tess soothon m
Alphaland, lnporom comtoers may be invied 1o dinmer
o1 horme, Corparate hospitaliey i 0 iz indusiry, with
cliens invited] to big sports events.

B In Delzronia, restaurancs are =aec ourside the capital, Some
enrettainment mlkes placs when impormant clionts a-e invired
to peoplc’s houscs for dinnee o go sailing or (o country
hauses For the weeltend, e,

Arnrudes rewards time can vary endctrnously,

It Busvwille, peaple star worls at cighe, and afficially finish ar six, though many manarers siay
miuch longer. There 1w a culoure of proscntecism: eng oo worlo wwhen you don't necd ro be,

There 15 a oweo-houor Juneh breale, and a lot ot bosiness 1 done over cestaucanc Junches. {Lonch s
the mam meal. The worldng hreakfast 15 rare) There ace no sncele beoween meals, just coffes, w0
vat properly at meal tumes,

As for pomctuahite, o can arrivs upy g 18 mingres fTaee for meerings, I imvaned o someonss

henise [nesnal i hsiness), arrive 1530 minnfas atrer the fime piven,

Desm phone people at home aboot work, and don't phone them ac all after % pm.
There are @ loc of pubdic holidays (oot 13 daning the yean Busvville is cmnpty in
Bprust, ae My companies clase complerely for four wecks, Enplovees have fiwe
weehs” holiday o year and they usually tuke four of them in August,

ErE: haliday
AmE: vacatinn

Cross-cultural communication
[ Tote are seme other arcas of potenzal cultucnl misunderstanding

a distance when ralldog to peqple; what is combortable?
b cye comtact: how mugh of che fime do peopls look direcely or each other?
¢ gestre: do people malae los of facial gosrures? How muoch do they move theix
arms and hands?
d grectings/goodbes: do pounle shake hands every time? Are there ficed phrases ro sav?
e humour: is this a gosd way of wlaxing peopled Or is itont o place in some conests? B hiur
F physical contact: howw mmuch do people tonch cach other: AmE: hu
g prosents: whon shoald vom give thome When should vou open chum? What shonld yon
say whon you recoive one?
h mules of comversation and the role of silence: Fowr lomg can peaple be sikone bofore they
feel uncomfortable? bs it aceeptable to interrupt when wthers ane speaking?
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47.1

47.2

47.3

In which country from A opposite might you hear these things?

1 How about a trip out tomorrow afternoon? We could see some horse racing
and have a glass of champagne.

2 Do come out with us this evening! T know some great bars. How’s your singing?

3 What are you doing this weekend? You could come to our summer cottage.
You’ll meet my family and we can take the boat out.

4 Let’s get out of the office to discuss the deal. I know a nice restaurant near here,
with some very good local dishes.

Look at B opposite. Tick (v') the things this visitor to Busyville does right, and put
a cross (X) by her mistakes.

I phoned my contact in her office at 7.30 pm. (1...) I suggested a working
breakfast the next morning. (2...) She wasn’t keen, so I suggested lunch. (3...) We
arranged to meet at her office at 12.30. I arrived at 12.45 (4...) and we went to a
restaurant, where we had a very good discussion. That evening I wanted to check
something, so I found her name in the phone book and phoned her at home. (5...)
She was less friendly than at lunchtime, I said I would be back in Busyville in mid-
August (6...). Not a good time, she said, so I suggested September. (7...)

Which points in C opposite are referred to in this story?

Sally, a student, is working for a company abroad for work experience. The
company has employees from all over the world. The head of the company,
Henrik, invites Sally to a barbecue for his employees at his home, at 3 pm on
Saturday.

She is the first to arrive, at exactly 3 o’clock. When the others arrive, some shake
hands with each other. Some kiss on one cheek, others on both cheeks. Others arrive
and say hello without kissing or shaking hands. (1...) Some bring wine or flowers,
which the host does not open and puts to one side. Others bring nothing. {2...)

In conversations, some people move their arms around a lot and seem to make
signs with their hands, others keep their hands by their sides. (3...) Some people
do not let others finish what they are saying, and others say almost nothing; the
people with them seem upset and move away when they can. (4...) Some people
look directly at the person they are talking to. Others look away more. (5...) Some
touch the arm of the other person whenever they are speaking to them. (6...) She
notices that some people seem to be slowly moving backwards across the garden
as the conversation goes on, while the person with them is moving forward. (7...)

Later, somebody makes a joke but nobody laughs. Everyone goes quiet. (8...)
People start saying goodbye and leaving.

Over 4o you

What should visitors to ybur country know about the points in A, B and C opposite?
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m Telephoning 1: phones and numbers

m public telephone / payphone: phone in a public place operated with money, a credit card or
a phone card.

m mobile phone, mobile (BrE) / cellphone, cellular phone, cellular (AmE): a phone you can

take with you and use anywhere.

WAP phone: a mobile phone with access to the Internet (WAP = wireless application protocol).

extension: one of a number of phones on the same line, in a home or office.

cordless phone, cordless: an extension not connected by a wire, so you can use it around
the house or in the garden.

B pager: allows you to receive written messages

|

webcam: a camera attached to a computer and phone line, so two people talking on the
phone can see each other.
> m videophone: a special phone with a screen so you can see the other person.

Webcams and videophones enable videoconferencing: holding a meeting with people in
different locations.

m Phone, call and ring

call BrE: to ring someone, to ring up someone, to ring someone up,
to give someone a ring

to phone someone

Informal BrE: to give someone a bell, to give someone a buzz
telephone

AmE: to call someone, to call up someone, to call someone up

‘ to give someone a call

Numbers

When saying numbers, use rising intonation for each group, except for the last group, when you
should use a falling tone. This shows you have reached the end of the number.

access code country code area code number
w0 N 44 1746 W 845921 A W
Double oh (BrE) double four one seven four six eight four five nine two one

Zero zero (AmE)

m Doing things over the phone

Phone numbers where you can get information or advice, buy things, make reservations, etc. may

be called:
m helpline m hotline m information line W reservations line
People who answer and deal with calls like these work in call centres (AmE: call centers).
A number that is free of charge is:
BrE AmE
® an 0800 number* m a Freephone number mm a 1-800 number m a toll-free number
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-y

48.3

48.4

Which equipment in A opposite would each of these people use?

1 A lawyer who needs to stay in contact in court, but can’t have a ringing phone.

2 A building contractor who works in different places.

3 Someone who wants to stay in touch whilst they are in the garden.

4 A company manager who wants to discuss something with managers in different
offices at the same time.

5 A computer enthusiast who wants to see the person she is talking to.

6 Someone who is out but doesn’t have a mobile.

Which of these sentences containing expressions from B opposite are correct?
Correct the mistakes.

1 It would be good to see Anna soon. I'll phone to her and see when she’s free.
2 1 gave Brian a call yesterday and we had a long chat.

3 Why don’t you ring up at Pizza Palace and order some takeaway pizza?

4 T rung them five minutes ago but there was no answer.

5 Call me up next time you’re in New York.

6 Give me a ring when you’re next in London.

7 Tl give her the bell and we’ll fix up a meeting.

8 When you get some news, make me a buzz.

Write out these numbers in words (use American English).
Show the intonation with arrows, as in C opposite.
The first one has been done for you.

1 Empire State Building, New York 212-736 3100.

Two-one~two seven—three-six three~one~zero-zero
2 Disney World, Orlando, Florida 407-824 4321
3 Paramount Studios, Hollywood 213-956 1777
4 Alamo, San Antonio, Texas 210-225 1391
5 Graceland, Memphis, Tennessee 901-332 3322
6 Grand Canyon, Colorado 520-638 2626

Match what the people say below with words from D opposite.

1 C]ust call this number to book your seats.>

2 CFor technical assistance with your new computer, call }

3 (If you know the answer call us right here in the studio! Right now!}

4 ( Call us any time to find out about opening times and admission prices.}

s C To buy this amazing product, simply call 0800 ...

Over 4o You

When was the last time you called an organization for information? What happened?

Do you like recorded information, or do you prefer to talk to a real person?

Does your organization (or one you are interested in) offer recorded information?

Business Yocabulary in Use
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m Telephoning 2: getting through
Phoning scenario

You want to phone someone in a company. You pick up the phone. You hear the dialling
tone and dial the number on the keypad. You don’t know the person’s direct line number, so
you dial the number of the company’s switchboard. One of these things happens:

a The number rings but no one answers.

b You hear the engaged tone (BrE) / busy tone (AmE) because the other person is already
talking on the phone. You hang up and try again later.

¢ You get through, but not to the number you wanted. The person who answers says
you’ve got the wrong number.

d The operator answers. You ask for the extension of the person you want to speak to.

e You are put through to the wrong extension. The person offers to transfer you to the
right extension, but you are cut off — the call ends.

f The person you want to speak to is not at their desk and you leave a message on their
voicemail. You ask them to call you back or to return your call.

m Asking to speak to someone 1

Can you put me through to
extension 123, please?

One moment, please.

Can I have extension 123, please? s ;
I’'m putting you through.

Extension 123, please. The extension/line is ringing for you.
123, please.

James Cassidy in Sales, please. C Sorry to keep you waiting}
I phoned a moment ago,
but T was cut off.

I,H hOld.
call back later.

I think you’ve got the wrong extension.
I'll try and transfer you.

’m sorry, but there’s no reply

Cm afraid the line’s/extension’s busy/engaged.
I

Do you want to hold or would
you like to call back later?

Voicemail

106

If the person you want to speak to is not there, you may hear this: \

You're through to the voicemail of James Cassidy. 'm not at my desk right now,
but if you leave a message, I'll get right back to you. To leave a message, press 1.
To speak to the operator, please hold.

After you leave your message, you may hear this:
( To listen to your message, press Zj

After you listen to your message, you may hear this:
(If youw’d like to change your message, press 3. If you’d like to erase your message}

press 4. Otherwise, please hang up.

1/
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49.1

49.2

49.3

You are trying to phone Delia Jones. She works in a large company. Match your possible
reactions (1-7) to the things (a—f) described in A opposite. One of the things is used
twice.

1 That's strange. Their switchboard isn’t big enough to handle all the calls they get.
2 That’s ridiculous! A company with 500 employees, but no one answers the phone.
3 I ask for Delia Jones and they put me through to Della Jones!

4 Delia seems to spend all day on the phone. Her line’s always busy.

5 That’s strange. I'm sure I dialled the right number.

6 Oh no I hate this — oh well, I'd better leave a message ...

7 They never seem able to find the extension number!

Look at B opposite. Annelise Schmidt is trying to phone James Cassidy. Put the
conversation into a logical order.

1 Annelise: Good morning. Can I speak to James Cassidy in Sales?

2 Annelise: Is that James Cassidy?

3 Annelise: No, ’m afraid I don’t.

4 Annelise: Thanks. Oh no, I’ve been cut off.

5 Switchboard operator: Do you know the extension?

6 Switchboard operator: Sorry to keep you waiting. ... 'm putting you through.

7 John Cassidy: Cassidy.

8 John Cassidy: No, this is John Cassidy. You’ve come through to Accounts. I'll try and
transfer you back to the switchboard.

Look at Unit 48 and the opposite page. Correct the nine mistakes in Annelise Schmidt’s
voicemail message.

Hi James, this is Annelise calling out of Sprenger Verlag in Hamburg. It’s very difficult to
get hold to you. I phoned to you earlier, but your telephone central placed me through to
the bad telephone. Anyway, 'm calling to you to discuss the contract we were talking
about in Frankfurt. I'll call further later or perhaps you’d like to ring to me here in
Hamburg on 00 49 40 789 1357. Bye for now.

Over to you

Have you ever had these problems on the phone, in your language or in English?

Do you use voicemail yourself? What are its advantages and disadvantages?
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Telephoning 3: messages

Asking to speak to someone 2

1 You don’t say FamX.

Can
?
Could }I speak to Y, please?

>
Is that Y? Y speaking.
N4 Speaking.

(s this a good/convenient time to call>
m (rather) tied up at the moment.
C

14

ould you call back later?

n’t at his’her desk. not in the office.
Pm afraid Y is on another line. out of the office.
with someone right now.  off sick today.
in a meeting. on holiday (until ...).
m Giving and taking messages
I'm calling about ... ﬁ\;(ﬁerif you could call back later? \
I'm calling to confirm that ... Can T ask who’s calling?
Could I leave a message? Whos calling please?
Could you tell Y that ...? Which company are you calling from?
Could you ask Y to call me back? My number’s ... May/Can I ask what it’s about?
May/Can I take a message?
WOuld you like to leave a message? /

Yl’ll ask him/her to call you (when he/she gets back).)

Spelling names

If you want to spell a name, you can say, for example, ‘A for Alpha’, ‘B as in Bravo’, etc.

You may also need these expressions:

M capital A W smalla m all one word W new word/line
m dash or hyphen (-) m slash (/) m dot {.) m at (@)
m Taking messages: checking information
a Pm sorry, I didn’t catch your name. e Where did you say you’re calling from?

Could you spell it, please?
b Is that with a D at the end, D for David?  f Is that with one M in the middle or two?
¢ Did you say your number is 624 426? g The code for Sweden is 49, right?
d Is that with B for Bravo or V for Victor? h Is that Ginola like the football player?

108 Business Vocabulary in Use



50.1

50.2

50.3

Look al A anl B opposice and charge these conversations so chal they are cormect

and mare polite,
1

ArTwant to aprak Lo Mrs Lee

B That’s v but U'm buosy.

A Sven Bovioan talking. L want o ralk about
vour orger,

B Call me bge s laler

spull the Zol oewing as vou waould spell them on
Uhe first v has been done For you.

Ay Ave vou [ames Cassuly?

L Baon Who are vou?

A Anrelise Schride, Is Jammes Cassidy there
and, if he is, can T spealk to him?

B He can't speab wo o He's wu e ting,
Glve 11 8 eSSy,

A He fos we call ine as soon as possible,

:he phone, Use rhe rable selows ta help vou,

| Fohi

Alpha .1;11'31;{| | Charli Taelua | Fomimo

Golt Hawe]  Indlia Julier Kiles Lima

Milea Mowember Hﬁcur Fapa J by LTI |
Sierra Tanga LInifirrm 1'.."-i|.'t[C|I-' Whisky X oy
_Y;.{ﬂl-kt:t Zulu [ - L ) . |

il

1 Macght: 91 for Mte, A Sor Alpha, € S0 Brho, @ dor 204 0 for Hoted, T for Tanas.

2 L
& Valladalid

3 B

Fi

Ei FHE Sstewtte rdtheanl 01l 0 500053

et [

-. i
Macpherson |

Paler b leusae

u.. ]l Jabn sz dyeasuk
[ - |

s aat |

March the responses (1-8) wilh the questions (a—h) in 1Y opposite,

1 o, actually its 4.

2 Ir's Valladolicl wich a ¥ ar che begimmmg, ¥ for Vicrae
3 Ny il Selmide with 271 ar thoe eml, '] foe Tomimy

4 Twe, T-l-deuble-M-E-L-M-AIN

5 Mo, 642 244,

6 Spiinger Verlug e Hamburg,

7 Krieslovski, K-ILI-F-5-1L-0-WV.5-K-L
8 Nir, ic% with owo Ss in the middle.

Cver 4o You

What is the mosL dillicubl thing when yau phone somesne in anolher langeeage?

Fravlise wards yeu nften have to spell on the phone, using the alphabet above.

10%
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Telephoning 4: arrangements
Making arrangements

You get through to the person you want to speak to and fix a meeting.

Would it be useful to meet up soon?

[Can/Shall we fix/arrange an appointment/a meeting?

Pll (just) get / check my dlar}D

How about Monday?

What about Tuesday?

Would Wednesday be suitable? Thats fine.

Would Thursday suit you? I can’t / won’t be able to make Monday
Shall we say Friday? I've got to (+ infinitive) / a (+ noun) ..

m Closing the conversation

110

Here are some ways of finishing a conversation without sounding abrupt (rude).

See you on Friday then. Yes, I’ll look forward to seeing
I’'m going to have to go now. you on Friday.
go to a meeting.
P've got to { go and see someone. Nice talking to you.
(I’s been ) nice talking to you. (Is been) good talking to you.
Good to talk to you.
Talk to you soon, no doubt. Thanks for { Calling.
We’ll be (back) in touch soon. phoning.

Look forward to hearing from you soon.

Changing arrangements

Here are some ways of changing arrangements.

a I can’t make Tuesday (Tuesday is not possible). Something has come up (has occurred to
prevent our meeting). I’ve got to go over to Berlin to see a client. How about Wednesday?

b I think we said Thursday at 11. Can you make the afternoon instead? (Is it possible for you to
meet in the afternoon?)

¢ We’re going to have to change our arrangement for
the 15th. Can we put it off {delay it} till the 22nd?

A 10 Mong, 13 Thursduy ¢
rd cqmpletely forgotten we have a departmental Ful dA:ygwe_p\ ver Morning ~ O ©
meeting that day. to mectings = oéfice

5 ¥ 9
d I'm afraid Monday won’t be possible after all. I'm going U Tuesday ya Fidol
. H 4 pat
to be very busy that day. What about the following week? Beclin, - Depal®
/ . Right LH 1630 peeting
e We’re going to have to put back {delay) our meeting,. 2 , cordoy
d - 15 S0
I’'m completely snowed under (very busy) at the moment. canesday ! .
16 Sunddy

Can we leave it open {(decide not to fix a day) for the
time being? I’ll get back in touch {contact you again)
when ’'m not so busy.
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51.1

51.2

51.3

Annelise Schmidt (AS) gets through to James Cassidy (JC) and arranges to meet him.
Reorder their conversation, which contains expressions from A and B opposite.

a AS: Fine thanks. I'm going to be in London on Tuesday and Wednesday next week. How
about meeting up to discuss how Megabook and Sprenger might work together?

b AS: Hello. This is Annelise Schmidt. You remember we met at the Frankfurt Book Fair
last month?

¢ AS: Look forward to seeing you then. Bye.

d AS: Sounds good. Shall I meet you at your office? I’ve got the address.
e AS: Yes, that’s fine.

f JC: James Cassidy.

g JC: Goodbye.

h JC: T'll just check my diary. I won’t be able to make Tuesday. I've got to go to
Manchester. Would Wednesday suit you? How about lunch?

i JC: OK. See you on Wednesday at 12.30, then.
j JC: Yes, how are you?

k JC: Yes. Why don’t you come round here at about 12.30? Ask for me at reception and
I’ll come down.

Look at B opposite. Which of these conversations sound natural, and which sound strange?

1 A: Nice talking to you. See you on Wednesday.

See you Wednesday. Thanks for calling. Bye.

Ill look forward to seeing you tomorrow, then.

Talk to you soon, no doubt. Bye.

: It’s been good talking to you. 'm going to have to go. I’'ve got to go to a meeting.
Nice talking to you. I'll be in touch soon.

: See you this afternoon at four, then.

Yes, we’ll be back in touch soon.

: I'm going to have to go.

OK. Talk to you soon, no doubt. Bye.

2

w
FerFrFerFrEe

Match these replies (1-5) to the things (a—¢) the people say in C opposite.

1 T suppose so: it would have been good to meet. Look forward to hearing from you when
you’re less busy.

2 The 22nd ... Pm going to be on holiday. What about the 29th?

3 The afternoon would be no problem. How about at three?

4 Wednesday’s going to be difficult. Can you make the next day?

5 Yes, the same day the following week would be fine.

Over 4o you

Do you make arrangements on the phone?

Do you find it difficult to end phone calls?
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Faxes

Sending faxcs

laime Vasconcelos in T.os Anpeles, USA is an the phone
1o Anna Friedman ir Swdney, Ausrralia.

Arnm: Yes, | thiok vond’ll be mterested moour Litest dvsigns.

Jaune: Can venn send them by lax? ta send somerhing by fax
Arna: Sure, Ul fax yoo gkt now, Whats vour fax number? to fax someone

Jaimes 1 tor the U5, then 213 976 34211,

Ao OF. I've g that,

Jomne: Can vou fax the mlormation vou think we necd? o fax something
Anma: Tl fax you everything we have, There are aboul 390 puges. o fax someone somerhing
Taimer M vau could Gax icall over oo ws, that would he grear? 1o fax something {overfacross)

m Fax tayoul

1 wover sheet: the
fiesL prag ol u lax
showving wlio 1%

[raun, who ir's ti,
cli.

2 conhdential
information: things
that others shealid
Tt ko

3 mtended
reapient: the
person wha shanld
rective 1he fay

4 advisc the
scndur: twll the
porson who senl i

0 sSInenns

ADVANCED ENGINEERING

FAX COVER SHEE1! Erx 1212, Sypdnesy, Ausiralia
Tel: A1 2 329 420
Fax: k1 2 329 9221

Dale: 22 Movember To [ax mumber: +1 213 976 3421

To:  Jaine Vascowucelos  Frows Anua Friedian

e of paces ineheling this cover sheet: 31

Dear [Abine,

TE s ] b Tesa [romn o aqain. The following pages qive details of the
lateat additians to awr mange. 1F won requite ary luriher inlormation, pleass
o nof hiesitate Lo contact me.

Best rogards,

Anna Freiedlian

Ti~Tin i vanbiin e ielenrial ivmeeseen oof 0 san o ook e ol ol i izl s e
wernler! Ll sty Les e anewenit .

Fownn aha e e all peges or 1 any sages are illegilde.

Slzase phene B2 IR 9220 imTrediaehs

w2 Ll oA LT FRCAH: A S TS 3 LT - FT L SYE 342

Receiving faxes

Anra: THd vou get my fax?
Jaime: You're nol going to belicve this, but the paper gor stuek and (e machine jammed.
Anras Mo probieo PIUsend it through agait,

15 munutes lawer ...,

Anna: i the fav go duough OF chis time?

Tiwirne: Yes, hur pages 1w and theee weren't legible: 1 couldn® read thom,
Anng: Mo oo, Pl resend them.

112 Busiress Yocabwuidey in Olse



52.1 Bertil Lagerkvist of Moda Fashions in Stockholm is talking to Kim Wang of Outrageous
Designs in Hong Kong. Look at A opposite and correct the mistakes.

: Yes, I think youw’ll be interested.

Can you (1) telefax your most exciting designs?

: Sure, I'll (2) fax to you the drawings. What’s your (3) number of fax?

46 for Sweden, then 8§ 753 4298.

: 46 8 753 4298. I've got that.

You know the sort of thing we sell. Can you (4) telefax to me the designs our
customers will be most interested in?

: I'll (5) fax to you straightaway. There are about ten pages.

If you could fax everything (6) between, that would be great!

FRAEFARFER

ISl

52.2 Kim Wang sends a fax to Stockholm. The person receiving the fax phones Kim.
Read what is said, and complete the statements using expressions from B opposite.

1 ‘Swedish Paper Products here. We’ve received a fax from you to a company called
Moda Fashions. Our fax numbers are very similar. There must be some mistake.’
Swedish Paper Products (SPP) are not the ... wns , and so they tell the
person sending the fax: they ... the e .

2 “The designs you received are top secret. Please could you tear them up and throw
them away.’

The information is ................ . Kim wants SPP to ............ the fax so that no one else
can see it.

3 ‘Don’t worry. There’s something wrong with our fax machine so we can’t read it
anyway, including most of the first page.’

The person can’t read the fax: the fax, including most of the ... vsen

STI .

52.3 Kim Wang sends the fax again, this time to the correct number. Complete the
commentary, choosing appropriate forms of the expressions in brackets from B and C
opposite.

There were no problems when she .............. (1 send again / resend) the fax. The fax

...... (2 send through / go through) perfectly: the paper ... con

...... (3 not get stuck / not get through) and the machine ...

................... (4 legible/jam). Kim did not have to .............. anything ............ (5 go through /
send through) again. The fax was ............... (6 legible/stuck) and Bertil could read it.

Over 4o You

Do you send and receive many faxes or do you rely mainly on email?

What are faxes particularly useful for?

Business Yocabulary in Use 113



B4 Emails
m Email

Finual is electronic mail. You can send an email to someons, or email them.

They will reply to vour ankail or email vou back,

reply toall: scnd an anﬁwtrl
tor the person wheo sent an

email, and evervane whe

received @ copy of i

reply: send an answer Lo the

person who sent an email

delete: gt nd of an email —
you dom’l want

oz send A copy e ..

begr send a hlind copy m L
ithe orher people dor™ kenow
vou're sending this copyl

Y

ferevard: send an emul
vou have received 1o
somenme ¢ lse

attach: wnd a docment,
for cxample a pacture,
with an cmal

send and receive: send all
the emals yon've written
and recaave all he ones
that are waiting bor vou

m Email expressions

Yo can end witls

@l"u

[ ¥ | rober e UaErmegs back, 2om

Friofi . i | Hina. Hacki megabaok. cem

[ ] j rth mitcaelfrmeoa boek, oo

W DBow wishes

m Al best wishes
B Regards

m Best regards

Robicrt,

Beat wiahas,

Ting

Thanks for your email z=king fir- ways ol recucing e sales foree. Please find
attached o Word dicamear | will specilic plans for his, Pléase lat me kngw if yon
canl read this sttachment. 1'm copydng Ruth Mitchell in on this. Do faraard il Lo the : m Al the best
resl ot he ooard il yed Dol Lhal's approprale. Loakiey nvard Lo wous reachon,

o people vou koow
woll, vom can end
with:

L CVen just:

m Bes

afied

Wl Emait abbreviations
These ablbresviations arc somelimes used m cmails

_@

Til ... | asimor kannyiEmegaback. [

L Asfar as T knony, g [ Fiam ]|k.me_meg@—negen-mk.mm

2 Ilope this helps,

Besi, KRl

Siman, Hava vou heard sboul Tina s plers for sacking salespeop e7 AFAIKT
she's nol iclening b ws, bul we'll sco HTHE
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53.1

533

Which ot rhe features in & opposite would you s ie each of these situanions?

1 You are sending an email to Antonio and vou want to send a copy to Bella withour
Antomio knowing,

2 You receive a reply from Antonio, and vou wanr Carlos to soe i

3 You got an email from Delia, who has alsor sent copics o Fdpgar and Fenella, and yoa want to
scndl she same answeer o all three of e,

4 With the cmail o Giorgo, vou want to send anccher docomenc.

5 You'we wrten three cmails. ¥You want to send then, and read any that are waiting for vou

6 You reverye twier emals, but vou den't want to leeep then.

Complete thy cmal s [ =

the curregt fonn of - e
exprissions from B chat Bﬂﬂ Mi"ﬁl m]

mean the same as the (i [iina blackg@r egahook cor !
undlerhned exprossions. Irom ... j|I'-ZII;.-Eft.rTU|||I.|I'dDif§‘J|||eguL:|:|{lh.qu

L ; | rathritckak nay abook wom

TinA. Thanks for poor paans o redusing the audget of the sales
doeparhrart [d bo g-alalol pou coul (1 sed copics oo Ghois Jones of
Any ems I o senc to me. 2 W in this enngil, pout fird & Wong
dozurenl wily iy civernsr bz, Plegse 190 ma kil fon goy rdasun you

can't open the (2 Jdocrrent that coves wilk thia empai . (50 1m0 gardiag
waur praposals to all reerrbars o the ooard.
o) Grestngs -
Raoernt il
i
Cunplete e extracts Irom these emacls, using the abbreviations from O oppos’ee.
1 i Z
I'm not sure about this, but i Y¥ou asked about sales tigures for
| there seems to be a three years ago. Please see the
. - . attached document. L
rearganization gaing on in _
Good luck preparing next .
the company. g year's budget! -

Over to You

Whal do you use email for? Does email save time, or does it just make more work?

Shauld emplnyees send and receive personal emails at work?
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Meetings 1: types of meeting

Word combinations with ‘meeting’

/

arrange )
set up organize a meeting
fix
bring forward make a meeting earlier than originally decided
put back
postpone \ 2 meeting make a meeting later than originally planned
cancel not have a meeting after all
run : .
. be in charge of a meetin
chair 2 g
attend g0 to a meeting
miss not go to a meeting

m Types of meeting

Meetings come in all shapes and sizes, of course. Here are some types:

116

® chat (informal discussion) with colleagues at the coffee machine.

@ brainstorming among colleagues: where as many ideas as possible are
produced quickly, to be evaluated later.

activity.

project meeting / team meeting of employees involved in a particular

department/departmental meeting.

meeting with suppliers, for example to negotiate prices for an order.
meeting with a customer, for example to discuss a contract.

board meeting: an official, formal meeting of a company’s directors.
Annual general meeting / AGM (BrE); annual meeting (AmE): where

shareholders discuss the company’s annual report.

EGM: extraordinary general meeting: a shareholders’ meeting to discuss an

important issue such as a proposed merger.

How was the meeting?

Some colleagues are discussing a meeting they have just come out of.

Anil:
Juliet:

Barbara:

Juliet:

Anil:

I thought it was very productive.

Well, I thought it was a complete waste of time. I didn’t hear anything I didn’t already know.
I agree with Anil. I felt we had some very useful discussions, and that we reached an
agreement that was good for both sides. We certainly covered a lot of ground. It was
incredible the number of things we got through.

But there were too many digressions. John was rambling and kept wandering off the
point. He just uses meetings as a chance to show off. Just like a lot of men: he just
wanted to show how powerful he is and what a good talker he is.

But to be fair, the chair really kept things moving: she encouraged people to be brief
and to stick to the point and we achieved a lot in a short time. Anyway, I learned a lot
and I think they listened to what we had to say.
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54.1

54.2

4.3

Teplace the underlined vepressuns with anpropriale foems ol the veehs v & opogite.
Tr same cases, more than ane verb 15 posalle,

A mecting of the Tenn's Club Commites was i1 preandzed for 1 karch, bur norn
evereonc could (2] go oo, so it was (33 delayed antil March 31 One commire
member said chac this was coo lare, socevenoually we (4 mowed it o Barch 13 The
chairpersom (31 was in chapge of it verr etficizncy, aod we decided on some news:
membership ales, Onaly one commictee muember (8] did noc oo oo the mecring,

Look ar B opposite. At which tvpo of mecting would you he most hlely to hear cach

of these “hings?

b Imopleased we anmounee anther good vear for skarcholdees of this coupany.

2 T lnoww this sounds eragy, but heowe aboul giving avay 10000 free samples?

2 Vhings i the sales department ure getting oul of contral, W should all stact making
a real affor,

4 So, you Lhonk vou can provide 10000 3 ruonth at a unit cost of £4.907

Hawve vou heard? Suzanne i being tveis appacently ber sales fpures aren't goond

enough.

1

B Thars a deal then. Vacking ferward to working with you, T sure you won't be
disappointed.

? Amaringly, wo're ahead of schedule on chis project.

8 | xecomumend to sharcholders thar you accepr Mogahook™ offer fror our company,

g As vou know, Mogabook wants to buy this company. As chicf finencial officer, wac
dey vou think of their offer, Saleom?

A moanagoment consultant is talliing aloit meetings, using exarassions from
oppuoeite. ot swhart she says o a logical order.

1 poinl and ramby ing, And then there are thowe wiao wanl to saow

2 meving, i1 thew dov 1ads, it amazmg how moch ground vou can cover,

3 Of coursg, evenyone wants meetings 1o be productive and achivve reau’ s, But from
poersemal experience, we knowr thal a lot of ther are a wasle ol

3 off: to show how impoetant and clever they are. The chair should leeep things

the poinc. And we've all seen thase a-moving people who keep an wandering off the

& rime, and noching is ach'eved. T order tor discussion 1o be usetul, peap'e should nor
g ot an digressions: they should suck Lo

[

Over +o Hou

What surt of meetings de you go to in your school or organization? Are they useful?
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Meetings 2: the role of the chairperson
Bcfore the meeting

Hilary Khodes is a management comes tant
whr spocialioes inoweeung skills:

‘A pood chairperson has oo b g good
errganizer. What tey do hefars the mecting,
is as impoeart as the mecting el They
shonald make sure the agenda (Uhe list of
things w0 ke discassed) s complore Ly
asking those invalyed whal should Be anoi
and then cirewlating, (Jistriboimg! i o
cveryane concerined. Fhey shoald check
rhe venue, making sure the room will he
free, withour interraptions, uncl che end
of the meeting,.”

m During the mecting

The chairrerson chould be a pood gmekeeper. Trey shoald seare che mecring on
cimie. e theour waiting fiv lalecomers.

They should appaoint w mimute-laker Lo take the minues, makicg aure that opimons
and acton poans (v liere saclcipants apree Lo i seanctliog? ure moted,

They shauld make sare each paint o rhe azenda is allovated Lhe time it deserves and
shou'd keeps 1o che timetable. When che cime allocawed wo one poing is ap, the chatr
shou'd make swre thar discusson moves on to the nexr point, cven of the issue has
wor beon commplerely covered or resolved (cecided).

The chaw should ke sure that each partipant hays the chanes to make ther point,
and should deal aatfully wirh disagresments, malang sure that cach side tecls their
point 0f view has been noted, They shawll also oy to avold digressions, wheee
people zor oft the pont,

Finally, they should cnsure the meceting finishes on time, or early.

Fotlow-up

After some mectings, ics nocessary for tw minares oo be girc ared, cspecially if there
are action points thet particular people are responsible for.

At the mext meering, the chair should ask tor the mizotes @ be read ooe and sce it all
agree that i s an aovwrate record of wlia lappened, aad see il thene are any oanters
ansing (anly peints o e Jasl weetias that need o be discwssed ), And Jwey should
check what progress Las boeu mmade on lhe action poines frm the previous mectizg.
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5h.1

55.2

Replace the underlined phrases in slus artcle with the co-recr expressions from
M aad B opposite.

—_—

B R e N R P P L

1 don’t know how

to chair a meeting!

I
- 've been asked to chair a meeting about the Chiristmas

office party, but I'm incredibly nervous as |'ve never
chaired one before. |s there a secret for success?

L

: . SO e chared 2 meeting
oo s v v probably boeen to Dot v e
dore well and Badly Thizk abwoat (e
ll‘I.III.L"‘_- 1l |'}]I;'.-JL{('. al HETIY Yl aned Tl
e orhem. (17 Make surz ewveryome has 1l
agerca well in sdvierez, asd chedk Tyl
lences =nonpl gear the peridzants aod
issues e b dis oyse] A ter the £
poern o e vl s e than s arpg perple will
e less Likehy 2o 2o e sl

see voorsell as a releree whoge jub i s w
eustre Lair play rlenogh careful wyiching ang
[Ebening. Yo must ensine thac che cmid hove
achace to O3 sav st paey waing deal B
a diplomare way witl rhe amcmeananvs and
b he knd to The 0 person vow have asked oo
calee nores. Gemnnege thar mAradual or s side
oossental U vou want the eond o rellea
wirtT deslied anzocmes ITs noprzl o sugpes

wehat shoo d Le el oo ol the moeotes 2ad
e any diflew Lis shoue, be phrased. hzke
sure w0 aick o che @) time vou hae g loased
oz cach poigt and keep hings messing by oo
lezticzg peope (71 owarder oo che suhjecs, Gor
decswns made and rzoorded, cven o ics ooly
= prestpene macees urt] che nes meedng 17
sommevie i bedng Sillieulr, decase chings by
ST o continie the diseisson possonaly
AL il MU EPERpCien: 1me,

[t =20 meaing s dkelv o be s ey
vostee ol oz e, oy v inelude w ekl

Cie rrid-poin s osins e d ke aond g
[reaple welling el s

Adre o leewe everyone Teeling ley Tave
S o chancs 0wy el ey wanted mosay
And gaun esting o wel-deserved papnlanige
Ly fnshiog (80 when von saic e meeting
wonld Coisl.

Loole at A B and £ opposite. March the verbs § 1=7] with che nouns {3—g) chat zhey go wich.

1 take a @ minole-taker
7 appaint b che minutey

3 circolure Coame

4 3 locale d the agerwdu
Lomove on & 1o the nexe poar
G avoid f om lime

7 Hnish g digressions

Cver +o Yo

What i you think are the most important skills for someone chairing a meeting?
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Meetings 3: points of view

Opening the meeting

_1.: 3 '-ar L L ir-f it W .-”l: : a AT WL AL | -u'. 1..' =17 T '
Carla Faglecon, chief cxecutive of Creatwe Advertising, is upening a meering

'S e ‘: aed
She conld alen have said: 'MEK‘ lel’s gei *’f“'r'!‘:'i_,"

i It%s abaut time we got staricd, i Lers make a start,
T Let’s begiuw, shall we? 3 ¢ Lets ger down o business, )

a2

¢ Shall we make a start? fr

Then she savs *As voo koow, I've called ehis mecting tr discuss the situation in e design
departmene. The designers have a lot of freedom o work as they wish, botic scems that chings
are getling vur of comiral L
She could alse have said;
B Tve areanged this meeting oo ...
MW As vou are aware ... B LVhe parpose of this mecting is w ...

MW The main objective is Ly ...
m Inviting people to speak

Carla then rses some of these cwpressions,
Irvating smeone te st
B VWould you like to open the disoassion, Cireca? B (et world voou lilee o loidk ofl?
B crhaps vou'c like to get the ball rolling, (irea,
Asking for one person’s opimon:
m Whar aboot vou, Kejth? m What do yvou think about this, Keith?
B What are vour fedlings on this, Keith: B What are your views on this, Keith:
Asking for cvervoruss opuauon:

B s (he general feeling cn clis?

Making your point

The other parlicipancs use come at these expressions.

o |lead of human resourees: Dhelivve (ke devign
department needs a vortain antonat of ireedom, but
thers are limits,

b 1lead of covign: As Dsee it | can't ren the cosgn
department as if it was the accoants department.

¢ Chick finanaal otficer: In my opimion, they'te soing
much o tan Taan't Bear w think of the cous myvirhesd.

d Senior desimer: O course, we are sensifive Lypus ane
need b 26 given the freedom o work how we like,

Mlakiny you- poisl

D3ther ways of making vouwr point jinclude:

M The way [see it ... M Personally, L chinke ... | Obviowsly ...
W It clear 1o me rthat L. m It looks o me agif

Motz You wse OF course and Obviously 1o inlrodoce an ide, bt also Ly show Lhat yoa think elher
people will bre sware of it already. Be ¢arcfu, 25 Lhis ean soaqd rude
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56.1

56.2

56.3

Which of these expressions from A opposite are correct? Correct the mistakes.

It’s about time we get started.

Let’s begin, let we?

Shall we make a start?

Let’s do a start.

Let’s get up to business.

I’ve call this meeting to ...

The purpose of this meeting is to ...
The main subject is to ...

As you are beware ...

CONOOOT P WN =

Look at B opposite and make these invitations to speak less aggressive and more natural.

1 John, kick off.

2 Kay, open the discussion.

3 Len, get the ball rolling.

4 Monica, tell us what you think.
5 Nigel, give us your views.

6 Olive, what do you feel?

Match the sentence beginnings (1-5) with the correct endings (a—e). The sentences all contain
expressions from C opposite.

1 The way a I think that the prizes we win help us to
attract and keep the best designers.

2 Personally, b as if the design people think of themselves as
living on another planet.

3 It looks to me ¢ I see it, you should be looking at what we
produce, not at the time of day we produce it.

4 Tt’s clear to d opinion, we have to think of the needs of each
department.

5 In my e me that they set a very bad example to the

other departments.

Over 4o you

How freely can people express their feelings in your school or organization? Are people at
all fevels encouraged to say what they think? Are new employees asked for their opinions?
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Meetings 4: agreement and disagreement

Discussion without argument?

Hilary Rhodes is talking about the importance of keeping calm in meetings:

‘In a meeting, you discuss things. In the discussion, some people may agree with you.
Others may disagree. They may have differences of opinion with you, but the important
thing is to keep calm and remain courteous. It’s OK to disagree, but it’s not OK to be
impolite or rude or to lose your temper.

An argument is when people disagree about something, perhaps becoming angry. Your
argument is also the set of ideas that you use to prove your point: to show that what you
are saying is true.’

Note: Agree and disagree are verbs (e.g. | agree with you, She disagrees with him, etc.).

You cannot say +arm-agree—with-you, Shedisdisagree-with-him, ctc.

m Agreeing

Strong agreement:

~ a You're perfectly right. The costs involved must be incredible.
h b I couldn’t agree more. We got our latest recruits after we won the industry award for
best advertisement.
¢ Precisely. Creativity comes to some of our people in the middle of the night.
d Exactly. We have to look at the company as one unit.
e Absolutely. It’s the output, not the input, that counts.

Mild agreement:

f You may be right there. We’re already ten per cent over budget.
g That’s true, I suppose. There must be some limits on when they work.
h I suppose so. They seem to arrive and then go straight out again to eat.

Disagreeing
Mild disagreement:

a That’s not really how I see it. Everyone should be allowed to work in the way that’s
best for them.

b I don’t really agree. The prizes are important, but people would come to work for us
anyway.

¢ I can’t really go along with you there. I think we need to see people at their desks
actually working.

d 1 think you’re mistaken. If the designers get to work late, they don’t go out for lunch.

e I'm afraid I can’t agree with you there. All you financial people do is worry about costs.

Strong disagreement:

f I'm sorry, but that’s out of the question. You can’t expect people to go home at ten and
come back at nine in the morning.

g I think you’re wrong. The design department’s costs are justified because of our high
quality work. The costs of the other departments are not justified.

h Of course not. The latest figures I've seen show that the project is within budget.

i That’s absurd. There must be some sort of control on when people work.

j That’s ridiculous. Each department has very specific needs.

Note: Be careful with That's absurd and That's ridiculous. These expressions are very strong
and can be offensive.
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57.1 Complete the crossword using the correct form of words from A opposite.

HEEEEEEN

AREEREEE L] B

L

L’— 12
L [ [ ]
Across Down
3 The opposite of ‘agree’. (8) 1 If you are pleasant and unaggressive, you
7 What you have if you do not agree with ALE ool . (9)
someone. (10,2,7) 2 and 8 across If you become angry, you
8 See2down. YOUT ..vvveneen.. . (4,6)
9 Whatever you do, keep ..oieeeannns .4 4 The opposite of ‘polite’. (8)
11 When people disagree, they have an 5 The noun corresponding to ‘angry’. (5)
............ (8) 6 See 12 across.
12 and 6 down If you want to show you are 7 If you talk about something, you
right, youtryto .....ocooee.. " it. (7)
your ............ - (5,3) 10 Another word for 4 down. (4)

57.2 Match each statement (1-8) to an appropriate reaction (a-h) from B opposite.

1 And another thing: you should be looking at what we produce, not at the time of day
we produce it.

2 Apart from that, if you try to control our working time, we’ll lose our creativity.

3 Besides that, the prizes help us to attract and keep the best designers.

4 Even so, I agree that some limits should be set, even if my designers are very different
from the accounts people.

5 Not only do we have these very high costs, but it also sets a very bad example to the
other departments and they start going over budget too.

6 On the one hand, we have to think of the needs of each department. On the other
hand, we have to think of the company as a whole.

7 In addition, our biggest current project looks as though it will be over budget too.

8 What’s more, they leave for lunch two hours later.

57.3 Now match the statements (1-8) above with the reactions (a—j) in C opposite.

Over 4o you

What are you like in meetings? Do you often disagree with other people? Or do you prefer
to avoid arguments?
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Meetings 5: discussion techniques
Hedging

Hedging is when you avoid disagreeing directly. To hedge, you could say:

m [ take your point about punctuality, but clocking in and out would not be very popular.

m [ understand what you’re saying about the needs of each department, but each department
must be treated in an appropriate way.

m [ see/know what you mean, but we must look at the human factors as well as
the numbers.

8 [ hear where you're coming from on this, but we must remember this is an advertising
agency, not a car factory.

Checking understanding, interrupting, referring back
To interrupt someone politely:
®m Can I come in here? m  Sorry to interrupt you, but ...
m If I can just stop you for a moment ...
To refer back to what was said earlier:
B As we were saying earlier ... ®m To go back to what I was just saying ...
® To go back to what X was saying earlier ...
To check that you understand what someone has said:
W Are you saying that ...? m  If I understand (you) correctly, ...
B Are you suggesting that ...? m If I follow you ...
m Are you implying that ...?

Agreement, consensus or compromise?
Hilary Rhodes is talking about how to deal with agreements and disagreements:

‘It may be possible to reach agreement or to reach an agreement about something, or at least
come to a consensus; something that most people can agree with. It may be possible to
compromise or to find a compromise: an agreement where people accept less than they wanted
at first. (See Unit 65) Or perhaps the differences are so great that there will just be disagreement.
Something in particular that you disagree about is a disagreement.’

Concluding

Carla Eagleton sums up and brings the meeting to a close:

‘Right. 'm afraid we’re running out of time so we’re going to have to stop there. To go over
what’s been said, there is a disagreement about timekeeping and budgets in the design
department. I've listened to both sides of the argument. I think I can sum it up by saying that it’s
a problem of creativity versus control. I think you’ll just have to agree to disagree. 'll let you
know my decision about the solution to this problem by the end of the month. So unless anyone
has anything else to add, I think that’s it. Thank you all for coming.’
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58.1

58.2

Lise comalele expressions {rown A and B oppasize 1o complene the dialogue, based onothe
prompts in brackers. The Fist one has been done Tor vou,

A
I

W'e really will have w increase productivicy.

ihedwge: conung) bur there are limies ty hesr much we can ask of cach individual cooplovee,
Afrer all, if von ook back ar the records for |

1 Rear aRare. How're comimg wron on Hhs, bt Hhere ane uids bo how meah de. com sk o
cowh il enplonee. Al e all, i ot fock beeck of dhe econds Lo

mtercupt: stopt you bave o admit things were different chen, That was in the 1598,
[bedgze: wudersiarult bat that™ nor so lomg ago. The pressares were the samwe,

frefer backs wo back! there ure Lidls as W whal we can ask oo the creatives, They L.
(mucerupts wterroptt L hate that word screative’. A Lot of Uienn biaven’t createsd any thang,
except chaos since they atrived in rhe counpany.

ichweck: imply: that the creavve depacunent has people who shouldst be there?

T'ur 1he extracts from s newspaper report of a pullic weeting wie the correct ordet,

1

Over 4o Hou

A promises always issible? Thoyaur eganization ar sehool, are decisions Dased on

e et --.'. e r;_ - “ a . E T T TR . e
d COMMCOMIse oF 8 consensus, There was . _ S ’
total divagrecment. After four hours of t Thete were srrnng dulerences of apiian
hested diseussion. Ms Johns said. ‘16 : ot lagd miphd®s pectiog b disouss bazming
heen a very interssting discussion hut ; © wars from ihe ventre of Newilowil The
we're PLmInY ' E ¢ chair, Ms Yolanda |ohas of che town

Oy comncil’s eranspaart cormimittes, arganized

o _ . the meeting well, A lot of ground i

- I e e e e

nur of tiene amd we're going o have Fea T et e 8T
slep there, FU let wou know the ' B e e e
cornoniteer’s decision shout the solubon - saying it woild Dnprove the qualine of
tes this prohlent by the end of the manci, | ¢ life, 1 owas nal possible oo come T ;
) L . . R N . B- L o ° ." ° -
: . was coveted and binth sides of th
5o unless anyome has soythimg else s B . t herd, Ter san um 11
. - S : arpurnent word heard, Tes samoup the
add, T think that's it. A very asceful ' L T
e T ., s U arguments, there were those who
mecting. Thank woa all fae cenning™ - 3 P . :
I S e ¢ thaughl that banning cars would i

* dumnege shops snd businesses in the ;
; teram. {thers dizagreed,

e T A P T e e

and eonsensus or are they impnsed by The managemen(?
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59 Presentations 1: preparation and introduction
Types of presentation

Melanic Kray is an cxport in giving presentations.
Here, she gives some examples of differene prosentations:

W press conference: hvo chiet executives el journalists
why their companies have merged.

m  hriefing: a senior odlicer gives nformation o orther
afficers abour a police operation they are alxou oo
anderta ke,

m  demonsmanion: the head of research and
development wlls wn-rechnical co'leagues abour
a now i hine,

B product launch: a car company announees a
new model, A briefiry

B lecture: 3 wiversity professor commuomucates
‘nformation about cconomics to 200 students,

W alk: o memnber ol oo stompaellecuny club tells ather members abou 1900 century
Bruish stunps,

W serninar: a Cinancial adviser wives advice about invesrments fo richr peaple,

m worlcshop: a yopa expert tells people how to improve their breathing techniques and
gets them tor practize.

m Dos and don'ts: preparatien

Here are renme fips for a erand-np presentation (e person ralkine roan andienca).

a Find our abow the audience: hevww vany people there will be, who they ane, why they will be
there, and how moch they know about the subject.

b Find owr about the venue and the facilides: the room, the scaung plan, the cquipment, v,

¢ Plan the coment aad soocwre, but don't write the complewe ex of the presenation.

d Write notes on sheers of paper, ot on cards,

e Try to memorize the first Gve seatences of vour clk.

f Prepate viswal aids: pictures, diserams, erc.

g Rehearse vour presenranon (practise ir ga rhat it hecomes very tamiliar} wirh frierds
ar Colleamies.

Key phrases: introduction

Selanie iy advisme Anne Mane Duval on giving 2 prosensaton at 2 conference,

h Introduce yoursclt and i Outline what you're porig ] Sav whethor people should
vour subject. o talk abour: describe the ask questions durng the
slilferent sections of voar ralle, or ac ke end,
- N - talk, ;
f My rame’s Anne-Mare ™, ) [
-~ Duval and [work for (Gem | = A . 711 yom have any L]LlL‘Ht'I-:]-nri.:\\_l
- u - . v o MU I T . -
| CUII‘;'I.‘JH:.:I.I].LS.- }'\r'I!r ri.'!”:\ _J.'_-u ' 'If.k'—”-lﬁrﬁ HFLIT.IhIILL mam Ik * 'l be YErY ].ld'l."‘l-"} L1y H115WwET
._ called f.{:l?.l;'.lltsfnc}' hk}llg , skl iler.as mf-ldnt 1014 IIII ern ar the end of the
'\._’rnr the 21w Centary”, /, R oLl Loy ... I 8551001, S
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& semimnatr

N praduct lzunck

59.1

59.2

& et lume

Mateh the presentabon tvpes in & opposite (3 the things (1-%) thar peaple say in them.

1 A= you can sce, this prototype is lar in advanee of anvthing we've done oefore.

Hore are some ypical patre-ns for demand and sopply in the widget indusery.

i'm going to give cach groop a series o7 oroblems faced by an imagisaey conpany,
and [ wane you e swygzest eolodons.

Borwe is the dghe tirw to zer out of company shares and invest in property,

The combined mesoarces of our two organizadons will allow ws o achicee greal Lhings.
The first postage seamp in che worls was che Feony Blaclk in 1440,

The parachutists will come in at 08:5) and laad in two waves, here and here.

The 3300 has the nwese advanced features of any car mses class,

[T Y

=R I L T N =

Llere are reasons for the advioe gven in B and O opposite, Match each reasan [1=100 i A piece
ol advive {a—),
1 It vour drop the cards on the foor, vou're in monale.
2 T, conld sound monoronaus and horing it yon speak from a complete, propared test.
3 Towill help wenn adjust the conrent of your talle sorhar i is snitable, far ceample nit too
easy or difficult,
4 To will help v o keep control, and avaid peeple interrupring if you don’t want
them a.
5 It will help vour andicnee tollow the logic of what you're gung to sax.
6 It will male vou feel mote at case at the keginning, when vou may be nervous,
7 It will reassuce people that they are mothe right place, and provide a focus tor the beginming
of your ralk.
8 They add visual interest, provide vou with support and help the audicnoe follow po.
9 You can ask for changes in the seating plan i nocessary,
10 They will be able o wl] wou if anvthing is urclear betore che presentanon,

Over 4o Hou "a.

Have you ever qiven a presenfation? What type was 1t7?
I your expericnee, what makes a goodfbad proseniadion?
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m Presentations 2: main part

l

128

Dos and don'ts: timing

Melanie Frav is giving more adviee abour prescotations,

a Siarr an rime,
Than't wair fow
latecomers.

d Tron't dipress (alk
w0 abour thinps thar
have norhing 1o do
with the suhjecr),
nnless vau have a
particulae P pose
in mind.

b Plan hww long
VOLL'TE I T
spend on cach
~aint ansd keep to
chese Hmmgs,

¢ Finish on time.,
D'l rum ever, It
lenakes Bl 11 voou
don't have nme m
Fini< all ¥our
ponTs ard answrer
CUESTION,

¢ Tion’r labuur 3
Jartcular poine
repend too long
an sekmerhing).

. .
Dos and don’ts: vaice
f Praject vour voice tir the hack of the room, but don’e shout, Dan't ask if people ac dhe back
can hear. Check the volume (loudness) of your voice heforehand.
g Vse a miccoponme if you need one, Don'l hodd i wes close o your oo,
b Whether wtng a microphone oo nol, speek i a natural woe of voice, Don'l speak in a
monotene (oo the same Tevel all the ome). ¥ary e piich ilevel] of your wowe.,
Rapport with the audience
Experts sav rhar vou can gain the audienge’s anention in a pregencario= by:
o8 lling an ancedote (a story, pechaps a persunal onel,
& rnencioning a el surprising fact or statistic.
8 tatiny a problem
MW askinp 3 queston.

O course, ic s impen g oo orespect The cultural expectations of your andicnce, (Sec Unils 45-7)

Key phrases: main part

Arnne Marie continges her prosentadon:

*OK. Tor bewin, Tet’s loole an the Fest ivpe of skells tha consultants need: technocal ok ls, OF
course, rolated o technieal skills 1 3 prod general Enowledpe of pansgenent subyeces ..
Lt I'm digressing: Let’s et back 1o the weehn-cal skills themselves L. That's all T have time
for on eechnical skills,

Let’s maiyve on oo the secand area: interpersonal skills. As vou can see on this ranspareacy, thers
ate rwo key areas in relation to interporaanal slaille _ | zhink that covers evervthing an
irterpersanal skills,

Time is mowving on, s lecs tum W che third area: people waoagement issues,’
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60.1

60.2

Melanic recently went o a presentation where rhe apeaker did not follosw her advice. Match
cach of Maelanic’s thoughes (1-71tn fwe points fa=hh in A and B opposine.

1

e : - - -
L Why is he velling like that? The roem’s nnc thar big? j

SR

2 \_{ [T alrcady said that th-ee times. :!

3

4

ooy
- - c— T ;
{ [ kmow there are people whe want tr ask questions, axd thes won't be t:i.lIlt'._;'

bl

Iif_ He’s really dronirg o cwere’s 1o lite i his voice and everyvone’s aglecp, )
-\._"S;_

-~ - Tt - - - =
B 2 I'he sound of his brearh in the microphone is really arnoying.

&

7

-

i L don’ see what this has got to Jo wich what be's teving to say,

G_ﬂ:t on with it! It people turn up late, that's their prohlem. jll

Look at L3 opposiee and corvect the misrahes in these sencences.

1

24

- [ — - S — -
QK. For begin 3, | lot we look for ) the most basic product in our range.

- -~ . ' 4 e - T . . - -
OF course, [ related with product specifications ot our basic model s the sz of produ

]JUI{'{!'[L'LIEII'ICL‘ .

b, =1
e T LT P T 4 - - '
BFut Tma dlgrUESIUI;}: i lets got hack on ) the product specitications themselves,

Thacs all {

mid-range rmodel.

P

- .
i Ay vou can be :s-rcmg::l on this transpareney, there are two key features T want to alk
.Jlmut/m wlatnee to ) our mid-range model.

I think thar (cm-‘r:n; up cvervthing -/-‘linn our mid-range model.

P —a— ] ~y
H Tl.rTlL.— 15.].“_4_1-1“:_‘1]'}le

-~ - -
son O lels ko o ) out top-ot-the-range produer.
- 2 B pro ) i ge 1

Over 40 Hou

How are penple expected foodnss foe different types of presentastion in your coumtey?
What do peoplie Yhink abost hamowr 0 presentetions?

Buitisvss Vocob.stary in se

S . B B - ; Y
It |'IEL""II'Ig g f:]r' . (il pl‘{;ld'l.'lff ﬂ‘.l{‘llell,."ﬂTf!Ul'lS. ' l.ers M £+ ?,l Ty Caar
T —_——
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130

Presentations 3: closing and questions

Dos and don’ts: body ianguage
Melame @ves these tips on body language.
M Make eye contact; look at cach person in the audietce for aboat a second, before moving
on to the next person. om0 concentrate on just oie of Lao people.
Don't speak to the equipment or the screen; face the andience at all times.
Smiling is fine ar appropriate maments, but tor too much.
lse gesture (hand movementsh te emphasiees key points,
Stay more or less in one place: don't move around too maach,
Avoid mannerizms (ways of moving and speaking which you do repeatediy without realizing),

white board

Visual aids @™~ bullet points =T

- BT T

Melanie sometimes
uses Chese visual
aids when piving
PLESETIEATLONLS:

bleckbyard -

calnpader, S5CIEen TraTspane

Y

s . —

PP T

Mipclart 4

‘Iﬁ;l': F!H !ﬂ.d.

= ’ﬁ E projUctar
.-fl.‘- Py S i | !

— “h.:'a
Gidps

hoo 9 A,

Key phrases: closing and dealing with questions

Anmne-Marie is bringing her presentanon to a close:

hardorts

‘[t me sum up. Ficstly, we Jooked ac technical skills, secondly, at managemenr skills and last,
by e means least, at interpersnnal skills. Tnomy siew, the scorer for suceess in the futore is going
to be interpersonal skills. Thar brings me on the end of my prescnranion. Are there any qoestons?

Here are same phrases which can be uselul when answerng quesiions:

a L'hats a fair pomnt. [ know that some consultants don’t have a very good image. But [ think
thar Gem Consulrants have helped companies reduce costs and increase profits enormeshy.

b ‘Lhats confidendal. Fm akraid I'm not at hkerty 1o rell vouo.

¢ ‘Thats not really my field. Bur I can pot you in touch with someone in my arganization whe is
waorking on Internet applications.

d 'lThe gquestoner wiould lw ro know whar sort of lackgroond the people we recruit usually
have. s thar right?

e Well, I think that goes bevond the seope of todays presentadon. ‘loday [ wanted to
concentrate on consultanes’ skills, not go inte particular case sodics in consuleancy.,

f I'm akaid wo've ron out of dme. Bar if you'd ke to come and discuss that with me now, 1
try and give you an answer

If a member of the andicnee didn't hear a gquestion, they might say:
‘Sorry, | didnt catch the question - could you repeat what the questioner said
Anre-Murie ends the presencation by saying:

1 chink that’s a goud plac to stop. Thank you for listening*

Brrsiners Wocabulary i Lie



61.1

61.2

Which words from A and B opposite could the underlined words refer to? In some
cases there is more than one possible answer.

1 But don’t overdo it. It can seem insincere {not real).

2 Again, don’t overdo it. Look round at everybody in the room.

3 Don’t let these dominate the presentation. People have come to see you, not the
equipment.

4 Do not use continuous text on these.

5 Do not use one in a large room because people at the back won'’t be able to see it.

6 Don’t look at it or the screen behind you: face the audience at all times.

7 Have a backup plan if it fails to work.

8 Keep them under control. Remember, for example, that pointing with your finger
is rude in some cultures.

9 Make sure there will be enough of them for everyone and make sure that they
reach everyone in the room as some people tend to keep them without handing
them on.

10 Some of them, for example putting your hands in your pockets or running your
fingers through your hair, really upset some people.

Match these questions from the audience (1-6) to the answers (a—f) that Anne-Marie
gives in C opposite.

1 Sorry, I didn’t catch the end of the question — could you repeat what the questioner
said?

2 In what ways do you think the Internet is going to change the way management
consultants work in the future?

3 Some companies refuse to use management consultants, What do you say to
people who say that consultants are a waste of time and money?

4 What’s the average salary for your consultants?

5 T don’t know if you have time to answer this, but can you tell me how I can apply
to work for Gem?

6 You say that Gem have enormously increased profits for some companies.
Can you give one or two examples of this?

Over 4o you

How is body language used in presentations in your country? Which gestures are
acceptable and which are not?

What are the advantages and disadvantages of using different types of equipment?
What are some of the potential problems?
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Negotiations 1: situations and negotiators

Types of negotiation

If people negotiate (with each other), they talk in order to reach an agreement which is to
their mutual advantage (good for them both). For example:

W customer—supplier negotiations W merger or takeover negotiations
W wage negotiations M trade negotiations

Negotiations also take place to settle disputes (decide arguments) such as:

B contract disputes m labour disputes ®m trade disputes
m Word combinations with ‘negotiations’
Intense cop .. . . .
Intensive } } are very difficult and tiring, with a lot being discussed.
Delicate

Tense } are very difficult and could easily fail.

negotiations

. take place at the last possible moment of the time available.
Last-minute

1 take a very long time.

]

Protracted

Fleventh-hour }
1
]

Someone who takes part in negotiations is a negotiator, and someone who is good
at getting what they want is a tough negotiator.

Bargaining
Another word for ‘negotiate’ is bargain. This is also used to talk specifically about discussing and
agreeing the price of something. Another name for ‘negotiator’ is bargainer.
Another word for ‘negotiation’ is bargaining, used especially in phrases like:
m collective bargaining
B pay bargaining
B wage bargaining (discussions between groups of employees and their employers about pay

and conditions)

‘Bargaining’ is often used in these combinations:

( . . .
F lot); a particular technique used by a negotiator
actic

chip

.. an issue that a negotiator uses in order to gain an advantage
bargaining < tool

point  a particular issue that a negotiator discusses
power the degree to which one side is strong enough to obtain what it wants

\ process the way that negotiations develop
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EUROTUNNEL ATTACKS
CONSTRUCTION COMPANIES -

FOR LATE COMPLETION

62.1 Eelare cthese headlines ro the siruations in A opposite,
" © CARWORKERS [N TWO- sm 5
PAY DEﬂL TtiLKS “FITH FURD
2" FRANCE BANS US FILMS N

FOLLOWING TALKS BREAKDOWN '::

3 WORLD TRADE ORGANIZATION
MEMBERS IN WIDE-RANGING
DISC s EIONS

e N VI N,

STRJHTNG M I'HEFIS
62.2

cypressions from B oand O opposice.

Adter 48 hours of ltensive negotiations in
which h= 3lept tor

2 dne ol lhe problems ol protracted negoiations |

ig that arhizvine aerecnent can cemne

3 Aler langa negnlisliong batwesn the Bijackers
and air lrafliy contro] in Cypros,

4 The agzeocont oo limiting talevision wiolonee -

reproscnts the climay of arseoral monthe of
intonse

acguired by the Mationral Gallery

7 Tha deal was stowsk only alter eeventh-

8 la's a nugh ragoliglon

Over +o You

What qualities make a gnml negotiator?

s EMPLOYERS REFUSE
TO NEGOTIATE WITH

The painting has Teea witlodrawn fron sale ancd

Then vielence broke cut. and it tecds siv owmths -

. PHARMACEUTICAL GIANTS 5AY
- THAT COMBINING WOULD BE
. “TO THEIR MUTUAL ADVANTAGE” |

EDUCATION MINISTRY AND

. COMPA( [N ‘COMPUTER ON ;
EVERYDESKTALKS .

Match the sentznce hegmmngﬁ 181 with the correct endings (2-v. The sentonees all contain

the plane was allowed to land wt Luroscea
airport,

hour neestistions belwaen the TS, e
Eurvpzan nion and Tapan,

only o haor, Ve Prescoll sand, ' has heasn
hodh langh anc incradicaly complicated.”

of delicate nogatiatiens to put the procasy back
am frank.

negotiations between telovision cxecutives andl
tha Natiinal sarent loacher Association.

to be more impertant then anything else,
inclvding the tinal dec!sion.

aue likes Targsiniog abaour ayvenything.

aller last-minnule negodia.ious wiltl 11ie
anclioneers, Solhehy s

On you have ta negotiate? Do you like neautisting? Why | why nol?
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Negotiations 2: preparing

Preparing to negotiate
John Rix is an expert on negotiation:
‘Before negotiations begin, preparing and planning are very important.

a Get as much information as possible about the situation. If dealing with people from
another culture, find out about its etiquette and negotiating styles: the way people negotiate,
what they consider to be acceptable and unacceptable behaviour, and so on. (See Unit 45)

b Work out your initial bargaining position: what are your needs and objectives (the things

that you want to achieve)? Decide your priorities (the most important objectives).

Try to estimate the needs and objectives of the other side.

d Prepare a fallback position: conditions that you will accept if your original objectives are
not met.

¢ Perhaps you are in a position to influence the choice of venue: the place where you are
going to meet. If so, would you prefer to:
® be on your own ground / on home ground (in your own offices)

(2]

W go to see the other side on their ground (in their offices)
m meet on neutral ground, for example in a hotel?

f If you are negotiating as part of a negotiating team, consult your colleagues about points a
to e, and allocate roles and responsibilities.”

Negotiating scenario
At the beginning of a negotiation, follow these steps:

Meet and greet representatives
of the other company and
introduce your colleagues.

First, give the background to
the negotiations. Talking
about the situation is a good
way of reminding people of

, : Offer coffee and small talk. key facts and issues.
,O/Q a Try to create a relaxed
= & atmosphere. o Then kick off the
. 4 negotiations themselves,
% Godto the Tiﬁtlng room AN - perhaps by finding out more
N zn SUggiS nat you get % about the priorities of the
OWn to business. other side (the things they
think are most important)
4/4’ .
\1}1\\" F> Havea clear agenda and a ;)er fililrrﬁizom your own
N §/ timetable. (See Unit 55) q )

Negotiating styles
When you’re negotiating with people from other cultures, it’s important to think about what
they consider as ‘normal’ behaviour. (See Units 45-7) You’ll need to think about the following:

® body language M conversational rules m hierarchy
@ physical contact m relationship building W attitudes to time
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63.1 José Oliveira is head of Xania, a Brazilian aircraft manufacturer. He is
preparing for negotiations with Zebra, an engine supplier. Match each
point (1-6) in José’s notes with one of the tips {(a—f) in A opposite.

AN 1

1 organize preparatory meeting with head of Manuﬁac*ur‘inq and head BN

of purchasing to dfscuss s+ra+aqq

2 persuade Zebra representatives to come to our offices in \‘(f,
Sio Paclo XANIA: S

3 principal obJacha: delivery of first 20 &nqinas i SiX months; other
objectives: flexible payment, strong quality quarantees; price. less
important, but aim for US$500,000 per engine; find out more. about
Zebra's priorities

4 rumour says that Zebra are in financial difficulty: +hey badly
need orders

5 will accept price up +o US$EE0,000 if specifications are qood

6 Zebra well-known in the industry for its ‘strong’ negotiating techniques

63.2 Look at the steps in B opposite. Arrange these phrases José uses at the beginning of the
negotiation in the correct order.

1 As you all probably know, Mr Watanabe and I met at the Aerospace Trade Fair in Frankfurt
last year and we had a very interesting discussion about the possibility of our two companies
working together.

2 I believe you're flying back on Friday evening, so that gives us three days. I think two days
should be enough to cover all the points. On the third day, Friday, if we have an agreement,
T’ll ask our lawyers to finalize conditions for the contract with you.

3 Mr Watanabe, good to see you again. How are you? Let me introduce my colleagues:
Sandra Lisboa, our chief purchasing officer, and this is Fernando dos Santos, head of
production at Xania.

4 Shall we go to the conference room and make a start?

5 Well we’ve looked at the potential market for our new plane, and it looks as if we will need
100 engines over the next three years.

6 Would you like some coffee or tea, or would you prefer juice? How was the flight?

63.3 Mr Ais in another country in order to try and get a multi-million dollar order from Mr B and
his assistant, Mr C. Put each problem that occurs in their meeting under one or more of the
headings in C opposite.

1 Mr A wanted to start the negotiations immediately, but Mr B suggested a sightseeing tour of
the city and a game of golf the next day.

2 Mr B started asking Mr A about his wife, home and family.

3 When Mr C made an important point, Mr A was silent for two minutes before replying. This
made Mr C very nervous.

4 When talking, Mr B looked directly at Mr A and his two assistants in turn, giving them
equal attention. Mr A started to look annoyed.

5 During a break for coffee, Mr B put his arm around Mr A’s shoulders in order to be friendly.

6 When Mr A was talking, Mr C frequently interrupted him.

Over 4o you

What are the normal social ‘rules’ in your country-in the context of a buyer-customer
negotiation?
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Negotiations 3. furthering negotiations
Win-win

ha suwcesshul negntiation, evaryone should leave the nurotating able happy with the oucome:
there shauldnt se swinners and losers. The nepariators showld try 1o reach a win—win solution: an
agreetment of equal herefic co boch sides. This can e aghieved in a number of ways,

m Probing

One way of furhering nepotiations is probing [asking 1he nphr ooestions and Listening carcfully
1o the answers). Here arg some prohing guestions:

=

Whar is toe situatiom on production ac your plant ar che nomernir?
Whar soet of quantitics are yoa looking for?

What are we looking at o the way of discount:

What did vou have inomeod regarding specificarions?

o What were vou chinkimg of in rermy of delivery dares?

[ Hewe cpporiam o pou 18 the correney Lor pavment?

Proposal and counter-proposal

Theoph a serics of prapesals or affers fram one zide and coonter-praposals o coumterallers
team the aither side, the jwes zides wintls 1owards an agreement which will benetit 1hem both,

e & 0

Flore arc some ways of making olters:

-

If vou offer more foxable pavment conditions, ) { ]
: . will be able to [+ infinitive)
As Tong as engive performanee improves by en par cone, B
e Can agrer £o (- infindrive]

{n condicon that you deliver 20 engines by Mavy, I S
- e - pthem e ¢ cauld b comsider [+ gl

EoSuppasing that yau provide good 1ecinical support,

------- may offer i+ noun)
U Presiided that vou supply documenration i Portuguese, | [ 7 | e —
: mught | offer to (4 mfinitive)
. Providing that this comract works our OK, ) ] ) e

m Trade-offs

Wehen you aller v chiange your position toooe il 1s less
Lavourable w voursel’, you wake o concession, Techiaps ks s
in exchanpe tor a concession fromn the other side, although there
is T goardniee of this, Your concession may be a goodwil]
grslere: o concession thar you make aoping that the ocher side
will see this as riendly and make o coneession in recam.

Even i a micndly negotiatien, thore may e horse-trading,
with each side making a scrics of concessians I return for
corcossiens from the vuher side, © 1 his expression is ofron nsed
tor shuow disapprovall) if vou argue about semething for a long
tine, cspevially about the proce of soemething, vou haggle.

Aoserivs of concessions in exvhange [or concesslons [rom the
other side 1 a seriey of wade-ofls., Il you make a concession,
vou Tmay nol ger anvthine back, I vou make a trade-oll, you
give somcthing away and pet somethime m et
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64.1

64.2

64.3

Match the replies (1-6) to the probing questions (a—f) in B opposite.

1 Perhaps 100 units per year over five years.

2 We can offer ten per cent if the quantities are right.

3 We’d like to see a ten per cent improvement in performance.
4 We’d prefer US dollars.

5 We’ll need the first 30 units in six months.

6 We’re operating at full capacity.

The Xania—Zebra negotiations continue. Use expressions from C
opposite to complete José’s phrases below, using the correct form of
the words in brackets. The first one has been done for you.

1 If you offer more flexible payment conditions, might / consider D
pay / higher price. (X AN i A §§
£ you offer more flexible payment conditions, then we might 4
consider paying a higher price.

2 As long as engine performance improves by ten per cent, may /

offer / price / $550,000 per unit. Zébr‘a
3 On condition that you deliver 20 engines by May, will / be able to / —T

consider / more flexible / price.

4 Supposing that you provide good technical support, might / be able
to / increase / order.

5 Provided that you supply documentation in Portuguese, could /
consider / send personnel / you / training.

6 Providing that this contract works out OK, might / agree / work /
you / future.

Use expressions from D opposite to complete these extracts.

1 The Government’s approach of ‘If you do this, then we’ll do that’ seems to owe more to
political ... than good policy-making.

2 When London was chosen as the site of the European Bank for Reconstruction and
Development, France insisted that a Frenchman get the top job. When Frankfurt was chosen
for the European Central Bank, the French again wanted a similar .............. .

3 The unions suspended the strike until next week as a goodwill ... aimed at reopening
negotiations with employers’ organizations on ending the strike.

4 She is a hard, unforgiving businesswoman making .................. to no one.

5 When too many customers turn up, some airlines have introduced compensation packages
to persuade them to take a later flight. Experienced travellers then ................. to get an even

better package.

Over 4o you

Is every negotiation potentially a2 win-win one?

Do you think that making goodwill gestures is a good idea, or should you always demand
concessions in return for the concessions that you make?
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m Negotiations 4: difficulties

138

Confrontation

Somerimey one side @ in 2 stronger pogition than the
orher: they have more bargaining power, L'or example,
during a recent strike at Laruda Ine., the commpany way
1 Anancial disheulty wnd the poblic was on the
worcers' sule, so Lamda wus nogodating [rom
weakness, The strikers’ unwn knew this: they were
negototmy from strength,

The umiem made demanda: abypeceves thar were sa
imipariant that they were civedlling o change Lherm.
They wanted a 15 por eent pay increase. Lager they
maderated thess demands. and said chey would accep
ten per cons. Howsver, their demand For a weel’s excra
holiday was non-negotiable: they would nec accept less.

Lammulea sowe] they wore beony loegod to accept somel hing
thet taey did not want. They aceused the oo of
mmaking thun negotiale under duress,

Frenoaly Lamada conceded o most af the gon’s
demands and save them whar rhey wanred, The media
said r1at Lamda had hadoed down, climbed down ard
given in.

The Leclings hud been very strong on each side: the
dispute was birrer, and (ke negouatlions were
conlrantational ard adveersavial.

Confrantational negotiating tactics

o

4 .'il':fci; .

Althoueh using toivks isn't cecommended, there are negotiators whis

m issue threats, final offers or ulimatums: they say thao vie other side most seeept
sotnething, with very bad consequences for ther 3F they reluse,

B i aad blulls hey theeawen to do somethomye that they do oot intend g do, or aie not

abbe ter des,

Ot cowrse, wocan alwavs call somenne® bluff: praend o belizve then, when von know

rhey are Hlutting,

Dealing with problems

When negotations ger scuck, and dan't progress, there are a nuember of things you can do.

a Lindorline common gromnds the arcas where agreement has hecn reached.
b Reassare the other side on key poicts that have been decided: eonfina that vou have no

chamgzed vour mind,

€ B owilng Lo compromise ou vour onginal oljeclives: be ready o aceept less than von
wanled 1o cachanee for compromnises [vom the ather side,
d ldenuily rhe exact ohstades or sacking poines: the problems vhas are caoving negosiations

o hecorme difficual.

€ Posipone discussions uocil Tuer s thul vach side can reconsider ies position.
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65.1

65.2

65.3

Lisok at A opperite, Which fsoressiony best deseribes cach of rhese srare-nents 3 hosr s
it sitike? Srretimes there s more 1han ane posaihle answer.

1 W comrse, the company had onormens stocks of coal that had alveady been produced
bt not sold and it snaited them if there was no more production for seomenchs,

2 "The union wasn'T in a pood posicion, Apart from the cnormeas coul soocks, there are
thaazsands of people already ot of work.

3 In the beginning, the 10en said they wanted 2 sav increase of 170U por ceal, and nothuy
less was acceptahle, hur later chey realized this was unrealistic, and said they woud
accepr loss,

4 Uventually the miners went back t work. The sirike had prodoced mwoki Lot e,

5 M course, the mining company b been very aggressive tosvards the niuers.

Match the senreree hoginmings (1-31 with the correct codimes (a—e). The senteres a1
cemtain cxprossions from B opposice.

1 a
Boewie alfeted the 1dea ala 600-plus [ example, allowing only whale chickons
cul J{:t e anh.ucs last auumu. e : to e iapereed, noe chicken parrs.

2 . . ) b ) .
The comntry’s eads neectators are wying Bur Turepean plang indusiry executives
pll go1l of wicks 1o protecl heir laomers, . gre convinced that Boeing 13 binffing.

kI ) ) C .

Lhe TV presenter gave Lis bosses un the last poe bang 28,000 10 2ach
ultimatom that he woold [2ave (e show docker wvolved i the dispuie.

+ . d
1he commpany said they would fire all if Mizs Taylor was allowed o
ut us il we dido’t aceepr the deal 7 SLAY uH Co-presehler. :

b ©

Chyesy thee past mvn wears, Meordey Tincks bt we qulled rheir hinll”  we relused and
hax made 5 number o linal’ o)Ters, . six anths lzter we 26l have our jobs!

Jome OMiveira is Lrving Lo deal weth some probslerns i she Xaniu—Zeboa negotiations.

blawh the expresions (1-3) o the ponts (v—e) u O oppusile.

1WA currensy values chanping so guickly, vou want mohin ﬁ?
further anout the currency vou wani ta be paid in. XAN IA ,,“

2 1 vour can inerease the perfornance of the 1vpe ol engine
we're incetesied in, we may he willing to pay a liede more.

3 Wl the currency {or paymznc weou'd scom o be the
problem here.

4 Wietve reached agreement om the number of engines you are
welling o buv, and thats vory positive.

5 Wio'we definiicely reached o consensus on price — that moch ar :
least i agrocd. R T T

Over ¥o you W-—

Do you Lhink penple :.h[:lu!ri tell the comple e fruih o when negolialig?
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m Agreements and contracts

m Negotiations 5: reaching agreement
Deadlock and mediators

BASEBALL STRIKIE IN ASE&AN%

very year in Baseland there are negotiations

between the baseball players’ union and the
baseball team owners about pay and conditions for the
coming season. Last year, after months of negotiations,
there was deadlock: the negotiations broke down.
Some commentators said there was stalemate; an
impasse: a situation where no progress could be made.
There were irreconcilable differences hetween the
two sides and it was impossible to reach an agreement.
The baseball players went on strike.

The two sides agreed to bring in a mediator,
someone from outside to help restart the negotiations

and bring the two sides closer together in a process of
mediation. The person they chose was a respected
retired politician. He recommended a cooling-off
period where each side would take no action. The
players ended their strike for the time being.

Another month passed, and still there was no
progress. The two sides agreed to accept an agreement
imposed by an arbitrator. A judge was chosen. She
looked at the claims of each side and imposed a
settlement or resolution to the dispute, fixing the
salaries and the working conditions of the players. In
this case, arbitration had settled the dispute. @

An agreement of any kind is a deal. When you reach an agreement, you

can talk about clinching a deal or closing a deal.

A bargain is also an agreement reached through negotiation. People who
get what they want in a negotiation are said to drive a hard bargain.

An agreement may be in the form of a contract.

s ‘Contract’ is used in these combinations:

( employment )
labour (BrE)
labor (AmE)

is about what someone has to do in their
job, or about what a particular group of
employees have to do.

A/An | oral/verbal F contract  is not written down.
binding forces both sides to carry out the actions
legal that they had promised to carry out, by law.

{ commercial )

is about buying or selling a product

Checking the deal

140

On A, we agreed that ...

We’ll send you a written proposal.

I think that covers everything.

Business Vocabulary in Use

It’s important to check the points of an agreement to avoid misunderstandings. You could say:

Let me just go/run over (repeat and summarize) the main points.
As far as B is concerned (in relation to B), we agreed ...
We still have the question of C to settle (decide and agree on).

And there’s still the outstanding (remaining undecided) issue of D.

We'll draw up (write) a contract based on those points.




66.1

66.2

66.3

b T = T T R - PR % B

Lok at the words fzom A opposite sud sav 10 these statemenes are true or [alse,

Someons who helps vero sides 1o reach an agrecment is an arlicracon

I tweo andes ina dispute wse arbitration, no outsiders are involved.

1P ot usual Mo mediators o imoaose agrecments.

If von're in an impasse. vou think that progress is possible.

If neroriations break down, they stop,

I-recancilable differences are nat im porrane.

If the mwe sides agree on a cooling-coff period of one weels, negoriatons comiog
tie next day,

Cammplete these cxtracts using wovd combinativms from B appeasice,

! Ruver and zeller anter into 5 Tegally * Paters claimed that Schafler was
e eomibract onice an offer has . vnly an employee in his cotmpany.
heen aecephed. oo - but Schaffer wsseried thag an
SiE ) LTUETITTEN, . .. eoTrract made
* - DAF is bidding for @ ........ ) them partncrs.
. contract to supply trucks to £
-. the Brit:sh army. - 5 -
R TR R T CUEIRL ~ Shehadan. .. contrast due o
3 axpre |atar in the year and wantad 1o
H two peaple have agresd on " take time off work to have childran.
something aml sipzmed a shee) uf '

MEer, 15 THal @ o oeeeniees comltract ?
[IE

The ¥awiu -Zela vepotinlions are ending, Took ol O apposite. Areange the
phrases lost uses o close nogoliatiors in Lhe correce order.

1 Lot mie yust rur over the madn omts, Ch1 cngine quantitics,

2 Lehink thae eones evervthing, CXAN IAS‘*%

3 LFvou agree o tae proposas, wi'll draw up a contract based on Z1
those points,

4 payment to sottle, and there is also still the ouctandine wisue of — L
decumentation, Z 6bra
wi agreed that vou would Improve the power of the cogine by ' “

eI PUT CeLT, N

G we agresd that vou would supply us with 120 units over four s

years., As tar as pertormance 1s ooncerned, “

7 W still have the quescion of the currency for
8 We'll send you a written proposal on these last 1w issues,

L]

Over to Yyou

What sart of agreoments o condracts does your organizatinn ar schonl have with others?

Who dravws them up?

Think ol some reeenl neguliations in yaur eountey, Whal stages did they go through?
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- Answer key

1.1

1.2

1.3

2.1
2.2

3.1

3.2

142

I work for a French supermarket company. I work on the development of new supermarkets.
In fact, I run the development department and I manage a team looking at the possibilities in
different countries. It’s very interesting. One of my main responsibilities is to make sure that
new supermarkets open on time. I’'m also in charge of financial reporting.

I deal with a lot of different organizations in my work. I’m responsible for planning projects
from start to finish. I work closely with our foreign partners, so I travel a lot.

1 to 3 at 51n
2 to 4 off 6 out of

2 He has a full-time job.

3 She works full-time.

4 I work part-time.

5 She has a permanent job.
6 He has a temporary job.
7 She has temporary work.

1b, 2e, 3d, 4a, 5¢

1b working, boring, involves
2¢ being/to be

3a travelling, tiring, dealing
4d tiring

5e stimulating, repetitive

ul |

=[5l

[o|z [ [=]~]<]

-
o
R
E
D]

= Elo o mlzlx}cjﬂ

FH]E]A]D[H]UIN]T]

‘R

A
P
Alplplo]i[N]T]
L
LY

1 recruit, headhunt, appoint, offer, hire
2 accept, turn down, apply
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3.3

4.1

4.2

4.3

5.1

5.2

6.1

-

w N =

AWN= U A

bW =

N

CweNOThA WN-=

turned down

an interview

his referees

offered him the job

accepted

applications

CVs

applicants

their qualifications

had shortlisted six people and given them psychometric tests

At 18, Ravi decided to stay in full-time education and went to Mumbai University.
Ravi graduated three years later with a degree in philosophy and politics.

He taught for a while, but didn’t like it. He decided to train as an accountant at evening

classes.

He qualified as an accountant and joined a big accountancy firm in its Mumbai office.

When he started, he needed to develop other skills, which would come through experience.

He received management training to help him develop these skills.

skilled 5 unskilled
highly skilled 6 unskilled
semi-skilled 7 semi-skilled
highly skilled 8 skilled
numerate

motivated, driven

organized, methodical, systematic

talented, motivated

computer-literate, proactive, self-starter, team-player

overtime, commission 5 company car
bonus 6 pension
company perks 7 benefits package

1 severance payment, severance package
2 compensation package, remuneration package
3 performance-related bonus
4 fat cats
'p | Wwld] |1 [E]
]l [B] Ps[t|alFf]F 0
M[A[NJU[A[L] [H] [Y sITIR[1[K]E]
’s| 1] u| Jo| |R K]
T 0 EimP|L]o]Y[E[E] [F
0 N Fl [t Blul 15
"Ple[R]s[o]N]N[E]L] [L[A[B[o]uUlR N
p 0 c C 0
% B o] [ [
G clolL]L]AlR 1
o o
P [ [0 [o] ST TR TTA]L)
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6.2

7.1

7.2
7.3

8.1
8.2

9.1

9.2

10.1

10.2

144

1 office 5 administrative staff

2 head office 6 support

3 headquarters 7 human resources department

4 open-plan 8 HRD

Noun — Verb Noun — Adjective

retirement — retire seniority — senior

demotion — demote freelance, freelancer — freelance
lay-off — lay off redundancy — redundant
dismissal — dismiss insecurity — insecure
termination — terminate flexibility — flexible

1b, 2d, 3e, 4c, 5a

1 reviews 4 freelancers 7 leaner
2 off 5 laying 8 redundant
3 contracts 6 flatter 9 outplacement

1b, 2c¢, 3a, 44, Se, 6d

1 bullying

2 sexual harassment, harassed

3 glass ceiling, sex discrimination

4 racial discrimination, racist, discriminated

5 affirmative action, affirmative action

1 marketing director

2 research director

3 marketing director

4 human resources director

5 customer services manager

6 sales manager

Montebello Gomi Jones

President and CEO Non-executive director Non-executive director
Smith Chang Roberts Dawes

CFO VP Marketing VP Research VP Human Resources
1 entrepreneurs 5 grow

2 entrepreneurial 6 leadership

3 founded 7 empire

4 start-up

Hearst: press magnate
Son: software tycoon
Trump: property tycoon
Murdoch: media mogul
Onassis: shipping magnate
Getty: oil mogul
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1.1

11.2

11.3

12.1

12.2

12.3
131

13.2

14.1

1 Before we employ people, we like to put them in job situations to see how they do the
work and fit into the corporate culture.

2 The company has built a grand corporate headquarters as a permanent symbol of its power.

3 Our stylish new corporate logo shows our wish to be seen as a more international airline.

4 The economy is growing and corporate profits are rising.

5 The rules were introduced to protect women working in factories, but today they make it
harder for women to climb the corporate ladder.

6 Companies hit by computer crime are not talking about it because they fear the publicity
will harm their corporate image.

1 commercial airline 4 commercial artist
2 commercial land 5 commercial disaster
3 commercial television

1 free enterprise 3 corporation

2 private enterprise 4 enterprise culture

3 enterprise economy 5 enterprise zone

1 partnership 4 sole owner, freelancer
2 public limited company 5 limited company

3 corporation

1 demutualization 4 demutualized
2 Building Society 5 demutualize
3 members 6 mutual

1b, 2¢, 3e, 4a, 5d

1 property 6 defence

2 telecommunications 7 leisure

3 cars 8 pharmaceuticals

4 tourism 9 media

5 financial services 10 healthcare

'ATE]R[o]s[P]A]C]E D |

v anEEN

1] [s]e[R]Vv][I[c]E F |

0 A E o

"‘M{A|NJU[F[A]C|T]U]R[I[N]G] [H]

o © | e

B R ‘MiE[D]I]A

i [N[p]ul s] TRl 1AL L

L N | T

"eE[M[e[R][G[IINn]G] [G|r]o]w[T[H
H

(PlHla[r]m[A[clefufT]i]c]AlL]s]

1 (a) Market research showed, (b) beta version, (c) after the launch
2 (d) the focus groups, (e) safe, (f) industrial scale
3 (g) designers, (h) testing, (i) CADCAM
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14.2

15.1

15.2

15.3
16.1

16.2
16.3

17.1

17.2
17.3

| 45

1 design 5 surveys

2 marlet B product laonch
3 groups 7 design

4 consummeT B recall

1 inruvation
8 an mnovation

S in inventon
6 sn nventdon

3 development
4 a develoomeat

1 a desipn
2 dosiga

T, 20, 3d, de, 33, 6b

1 and 12 made
2 of 13 breakthrinihs
3 development 14 technology
4 the 15 to
5 and 16 The
6 ar 17 of
? rescarch 18 iy
B laboratories 19 of
Y some 20 leading
14} innervativi: 21 1s
11 in 22 knowledge

manufuciure, manulwctueer, mamfaclunnyg, manofactured geods
produce: non-lood, praducee. producrion, product
produce: foad, producer, production, produce

324,471,508

1h. 2 3 40, 54, 6, 7a

Inpuls

“wohr

Flecompe s L

Srwd s AT

SR AR

RARRA

1k g

-

F0

FR) P T W

1c, 2a, 3, 4k
1 justin-tme

2 warchouags
3 tofinance
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18.1

18.2

19.1

19.2

20.1

20.2

20.3

211

'S
P| PR

DlE[F]E|C]T]S]
cl |w
1] |o]
‘Fl|R]s[T] °T] -z
1 [ | E
| | — ] I
c| [1] cl [m R
Al [N] Poli[mM[E[NTs]i]o]N]
7] [G] R P
n c| [tlulelclk]s]
0 L C

(Ml AIN[ Al GlE[M[E[N]T] [5]P]0]T]

1
2
3
4
5

A WN= N -

-

QUOUWRNOOWN =

continuous improvement
business process re-engineering
benchmarking

best practice

continuous improvement

buyer, consumer, customer
customer base

client

client base, clientele

seller

seller, vendor

buyer, purchaser

vendor

user, end-user

place 3 prices
reforms 4 pressures

buyer, purchaser, buying manager, purchasing manager

5 forces
6 economy

penetrate 3 corner, driving out

entered, dominated

are the market leader

have a 55 per cent market share
Market growth is

market segments

market segmentation

500 3A

2 yes 4 Aand B

product, price, place, promotion
no
no

4 monopolized

5B,C,Dand E
6 no
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21.2
221
22.2

22.3

231

23.2

23.3

241

24.2

243

25.1

148

1d, 2e, 3a, 4¢, 5b

1g, 24, 3e, 4¢, 5d, 6b, 7a

1 consumer durables

2 raw materials

4 fast-moving consumer goods
5 fast-moving consumer goods

3 consumer durables
1 brand manager 5 own-brand
2 brand 6 generic products
3 brand recognition 7 branded
4 brand image
1 true 4 false 6 false
2 true 5 true 7 true
3 true
1 hike 4 controls 6 tag
2 boom 5 leader 7 war
3 cuts
1 entry-level 4 sophisticated 6 top-en
2 trade up 5 mid-ranged 7 niche market
3 move upmarket
1 distribution channel 3 retailers 5 customer
2 wholesalers 4 resellers 6 middleman
1 shopping mall 3 convenience store 5 deep discounter
2 shopping centre 4 drugstore 6 department store
1 junk mail 3 mailshot 5 direct marketing
2 call centre 4 cold call 6 telemarketing
']
0 i
A E
R R ’
‘oli]s]p|lL]A]Y[A]D[V]E|[R[T]I][s|E|M[E|[N]T]
I I T
IN| Ps|afm Pl LIE[S T 'Flo]Rr]c]E
G [ A (A | 0 R
"Wle|E[N[c][Y] [L| [P[R]o[M][ O] T]1]o|N]S
ik I = |
AL [N A el Y e |
%] IS o] [T
E E M PIr[1]z]E]s]
‘A Dp[v]E[R[T]I]S[E[R]S u
g W] W[olm e
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25.2
26.1
26.2

26.3

27.1

27.2
27.3

27.4

28.1

28.2

28.3
29.1
29.2

29.3

30.1

30.2

1b, 2a, 3¢

1c, 2a, 3b, 4f, 5d, 6e

1 bricks-and-mortar / traditional retailing

2
3
4
5

1
2

clicks-and-mortar / e-commerce
shopping cart
last mile problem

hits
B2C 3 B2B
B2G 4 B2G

1le, 2f, 3d, 4a, 5b, 6a, 7¢

le, 2d, 3a, 4f, 5b, 6¢

1 indirect cost 4
2 fixed cost 5
3 COGS 6
1 140 korunas 3
2 100 korunas 4
1 chairs, armchairs, dining tables
2 chairs

3 stools

4 coffee tables

5 chairs

6 stools

1 overspending 5
2 spend 6
3 over budget 7
4 under budget

1c, 2a, 3b

2,1,7,5,8,4,6,3

1 Cash flow 4
2 upfront 5
3 trade credit

1 key accounts 4
2 debtors 5
3 creditors 6
1 fixed assets 5
2 current assets 6
3 fixed asset 7
4 not an asset 8
1 written off 4
2 amortized 5
3 charge, book value

5 B2C
6 B2C

overhead
variable cost
direct cost

25%
20%

underspending
budget for
spending/expenditure

discount
credit policy, payment terms

Inland Revenue
bad debts

write them off

current asset
not an asset
intangible asset
not an asset

depreciation
write down
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30.3
31.1

32.1

32.2

3341

33.2

33.3

34.1
34.2

150

1 false 2 true 3 true
PIRIO[Fli]T[A[N] D] L] O] S[S
'p c T
R c| FSTT[A[N[D]A]R]D]
e[ x[clE[P[T]I]o[N]A]L T
T U 'Rl E|P|O[R]T
A L] N M E| |'t]
X] 'Blo[T|T][o|[M L]ANTE s| |R
s W[N] [R[u[c]e
VMRE c| [T L] [A
i [a] ] o] F [ [T
KB N ul [m| A |
‘Wi IN]ofo[w[p[R[E[s]s[I1[N]G] [V]
| R E|
FAlclclofuln|T][a]N]c]Y
1 capital 6 Lenders
2 shareholders 7 loan capital
3 dividends 8 principal
4 equity 9 interest
5 lenders 10 indebtedness

1 loan capital, borrowing
2 collateral, security
3 gearing, leverage

4 highly geared, highly leveraged

5 overleveraged

1f, 2e, 3b, 4a, 5d, 6¢

1 collapse, burden
2 repayment
3 recovery

1 administration

2 protection

3 creditors

4 goes into receivership

1b, 2¢, 3d, 4e, Sa
1 bids

2 restructuring

3 hostile bid

Business Vocabulary in Use

4 bailout, crisis
5 turning, ailing

5 wind up
6 ceases trading
7 liquidation

4 predators, prey
5 GS wants to make acquisitions,
6 merger



343

35.1

35.2

353
36.1

36.2

36.3

37.1

37.2

373

38.1

1 diversified 5 restructuring
2 subsidiaries 6 disposes of

3 parent company 7 non-core assets
4 divestment 8 core activities
1 false 3 true 5 false 7 true
2 false 4 true 6 true 8 false
1 transfer, current account, an overdraft

2 account balance

3 interest rate

4 interest

5 bank statement, banking charge

1b, 2¢, 3a

1 brokers 5 centres

2 traders 6 institutions

3 speculators 7 City

4 Wall Street 8 Square Mile

1 true 3 false 5 true

2 true 4 false

1 securities house 6 bonds

2 futures contract 7 securities

3 commodities 8 a commodities exchange
4 currencies 9 derivatives

5 commercial paper

1 Hong Kong 5 Nasdaq

2 Nikkei 6 London

3 New York 7 CAC40

4 Dow 8 Dax

1 blue chips 5 bull market

2 trading 6 bullish

3 very high turnover 7 record high

4 spectacular gains 8 barrier

1 declines 5 panic selling

2 bear, collapse 6 rally

3 low 7 wiped

4 bearish

1 economical 5 finance

2 uneconomical 6 economics

3 high finance 7 uneconomical
4 finances
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38.2

38.3

39.1

39.2

40.1

40.2

A41.1

152

trache deficit
trude gap
£ty
imporls
Leade surplos

o e ey —

Paradise growlb rale

6 balamee of trade
7 intlatun sate

& intlation

9 aur of work

10 -abless

Paryulizo GOF

agrivul L

Paradizn Gi0H Paradisn GNP
s a mo I I yEars agn this yeur
frait L et IR W,
1 False 3 rrue 5 trie 7 trie
2 truc 4 false & false 8 trie
[D]F[e[R[F S sT1 0N
Flela 5] ] © o
I U I
B PV T T S I i
S | G (3] Al LD
T F | G W
[Llelv]e[L]s]e]F F 'n] [E
A & i &
] T 't T
¥ | 0 |
Bl Ti]o m s ofu[1]
N M M

1 price fixing

2 merkyr rigging

3 eleare

& insider dealing, insider trading; use Chinese walls

5 hrihes, kackhanders, kickbacks, sweetencrs: comuption, sleaze

embuszlement, emberrlzr, emhbezzles, embezzlement, emberzled
faling, raker, fakes, a fake, foloed

Forgory, forgern, forges, = forgeny, forged

frawd, fravdstes, Jefrands, a frand, fravndoleno

money lanndering, money launderee laundoers meoney
rackotoerng, racketoer, racketoers

4 Codde of elhics
5 Fthical

1 ethics
2 uncthically
a unethical
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41.2

421

42.2

43.1
43.2

441
44.2

"R
Fal FlF[iR[M[ Al T[I]V]E
S —
PE | r| [G
'sIwlelalT]s|[H]olp[LlAlB[0]U|R
IN| [H N| E]
v 1] 's| |
o[ i]s|c|r[I[mM[I[NTFA]T]1]O]N
R A C B
o] [L] 7] [t} [l
N e 0
M v D
Elix]p[L{oftlr] Tt]s]s|ulEels]
N S
T DN [v[e[s]Tm[E[N]T]s]
1 lead time 4 overlapped
2 time 5 make up
3 longer than planned 6 schedule
2 You should avoid interruptions.

3 You should avoid distractions.
4 You shouldn’t aim for perfectionism when it’s not necessary.
5 You should plan your day in advance.

6 You should go on a time management course.

4,1,2,5,3

1 lifestyle 5 treadmill

2 quality time 6 ratrace

3 rebalancing 7 quality of life

4 downshifter’s

7 stage/phase/step/task
8 delays
9 downtime

le, 2¢, 3d, 4b, Sg, 6a, 7f
DPE[c]1]s]1 [o]|N]
M

i B 1]
[alu[T]H[o|RTIJT]ARTI[A|N] [c]

D | [o

E E| [Mm | 1|s|T|A[N]|T
~_[a|r][r]R]o]A]C]H 1] |s]
Y ] Al [E]
M| [ C] ! TN
P R "clo|N|Ss{ufL|T | S
el ol OISO [ fs
s| [Tlo]P Dle[L]e]c][A]T]E]
E I E L]
DlE[clE[N[TIR[A]L]1[z]E D]
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45.1

45.2

46.1

46.2

47.1

47.2

47.3
48.1

48.2

48.3

48.4

49.1
49.2

1

2 canteen culture 5 macho culture
3 long-hours culture 6 long-hours culture
1la ABC 2a SBC 3a ABC
16 SBC 2b ABC 3b SBC
1 false 3 false 5 false 7 true
2 false 4 true 6 true
1 Gammaria 3 Deltatonia
2 Betatania 4 Alphaland
1 Gammaria 3 Deltatonia
2 Betatania 4 Alphaland
1 X 3V 5 X 7V
2 X 4 v 6 X
1d, 2g, 3c, 4h, Sb, 6f, 7a, 8¢
1 pager 4 videophone
2 mobile phone 5 webcam
3 cordless 6 public telephone
1 It would be good to see Anna soon. I’ll phone her and see when she’s free.
2 correct
3 Why don’t you ring Pizza Palace and order some takeaway pizza?
4 1 rang them five minutes ago but there was no answer.
5 correct
6 correct
7 Tll give her a bell and we’ll fix up a meeting.
8 When you get some news, give me a buzz.

” . ” “u
2 four-zero-seven eighttwo-four four-three-two-one

” . o
3 two-one-three nine-five-six one-seven-dotible-seven
4 two-che-zero doubleTwo-five one-threé-nine-one

. ” i

5 nine-zero-one double-three-two doublethree-double-two
6 five-two-zero six-three-eight two-six-Wo-six
1 reservations line 4 information line
2 helpline 5 freephone number
3 hotline

N

macho culture company/corporate culture

1b, 2a, 3e, 4b, 5S¢, 6f, 7d

1,

5,3,6,7,2,8,4
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49.3

50.1

50.2

50.3
51.1

51.2

51.3
52.1

52.2

Hi James, this is Annelise calling from Sprenger Verlag in Hamburg. It’s very difficult to get
hold of you. I phoned you earlier, but your switchboard put me through to the wrong
extension. Anyway, 'm calling you to discuss the contract we were talking about in Frankfurt.
I'll call again later or perhaps you’d like to ring me here in Hamburg on 00 49 40 789 1357.
Bye for now.

: Can I speak to Mrs Lee, please?

Speaking. I'm rather tied up at the moment.
: Sven Nyman here. I'm calling about your order.
I wonder if you could call back later.

FEe—

: Is that James Cassidy?
No, I'm afraid not. Can I ask who’s calling?
: Annelise Schmidt. Is James Cassidy available?
I'm afraid he’s in a meeting. Would you like to leave a message?
: Could you ask him to call me back as soon as possible?

P SN

This is a suggested answer, but you can use any word beginning with each appropriate letter.

2 V for Victor, A for Alpha, L for Lima, L for Lima, A for Alpha, D for Delta, O for Oscar,
L for Lima, I for India, D for Delta

3 W for Whisky, E for Echo, B for Bravo, B for Bravo, E for Echo, R for Romeo

4 \WWW dot, britishcouncil all as one word dot, org slash courses

5 P for Papa, E for Echo, T for Tango, E for Echo, R for Romeo, new word, H for Hotel,
O for Oscar, U for Uniform, S for Sierra, E for Echo

6 M for Mike, A for Alpha, C for Charlie, P for Papa, H for Hotel, E for Echo,
R for Romeo, S for Sugar, O for Oscar, N for November

7 john hyphen smith at cambridge dot ac dot UK

1g, 2d, 3b, 4{, 5c, 6e, 7a, 8h
f’ b’ j’ a) h’ d? k, e’ i’ C’ g

1 natural 4 strange
2 strange 5 natural
3 natural

le, 2¢, 3b, 4a, 5d

Can you fax your most exciting designs?

Sure, I'll fax you the drawings.

What’s your fax number?

Can you fax me the designs our customers will be most interested in?
I’ll fax them to you straightaway.

If you could fax everything, that would be great!

o ph WN =

-

intended recipients, advise, sender
confidential, destroy
cover sheet, illegible

w N
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523

53.1

53.2

53.3

54.1

54.2

54.3
55.1

55.2

156

OUh WN =

o8] L O NOOU D WN=

b

O ~NOU A WN =

resent
went through
did not get stuck

bec
forward
reply to all

copy Chris Jones in on
Attached
attachment

AFAIK
HTH

arranged/fixed/set up
attend

put back/postponed
brought it forward
chaired

missed

shareholders’ AGM
brainstorming
department meeting
meeting with suppliers
chat

meeting with a customer

project meeting
EGM
board meeting

6,5,1,4,2

4 did not jam
5 send, through
6 legible

4 attach
5 send and receive
6 delete

4 forwarding
5 Best wishes

Circulate the agenda well in advance

venue
make their point
tactfully
minute-taker
timetable

digress

on time

1b, 2a, 3d, 4c¢, Se, 6g, 7f
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56.1

56.2

56.3
571

57.2
57.3
58.1

58.2

OO NOO P WN-=

W N =

4
5
6

It’s about time we got started.
Let’s begin, shall we?

correct

Let’s make a start.

Let’s get down to business.
Pve called this meeting to ...
correct

The main objective is to ...
As you are aware ...

John, would you like to kick off?

Kay, would you like to open the discussion?
Len, perhaps you’d like to get the ball rolling?
Monica, what do you think?

Nigel, what are your views on this?

Olive, what are your feelings on this?

1c, 2a, 3b, 4e, 5d

c "] [oft][s|afe|r[E[E]

0 0 M

U] B B 'al [r]
|1 [F[F[E[R[E[N[clE]o[Flo[P[i[N]I]O]|N]
i T L 16 | b
5 ‘1]e[m[P[E]R 1 E| [N
clalLim] Jo LIEL R| |[T]
U (ul [A[R[G|U[M[E[N]T
B B
H PR 0] V]E

le, 2¢, 3b, 4g, Sa, 6d, 7f, 8h

1c, 2i, 3b, 4j, Sg, 6a, 7h, 8d

A:

QO

C:
4,

If T can just stop you there, you have to admit things were different then. That was in the
1980s.

I understand what you're saying, but that’s not so long ago. The pressures were the same.

: To go back to what I was just saying, there are limits as to what we can ask from the

creatives. They ...

: Sorry to interrupt you, but I hate that word ‘creative’. A lot of them haven’t created

anything except chaos since they arrived in the company.
Are you implying that the creative department has people who shouldn’t be there?

6,51,2,3
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59.1

59.2
60.1
60.2

61.1

61.2
62.1

62.2
63.1
63.2
63.3

1 demonstration 5 press conference

2 lecture 6 talk
3 workshop 7 briefing
4 seminar 8 product launch

1d, 2¢, 3a, 4j, 51, 6e, 7h, 8f, 9b, 10g
11, 2¢, 3e, 4h, 5g, 6d, 7a

1 OK. To begin, let’s look at the most basic product in our range.

2 Of course, related to the product specifications of our basic model is the issue of product
performance.

3 But 'm digressing: let’s get back to the product specifications themselves.

4 That’s all T have time for on product specifications. Let’s move on to our mid-range model.

5 As you can see on this transparency, there are two key features I want to talk about in relation
to our mid-range model.

6 I think that covers everything on our mid-range model.

7 Time is moving on, so let’s turn to our top-of-the-range product.

1 smiling

2 eye contact

3 visual aids

4 transparencies

5 flipchart

6 overhead projector, computer screen projector
7 overhead projector, computer screen projector
8 gestures
9 handouts
0 mannerisms

1d, 2¢, 3a, 4b, 51, 6e

1 wage negotiations

2 trade dispute

3 trade negotiations

4 labour dispute

5 contract dispute

6 merger negotiations

7 customer—supplier negotiations

1c, 21, 3a, 4e, Sh, 6d, 7b, 8¢
1f£, 2e, 3b, 4c¢, 5d, 6a
3,6,4,2,1,5

1 attitude to time, relationship building
2 relationship building

3 conversational rules

4 hierarchy

5 physical contact

6 conversational rules
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64.1
64.2

64.3

65.1

65.2
65.3
66.1

66.2

66.3

1b, 2¢, 3d, 44, Se, 6a

2 As long as engine performance improves by ten per cent, then we may offer a price of
$550,000 per unit.

3 On condition that you deliver 20 engines by May, then we will be able to consider a more

flexible price.

4 Supposing that you provide good technical support, then we might be able to increase
our order.

5 Provided that you supply documentation in Portuguese, we could consider sending our
personnel to you for training.

6 Providing that this contract works out OK, we might agree to work with you in future.

1 horse-trading 4 concessions
2 trade-off 5 haggle
3 gesture

1 The company were negotiating from strength. They had more bargaining power.

2 The union were negotiating from weakness.

3 The union made demands for a pay increase of 100 per cent, but then they backed
down/climbed down.

4 The miners gave in and went back to work.

5 The company had been confrontational and adversarial.

1b, 2a, 3d, 4e, 5¢
le, 2¢, 3d, 4b, 5a

1 true 3 true 5 true 7 false
2 false 4 false 6 false
1 binding

2 commercial
3 binding/legal
4 oral/verbal
5 employment

1,6,5,7,4,8,3,2

Business Vocabulary in Use

159



160

Index

The numbers in the index are Unit numbers not page numbers.

accept /ok'sept/ 3

accessible /ak'sesabl/ 45

account /a'kaunt/ 26, 35

accountancy /o'kavntansi/ 31

accountant /a'kauntant/ 31

accounting rules /a'kauntip
ruzlz/ 31

accounting standards /o'kaunt 1y
'stendadz/ 31

accounts /a'kauvnts / 29, 31

accurate record /'&kjorat
'rekoid/ 55

acquire /o'kwara/ 34

acquisition /,&kwr'zifan/
33, 34

action points /'&k[an points/ 55

address book /a'dres buk/ 53

administration/admin
/od,mint'strerfon/'edmin/ 6

administrative staff
/ad'mmistrativ sta:if/ 6

administrator /ad'ministrerta/
33

advance /od'va:ns/ 39

adversarial / &dva'searial/ 65

advertise /'&dvatarz/ 25

advertiser /'@dvatarza/ 25

advertising agency /'&dvatarziy
.erdzantsi/ 25

advertising campaign
/'®dvatarziy kem,pemn/ 25

advertising medium
/'edvotaizig 'miidiam/ 25

aerospace /'earauspers/ 13

AFAIK 53

affirmative action /2 f3imoat1v
'‘®kfon/ 8, 41

agenda /o'dzenda/ 55, 63

agree /a'griy/ 57

ahead of schedule /2, hed av
Tedjuzl/ 42

ailing /'erlig/ 33

alliance /2'latans/ 34

allocated /'&lakertid/ 55

amortization /5,mo:t1'zerfon/
30

amortize /a'moztarz/ 30

anecdote /'2nikdout/ 60

angry /'‘engri/ 57

annual general meeting (AGM)
/'@&njual 'dzenarsl 'mistiy/ 54

Business Vocabulary in Use

annual meeting /,&njual 'mirtiy/
54

annual report /,&njual r1'pait/
31

applicant /'@plikont/ 3

application form /,&plr'ke1fon
form/ 3

applied for /a'plaid fo:/ 3

appoint /a'point/ 3

appointments /3'pointmants/ 3

approachable /a'praut [abl/
44, 45

arbitration /,a:bi'trerfan/ 66

arbitrator /‘aibitrerts/ 66

argument /'aigjomant/ 57

arrangements /9'rerndzmonts/
51

assembly line /o'sembli lain/ 16

asset /'@set/ 30

atmosphere /'etmosfra/ 63

attach /a'tetf/ 53

attachment /o'taetfmont/ 53

audience /'o:dions/ 59

audit /'ordrt/ 31

auditors /'a:ditaz 31

authoritarian /,o:9or1'tearion/ 44

automated /'ortomertid/ 16

axe /&ks/ 39

back down / bzk 'davn/ 65

background /'bekgravnd/ 3, 63

backhander /bak'hands/ 40

bad debts / baed 'dets/ 29

bad working environment /,bad
,w3ikip m'varsronmont/ 8

bailout /'berlaut/ 33

balance of payments /'balans av
'permonts/ 38

balance sheet /'balans [iit/ 30

bank statement /'bank
,steitmant/ 35

banking charges /'bapkiy
tfaidziz/ 35

bargain /'ba:gm/ 62, 66

bargainer /'ba:gma/ 62

bargaining /'ba:gimiy/ 62, 63,
65

bargaining position /'ba:giniy
pa,zifen/ 63

bargaining power /'baiginip
paua/ 65

basic /'bersik/ 5, 23

basic salary /,beisik 'selori/ 5

bee 53

be on sale /bi: on 'sell/ 27

bear market /'bea ;mazkit/ 37

bearish /'beartf/ 37

behind schedule /br,haind
fedjuzl/ 42

benchmarking /'benfma:kiy/
18

benefits /'benifits/ 5, 21

benefits package /'benifits
Jpekidz/ S5

best practice /,best 'praektis/ 18

beta version /‘'birta ,va:fon/ 14

big business /,brg 'biznrs/ 11

billboards /'bilba:dz/ 25

billing /'brlig/ 29

bitter /'bita/ 65

blackboard /'blakba:d/ 60

bleeding red ink /blizdip red
'ipk/ 31

blue chips / blu: 'tf1ps/ 37

bluff /blaf/ 65

board /ba:d/ 9

board meeting /'ba:d miztiy/ 54

boardroom /'ba:druim/ 5

bonds /bondz/ 32, 36

bonus /'bavnas/ 5

bonus payments /'baunas
,permants/ 42

book value /'buk ,veeljuz/ 30

bookkeepers /'buk kiipaz/ 31

boom /buzm/ 39

boring /'boirig/ 2

born leaders /,bom 'lizdez/ 44

borrower /'borouva/ 32

borrowing /'borauin/ 32

boss /bos/ 9

bottom line / botam 'lam/ 31

bottom out /,botam 'aut/ 39

bottom-end /,botom 'end/ 23

bourse /buas/ 36

branch /bramtf/ 35

brand /brend/ 22, 30

branded /'braendid/ 22

branding /'brandip/ 22

break even / breik 'i:von/ 28

breakthroughs /'breikOru:z/ 15

bribe /braib/ 40

bribery /'braibari/ 40



bricks-and-mortar /,briks an
'morta/ 26

briefing /'bri:fiy/ 59

bring to a close /,brip tu: o
'klouz/ 58

broke down /brauk 'daun/ 66

brokers /'braukoz/ 36

budget /'badzit/ 28

bugs /bagz/ 14

building societies /'bildip
sa,saratiz/ 12

building society /'bildin
s9,sarati/ 35

bull market /’bul ,mazkit/ 37

bullet point /‘bulit point/ 60

bullish /'bulif/ 37

bully /'buli/ 8

bureaucratic /,bjusra’kratik/
11, 44

burned out /,ba:nd 'avt/ 43

burnout /'b3mnauvt/ 43

business /'biznis/ 10, 11, 18,
26,47

business process re-engineering
(BPR) /,biznis ,prauses riz
endzr'niary/ 18

business-to-business (B2B)
/'biznis ta 'biznis/ 26

business-to-consumer (B2C)
/'biznis ta kan'sjuirma/ 26

business-to-government (B2G)
/'biznis ta 'gavanmoant/ 26

busy tone /'bizi toun/ 49

buyer /'bara/ 19

buying managers /'baiy
manrdzorz/ 19

CADCAM 14, 16

calendar /'keelonda/ 42

call /ko:l/ 48

call centres /ka:l ;sentoz/ 24

call someone’s bluff / ko:l
samwanz 'blaf/ 65

call back / ko:l 'baek/ 49

candidate /'kendrdat/ 3

canteen culture /ken'tiin
kaltfa/ 45

capacity /ka'pasati/ 16

capital /'keeprtal/ 17

captains of industry / kaptinz
av 'indastri/ 10

car/automobiles /kazr
'artamaubizlz/ 13

cards /ka:rdz/ 59

career ladder /ka'ro laeda/ 7

career paths /ka'r1o pa:dz/ 7

cash /keef/ 28,29, 33

cash cows /'keef kavz/ 28

cash mountain /'’k&[ mavuntin/
33

cash pile /'ka[ pail/ 33

cash reserves /'keef r1,z31vz/ 33

cashflow /'kaefflov/ 29

casual Fridays / ke3zjual
'frarderz/ 46

casually /'ke3zjuali/ 46

catalog /'ketalog/ 22

catalogue /'keetalng/ 22

catering /'kertarig/ 13

cc /,six'siy/ 53

cease trading /,siis 'trerdmy/ 33

cellphone /'selfaun/ 48

cellular /'seljsla/ 48

cellular phone /,seljala 'faun/
48

chain store /'t femn sto:/ 24

chairperson /'t f[ea paison/ 55

challenging /'t feelind3z1y/ 43

change hands /,t feind3 'handz/
37

charge /tfa:dz/ 23, 30

charisma /ka'rizma/ 44

charities /'t feeritiz/ 12

cheap /tfi:p/ 23

cheque /tfek/ 35

cheque account /'t fek 3 kaunt/
35

chief executive officer (CEO)
/tfiif 1g,zekjativ 'pfisa/ 9

chief financial officer / tfi:f
far'nentfal ofisa/ 9

chief operating officer /,tfi:f
'ppareitin ofisa/ 9

Chinese walls /,t Jamni:z 'wa:lz/
40

churn out /,tf3:n 'avt/ 16

circulate /'s3:kjaleit/ 55

classified advertisements
/ kleesifard ad'va:tismants/
25

clicks-and-mortar /,kliks an
'moztay/ 26

client base /'klarant beis/ 19

clientele / klizpn'tel/ 19

clients /'klarants/ 19

climb down /'klaim dauvn/ 65

clinching a deal / klintf1g 2
'ditl/ 66

clock in /Kklok'm/ 2

clock off /klpk'nf/ 2

clock on /klpk'pn/ 2

clock out /klpk aut/ 2

closing a deal / klouziy 5 ditl/
66

code of conduct / kaud av
'kondakt/ 41

code of ethics /kaud ov 'ebiks/
41

cold calls / kauld 'ko:lz/ 24

collapse /ka'laeps/ 33, 37

collateral /ka'laetaral/ 32

combine /kpm'bain/ 34

come to a consensus /,kam tu:
3 kan'sensas/ 58

commercial /ka'ma:fal/ 11, 36

commercial airline /ka,ma:fal
'‘ealarn/ 11

commercial artist /ka,m3z[>l
'artist/ 11

commercial disaster /ka,m3:f=l
dr'za:sta/ 11

commercial land /ka,m3:[al
'leend/ 11

commercial paper /ka,m3:fal
'peipa/ 36

commercial television
/ka,mazfal telr'vizan/ 11

commission /ka'mifan/ 5

commodities /ka'mpdatiz/ 36

commodities exchange
/ka'mpdatiz 1ks'tfeindz/ 36

common ground / kpman
'gravnd / 65

commute /ka'mjust/ 2

commuters /ka'mjuitaz/ 2

company /'’kampani/ 11, 45

company car / kamponi'ka:/ 5

company hierarchy / kampani
‘harara:ki/ 7

company pension scheme
/,kamponi 'pent [>n skiim/
35

compensation / kompan'ser[an/
S

compensation package
/ kompan'serfan ,paekidz/ 5

compensation payment
/ kompan'serfan permant/ 5

compete /kom'pi:t/ 20

competition / kompa'tifan/ 20

competitions /, kpompa'tifanz/
25

competitors /kom'petitaz/ 20
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completion /kam'plizfon/ 42

components /kam'paunants/ 17

compromise /'kpmpramaiz/ 58,
58,65

computer hardware /kam,pjusta
‘ha:dwea/ 13

computer screen /kam'pjusta
skriin/ 60

computer software /kom,pju:to
'spftwea/ 13

computer-literate /kom,pjuito
'Intorat/ 4

conceded /kan'sizdid/ 65

concern /kon'sam/ 11

concession /kon'sefan/ 64

conformity to specifications
/kan, farmoti ta
spesifr'kerfonz/ 18

confrontational
/ konfran'terfonal/ 65

conglomerate /kan'glomarat/ 34

consensus /kan'sensas/ 44

construction /kan'strakfon/ 13

consultation / konsal'terfon/ 44

consumer durables /kan,sju:ma
'djuarablz/ 22

consumer goods /kon,sjuimo
'gudz / 22

consumer panels /ken'sjurmo
Jpxnolz/ 14

consumers /kan'sjurmaz/ 19

content /'kontent/ 26, 59

continuous improvement
/kan,tinjuas 1m'pruivmont/
18

contract /'kontraekt/ 66

contributions / kontr1'bju:fonz/
35

convenience store /kan'viinians
stoy/ 24

cooling-off period / ku:lip 'of
ploriad/ 66

copyright /'kopirart/ 15

cordless /'ko:dlas/ 48

cordless phone / kordlos 'faun/
48

core activity / kor ®k'tivoti/ 34

corporate /'koiparat/ 11

corporate culture / koiparat
'kaltfo/ 11, 45

corporate headquarters
/ kaiparat 'hed kwartaz/ 11

corporate hospitality /'ka:parat
Jhosprtaloti/ 47
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corporate image / korparat
'mmidz/ 11

corporate ladder / korparat
leeda/ 11

corporate logo / koiparat
laugau/ 11

corporate profits /, karparat
'profits/ 11

corporation / kaipar'etfon/ 11

corrupt /ka'rapt/ 40

corruption /ka'rapfan/ 40

cost /kost/ 16,23,27,28, 42

cost of goods sold (COGS)
/ kost av ,gudz 'sould/ 27

cost per unit / kost p3: 'juinit/
28

cost-effective / kost 1'fektiv/ 16

costing /'kostig/ 27

costings /'kostigz/ 27

costs /kosts/ 27

counter-offers /'kaunto nfaz/ 64

counter-proposals /'kaunto
pra,pauzslz/ 64

counterfeit notes / kauntaf1t
'nauts/ 40

counterfeiting /'kauntafrtiy/ 40

courteous /'k3itias/ 57

cover /'kava/ 54

cover ground / kava 'gravnd/
54

covering letter/cover letter
/'kavorty letay/'’kava lets/ 3

craft industry /'kra:ft ,indastri/
16

crash /kraf/ 37

creative accounting /kri,ertv
o'kauntiy/ 31

credit card /'kredit ka:d/ 35

credit policy /'kredit ,polasi/ 29

creditors /'kredrtoz/ 29, 33

cross-promotion /,kros
pra'moaufan/ 25

culture /'kaltfa/ 45

currencies /'karantsiz/ 36

current account /, karant
o'kaunt/ 35

current assets /,karant 'esets/
30

current liabilities / karant
Jara'bilstiz/ 30

curriculum vitae (CV)/resume
/'rezomet/ / si: 'vit/
/ka rikjalom 'virtary/ 3

customer base /'kastoma bers/
19
customer needs / kastoma
'nirdz/ 21
customers /'kastomoz/ 19, 24
cut /kat/ 39
cut off /kat'nf/ 49
cutting edge / katip 'ed3/ 15
day shift /'dex [ift/ 2
deadlock /'dedlok/ 66
deal /dizl/ 66
deal with /'dizl wid/ 1
dealer /'dizla/ 24
dealers /'dizloz/ 36
debentures /dr'bent foz/ 32
debit card /'debit ka:d/ 35
debt /det/ 32, 33
debt burden /'det ,ba:den/ 33
debt crisis /'det krarsis/ 33
debt default /'det dr,foilt/ 33
debt repayment /,det
ri,peimant/ 33
debt rescheduling /,det
Jrit' fedjuslin/ 33
debt restructuring /,det
Jrir'straktferip/ 33
debt servicing /,det ‘s3:visig/
33
debtors /'detoz/ 29
decentralized /di:'sentroalaizd/
44
decision-making /d1's1zon
merkin/ 44, 45
declines /dr'klainz/ 37
deference /'defarans/ 45
delay /dr'lev/ 42
delayered /dr'lerjad/ 7
delegate /'deligat/ 44
delegation / delr'ge1fon/ 44
delete /dr'list/ 53
demand /dr'ma:nd/ 37
demanding /dr'ma:ndiy/ 2
demands /dr'ma:ndz/ 65
demerge /,dir'm3:d3/ 34
demerger / diz'ma:d3o/ 34
demonstration
/,deman'streifon/ 59
demoted /dr'moutid/ 7
demutualization
/, dizmjust fuslaiz'erfon/ 12
demutualized
/ dit'mjuzt fuslarzd/ 12, 35
department meeting
/dr,pa:tmont 'miztiy/ 54



department store /d1'pa:tmant
sto:/ 24

departmental meeting
/ dirpa:t,mental'mirtiy/ 54

deposit account /di'pozit
3,kaunt/ 35

depreciate /dr'pri:fiert/ 30

depreciation /dr,prizfi'erfon/ 30

depression /di'prefon/ 39

derivatives /di'rivativz/ 36

design /dr'zam/ 14, 15

design defect /di'zain di:fekt/
14

design fault /di'zam fo:lt/ 14

designer /di'zama/ 15

develop /di'velop/ 15

developer /di'velopa/ 15

dial /daral/ 49

dialling tone /*daralip toun/ 49

diary /'darari/ 42

difference of opinion /,difarans
av a'pinjon/ 57

dignity at work policy /,dignati
at 'wa:k ,polasi/ 8

digress /dar‘gres/ 60

digressions /dar'grefonz/ 54,
55

dimensions /,dar'ment fonz/ 18

direct costs /direkt 'kosts/ 27

direct line /direkt 'lain/ 49

direct mail /direkt ‘merl/ 24

direct marketing /direkt
'markitin/ 24

disagree /,d1sa'griz/ 57

disagreement /,d1sa'grirmant/
58

discount /'diskavnt / 23, 25,29

discounter /'diskaunta/ 24

discounting /'diskauntig/ 23

discriminate against
/dr'skriminer a,genst/ 8

discuss /dr'skas/ 57

discussion /di'skafon/ 54, 57

dismiss /dr'smis/ 7

dispatch /dr'speet [/ 29

dispose of /di'spauz pv/ 34

dispute /di'spjuit/ 65

distance /'distans/ 47

distant /'distont/ 44,45

distractions /dr'straek fonz/ 42

distributed /dr'stribjatid/ 33

distribution chain
/ distrr'bjuzfon tfem/ 24

distribution channel
/ distrr'bjuzfan tfaenl/ 24

distributors /dr'stribjotoz/ 24

dive /darv/ 39

diversify /dar'vaisifar/ 34

divestment /dar'vestmont/ 34

dividends /*drvidendz/ 32

dominate a market /,dominert 2
'mazkit/ 20

donate /dou'nert/ 12

donation /deu'nerfon/ 12

downmarket / davn'ma:kit/ 23

downshifter /'daunfifta/ 43

downshifting /'davn[iftipy/ 43

downsized /,daun'satzd/ 7

downtime /'dauntarm/ 42

dress-down fridays /,dres daun
'frarderz/ 46

drive /drarv/ 44

drive a hard bargain / drarv 2
ha:d 'ba:gm/ 66

drive out of a market /,draiv
aut av o 'mazkit/ 20

drugstore /'dragsto:/ 24

dull /dal/ 2

dynamism /'dainomizom/ 44

e-procurement
/'i: pra,kjuamoant/ 26

e-tailing /'ir terliy/ 26

earn /3m/ §

earnings /'3inipz/ 33

ease /izz/ 39

economic /,ika'nomik/ 38

economic indicators /,izka,n
mik 'indikertoaz/ 38

economical /,izka'nomikal/ 38

economies of scale /1,kpnamiz
ov 'skerl/ 28

economy /1'konami/ 38

education /,edzu’ke1fan/ 4

effective /1'fektiv/ 14

efficiency /1'f1fansi/ 7

efficiently /t'fifontli/ 17

electronic commerce/e-
commerce /.elek,tronik
‘komass/ iz 'koma:s/ 11, 26

electronic mail/e-mail/email
/,elek tronik'me1l/'i: me1l/
26, 53

embezzle /im'bezl/ 40

embezzlement /im'bezimoant/ 40

emerging industries /1, m3:d31y
'indastriz/ 13

employ /im'plol/ 3

employees /tm'plortizz/ 6

employment agencies
/im'ploimant ,exdzansiz/ 3

empower /Im'pava/ 44

empowerment /im'pauvamant/
44

end-users / end'juizoz/ 19

endorsements /in'doismants/
25

energy /'enadsi/ 44

engaged tone /in'gerdzd toun/
49

enhancements /in'hainsmants/
18

enterprise /'entaprarz/ 11, 11

enterprise culture /,entapraiz
'kaltfo/ 11

enterprise economy /,entapraiz
r'konami/ 11

enterprise zone /'entapraiz
zoun/ 11

entertaining /,enta'temnin/ 47

entrepreneur /,pntrapra'nz:/ 10

entrepreneurial
/,ontrapra‘nairial/ 10

entry-level /‘entri leval/ 23

environmental
/in,vararan'mental/ 41

environmentally damaging
/In,vararan,mentali
'demidziy/ 41

equal opportunities /,itkwal
,Dpa‘tjurnatiz/ 8

equipment /I'kwipmant/ 59

equity /'ekwiti/ 32

establish /1'stablif/ 10

establishment /1'steblifmont/
10

ethical /'eB1kal/ 41

ethical investment /,ef1kal
In'vestmant/ 41

etiquette /'etiket/ 63

exceptional profit /1k,sepfanal
‘profit/ 31

exciting /1k'saitig/ 2

executive/exec
ig'zekjativ/ig'zek/ 9

expenditure /1k'spendit fo/ 28

expenses /1k'spensiz/ 27

expensive /1k'spensiv/ 23

experience /1k'sp1arians/ 3

experience curve /1k'spiarians
kav/ 28

exploit /ek'splort / 41
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exports /'eksports/ 38

extension /1k'stentfan/ 48, 49

extraordinary general
meeting(EGM) /1k'stro:rdonari
d3enaral'miztiy/ 54

eye contact /'ar,kontakt/ 47,
60

face the audience /,fers di:
‘ordians/ 60

facilities /fa'stlatiz/ 59

fact ffekt/ 60

factory /'faektari/ 16

fakes /fetks/ 40

faking /'ferkig/ 40

fallback position /'fa:lbak
pa,zifon/ 63

familiar /fo'milia/ 45

family name /'famali nerm/ 46

fascinating /'feestnertig/ 2

fast-moving consumer goods
/ farst musvig kon,sjurmoa
‘gudz / (FMCG)22

fat cats /'faet kaets/ 5

fax /feks/ 52

features /'firtfoz/ 21

fierce /f1as/ 20

file for bankruptcy /,fail fa
‘beepkraptsi/ 33

final offers / fainoal ‘nfoz/ 65

finance /'famans/ 38

financed /'famnenst/ 17

financial /far'naenfal/ 13, 36, 38

financial centres /far,neentjal
'sentoz/ 36

financial institutions /fai,nenfal
Jntstr'tjuzfonz/ 36

financial services /far,nanfal
'sarvisiz/ 13

financial year /far,naenfsl 'jro/
30

finish on time /,finif on 'tarm/
55

finished goods /,'fmift 'gudz /
17,22

fire /fara/ 7

firm /farm/ 11

firstly /'fazstli/ 60

fixed assets / fikst '@sets/ 30

fixed costs /,fikst 'kosts/ 27

flair /flea/ 44

flat /'fleet/ 7

flexibility / flekst'bilati/ 7

flexitime/flextime /'fleksitarm/
'flekstarm/ 2
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flip chart /'flip tfa:t/ 60

float /flaut/ 36

flotation /flau'terfan/ 36

focus groups /'faukas gru:ps/ 14

food processing /,fu:d
prav'sesig/ 13

foreign exchange / forex /,form
iks'tfemnd3s/ 36

forgers /'fa:dzoz/ 40

forgery /'faidzeri/ 40

formally /'foimoali/ 46

forms of address /,formz ov
o'dres/ 45

forward /'forwad/ 53

found /faund / 10

founder /'favnda/ 10

franchisee / frenfar'ziy/ 24

franchises /'freenfarziz/ 24

franchisor /'freenfarza/ 24

fraud /fro:d/ 40

fraud squad /'fro:d skwod/ 40

free enterprise /fri; 'entopraiz/
11

free gift /Afriz 'gift/ 25

free sample /fri: 'saxmpl/ 25

freelancer/freelance /'frizla:nsa
'frizlans/ 7

freephone number /'fri:faun
,namba/ 48

friendly bid / frendli 'bid/ 34

fringe benefits / frind3z 'bentfits/
S

full-time job /,ful taim 'dzob/ 1

full-time work / ful tarm 'waik/ 1

fund-raising /'fAnd re1zig/ 12

futures contract /'fju:tfoz
kontrekt/ 36

gains /gemz/ 37

Gantt chart /'geent tfait/ 42

gearing /'grerg/ 32

generic products /d3a'nertk
'prodakts/ 22

generics /d3a'nertk/ 22

gesture /'d3estfa/ 47, 60

get down to business /get daun
ta 'biznis/ 56, 63

get the ball rolling /,get d3 ba:l
'rouliy/ 56

get through /get '6ruz/ 49

give in /grv 'in/ 65

glass ceiling /,gla:s 'sizlig/ 8

glut /glat/ 16

go bankrupt /gau 'bapkrapt/
33

go into administration /,gau
mtu ad,minr'strerfon/ 33

go into liquidation /,gau mto
Jikwr'derfan/ 33

go into the red /,gou mto da
red/ 35

go-slow /gau’slav/ 6

going concern /gauly kan'sain/
30

good /gud / 4

good organizer /gud
's:gonaiza/ 55

good timekeeper /gud
'tarm kizpa/ 55

goods /gudz/ 17

goodwill /gud'wil/ 30

goodwill gesture /gud'wil
d3zestfa/ 64

government-owned companies
/,gavanmant aund
'kampaniz/ 11

graduate from /'greedzuwert
from/ 4

graduates /'graeedzuats/ 4

green activists /,griin 'aktivists/
41

green issues /'griin 1fuiz/ 41

greetings/goodbyes /'griitigz
gud'baiz/ 47

gross domestic product (GDP)
/,graus da,mestik '‘prodakt/
38

gross margin /gravs 'ma:d3m/
27

gross national product (GNP)
/. graus nafanal 'prodakt/ 38

gross profit /graus 'profit/ 31

ground /graund / 54, 64

group discussion /gru:p
dr'skafan/ 3

grow /grau/ 10, 38

growth industries /'gravf
JIndastriz/ 13

growth rate /'grouf rert/ 38

haemorrhage red ink /'hemarid3
red mgk/ 31

haggle /'hagl/ 64

hand in your notice / heend mn
Jjor 'nautis/ 7

hand-made /ha&nd'merd/ 16

handle /"hendl/ 17

handout /'héendaut/ 60

handwriting analysis
/'heend rartig a,nelasrs/ 3



hang up /'heg ap/ 49

harass /'haeras ho'raes/ 8

hard /ha:d/ 2

head /hed/ 9

head office /hed 'ofts/ 6

headhunt /'hedhant/ 3

headhunter /'hedhanta/ 3

headhunting /"hedhantig/ 3

headquarters (HQ)
/hed'kwartaz -'-/ 6

health and safety inspectors
/,held an 'seifti m,spektaz/ 8

health and safety issues /,hel®
an 'serfti 1fuiz/ 8

healthcare /'hel®kear/ 13

heavy industries / hevi
'indastriz/ 13

hedging /'hed3ip/ 58

helpline /'helplamn/ 48

hi-tech /,har'tek/ 15

hierarchical / hara'ra:kikal/ 45

high finance /har ‘fainens/ 38

high-end /bar'end/ 23

high-priced /har'praist/ 23

high-street banks / har strixt
'‘bepks/ 35

highly geared /haili 'grard/ 32

highly leveraged /harli
lizvaridzd/ 32

hire /*hara/ 3

hiring /'haraty/ 3

hits /hits/ 26

hold shares /hauld'feaz/ 32

holiday /'holader/ 47

horse-trading /'ho:s treidig/ 64

hospitality / hospr'telati/ 47

hostile bid / hostarl'bid/ 34

hotline /*hotlamn/ 48

household goods /,haushauld
'gudz / 13

HTH 53

human resource management
(HRM) /,hjuiman 'rizo:s
,m&nidzmant/ 6

human resources (HR)
/,hjurman r1'zaisiz/ 6

human resources department
(HRD) /,hjurman 'rizoisiz
di,paitmant/ 6

humour /'hjuima/ 47

hypermarket /'haips,ma:kit/
24

icons /'aikbnz/ 53

impasse /'&@mpazs/ 66

impolite /, impa'lat/ 57

imports /'tmpaits/ 38

imposed /1m'pavzd/ 44

in charge of /in 'tfa:dz av/ 1

in parallel /in 'parolel/ 42

in stock /in stok/ 17

in the black /in 02 'blaek/ 35

in the red /in 83 'red/ 31

in-house /in'havs / 4,7, 17

in-house training /in havs
‘tremin/ 4

income statement /'Ikam
stertmoant/ 31

incorporated/Inc
/m'karparertid/ 12

indebtedness /in'detidnas/ 32

index /'indeks/ 37

indexes /'indeksiz/ 37

indices /'tdrsi:z/ 37

indirect costs /,indirekt 'kosts/
27

industrial /in'dastrial/ 6

industrial action /1n,dastrial
‘®kfan/ 6

industrial robots /in,dastrial
‘raubots/ 16

industrial scale /in,dastrial
'sketl/ 14

industrialize /in'dastrislarz/ 13

industry /'indastri/ 13

inflation rate /in'fleifan rert/
38

inflationary /mn'flerfanari/ 38

information line /,infa'merfan
lam/ 48

Initiative /1'nifat1v/ 44

inland revenue /,1nland
'revanjui/ 29

innovate /‘mavert/ 15

innovative /'mavatrv/ 15

inputs /'mputs/ 17

insider dealing /in,sarda 'di:lig/
40

insider trading /in, sarda
'trerdig/ 40

insolvent /in'splvant/ 33

intangible assets /In,ta@nd3zabl
'®sets/ 30

intellectual property
/antalektjual 'propati/ 15

intense /1n'tens/ 20

interest /'Intrast/ 32, 34, 35

internet access /'intanet ,&kses/
26

internet banking /,intanet
'bepkiy/ 35

internet service provider(ISP)
/,mtanet 's3:vis pra varda/
26

interruptions /,mta'rapfonz/ 42

interviews /'intoavjuiz/ 3

introduce /,mntra'dju:s/ 59

invent /in'vent/ 15

inventories /'invantriz/ 17

invest /m'vest/ 32

mvestment companies
/m'vestmoant kampoaniz/ 35

investors /In'vestaz/ 32, 36

invoice /'invais/ 29

invoicing /'mvaisimy/ 29

irreconcilable differences
/,irekansailab! 'diforansiz/
66

issue /'1fuy/ 66

issued /'1fu:d/ 36

issues /'1fuzz/ 41

job insecurity /,dzpb
mst'kjuarati/ 7

job title /'d3pb taitl/ 46

jobless /'dzpblas/ 38

join /d3omn/ 3

joint account /,d321nt a'kaunt/
35

joint venture /, dzoint 'vent [a/
34

jump /d3amp/ 39

junk mail /'d3ank meil/ 24

just-in-time /, d3astin'taim/ 17

kaizen /kar'zen/ 18

keep calm / ki:p 'kammy/ 57

keep things moving / ki:p 81pz
'mu:vig/ 54

key accounts /ki: a'kaunts / 29

key players /ki: 'pleraz/ 20

keypad /'kizpad/ 49

kick off /kik 'of/ 56, 63

kickback /'kikbak/ 40

knowledge /'nolidz/ 17

laboratories /la'boratariz/ 14,
15

labour-intensive / leiba
m'tentsiv/ 16

labour/labor /'leiba/ 6, 17, 41,
60

labour/labor unions /‘letba
Juinjanz/ 6

last mile problem / la:st mail
'problam/ 26
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latecomers /'leitkamaz/ 55, 60

lay off /lex 'of/ 7

leadership /'lizdafip/ 10, 44

leadership skills /'lizdof1p skilz/
10, 44

leading edge / lizdig ‘edz/ 15

leadtime /'lizdtaim/ 42

lean manufacturing /,li:n
;manja'fektforig/ 17

lean production /lizn
pra‘dakfon/ 17

leaner /'lizna/ 7

leap Mi:p/ 39

learning curve /'l3:niyg ka:v/ 28

lecture /'lektfo/ 59

legible /'ledzabl/ 52

leisure /'leza/ 13

lender /'lendsa/ 32

letters of application / letaz av
,2plr'’kerfon/ 3

level off / leval 'of/ 39

leverage /'lizvortidz/ 32

licence /'latsans/ 15

lie lat / 65

life insurance companies /laif
m'fuarans . kampaniz/ 12

lifestyles /arfstailz/ 43

light industries /lart ‘indastriz/
13

limited company/Ltd / limitid
'kampani/ 12

limited liability /,limrtrd
Jara'bilati/ 12

line lam/ 48

list price /'list prais/ 23

listed /'listid/ 36

loan capital /laun 'kaepital/ 32

log off /log 'nf/ 26

log on /log 'on/ 26

long-hours culture / lop ,avaz
‘kaltfa/ 45

long-term liabilities /,lon ta:m
Jara'bilatiz/ 30

lose your job /,lu:z jor ‘dzob/ 7

lose your temper / lu:z jor
‘tempa/ 57

loss /los/ 23, 28, 31

loss leader /los 'lizda/ 23, 28

loss-making /'los metkin/ 28

low-end /lau'end/ 23

low-key /lau'ki/ 20

low-priced /lau'praist/ 23

low-tech /lau'tek/ 15

loyalty cards /'loralti ka:dz/ 25
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lunch break /'lanf breik/ 47

macho culture /,mat [ou
'kaltfo/ 45

magnate /'magnert/ 10

mailings /'me1ligz/ 24

mailshots /‘mei1lfots/ 24

make a loss /;meik o ‘'los/ 31

make a point / meik o 'pomt/ 55

make a profit /,meik o 'profit/
28,31

make a sale /,meik 2 'se1l/ 27

make a start /;meik o 'sta:t/ 56

make an application / me1k on
@pli'keifon/ 3

make redundant /,meik
ri‘dandoant/ 7

make up time / meik Ap ‘tarm/
42

maker /'meika/ 16

manage /'menid3/ 1, 35

manage an account /,manid3 an
o'kaunt/ 35

management /‘manidzmont/ 4,
6,44, 45

management development
/,manidzmant di'velapmont/
4

management layers
/manidzmant 'leraz/ 45

management styles
/menidzmant ‘stailz/ 44

mannerisms /'ma&narizomz/ 60

manufactured /,;manjo'fakt [od/
16

manufactured goods
/menjs faektfad 'gudz/ 16

manufacturer
/manja'faektfors/ 16

manufacturing industries
/,maenjas faktfory 'indastriz/
13

manufacturing plant
/,manja'faktforg plaint/ 16

manufacturing sector
/manja faektfrm 'sekta/ 13

mark-up / matk ap/ 27

market economy /,ma:kit
r'konomi/ 19

market forces / ma:kit 'farsiz/
19

market growth /;ma:kit 'grau6/
20

market leader /,ma:kit 'lizda/
20

market orientation /,makit
,orien'terfon/ 21

market place /'mazkit plets/ 19

market pressures /,ma:kit
'prefoz/ 19

market research / ma:kit
ri'saitf/ 14

market rigging / ma:kit 'rigry /
40

market segment /, ma:kit
'segmant / 20

market segmentation /,ma:kit
,segmen'teifon/ 20

market share / ma:kit ‘fea/ 20

market-driven /;mazkit 'drivan /
21

market-led /, ma:kit 'led/ 21

market-oriented /,mazkrt
'"sirient1d/ 21

marketeer / mazki'tre/ 21

marketer /'ma:kita/ 21

marketing / mazkitiy/ 21

marketing concept /,ma:Kkitin
'konsept/ 21

marketing mix /,ma:kitip ‘miks/
21

mass-produce / mas pro‘djuzs/
16

matters arising / mataz 3'raiziy/
5SS

media /'media/ 13

mediation /,miidi'erfor/ 66

mediator /'mizdierta/ 66

meeting /‘mistig/ 54

member /'memba/ 12

memorize /'memaraiz/ 59

merge /ma:dz/ 34

merger /'mardza/ 34

methodical /ma'Oodikal/ 4

microphone /'maikrofoun/ 60

mid-priced /mid'praist/ 23

mid-range /mid'reindz/ 23

middlemen /'midlmen/ 24

minimum wage /,minimam
'‘werdz/ §

minute-taker /'minit teika/ 55

mobile /'moubail/ 48

mobile phone / maubail 'faun/
48

model /'modal/ 22,23

moderated /'modasrertid/ 65

mogul /'maugal/ 10

money laundering /‘mani
Joimndariy/ 40



money spinners /'mani ,spinaz/
28

monotone /'mpnatavn/ 60

mortgage /'mo:gid3/ 35

motivated /'moutivertid/ 4

multimedia presentation
/,malti'mizdio ,prezon'terfon/
60

multinational /,mati'na[anal/
11

mutual /'mjuztfual/ 12, 35, 62

mutual advantage /,mju:t fual
ad'va:ntidz/ 62

mutual funds /;mju;t fusl
'fandz/ 35

mystery shoppers /,mistori
'fppaz/ 18

nationalized /'nafanolaizd/ 11

needs /ni:dz / 63

negative growth / negatv
'groud/ 39

negotiate /n1'gaufiert/ 62

negotiating /nr'gaufiertiy/ 63,
65

negotiations /n1,gaufi‘erfonz/
62

negotiator /n1'goufieita/ 62

neon signs / niron 'sainz/ 25

nervous breakdown /'n3:vas
'bretkdavn/ 43

net margin /,net 'ma:dzm/ 27

net profit /,net 'profit/ 31

niche market /ni:[ 'mazkit/ 23

night shift /'nart [ift/ 2

nine-to-five job /nam to farv
‘dzpb/ 2

non-core assets /,non ko:
‘zsets/ 34

non-executive directors /non
1g,zekjot1v dr'rektoaz/ 9

non-negotiable /non
nr'gaufiabl/ 65

non-profit organizations /non
,profit ,o:gonar'zeifonz/ 12

not-for-profit organizations /not
for ‘profit ,a:gonai,zeifonz/
12

numerate /'njurmorat/ 4

objective /ab'dzektiv/ 56, 63

obsolete /'pbsalizt/ 15

obstacles /'Dbstoklz/ 65

offer /'vfa/ 3, 64

office worker /'pf1s waika/ 2

offices /'pf1s12/ 6

on neutral ground /pn ,njustral
‘gravnd / 63

on schedule /on 'fedju:l/ 42

open /'aupan/ 44

open-plan offices /,aupan 'plaen
ofisiz/ 6

operator /'Dpareita/ 49

options contract /'opfanz
kontrzkt/ 36

order /*oxda/ 29

organized /'a:ganarzd/ 4

original concept /a'rid3anal
'konsept/ 14

out of work /,avt av 'wark/ 38

outline /'avtlain/ 59

outplacement /'aut,plersmont/
7

outside suppliers /,avtsaid
sa'plaroz/ 17

outsource /'avtsozs/ 7

outsourcing /'avtsazsiy/ 17

outstanding /,aut'steendy/ 66

over budget /,auva 'badzit/ 28

overdraft /*auvadra:ft/ 35

overhead costs /'auvohed
kosts/ 27

overhead projector (OHP)
/,auvahed prav'dzekta/ 60

overheads /*ousvohedz/ 27

overlap /'auvalep/ 42

overleveraged /auva 'lizveridzd/
32

overproduction
/,auvapra'dakfan/ 16

overspent /,auva'spent/ 28

overtime /'auvataim/ 5, 6

overwhelmed /,ouva'welmd/
43

overwork /auva'waik/ 43

owe /auv/ 29

own-brand product /aun'brend
prodakt/ 22

own-label product /oun ‘leibal
Jprodakt/ 22

packaging /'pekidzm/ 21

page views /peidz 'vjuiz/ 26

pager /'peid3a/ 48

panic selling /'panik seliy/ 37

paper qualifications /'peipa
Jkwolifr'keifonz/ 4

parent company /'pearant
Jkomponi/ 34

part-time job /,pa:t tarm 'dzob/
1

part-time work /,pa:t taim
'waik/ 1

partners /'paitnaz/ 17

partnership /'partnafip/ 12

parts /pazts/ 17

password /'parsw3id/ 26

patents /'pertants/ 15

pay /pev/ 5§

pay off /'per of/ 35

payables /'perablz/ 29

payment terms /'permant
taimz/ 29

payphone /'perfoun/ 48

payroll /'perravl/ 6

peak /pizk/ 39

penalties /'penaltiz/ 42

penetrate a market /,penitreit o
'mazkrt/ 20

pension /'pent fon/ 5, 35

perfectionism /pa'fekfonizom/
42

performance /pa‘formons/ 3, 7,
18

performance reviews
/pa'faimons r1,vjuiz/ 7

performance-related bonuses
/pa fo:mons r1 lertid
'bounasiz/ 5

perks /patks/ 5

permanent /'p3imanant/ 1

personal organizers /'p3isonsl
's:gonaizoz/ 42

personnel /,p3isa'nel/ 6

personnel department
/,p3isa'nel di,pa:tmant/ 6

pharmaceuticals
/ faima'sjustikalz/ 13

phase /feiz/ 42

phone /foun/ 48

phonecard /'founka:d/ 48

physical contact /,fizikol
‘kontxkt/ 47

physical delivery / fizikol
dr'livari/ 26

pitch /pitf/ 60

place /plets/ 21

place an order /,plers an 'a:do/
29

plastic /*plaestik/ 35

plummet /'plamit/ 39

poison pill /'parzan p1l/ 34

position /pa‘zifon/ 3

post /pavst/ 3

postpone /paust'pavn/ 65
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pre-tax loss /pri:taks 'los/ 31

pre-tax profit /pritaeks 'profit/
31

precisely /pri‘saisli/ 57

predator /'predata/ 34

present /'prezant / 47

presenteeism /prezan'titzm/ 47

president /'prezidant/ 9

press conference /'pres
konfarans/ 59

pressure /'prefor/ 43

prey /prer/ 34

price /prars/ 19, 21, 23, 40

price boom /'prais burm/ 23

price controls /'prars kantraulz/
23

price cut /'prais kat/ 23

price fixing /'prais fiksig/ 40

price hike /’prais hartk/ 23

price leader / prais 'li:da/ 23

price tag /'prais teeg/ 23

price war /'prais wai/ 23

pricing /'praisig/ 23

principal /'prinsapal/ 32

priorities /prai'oratiz/ 63

prioritize /prar'pritaiz/ 42

priority /prar'orati/ 42

private /'pratvit/ 11, 35

private enterprise / praivit
'entapraiz/ 11

privatized /'praivitaizd/ 11

proactive /,prav'aktiv/ 4

probing /'praubiy/ 64

problem /'problom/ 60

produce /'prodju:s/ 16

producer /pra‘djuisa/ 16, 24

product /'prodakt/ 14, 135, 16,
21,22,25,28, 59

product development /,prodakt
dr'velopmant/ 15

product launch /,prodakt
ot/ 14, 59

product lifecycle /,prodakt
'laifsik(e)l/ 22

product line /'prodakt lamn/ 22

product mix /'prodakt miks/ 22

product placement /,prodakt
‘pleismoant/ 22

product portfolio / prodakt
part'fauliav/ 22

product positioning /,prodakt
pa'zifaniy/ 22

product range /,prodakt 'remnd3/
22
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production lines /pra‘dakfon
lainz/ 16

productive /pra'daktiv/ 54

productivity / prodak'tivati/ 16

profit and loss account /,prof1t
and 'lvs akaunt/ 31

profit margin /'profrt ,ma:dzin/
27

profit-making /'profit meikiy/
28

profitability /,profita'biliti/ 28

profitable /'profitabl/ 28

profits /'profits/ 7

project /‘prodzekt/ 42, 54, 60

project management /,prod3ekt
'manidzmont/ 42

promotion /pra'maufan/ 7, 21,
25

proposals /pra'pauvzalz/ 64

proprietary /pra'praratari/ 15

protection /pra'tekfan/ 33

prototypes /'prautataips/ 14

prove your point /,pru:v jo:
'point/ 57

provided that /prauv'vaidid dat/
64

providing that /prau'vaidip dat/
64

psychometric tests
/,satkau,metrik 'tests/ 3

public holidays /,pablik
'holederz/ 47

public limited company /,pablik
Jimitid '’kampoani/ /Plc 12

public telephone /,pablik
'telifoun/ 48

punctuality / pankt fu‘alati/ 47

purchaser /'p3itfasa/ 19

purchasing managers /,p3:t[asin
'meenidzaz/ 19

purpose /'p3ipas/ 56

put back /put 'bak/ 51

put off /put 'pf/ 51

put through /put '@ruy/ 49

put up money /put Ap 'mani/ 32

qualifications / kwolifr'keifanz/
3,46

qualify as /'’kwolifar ez/ 4

quality /'kwolati/ 18,42, 43

quality circles /'kwolati ,s3:klz/
18

quality control / kwolati
kan'traul/ 18

quality of life / kwolati ov 'larf/
43

quality time /'kwolati 'tarm/ 43

question /'’kwest fon/ 59, 60

questionnaires /, kwest [o'neaz/
14

quoted /'kwoaut1id/ 36

racial discrimination /,reifal
di,skrimri'neifon/ 8

racism /'re1sizem/ 8

racist /'reisist/ 8

racketeers / raki'trorz/ 40

raise capital /reiz 'kapital/ 32

rally /'rli/ 37

rambling /'remblig/ 54

rat race /'rat re1s/ 43

rate /reit/ 35

raw materials /,ro: ma'tiarialz/
17,22

reach agreement / ristf
a'griimant/ 58

reach break-even point / ristf
breik 'i:zvan pomt/ 28

realistic plan /,rialistik 'plen/
42

reassure / riza'fua/ 65

rebalancing /rir'baelonsin/ 43

recall /rr'kal/ 14

receivables /r1'sizvablz/ 29

receive /r1'sitv/ 53

receivers /r1'siivaz/ 33

receivership /r1'sitvafip/ 33

recession /r1'sefen/ 39

recommended retail price
/,rekamendid 'riste1l prais/
23

reconsider its position
/ ritkan,'sida 1ts pa'zifan/ 65

record high / reka:d 'har 37

recover /ri'’kava/ 33

recovery /ri'kavari/ 33, 37

recruit /ri'kruzt/ 3

recruiter /ri'kruta/ 3

recruitment /ri'kruztmant/ 3

red ink /red 'igk/ 31

referees /,refa'riiz/ 3

references /'reforansiz/ 3

reforms /r1'faimz/ 19

register /'redzista/ 26

regulate /'regjalert/ 40

rehearse /ri'hais/ 59

remain steady /ri,mein 'stedi/
39

remote /ri'mout/ 44, 45



remuneration /r1mjuina'rerfan/
S

remuneration package
/rimjuina'raifan 'pakidz/ S

repetitive /r1'petativ/ 2

repetitive strain injury (RSI)
/r1,petativ 'streimn indzari/
8

reply /ri'play 49, 53

reports /r1'paits/ 31

representatives
/ repri'zentativz/ 63

research and development
(R&D) /rr's3itf an
di'velopmant/ 15

research centre/center /r1'sait|
,senta/ 15

researchers /r1's3:t [oz/ 14

reseller /rit'sela/ 24

resend /riz'send/ 52

resign /r1'zain/ 7

resolution /,reza'lu:fan/ 66

resolve /r1'zolv/ 55

responsibility /r1,sponsa'bilati/
1

responsible for /r1'sponsabl a1/
1

restructure /,riz'straktfa/ 7

restructuring /rir'straktfarm/
34

result /r1'zalt/ 28, 31

retail /'ritterl/ 13, 24

retail outlet /'rizte1l autlat/ 24

retailers /'risterloz/ 24

retained earnings /ritemnd
'smigz/ 33

retire /r1'tara/ 7

retirement /r1'taromant/ 7

return your call /rit3:n jo: 'ko:l/
49

revenue /'revanjui/ 27

rewarding /ri'woidin/ 43

reworking / rir'w3aikip/ 18

right first time /,rart ,f3:st
'taim/ 18

ring /rmn/ 48

rival /'rarval/ 20

role of silence /raul av 'sailans/
47

rollout /'ravlavt/ 14

round of negotiations /,raund
av n1,gaufi'erfonz/ 62

routine /rus'tiin/ 2

royalties /'raraltiz/ 15

rude /rurd/ 57

rules of conversation /ruzlz av
konva'serfan/ 47

run /ran/ 1

run out of time /ran aut av
'tarm/ 58

run over /ran 'auva/ 60

sack /sek/ 7

safe /setf/ 14

salary /'seelari/ 5

sale /setl/ 27

sale price per unit /,se1l prars
p3: 'jumnit/ 28

sales areas/sales territories
/'seilz earioz/'sellz
teritariz/ 25

sales figures /' ;setlz figarz/ 27

sales forecast /seillz ,fa:ka:st/
27

sales forecasts /'seilz
fortkasts/ 14

sales growth /'se1lz grou®/ 27

sales manager /'seilz manidza/
25

sales meeting /'se1lz mi:tin/ 27

sales outlet /'se1lz autlet/ 24

sales team /'serlz tizm/ 27

salesforce /'setlzfa:s/ 25

salesmen /'setlzman/ 25

salespeople /'setlzpitpl/ 25

saleswomen /'sellzwimin/ 25

satisfying /'satisfanm/ 2

savings account /'seIvipz
akaunt/ 35

scam /skeem/ 40

schedule /'fedjuil/ 42

screen /skritn/ 60

search engine /'s3:tf end3in/
26

seating plan /'sittig plen/ 59

secondly /'sekandli/ 60

securely /st'kjuarli/ 26

securities /st’kjuaratiz/ 36

security /st'kjuarati/ 26, 32, 36

selection process /s1'lek fon
prauses/ 3

self-driven /,self 'drivan / 4

self-employed /,self tm'plard/
11,12

self-motivated /,self
'mautivertid/ 4

self-starters /self 'sta:taz/ 4

seller /'sela/ 19

seminar /'semina:/ 59

send an email /,send an 'i:me1l/
53

senior /'siinia/ 7, 46

senior executive /,si:nia
1g'zekjativ/ 9

service industries /'s31vis
indastriz/ 13

service sector /'s3:vIs sektar/ 13

services /'s3:visiz/ 13, 19

settle disputes /,setl di'spju:ts/
62

settlement /'setlmant/ 66

severance package /'sevarans
pekidz/ 5

severance payment /'sevarans
peimant/ 5

sex discrimination /seks
di,skrimi'neifan/ 8, 41

sexual harassment /,sekfual
ha'reesmont/ 8

share capital /,fea kapital/ 32

share options /'fea ppfanz/ §

share price /'fea prais/ 37

shareholders /'fea houldaz/ 32

shares /feaz/ 36

shift /f1ft/ 2

ship /f1p/ 29

shop /fop/ 24

shopping cart /'fopip ka:t/ 26

shopping centre /*[Dply senta/
24

shopping malls /' fppiy mo:lz/
24

shopping precinct /'[ppIn
prizsipkt/ 24

shortage /'[o:t1d3/ 16

shortlist /'fartlist/ 3

show off /fau 'pf/ 54

sick /stk/ 33

simultaneous /,simal‘temias/ 42

site /sait/ 6, 26

situation /,sitju’erfoan/ 3

situations vacant /,sitjueifanz
‘verkant/ 3

skill /skil/ 4

skilled /skild/ 4

skyrocket /'skar rokit/ 39

slash /slef/ 39

sleaze /slizz/ 40

slide projector /'slaid
praudzekta/ 60

slump /slamp/ 39

small investors /sma:l
m'vestaz/ 35
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small or medium-sized
enterprise (SME) / smoa:l o:
,mi:diom sarzd 'entaprarz/
11

small talk /'sma:l totk/ 63

smart casual /,sma:t ‘ke3zjusl/
46

smile /smail/ 60

snowed under /snaud 'anda/ 51

soar /so:/ 39

socially responsible /,saufali
ri'sponsabl/ 41

sole owner /,saul'auna/ 12

sole proprietor /,saul
pra'prarata/ 12

sole trader / saul'treida/ 12

sophisticated /so'fistikertid/ 23

special displays /,spefal
dr'spleiz/ 25

special offers /,spefal 'pfaz/ 25

specifications/specs
/,spesifr'keifonz/speks/ 18

speculator /'spekjalerta/ 36

spend /spend/ 28

sponsor /'sppnsa/ 25

sponsorship /'spontsafip/ 25

spot checks /,spot 'tfeks/ 18

stable /'stetbl/ 39

staff /sta:f/ 6

stage /steidz/ 42

stagflation /steg'flerfon/ 39

stagnation /stag'neifon/ 39

stalemate /'sterlmert/ 66

stand-up presentation /steend Ap
.prezon'terfon/ 59

start-ups /'staitaps/ 10

state pension /,steit 'penfon/ 35

state-of-the-art / steit av 8i a:t/
15

state-owned /,stert aund
'kampaniz/ companies 11

steel /stizl/ 13

step /step/ 42

stereotypes /'steriautaips/ 45

sticking points /'stikip points/
65

stiff /stif/ 20

stimulating /'strmjolertin/ 2, 43

stock exchange /'stok
ks tfeind3/ 36

stock market /'stok ma:kit/ 36

stock options /'stok pbpfenz/ S

stocks /stoks/ 17

stoppage /'stopidz/ 6
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store /sty 24

stored /stord/ 17

street furniture /'striit famnit o/
25

street vendors /'strizt vendorz/
19

stress-induced /‘stres idjuzst/
43

stressed out /,strest 'aut/ 43

stresses and strains /,stresiz and
'strernz/ 43

stressful /'stresful/ 43

stretched /stret[t/ 43

strike /stratk/ 6

structure /'straktfs/ 59

subcontracting
/'sabkon,trektmy/ 17

subordinates /sa'bo:donats/ 44

subsidiaries /sab'sidioriz/ 34

sum up /sam 'ap/ 58, 60

supermarket /'surpa,ma:kit/ 24

suppliers /sa'plarez/ 17

support staff /sa'port sta:f/ 6

surf /s3:f/ 26

surge /s3:d3/ 39

surveys /'s3iveiz/ 14

sweatshop labor / swet[pp
"letba/ 41

sweetener /'swirtona/ 40

switchboard /'swit [bo:d/ 49

systematic /,sisto'meetik/ 4

tactfully /‘tektfali/ 55

takeover /'tetkouva/ 34

talented /'teelontid/ 4

talk /to:tk/ 59

target /'ta:git/ 24, 27

task /taisk/ 42

team of equals / tizm av
‘itkwalz/ 45

team-players / tizm'pleraz/ 4

technical support /,teknikal
sa'poit/ 6

technology /tek'noladzi/ 15

telecommunications
/ teliko,mjuini'keifonz/ 13

telecommuting /,teltka'mjustin/
2

telemarketing / teli'ma:kitiy/ 24

telephone banking / telifaun
'bepgking/ 35

teleworking /'teliws:kig/ 2

temporary /'temparori/ 1,7

terminate /‘t3:mineit/ 7

testing /'testing/ 14

textiles /'tekstarlz/ 13

the City /80 'siti/ 36

the close /8s klauz/ 37

the four ps /0o for 'pirz/ 21

the free market /33 fri: ‘mazkit/
19

the market /8a 'mazkit/ 19

the Square Mile /35 skwea
'mail/ 36

threats /Orets/ 65

time /tarm/ 42

time is money /,tarm 1z ‘mani/
42

time management /,tarm
'menid3zmont/ 42

timeframe /'taimfreim/ 42

timescale /'tarmskeil/ 42

timetable /'taim terbl/ 42, 63

timings /‘taimigz/ 60

tips /tips/ S

tiring /tararg/ 2

to license /ta 'latsans/ 15

to market /ta ‘makit/ 21

to rally /ta 'reli/ 37

to recover /ta rr'’kava/ 37

to settle /ta 'setl/ 66

toll-free number / toul fri:
'namba/

top-down approach /top'daun
opraut [/ 44

top-end /top'end/ 23

total costs /,tautal'kpsts/ 27

total market capitalization
/tautal ,mazkrt
kapritalar'zerfon/ 37

total quality management
(TQM) / tautal kwolati
'manidzmont/ 18

tough /taf/ 2, 20

tourism /'tusarizam/ 13

trade balance /trerd 'beelons/ 38

trade credit /trerd 'kredit/ 29

trade deficit /trerd 'defisit/ 38

trade down /trerd '‘daun/ 23

trade gap /'trerd gep/ 38

trade surplus /trerd 'sa:plas/ 38

trade unions /treid 'juinjonz/ é

trade up /trerd 'ap/ 23

tradeoff /'treidof/ 64

traders /treidaz/ 36

trading /trerdiy/ 37

traditional retailing /tradifonal
'ritterliy/ 26

train /trem/ 4



training /'treiniy/ 4

transfer /'trentsfay/ 35, 49

transparency /tr&n'sparansi/
60

treadmill /'tredmil/ 43

trialling /‘traraliy/ 14

trials /traralz/ 14

tricks /triks/ 65

troubled /'trabld/ 33

trough /traf/ 39

true and fair view /tru: an fea
'viur/ 31

turn down /t3:n ‘daun/ 3

turnaround /'t3:nar ,aund/ 33

turn round /,t3:n ‘ravnd/ 33

turnover /'tainauva/ 27, 37

TV commercial /,tizviz
ka'ma:fal/ 25

tycoon /tar'kuin/ 10

ultimatum /,altr'mertam/ 65

under budget /,ands ‘badzit/
28

under duress /,anda dju'res/ 65

under licence /,andar 'larsans/
15

under stress /,ando ‘stres/ 43

undercutting /,anda’katig/ 23

underlying /,anda'lang/
security 36

underspent /,anda‘spent/ 28

uneconomic /An,i:zka'nomik/ 38

uneconomical /An,izka'nomikal/
38

unemployed /,anim'ploid/ 38

unemployment
/. anim'ploimant/ 38

unethical /an‘e@1kal/ 41

unethically /an'e01kli/ 41

unfocused /an'faukast/ 34

uniforms /'jurnifaimz/ 46

uninteresting /an'intrastig/ 2

unique users /juz,nizk 'juizaz/
26

unit sales /,juintt ‘serlz/ 27

unit trusts /,juinit 'trasts/ 35

unstimulating /An'stimjalert i/
2

unstressful /an'stresfol/ 43

upfront /,ap'frant/ 29

upmarket /,ap'mazkit/ 23

useful /'juisfal/ 54

user name /,juiza'nemny 26

users /'juizaz/ 19

value /'vaelju:/ 37

variable costs /,veariabl 'kpsts/
27

vendor /'venda/ 19

venture capitalist /,ventfa
'kaepitalist/ 32

venue /'venju:/ 55, 59, 63

vice-presidents (VPs) /,vais
'prezidonts/ 9

videoconferencing
/,vidiau'konfaransin/ 48

videophone /'vidisufaun/ 48

visionary /'vizanari/ 44

visitors /'vizitaz/ 26

visual aids /,vizual 'erdz/ 59

voicemail /'voismeil/ 49

volume /'voljuimy/ 27

voluntary sector /,volantari
‘'sekta/ 12

volunteer /,volan'tra/ 12

wages /'weidziz/ S

walk-out /'waik aut/ 6

Wall Street /'worl strizt/ 36

wander off the point /,wonda
of & 'point/ 54

WAP phone /'wap foun/ 48

warehouses /'weahavziz/ 17

waste of time /,weist ov 'taim/
54

webcam /'webkaem/ 48

white knight /,wait ‘nart/ 34

whiteboard /'waitba:d/ 60

wholesalers /*haul,seiloz/ 24

win-win /,;win'win/ 64

windfall /'windfa:l/ 35

window dressing /'windau
dresipg/ 31

wipe off /,waip 'pf/ 37

work /waik/ 1

work experience /, w3tk
1k'sprarians/ 4

work-in-progress /, w3k mn
‘prougres/ 17

workers /'w3ikaorz/ 6

workforce /'w3ikfa:s/ 6

working breakfast /, waikip
'brekfast/ 47

work from home /, w3tk
from 'houmy/ 2

working hours /'watkip avarz/
2

works /w3aiks/ 16

workshop /'waikfop/ 16, 59

World Wide Web /,wa:ld ,ward

'web/ 26

wound up /waund 'Ap/ 33

written down /,ritan 'daun/ 30

written off / ritan of/ 29

written proposal /,ritan
pra‘pavzal/ 66

wrong number / rog 'namba/
49

wrongdoers /'rpgduzaz/ 40

wrongdoing /'ropdu:ig/ 40

zero defects /,z1arau ‘difekts/
18
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