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1 Company Structures

Key vocabulary & Most companies are made up of three groups of people: the shareholders (who
= provide the capilal), the management and the workforce. The management
structure of a typical company is shown in this organisation chart.
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Middle management

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

a Marketing e Finance

b Public Relations f Production

¢ Information Technology or IT g Research and Development or R and D
d Personnel or Human Resources
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PHILIPS
Leté wake things bettor

Company Structures W

1 =3 Listen to seven people talking aboul their work and decide which

department each one works for.
] 20 s a0 sl] sl z[]

2 Philips is a major multinational company which
has almost 30,000 trademarks registered worldwide,
In groups, study the organisation charl below.

PRESIDENT |

| <

[ EOARD OF MAMAGERMEMT

{in charge of company strategy and general policy.

Corporate Departments

SUPERVISORY BOARD GROUP MANAGEMENT COMMITTEE

|Responsible for the ganeral course ol business.
Makes sure policy is implamentsd and advises the board of management)

Finance:
Accounting & Control

Communication and

Human Resourne
Fublic Relations

Management

Information

LHﬁHi .I‘:'l.f.f:il;!i
Technology

Sectors

Philips Business Electronics

Products include:

m digital video-
communications systems

5 .

® speech processing

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

faxes mobile computing products Xeray equipment  hairdrvers  lamps

Philips Domaestic Appliancas
' and Personal Care

| Philips Components Philips Consumer Electronics |
Products include:
m video: TV, YR
= digital vidao
OVD, internet, digital TV,
digital cameras
® mobile phones
m 3 roobite cormpubing
__ producks ¢ b

= Products includa:

m display components

u general systems
components

Products include:

m personal care:
shavars, 2 ——
SUNGCaTE

s domestic appliances:
vacuum cleaners, food
processors, blenders,
coffes makers

Philips Lighting

Products inciude:
md .
® lighting electronics and gear

| Philips Medical Systems Philips Semiconductors

| Products include:
| m telecom terminals
| 8 amarging busingss a.g. Trimedia

i Products include:
| ] 5
J | ® ultrasound




Reading

1 Betore reading the text below about Philips, decide whether you think these
statements are frue (1) or false (F).

LIt is the world's second biggest electronics company.
2 It has produced over 100 million TV sets,

3 Its headguarters are in Amsterdam.

4 It was the first company to produce compact discs,

It is active in & small number of specialised businesses,

T i T

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

Read the text and check your answers.
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The Philips Story

1 Thefoundations of the el 's bissest slectronics campany ware lak! in
|83 1 swhen Gerard Philips establizhed a company in Sindhoven, the
Methedands, to manstacture light bulbs and ather electrical products. In e
beginning, it conceilrsled o making carbon flament larps ard by the Wim

& of the century was-ane of the lreest producars'in Surcpe., Developmentsin o
e lighting technologios Leleda steady programme of expansion ad, i
[ 314, it established a4 research Bboratone to FEmulate produs inroion.

12}

L
I the | 9205, Priflps decided to protedt its inrowalions in X-ray sadaticn and
radits recestion with patents, This marked Sre beginning of the diversification 4 ;
- gl procuct ranpe. Smea then, Philips bas continted o develoo raw and o
excine product ideas ke the compact dsc, which i lanched in (983
Other interesting landmarks incude the procuction of Philias” | 00-milfienth
Totzer in 1982 and 250 millicnth Philstaws cloctne shaverin 1569,

45

The Philips Company

16 Philips' hizadguarlers ar sl in
Eirdhowven, [tesploys 236,400
peope alt over the world, and has
cales ard senice oullels i | 50
countries, Ressarch Aooraosies

20 are located n s countrics,
staffes by sorne 3000 scientists.
talso has =n aniressive globzl
mEfwecek of s 00 desipnars
soread ove hweny-ive locations, I

25 - shares are gled on sideen gtock
exchanzes in pine countries and itis adiva in
abowl 100 susiresses, Including lhting, monitors,
seyaveers mil colour picure tubes; sach dav ity faciones
tarm el a total of 50 millien ntegrated circuits,

The Philips Paople

|

Feoval Philips Blectronics is mansged by the Board of
[Management, which loces alter the general cirection ard
long-term strategy of the Philips group as 2 whale, The
Supervisory Board moniiors [la gereral course
aof business of the Philips grocg as well 25
zdvisng the Board of MaragemeLand
suparising its policies, These polices
zre imglamentesd by tha Group
Maragement Coremitteg, which
corssts of the moembers of the

Board of Maragermenl, charren of
mizst of the prochacl divisicns ard
some cher ey oo, | he Group
[Maragement Committes also serves
te zrseee thal bus aess lssues and
pracices are dhared across the varous
activitics in e group.

The comparry oead b= Lels raks iegs,
better', ftis commitied. o mizang bedor
producs and systerns and contribating Lo |

st irproing the quality of people's work and lile, |
One recent example of ths is it "CGenie!
mabilz shore. T dizt & rumbear yeu just have
to say it alouc, |15 Weh TV Insernet @ aal
brings the exclement of erberspace nto the

86 livirg oo, Al o (ravek aroand the vearkl,
whether passng fhe Flel Toer o Pais, walking
goroes Lopdnn's Toweer Bridpe, or witnessing de
baauty of the sacent prrarnids of Giza, you oo
P to e any e whio It these wiorld

g0 fanrous Andrrarks, 1w Fhilips

-

TettpfAwww rews, phitips, com




Company Structures W

2 Read ‘The Philips Story” again. Why are these dates important?
a 1891 b 1914 ¢ the 19205 d 1983 e 1984

3 Read ‘The Philips Company’ again and find the figures that correspond (o
the following pieces of information.

F.xamplt:: The approsimate number of designers working for Philips: 400

1 The number of people working for Philips worldwide

The number of countries with sales and service outlets

The nuwmber of countrics where Philips has rescarch facilities

The approximate number of sclentists working in Philips’ research laboratories
The number ol integrated circuits produced cvery day

Lnoode Ll B

Practise reading the [gures aloud.

B Listen to the cassetle and check Yol pronuncialion.

4 |7=3 Listen and write down the numbers vou hear.

1 3 3 7
2 L S 6 _ B

Uocabu[ary |T|‘| Match the words from the text with their corresponding definitions,
g,

1 aninmwwation (Hne 8) a a planned series of actions

2 a patent (/fne &) b mmain offices

3 diversification (fme @) ¢ 4 place or address

4 arange (fine 10} d theintroduction of & new ided

5 headguarters (line 15) e @ sclection oo series

6 alecation (fine 24) f making different types of products

7 astrategy (fine 32) g an ageeed couse of action

8 apolicy {lie 36) h the tight to make oe-sell an invention,
2 In pairs, replace the words in italics with the words used in the text,

1 Gerard Philips set up (esk ablished) a company in Eindhoven.
2 The company initially specialised in (c
filament lamps.

3 Developments in oew lighting technologies fuclied a steady gla for growth
Pdes. __ __ ol e IR

4 Im 1983 it tmtroduced (1 _ _ _ _ Vthe compact disc ento e markef,

5 Each day its factories produce (f_ o _ _) 4 total of 50 million integrated
circuits,

6  Royal Philips Electronics Is v (m _

7 The Supervisory Board carefidly watches (m

_ _ymaking carbon-

) by the Board of Management.
) the general course of

business.

& Policies are pud ffo practice i __ I by the Group Management
Commiltes,

4 ‘I'he Group Management Committee consists of members of the Board of
Management and chairmen of most of the product sectors (d L 8

10 The Group Management Committee serves to ensure that fmpartant maiters

i _ CVand was of dofrg business (p_ - - }are shared across the
COMPany.

Now check your answers with the text.

- 7
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Vocabulary
development:
verbs and
prepositions

3 Complete the passage using words from Vocabulary 1 and 2 in the correct
form.

The key to Philips' success can be described by two words. The first is

1 Lenovokion ; the company designers are continually developing and creating
new products, The second is 2 Philips is aclive in aboul 100 businesses
varying from consumer electronics to domestic appliances and from security
systems to semiconductors. With such a wide ? of products the
company needs a complex system of management. Each product has
ite own chairman: most of these chairmen are members of the Group
Management Committes, which®__ all company decisions and plans. -
The Supervisory Board ® the general business of the group and it also
advises and supervises the Board of Management.

Some verbs are always followed hy'ﬂtﬂ
from the text on page 6.

in the beginning, it concentrated on making ca
{When a preposition is followed by a a verb

These policies are implemented by the Group Manag
conslsts of the members of the Boord of Management. (line

1 Match the prepasitions with the verbs below.

from in (3 to(xd)  for  of  on (x2)
a apply ko somebody forefer s
For something g succeed 2
b benefit b belong L
¢ approve i depend __
% d resule j report  somebody
e believe _something

2 Complete the sentences using verbs and prepositions from exercise 1in
the correct form.

a In the purchasing department there is a manager, and five employees who
__report Lo her.
‘veb . In this company, we firmly _ ____the value of creativity and
 innovation.
‘c The deve}opment of computer technology has
s changas in ine way that people work.
ar not we succeed in creatmg and selling new products .

eyatn 1
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Company Structures W

Language Focus

Present pEt‘fECt Look at these sentences from the text on page 6.

and past simple A In the 1920, Philips declded to protect its innovations.

B Siace then, Philips has continged to develop new aind exciting product idens,

1 What tense is the verb in bold in A and B?
2 Which tense has a connection with the present?
3 Which tense only tells us about the past?

P For more information on the present perfect and past simple, turn to
page 164,
Practice Complete the company profile with either the present perfect or past simple
tense of the verbs in brackets. Pay special attention to irregular verbs and the

position of adverbs.

cp COLGATE-PALMOLIVE COMPANY -3

William Colgare ! founded  (found) the -
Colgate Company in 1806 as a starch, soap and
candle business in New York Cicy. For the first
hundred years, the company ? fdlos)
all its business in the United States, However, in
the garly 19005, the company ?

{hegind an aggressive expansion programme that
i - (lead) tor the establishment of
Colgate operations in countrics throughout
Europe, Latin America and the Far East. In
MO Tocent years it ° [SEC L)
operations in Turkey, Paldistan, Saudi Arabia.
Eastern Europe and China. Colgate-Palmolive

E (hecome] a rruly plobal consumer
products company, worth $8.7 bn and selling in
precare than 200 couneres.

Colgate-Palmolive’s five main sectors of business
are: Oral Care, Body Care, Household Surface
Care, Fabric Care and Pel Nutrition and Healih
Care. In the area of Oral Care, Colgate-
Palmolive 15 the world leader in roothpaste. As a
result of the company™ heavy investment in
research and rechnology, it/

[develop) many successful toothpastes, rinses
and wothbrushes. To soengthen irs presence in
professional produces, Colgate-Palmaolive

e

= S,

k.

g (v} the Ora Pharin Company ol
Australia and the dental therapentics business of
Scherer Laboratories LISA in 1990, For many vears,
the company ° {have] a strong dental
education programme in schools throughout the
world and ™ imantain} a close
partnership with the intermacional dental communiry.
Recently it "' icreare) a web site for dental
professionals,

The company " talways pav) close
artention to the environmenc, It ™ {already
malke) grear progress in the use of recvclable boeles
and packaging materials.

Ty B e e trmm&m#m”rm




unit one 3

Describing The following verbs can be used Lo describe upward {7 ) and downward | ™ )

ChaﬂgES movements in price, quantily and amount,
Intransitive verbs Transitive verbs
iverbs which do nol have an object) {(werbs which have an object)
A increase rse Eoup - increase raise
decrease fall drop
decrease reduc dro
\\"' go down decline \ Itk e P

The papulation of the world is increasing. The governrrent has fncreased incorme fax.
The prices of electromic goods rave fallen. W e reduced owe prices e 10 per cent,

‘These commesponding nouns can also be used,

-~~~ an increasc a rise a rdise (US = Increase [0 salary)

. a decrease a fall a drop a decline a reduction

Complete these sentences using a noun or verh from the boxes above. Use each
word only once.

1 There are several competing companies entering the market and this has caused
a4 200  drop  in prices.

2 Last vear was a good year for the company and our sales considerably.

3 The price of coffee has as a result of the bad weather condilions.

4 As a result of the recession, we have had to the amount of money we
spend on rescarch and development.

& The in profits is the result of poor management,
6 The recent in overseas investment has been good for the economy.

7 Economists predict that interest rates will _ it consumer spending
continues to slow down.

B Because of high profits last year, the company has annoynced a salary
for all its employvees.

Skills Focus

Listening 1 Complete the passage opposite about Mr Pat Guerin, Industrial Relations
Manager of Guinness Ireland. Use these expressions.

a ‘This job involved ...

b T reported directly to .

€ [ was employed as ...

d [ worked ...

¢ The next position [ held was ...
f I was then promoted Lo ...

g In this rolc ...

h I've worked ...

16y




2 Recruitment !

Key vocabulary B2 When a company needs to recruit or employ new people, it may decide to advertise
the job or pesition in Lhe appointments section of a newspaper. People who are
interested can then apply for the job by sending in a letter of application or
covering letter (US cover letter) and a curriculum vitae or CV (US résumé)
cantaining details of their education and experience. A company may also ask
candidates Lo complele a standard application form. The company’s Human
Resources department will then select Lthe most suitable applications and prepare a
short list of candidates or appllcants, who are invited Lo attend an Interview.
Anather way for a company to hire is by using the services of 3 recruitment agency
{US search firm) who will provide them wilh a list of suitable candidates. [ '

Lead-in T Read the advertiscment opposite from the websiie of the American company
Ciognex, and match the information below with the corresponding red boxes in
the advertisement. i

Cognex provides evening entertainment for its employees.

There is a place for-employees to play and unwind.

Froployecs are given the opportunity to travel to foreign countries.

Cognex likes to recognize and thank employees for their hard work.

(PSR VI,

M

In pairs, discuss these questions.

What are the advantages and disadvantages of working for Cognex?
Would you like to work for a company like this? Why / Why not?
What do you think of this type of recruitment advertisement? 1
What kind of person is Cognex hoping to recruit?

What other ways can companics use to advertise for staff?

o LW kR

3 Different methods may be used to recruit people. In groups, discuss the
following,

Candidates may be asked to

¢ lellajoke

+ take part in a team game with employees from the company

* make a five-minute speech .
» complete a probation perind before being accepted

Employers may:

s offer a job to the husbanid or wife of a good candidate

» prefer to recruit people from the families of emplovees

s sk candidates to complete a personality test

s have candidates’ handwriting analysed (graphology)

Which methods do youn think are acceptable / unacceptable? Why?
Would it be possible to recruit like this in vour country?

14




" Recruitment W
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. COG N Ex Vision for Industry :

=

About Dur Campany

B

- Hours required: v
President’s Mawards whataver it takes to L Plane tickets to
glven yeatly to top maet customeras’ nesds vigit custoimers
Press Releases performers, with = around the world
bonuses up to 510,000 ;

Products

‘Cognold” |s.k.a
Cognex employer)

i
Tokens for pinball
gamas In company
Panie Foarm

Vision Technology

| Fristies for daily
| Uitimate Frisbes
mateh at lunehitime

Career Opportunities

Ewverything you need
to do your best waork

Investor Relations

Maovie tickets for
manthly company
‘mavie nights’

Patent for developing |
unique technology

i

Customer Satisfaction

(Clice o the read breces fuogo fo more Jnformation o rbar;mpf.-.','

UCopnesx offers a wealth of exciting carcer npEorumices for new graduates ioall ficlds, We also offer curnemit
college students:the ahility s sequire snnse exeellent professional experience throngh fnesnships and co-op
programs. We conduct an-caniges intervews and particpace in carcer expas, and we'd Tuve 1o mest you the
next time we're atyour schinnl,

(&

*on inters (LIS): someons who works Tor @ short time to gain experience

15
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unit two

By Judith I1. Dobrzynski

NLW YORK - Members of Americas prolessional and
manygerial classes have always left college contident of af
least one thing: they had taken their last test. From here on,

they could rely on chavm, cunning™ andfor a record of

acedmplishment to propel them up the corporate ladder.

Buat that's not necessarily (rue any longer, A growing
number of companies, ffom General Motors Corp to
American Express Co., are no longer satisfied with
traditional job interviews. Instead they are requiring
applicants for many whitc-collar jobs  from top executives
down — w submit t 4 series of paper-and-pencil tests, role-
playing cxercises, simmlated decision-making excreises and
brainteasers™. Others put candidates through a long series
of interviews by psychologists or trained interviewers.

The tests are not aboul mathematics or grammar, nor
about any of the basic (echnical skills for which many
production, sales and clerieal workers have long been
tested. Rathet, vmployers want to evaluate candidates on
intangible* qualities: Is she creative and entreprencurial!

Can he lead and coach? Is he flexible and capable of

learning? Does she have passion and a sense of urgency?
How will he function under pressure? Most important. will
the potential recruit fit the corporate cullure?

These tests, which can take from an hour to two days,
are all part of a broader trend. “Companies are getting nuch
mare carefil about hiring,” said Paul R. Ray Ir., chairman of
the Association of Lxecutive Search Consultants,

Ten years ago, candidates could win a top job with the
right look and the righl unswers to questions such as “Why
do vou want this job?". Now, many are having to face
questions and exercises intended to learn how they gel
things done.

They may, for cxample, have to describe in greal detail
nol one carcer accomplishment but many — so Lthat paticrns
of behavior emerge. They may face questions such as “Wha
1 the best manager vou ever worked lor and why'?” or “What
is your hest friend like?”, The answers, psychologists say,
reveal much about a candidale’s management style and
about himself or hersell

The reason for the inlerrogations is clear: many hires®
work oul badly. Aboul 35 pereent of recently hired senior
execulives are judged failures, according to the Center for
Creative Leadership in Greensboro, North Caroling, which
surveyed nearly 500 chief exceutives,

The cost of bringing the wrong person on board is
sometimes hoge. Searching and training can cost [rom
£5000 for a lower-level manager 1o 250,000 for a top
cxecutive. Years of corporaie downsizing, 4 trend that has
stashed® lavers of management, has also increased the
potential damage that one bad exceulive can do. With the
pace of change aeeeleruling in markets and technology,

fil

W

75

80
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companies want o know how an executive will perform.
not just how he ot she has performed.

“Years ago, emplovers looked for experience — has a
candidate done this before? said Harold P Weinstein,
executive vice-president of Caliper, a personnel Lesling and

consulting [irm in Ponceton, New Jersey. ‘Bul having
experience in 4 job does not puarantee that you can do it in
a ililTerenl environment.'

Al this point, most companies have not shifted to this
praclice. Some do not see the need of remain unconvineed
thal such testing s worth the cost, Bul human-resouree
spieialists  say  anecdotal®  evidence suggests  that
whitc-collar testing iz growing in popularity. What has
brought so many emplovers around o testing is a sense of
the Timitations in the usual job interview. With so little
information on which (o base a decision, “most people hire
pecple they like, rather than the most competent person,’
said Ory Owens, a psychologst in Snohomish, Washington,
who sizes up executive candidates. Research has shown, he
aaid, that “most decision makers make their hiring decisions
in the first [ive minutes of an interview and spend the rest
ol the time rationalizing their choice. ¥

Buesides, with advice on how to land a betler jobaboul
ds common d5 4 ten-doflar hill, many people are learming Lo
play the interview game,

Even companies that have not starled extensive tosting
have toughened their hiving practices. Many now do
hackiground checks, for example, looking for signs of drug
use, violence or sexuul harassment. But the more
comprehensive lesting wims to measure skills in
comimunications, analvsis and organization,; attention
detail and management style: personality frairs®  and
motivations  that  bokaviomsl  <cientists  say predict
petiurmance

Mew York Thaes

*runring: the akbility to deceive people

*a iointeaser; a problem which is fun to solve
“intangile: s th, that cannot be felt or described
=1 hire (LS @ recruit (GBY: sGmcone wine slarls 1o
wiork for o comparny

“1o siash; o Cut

'uneadr.n'ul.l: based on persanal BRpErienCe
“to Brivg arcund: t persuade s.b. ta agree with s the
g fraif: a quality in someone s character

e g —




Recruitment Wl

.~
Reading Read the tex| opposite, and decide il the following statements are true (T) or

false {¥),

1 Traditionally, candidates for executive positions have been i
evaluated on thelr technical skills, L]

2 The principal.aim o lesting is to find out how candidates have [
performed in the past

3 Today, choosing (he wrong person for a position can have more ]
sericns consequences than ten years ago, -

4 Most interviewers sclect candidates for their professional abilities. []

5 Candidates are nosw better prepared for interviews than they were
in the past. E

Dictionary skills Lsing an English dictionary to find the meaning of a word that you do not

understand is a simple way 10 improve your vocabulary. When you look up a
word in the dictionary, you can find information about:

= jls pronunciation(s) 2

* Qs grammnatical category .o, noun (1), adjective [ndfj-'. wverb {vb), adverh (adv),
preposition: (preg), phrasal verb (phr v) ete.

= [is meaning(s)

*  the way it can be used

=t suflixed forms

» its componnd forms (when the word is used with another word)

* other ways it can be spelt

Look at the sample entry for the word survey (line 44) and then complete the
checklist below.

survey? fsaved| ssr-/ v |T) | o sk s group of peaple
a-sct of questions Wy find out about their TR o
betwviour The agency surveyy execufives in aboul
d 200 companies wround the countr | Owly 13%, of ]
given tosa group of peaple w lnd oul about their | vespemdents srveped would admit io leaving "J‘E‘“ﬂ
ofpintian o behiviour: People ove becaming more | workplace eurly:
pessimistic abow! he economy, according 1o the | =t .
latest consumer survey, +of A mild economic | —
recovery starts this sprmg, decording o o servey |
of 42 veonomisty by ke Wall Srreet Jonrnaf, 4

— - R

survey! fsarver! s/ o [0] 1 g set of questions

Dictionary checklist

Are all forms of the word pronounced in the same way?
[oes the word have one or more grammatical categories?
How many different meanings are given?

Can it be spelt In any other wiays?

Does it have any sulfixed or compound (orms?

Which form of the word is the one that is used in the text?

o I - R

=3 ]

Vocabular Y 1 Before using a dictionary, it is always a good idea to see if you can work out
the meaning from the text. Find the following words in the article and see how
many of the questions in the dictionary checklist you can answet:

SEIl (Tine 16), employer {ling 18), behavior (ling 35), competent (Tine 68),
ralionalize (ing 73),

17




2 nNow see if YOu can answer any more guestions in the dictionary checklist,
using the entries helow from the New Longman Business English Dictionary.

1 Ul !
st A B St |
e that somedn OF oo dheir b { he market | competent /konip!tant
t;;;idﬂg: They n*:::;f r:l-;l:l-j"’r purﬂf‘z:ﬁf;:r- mlhiﬂk higsie sk[_lL k”““’iedgmﬂEi%im-m{f r,:i.-:.ﬂa' I hav:'ngl enough I
il T postpoR e, m‘“;rﬂf:vinuf sattsfactory standard: The mmﬂwzfjc;::ﬁ;]?f %e[?u:

e :
forced rke iy a compete
erash 1075 pout ma 3 tpetent manager: | You need vo :
b{ - 5 ] TH Y
a.gsumj’mﬂﬂ- ath Cifrefenf d‘i’_fi.":anr:':-:' ﬂ'ﬂd ;i‘rjm“ REWR hha o

employer am'plomflor! s [(C] & person or company
that pavs people to work for them: Svery emplaper
shouwld spend money on traiming. | Whe is pour

current emploper? | Porential employers feel they |
can iell a lov about a person by looking ar fzr/’

handhwriting.

tionalize #ree [analalz/ also -ise BrEv [LT] o mz}ke

rg business cl:r u{ga.ni;:atiun more effective by getting

iid of unnccessary slaff, equipment ete, or | -

rogrganizing ils structure: The company has heen skill fskil/  [C.U] an ability 0 do something wel,
taking steps to ratipnalize fis printing operations. especially because you have learned and practised
: it You necd computing skills for that job | The

suiceessfil applicvant should be wble o uxe their awa {

-""M_._--

; - ' initiative and have pood communication skiils. |

e et ——— There gee still excellent jobs gvailable for those
with the right specialist skills and Imowledge

Uinforiunately, fistening may be the least proveised

management skill in today & workplace, +atfin: The

Federal Reserve Chairman has demonstrented skill

in adijusting interest raies.

—— e P

-—-.‘ﬁp#&

3 Complete the following passage about the role of search firms in recruiting,
using words from Vocabulary 1 and from the Key Vocabulary section.
Change the form of the words where necessary.

Headhunters or execulive search firms specialise in finding the right person for the

right job, When a company wishes to '_recroik  a new person for an
imporiant 2 it may use the services of such a firm. The advantages
for the * are that it does not have lo organise the costly and

time-consuming process of advertising, selecting and interviewing suitable
B . In some cases, the search firm may already have a list of people

with the appropriate * for the job, If this is not the case, then il
may act as a consultant, advising on or even arganising testing and simulations 1o
evaluate the candidales' ® in order to select the most

L persan for the job.

Now select three words from the lext that you do not know and look them up
in a dictionary.
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Vocabulary
development:
compound
nouns

Discussion

Present simple
and present
contimdeons

Recruitment M

Compound nouns can be formed in different ways. Decision maker (fine 7T}
is formed by combining two nouns and refers to ‘someone who makes
decisions’. The nouns in the two baxes below can be combined in the same way.

1 Match one noun from each box to form a compound noun.

1 nisk h 5 wage a  earner e programimer
2 computer & wine ' b winner f solver I
3 problem 7 law ¢ breaker g imporler '
4 award & trouble d shooter h taker

2 Check your answers in a dictionary and note if the expression is written as two
wards, with a hyphen (-) or as one word.

3 Can you think of four more expressions like this?

On page 156 vou will find four examples of questions from a personality test of
the type mentioned in the text.
1 Follow the instructions and answer cach question,

2 In pairs, discuss vour answers to the questions, What do you think the answers
would tell an emplover aboul wour personality?

3 What do you think of this type of testing?

Language Focus

Which sentence helow refers to

1 atemporary sttuaton? €

2 an action that Is happening at this moment?
3 a permanent state oc situation?

4 a lubure arrangement?

5 a regular or habitual action?

6 a changing and developing situation?

7 atuture event based on a timetable?

Candidates know what guestions to expect.

Companies are getting much more careful about hiring.
Whao is she talking to?

'm meeting the production manager this aftemoon.
The flight leaves at 18.00,

James is working al home until the new oflice 1s ready
I get up at 7.00 most mornings,

S T < TR S~

Which tense is used in cach case?

b For more information on the present simple and present conlinuous, and
for examples of verbs not normally used in the continuous, turn to page 164,

19
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Key vocabulary =

lnt-ématibnal Business
Styles !

I'he characteristics ol management often vary according to national culture, which
can determing haw managers are trained, how they lead people and how they
approach their jobs,

The amount of responsibility of any individual in a company depends on the pasitian
that he or she occupies in its hierarchy. Managers, for example, are responsible for
leading Lhe people directly under them, whao are called subordinates, To do this
successfully, they must use their authority, which is the right to take decisions and
give orders. Managers oflen delegate autharity. This means that employess al lower
levels in the company hierarchy can use their inftiative, that is make decisians
without asking their manager.

Lead-in 1 Read the portraits of managers in five different countrics and decide which
counlry cach one corresponds to.
+  Germany
« Paland
= Sweden
* The United Kingdam
¢+ The United States
1 2
Managers from this country i Managers from this country
® consider professional and technical skills to ig = receive @ general education,
be very important, * delegate authority,
* have a strong sense of authority “ ¥ take a practical approach to management.
® respect the different positions in the ' ® have relatively formal relationships at work:
hierarchy of their companies. % * encourage their employees to work

* clearly define how jobs should be done,
* are very loyal to their companies and expect

individualhy,
believe it s important to continue education

their subordinates to obey them, and training at work.
* are often alder than in other countries. l




\/ International Business Styles W
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3 Managers from this country
Managers from this country

LS

generally attend business schools,
communicate easily and informally at wark.
admire the gualities of a leader,

expect everyone Lo wark hard, Individual
perlormance is measured and initiative is

® consider social qualitics to be as important
as educatinn,

s encourage their cmployees o take an
interest in their wark,

W REER T

¢ pay close attention to the quality of ; rewarded.
working life. 3 ® have competitive and aggressive attitudes to

* do not use as much authorily as in other E wiirk, '
countries., * often accept innovation and change.

= appreciate low-level decision-making,
* are often women.

e T T T e

5
Managers from this country

®* have either gained their experience in state-pwned '
crterprises or are competitive self-starters.

® nlder managers hold technical degrees rather than business
ualifications,

s work very long hours and expect their subordinates to do so.

* are extremely inndvative, optimistic and determined,

® are quick Lo invest in the development of new products,
markel lechnigues and methods of production and
distribution.

2 groups, discuss the advantages and disadvantages of each approach to
management, and say which onc vou would find the most attractive. Do any of
these profiles correspond lo management practices in your country?
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*foempower; to give s.b. more control
T go g bombk [GE): o be successful
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unit five

Learning to
cope with
corporate
culture
clashes

e dos and don'ts of travelling abwoad are 3 potential
minefield for the unpreepated traveller 1 yau spitin some
countrles, you could end up in prison. o others. spitting
i5 4 competitive spart
e Centre for [nlgrnational Brisfing fizs spent 40 gours preparing
Lo wary traveller for sush pifalls. Thoogh il may sound like -
covert’ cneration lor aspining secret agents, whar the
Centra does iz prepare travellers foreroounlers with new
social and business customs worldwids, To cate, s
ol people have passed through irs headgaa: ters al
Farnham Caste’ine Surrey. "There gre o broad fracks to
our taining programme;” explains Jeff Toms, Markeling
Direclor, 'Ome covers business aseds, Lhe other social
ctiquatta®. For uxample, business travellers need 19 know
feesw decision-making works!
— I China, it may be necsasary 1o
have gmrwnmem invalved in any decisions takon, And in
India. people are somerimis ate for a schedulod
appointrcnt
) Whilee we are [amiliar with the

shart firm bandshake in this part of the world, o the
Midelle Bast the hand is held in & loose pp lora longer
time. I Islamic cultures, shiwing the soles of vour feet s
a sign ol disrespect and the reasan crossing your legs is
seen as offensive.

jeff Toms tells the story of a
Brltish employes asked o poat a letter by her Indonesian
employer 'She koew the leller was too late for the six
aclock posl, so0 she decided to held iU unlil Lhe eight
o'elock e Her boss saw e letter on her desk and
sacked her for net posting it immediately, In Weslem
cultures we believe in eimpowering people and rewarding
them lor using milistive, but other cultures operate on
the basis of abeving direct ames

o

.
*to bomb (US): Lo ga badly
*exuberant: happy, cheerful, full of energy

SEninT

B e Lhe mecst
person at the mecting will say very little, anid e person

‘For thom,

doing must of Lhe Lalking i3 not very Doporlanl Behery
has spent 12 of [is 16 years wilh Lhe 1DA working abirosd
in the 1154, Genmany, Scuth-East Asia and [apan

__ "Withea popolaticn of 125 million
condensed into anarrow strip of land private space far
The [mpanese s ?Jnuall}' nonsexisten! You can't worry
about your personal space g packed traim when pooplo
are stending an your feet

Tiptosing through the minefield
fa

= Show an interest in, and 4L legst an elementars
knowledae of the counley youw are visitina,
* Learn o lew words of the languzge — il will he seen as

a complimenrt

* Be sensilive Lo countries whe have blgger and better-
known neighbours, and tre nol o confuse Canadians
with Americans, Mew Zealanders with Australians,
Balgians with French,

= lamiliarise voursell with Lthe basics of business and
socidl eligeelle. As a starting point, leaming how ta
greet pecple is very iinporland

Dot

® ASSUITiC you wen'L meet any communication problams
because you speak English You may think vou are
paving someboedy a compliment by tefling them their
busmess is going a bomh™, Americans will infer you
think it 'z failing

= Appear foo reserved. As Americans are generally more
exubsrant* rhan ~heir Furopean colleaguas, they may
equate reserve with lack of enthusiazm

The lrisk Independent
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Vocabulary

International Business Styles W

T Read the text vpposite about The Centre for Internalional Briefing, which
runs training courses for business people travelling o other countries, and
complete the paragraphs using the sentences below.,

d

T a country like Japan, the notion of personal space which we value so much
simply has no meaning,’ he says.

b In Asian cultures most of it takes place behind the scenes,

The difference between understanding a culture and ignoring its conventions can
be the measure of success or failure abroad.

The Centre for International Briefing has spent 40 vears preparing the wary

traveller for such pitfalls.

John Doherty, International Marketing Director with the Irish Industrial
Development Authority, explains how vou can casily talk yourself into trouble at

a business meeting in japaun:

Greetings, gestures and terms of address are all polential hazards abroad. A

In pairs, discuss Lhese questions,

What social etiquette is important lor business travellers to your country?
In your experience, what can be ditficult about dealing with British or

Americans?

Match the words from the text with their corresponding definitions, £

alarcad {fara 1) a
a minefield {MHN b
a pitfall (g 2) :

[
a custom {parg 2) il
ctiguette (para 2) ]
scheduled (para 3) £
to be a sign ol (para ) 2
offensive {par 4) h
a compliment (para 5) i

sensitive (para §) j

something done in a society because of tradition

able to understand others’ feelings

in or to a foreign country 'L
something that expresses admiration i |
tor show or Tepresent {
rude or insulting 3
d situation with hidden dangers I
formal rules for polite behaviour in sodety
a likely problem

arranged lor a certain time
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v
P

2 Complete the passage using words from Vocabulary 1 in the correct lorm.,

Gift giving in the international business context

In Great Britain and the United States corporate gift giving is not a very popular
"euskom ; people can spend their entire working lives without ever receiving a
corporate gift. However, gift giving is sometimes an integral part of the
negotiation process when doing busingss 2 . IL1s important to learn
about the 3 of gift giving before sending or taking a gift to an
international clienl or business partner, or you may find that your gesture appears

=5 giving. Waiting for the person to open your gift would show

- . For example, in China a desk clock ® bad luck or death.
it is also rni‘ereshng to note that the receiver never opens a gift in front of the
giver as that would signify that the content was more important than the act of

that you were not to Chinese culture. In France,
don't give something with your company logo, as they find
items like this impersonal and in bad laste. Giving knives in
italy, Russia or Argentina could lead to prablems in
establishing a deal as this signifies cutting off the relationship!
Giving flowers is another possible 7 . In England,
Australia and Canada, some people see white lilics as 2
symbal of death while in Germany, yellow and white
chrysanthemums could be seen this way.

Vocabulary
development:
prefixes

. 2 Add prefixes o the following adjectives.

—_F.'
In the text on page 46, the word non-existent (para 7) consists of the pmﬁa:‘m 4 o ]
and the main word existent. The prefix gives the word the oppesite meaning.

1 Malch the prefixes with the groups of adjectives.

dlis- il- im- in- ir- un- |
a _irm possible probable precise
b I honest similar organised
< popular econamical manageable
.d legible legal logical
e __ _ complete expensive efficient
f regular relevant responsible

In which of the six lists do the adjectives have something in common?

a unlikely b respectful ¢ polite . d rational
e literate “f  frequent g lawful h proportionate
i resistible 1] liberal k mature | helpful

3 Add one more adjective to each group above.
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The imperative

Practice

International Business Styles W

Language Focus

The imperative has the same form as the infinitive without to. It is used:

= to give orders or instructions, lor cxample on packaging, labels or documents,
FHI ter the form in block capitals.
Emepty the comtents into boiling waler,

* o give strong advice.
Awvoid showing the soles of vour feel in the Middle East,

1f wou want to be emphatic you can use do or ahvaps,

Do learn o fow words of the language.
Abways fenmilicrise voursel with the basics.

The negative is formed by using dow’t or mever.
Domn't appear ton reserved,
Newver cross your legs in the Middle Hast,

B For more information on the imperative, turn to page 166,

Complete the sentences below using the expressions in the box in the correct
imperative form, positive or negative.

study invest be fexible
expect {(x 2) assume judge
increase beware leave

1 Leawe attitudes lke ‘my way is the only way' behind,

2 , be curous and fascinated instead,

3 __ some time in preparing yourself for encounters with other business

and cultural styles,

4 your understanding of the countries and cultures vou are visiting by

attennding cross-cultural seminars.

5 the general protocol and etiguette of the country or countries you
are visiting,

G delays, frequent changes in plans and cancellations.

7 to have easy access
to your e-mail while on the
road. In some cases it mayv be
impossible to log on o your
inlernel server remotely,

8 W}lEI‘L negotiating prices.
9 that market o7 sales techniques that work in your country, work in
others,
1w . of drinking too much alcohol over a business lunch; vou might ne

to make important decisions.

el
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unit five

Adjectives of
nationality

Practice

Writing

Look at these examples [rom the texl on page 46.

Country: I Clebvagr, it pnay be necessary o have govermment vohved. (para 3)
Nationality: Jeff Toms fells the story of o British employee. (para 3)
Inhabitant: When talking about the inhabitants of a country we penerally use the
adjective of nationality.
Private space for the Japawese is virtually non-existent, (para 7)

BB lor more information on adjectives of nationalily, turn to page 166.

Match the words from the three colummns below to make sentences. Transform
the names of the countries into adjectives.

Example: [8M is an American comjpufer contfany,

1 Hala Denmark furniture retailer

2 Terrari Norway NeWspaper

3 Fwian France computer company

4 Mateus Rose Holland beer

5 IBM Spain electronics company F=
6 AGFN Finland industrial company o\ N
7 Philips UsA mineral water pipe
B Carlsberg Biitain seaporl == "

9 IKEA Turkey airline

10 BBC 1 Portugal car manufacturer

11 Olympic Hussia photographic company

12 Pravda Germany wine

13 Aker AS Grescs mobile phone company

14 Istanbul Ttaly weekly magarine

15 MNokia Sweden television channel

Skills Focus
A memo

A memorandum (o1 mema) 15 a very common form of business communication

which is exchanged between members of the same organisation. The memo usually

focuses on one message or piece of information, and often requests action to be

taken. It may be sent to a single person or a group of people,

There are many different techniques used in memo writing, but several hasic rules

shiould alwavs be applied:

# Since memaos are a little less formal than business letters, it is best to use simple
language and a neutral tone.

*  Keep vour memo clear, Use short, simple sentences.

* A memo should not be any longer than one page. Most people do not have time
to read long memos,

* ‘The opening and closing formula can be more direct, and less formal than in a
lerrer.

Pharmatec Pharmaceuticals is sending a delegation of executives to Japan for the
first tfime to negatiate an important contract, so the executives are going to attend a
scrics ol seminars given by Tomomi Moriwale, a Japanese consultant,

REcad the memo [rom the Managing Director to the Human Resources Manager
and match the parts of the memo (1-6) wilh the descriptions (a-f)
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Pharmatec (g WgmoranEan

(- )—— DATE 9" June
@{}-————— TO Vincent Mills, Human Resources Manager

FROM Philip Groves, Managing Director

@}O-———-—-—' SUBJECT  Seminars on Japanese culture and management

Philip

@:J O The trip o Japan has been confirmed for the 15" of next month. I've decided to
4 go ahead with the saminars as we discussed,

T Could you contact the consultant you menticned and get back to me about the
following;

(5H_————— = the lopics she covers

# short deseription of each topic £

+ whether you think we should use her servicos or look for somaone glse [

_ o
; 3’5 S We haven't much time, so could you do this a.s.a.p. and also check the E
| availability of the exscutives who will be involved in this training. i
!

E

¥

|

L

PG #

i

3

i

:

IF.

B T N e S L e T e s nea e a g ]

The ‘body’ of the memo.

A shiort heading which Lells vou whal the memo 1s about,

When the memo is sent.

The conclasion of the memo, which often recommends a course of action,
Mame of the person o whom the memo is sent.

Lo T T T T -1

A brief introduction to the memo giving the most important information,

al
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Banking -

Key vocabulary = The banking sector in the United Kingdom is made up of a variety of institutions

56

supervised by the country’s central bank, The Bank of England. This bank looks after
the government’s finance and monetary policy and acts as banker to other banks.
However, for the general public and many businesses, banking services are provided by
commercial banks, or clearing banks, which have branches throughout the
country. These banks offer a wide range of services which include accepting deposits,
making loans and managing customers’ accounts, Merchant banks, on the other
hand, do nol deal with the public but specialise in services for companies or corporate
customers, They are particularly active in arranging mergers and acquisitions and in
advising on aspects of corporate finance,

1 In pairs, make a list of the different services that banks in your country
pailrs, ¥ h
provide [or the general public. Tick the services that you use.

Example: cirrent accoust 3

2 B3 Listen o Elcanor Stevens, an HSBC Bank branch manager, describing the
bank that she manages. Make notes under these headings.

Location

HSBC@

Mumber of custormers

Crpening hours

Services offered

Mumber of employees

Role in the community

How do the services offered by this bank compare with those available from a
bank of a similar size in your country?




Banking B

3 Match the banking words with the illustrations below,

h e W e =

4
1

e B

chequebook (US checkbook) § & bank notes (L5 bills)

hank statement 7 coins

credit card or debit card 8 keyhoard

bill (U5 check) 9 screen

traveller’s cheques 10 cash machine or cashpoint
(LIS traveler's checks) (U5 ATM)

®

Which of the items would you use if you needed to

check how much money you had in your bank account several weeks ago?
take money with vou for a visit to a toreign country?

see how much you have to pay for the electricity you used last month?
send payment by post?

take money out of your account on a Sunday?

57
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T im pairs, make a list of the services that a company would ex pect from a bank,

2 Read the text which describes the Bank of Scotland’s Home and Office

=
R

[t &30 o Mondoy morming. You're an @ shuitle er-route
for London ord o crucic! tmecting that will oy a lorpe port
ift deciding the fulure of your business. You reed She most
Yp-ro-dole finoncinl information you con gel, including
getails of cheques presented™ todoy. But its an hour and g
half until the bimk anens,

Nove you von unlock ol the infarmotion vou need for the
meeting quickly and simply. Just baat up vour raotan. ard,
using dote downlooded from Bonk of Seoffand’s centrol
tomputers, the information (s there ot vour fingertips, Yau
£OR group ceoounts [ give you an overoll Wew af vowr

‘business's financio! position, facus on the net position of o

porticular areo of the business - cven prepere rons
HOBS, Bonk of Scotend's Home and Office Banking Service,
15 perfect for people like you who ore too busy ruanin i their
business oo worry-abow! [Tiking in to bonking hoors
THE KEY TO .. financial conkrol, . 111
Wiith HOBS in vaur affice, vou can

® arcess cemprehensive, up-lo-the-minute

infarmation on all your sterling, foreign currency
and credit card accounts,

* initiate BACSY paymenits to pay salaries, wages,
suppliers eir,

= iritiate CHAPS® and International payments,

® transfer marey instanthy between your oerounts,

» check allyour standirg orders and direct debit

® et specitic transactions quickly using @ range of
search eriteris

* apen an exclusive HOBS Investment Account to
ke serplus® furds sork realy bard Tor vou

Banking System (HOBS), and see which peints in your list are mentioned,

the scene |

35
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THE KEY T0)
With HOBS, you ro ionger bave to devote valuable Hme o
rauling fransactions, or fit your businéss inta banking houes
Cantral your aeccaunts whengver il suits vou, 24 hours a day,
7days a week,

THE KEY TO oo BLET IS
Connecting to HOBS costs just the price of a lacal ahone call
froen anywhere in the LK, Further bul't-in features, such as
uff-iine® processirg, mean that the amount of time wei
need b be coanecled to HOBS 5 keol 102 minirum.,

THE KEY TO oottt Ll

A series of advaniced, built-in tealures malnrained in wour PO
allow you to restrict access to desionated users, and Lo
specify exacthy what information ezch ndividual vin aecess
and what transuctions tney may carry aut,

THE KEY TO e Ih:

Carporate HDBS has been designed to dovetall” with vour
existing Tinancial saftware, giving you o cholce of seeourdt
repurting and payment processicg faciities snd 2 smoatt
franster ol account nlormatian to and from ather packages
Such as Sage ® or Pegasis ®

The BACS Dircet facility is ideal for the aisinbution of WL,
salarivs ar experses, and the terplute function saves VO
from having to re-key similar data each ek manth. A
database of beneficiarios  [supplicrs, emplovees] s
maintaingd o your PC

THEKEY T s miimes g L
Wher you hawve urgent payments to make, the CHAPS
funclion enzbles you Lo send funds far same-day credit
subjoet 1oz cut-ofT time of 2am.

The Bank of Scotlad

o present @ cheque; Lo pass A cheque from the receiver's
bank to the payer's bank, for payment

*surpius: extra

*afi-line: not connected to the Intemet

*to dovelail: to tit together perfectly

"BACS: Bankers Aulormated Clearing Services, This COMpany
works with Lhe banks to iniliste computerised paymeants,
*CHARS, Clearing House Automated Payrment System, This is
awysteny for dealing with higl-value payments,




Vocabulary

3 Complete the headings in the text with these words.

d

b Cost-affectiveness

&

o TSR Sy

Securily

Financial Control I

d  Flexibility
¢ Convenience
Priarity Maymenis

Banking W

4 Read the text again and decide if the following statements are true (1) ot
false (F).

R I e

Yo can only use HOBS during normal banking hours,

HOBS cannot provide information about accounts in dollars.
The telephone charges for nsing HOBS are the same all over the UK, |
¥ou can control who can obtain information from the system.

Using CHAPS, vou can make a payment 1o someone and

they will always receive it on the same day.

Complete the crossword using words from the text.

)

CLULES

ArToss

[y Regular pavments
from a bhank accouni
tor an organisation,
(Ve 260 (2 words)

(1 Woney vour
emplover pays you
every month. {line 22)
[} The amount that
remmaing after
everything else has
been deducted. (line
124

i) Womey you make
when vou work,
usually paid weekly, in
cash. (line 22)

Cotedfy Crrdinary and
haring. (line 33)

iv) The calls are cheap;
they don't

et (fine 377

(1) The currency it
of the United
Kingdom, based on
the pound, (line 200
{14 To find the space or
time for something.
(fime 330

i) Muney used in
ancther countey, (e
2N (2 words)

OO0

L

Down

1

13

14

I

19

{n) Giving things toa

large group of people,

iline 52

() The business of

looking after people’s

money, (fne 33)

(i} Movemenls of

money into or aul of

Customers’ accounts,

(Hne 33)

(1) Criving

information. (line 49

fadi} Very important,

needed vory quickly.

iline 58)

(r} Information or

facts, {line 9}

(v) To make something

do what you want i

to. (line 340

() To move something

from one place to

another. (e 25)

{n) Amounts of

money. (e 30

i) The amount of

money for which

something is scld or

Bought. (fime 375

(V) First vouo need to
an acomint.

(line 289

v Tor give money,

{line 22




Complete the passage using words from the box and the information in the
bank statemenl below,

credit account cash transactions
payment halance deposit
chedue dehit dehit card

Jane Sadler opened her ' aceounk.  with the Medway Bank on 28th January with
arcash 2 of £300. On 15th February she wrote a ? far
£53.25 and this appeared as a 4 on the bank statement on 20th
February. On 22nd February she took out £60 in ° from a cashpoint
machme On the following day the bank debited £33.50 from her account for a
she had made using her * . Her monthly salary was paid
directly into her account and this appeared asa®  of £802.20 on 26th
February. There were na further # _on her account and she finished the

monthwitha™___ of £955.45.

ACCOUNT NUMBER SABRISI06 PAGE 1 M dw

STATEMENT MUMEER ] e ﬂ-‘y

STATEMENT DATE I MAR. 20} Bﬂ]]kp]c

My Jane Sadler 53 Tha Maws Rondl

HE 5 Londan

Mgy Mency L34 PYE
." London WS

[Cinna Purticakars Danits Credits Bl
e Uhpening dheposil (CSH) 000 300,010
2 Feb Clescpunes LEEXHD | o E L] 5335 246,75
21 Feh Aurchiank ABASI0

Chalomt Sres 1)1 SO0 186.75
X Feh Mfaitkaiwl sned o (IR 33,50 15325
X Feh Bennes and Sons (C5H) R2.2n 055 45
J

[D?I:-Tar ]I_hmm J[Dmﬁm.i Imﬂﬁz.zn lmﬁ?\”ﬁj

ABEREVIATIONS: CHO - CHEQUE  CSH-CATH  DC-DEBITCARD TR - TRANSFER

3 Underline all the words and expressions related lo compulters in the text on
page 558. Match the words and expressions with the definitions below.

1 to make a computer ready to be used b_ook u_p
2 @ small computer that vou can carry with vou ]

3 to move information or programs from one part of
a compuiter system to another

the key words used to find information in a database
the analysis of information by a computer program
the sets ol programs in a computer

Lo type Inlormation into a compuier again

I Ch ot e
ek - B i =
r‘l

-




Vocabulary
development:
abbreviations

Allow, enable, let

Practice

A number of abbreviations are used in the text, for example PC (fine 56) fﬁ; "_
computer, &

1 Put each business abbreviation below inte one of these categories.

time money people companies other

VA ’l e Lid L a2 ) ey

'11011} ~ MD ; AcM | SFr I\ Corp | N/A ]

M ¢ f Ie § am,
AGB PAYE { -CED P GMTj a.m. |

‘ t ather abbreviations do you know for each category?

Language Focus

The verbs wlfow and enable can be used Lo express possibility. Look at the
following examples lrom the text on page 58.

Features maintained in your PC allow yvou to restrict access o desfinated nsers.
(fine 43)

The CHAPS fimction enables you to send funds. (line 59)
The same idea can be expressed using the verb fet.

HORBS bets you group information from different accounts.
While allow and enable are followed by an object and an infinitive with to, lef is
followed by an object and an infinitive without to.

Write a sentence about each invention using allow, enable, let. Use each verb
twice,

Example: A credit card allows you to buy goods and pay for them later.

L A fax machine 4 A modem
2 Alaptop computer 5 A credit card
3 A mobile phone 6 E-mail

)




unit six

First and second
conditional

Practice

62

Look at these sentences, Lhen complete the explanations that follow, using the
words in the box.

A If you transfer your tnoney to a deposit account, ol (vou will) eam niore
imtaresl,

B I had moie woncy, P (1 wonldd) invest it on the Stock Excharge,

second conditional first conditional is unlikely 1o happen
may pessibly happen Is unreal

1 Sentence A is an example of the - - The conditional clause (jf...)
refers to a situation that _ = ¢

2 Sentence B is an example of the . The conditional clause
{if ...} refers to a siluation that T

PP For more information on the first and second conditional, turn to page 166,

1 Decide which of these things may happen Lo you and which are unlikely to
happen. Write complete sentences using the appropriate verb forms.

1 It/ go abroad next summer / change / some money into traveller's cheques,
If 1 go abroad next summer 1M change some money inko
braveller’s cheques

ar

I£ T wenk abroad nexb summer I'd change sarme money nko
Erawveber’s cheques

It/ lose / credit card / inform / the bank immediately,

It / need some money / ask / the bank manager for a loan.

It/ find / mistakes on my bank statement | change / to a diflerent bank.
If / eam / more money / be ahle to / save more,

6 If { order / chequebook / get / it befure the end of the week?

s L ba

L1

2 Read the probilems below. In pairs, discuss what you would do in each
situation.

I You have spent the last month preparing a report for head office. You have just
learned thal your boss has taken all the credit [ar the work.

2 Your boss gave you a highly confidential report 1o read over the weekend, Now
you cannet find it and you think vou may have left it on the train,

3 You have been senl to negotiate an important new contract for your firm. During
the negotiations your counterpart makes it clear that he expects a personal cash
contribution (a bribe) from vou if your company is to win the contract,

4 In your CV you lied about your qualifications in order Lo get Lhe joh you wanted,

You have just been offered the job, but your new employer has asked to see YOUT

cortificates,

Two vears ago your company signed an agreement to become the exclusive

importer of kitchen equipment from a Swedish supplier, You have just received

confirmation that another company is selling the same products at a lower price,

6 You have just seen in vour bank statement thal your cployver has paid yvou £500)
more than your monthly salary.

n



unit

>

Business and the
Environment .~

Key vocabulary =3 it is often said that we live in a consumer society; we consider it important 1o buy

Lead-in

products and services, Companies need to be aware of the impact of this on the
environment, the natural world around us. Many companies use packaging
(boxes, bottles, etc.) which has been recycled, that is made using old materials.
Pollution, such as smoke in the air, can be reduced if companies use trains instead of
road transport,

1 In groups, look at the cartoons below and discuss these questions.

* Which environmental threat does each cartoon refer to?
* Which cartoon do vou think is the most effective?
* Which environmental cause do you think is the most important today?

These words will help you.

ozone layer global warming oil spills
chemical / nuclear waste rubbish bin (GB) fraxh can (US)

EwvciABonbladotShockivaim
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unit seven

Reading

AP
2 m groups, discuss these statements made by Anita Roddick, founder of The
Body Shop International. Do you agree with any of them? Why?! Why not?

S A good business should be part of society, and you have to have price in what you
do. There's no pride in making millions of pounds, but there is pride in helping
people and the envitonment, *

® The idea now is glabal responsibility. Businesses are the true planetary citizens,
they can push frontiers, they can change society, ¥

“in the next decade, environmentalism will be the most important issue for
business. ?

3 As consumers become increasingly concerned about the environment, more
and more companies clalm to be producing ‘environmentally-friendly”
products. Read the claims below and match each one to the company that you
think made it.

@ cosmetics firm 1 a fast food chain
a car manufacturer l l ‘ a sports footwear firm = .

s

T “We provide refills for all our bottles.
2 ‘All our packaging Is made of biodegradable materials.’

3 'When you've finished with our products bring them back, we recycle them.!
4 "Our latest model is much less palluting.’

What olher companiecs with environmentally-friendly policies do you know?

1 Read the text below and write three questions you would like to ask about
Patagomia.

"2 Read the text opposite and see il you can find the answers to your yuestions.
Can you guess the answers to your other questions?

3 Read the text again and answer these gquestions,

I According to the text, why are Patagonia’s customers so layal?

2 In what ways does Patagonla make efforts to explain its products’ ‘earth-
friendliness'?

3 What is the overall ohjective of Patagonia’s enviconmental education policy?

4 How does Patagonda reassure customers who might question their claims to be
environmentally-friendly?

5 low do cuslomers react to Patagonia’s grants projects?



[

s Mlapal: abvays supporting

Proven environmental
commitment helps
create committed
customers

Jacquelyn Ottman

When self-proclaimed Taragonics’ dial up Ptagonia, (hey
know they will receive more than a high-guality Meece
anorak or 4 waterproof pair of hiking hoots, Thanks to
the California-based recail firm's outdoor clothing calalog
and its exemplary method of communicating it o parare
crvironmentalism, customers are not anly knowledgeahle
about the company’s environmental progress, they ave
Lol oo,

When purchasing products from Patagonia, customers
also buy into a commitment to eivironmental restaration,
Palagonia’s example demonstrates rood green-marketing
slrategics,

Educate consumers on environmental product
attributes and benefits.

Fatagonia takes pains 1o cxplain its procjucts” earl-
friendliness and show customers the hig pictuee, For
example, in the mid-1990s, Patagonia began nsing
nrganically-grown cotton exclusively. Tn additiom 1o
highlighting the organic* merchandise in procduct
descriplions in catalogs, essavs explained why organically-
produced products are environmentally preferable,

Other essays expanded the issue bevond individual
producls and processes. Tn a 1996 catalop essay, lor
exariple, CEO Yvon Choninard explained the ratiohale
bebind the company’s switch 1o organically-grown cotton,
including the problems assaciated with prodicing
comventional cotton, the larger long-term benefits of
imyesting in organically-grown produces and the need o
think aboul Jong-term sustainabiility issues when chonsing
provducts.

One might assume that explaining the henefits of organic
cotton in eatalogs was a strategic move, singe the COTIPATY
had 1 justity the $2 to §10 premivm per garment, Bul
ather essays, for instance, addressed environmental issues
net directly linked to company profil.

Broad enviroumental education teaches consurmers thar .

althongh thinking and hoying green is more EXPCISTVE,
environmentalism is less todng on the carth in che ey
run, and therelore, oo individuals,

t

Business and the Environment B

Use a variety of media.

Patagonia’s advertising and company literature i 1o
educate. Inslead of a catalog packed only with sales
informadon, Patagonia’s catalog is more like National
Geagraphic, Demongirations in Patagonia’s recail stores
engage® customers with interactive displays of the earth’s
processes. Annual veports, pamphless and other corpany
literature. explain new ideas in environmentalism, And
Patagonia was one of the first CoMTpALIEs T discuss
sustainability in paid media,

Demonstrate tangible corporate
environmental progress.

Patagomia realizes that customers sometimes doubi
corporatwe civironmental claims. To avoid consumer
backlash®*, Patagonia publishes the resulis of its internal
etvironmenlal asscssment,

This report reviews all  office, producton. and
merchandising activities and uneovers apportunities o cut
waste an reduce energy. Readers can see how Palugonia
mies oo conduct business in a socially responsible manner,
lrom choosing long-lasting efficient light bulbs 1o
provicling on-site child care for erplovees” children, The
grounds around the company’s headquarters even feaniee
edible landscaping — banana wees.,

10 Through an emvironmental grants program,  dulibed®

[

Earth Tax, Patagonia pledics 1% of its sales or 10% of its
pre-tax profit, whichewver s greater, 1o small, local
presorvation and resloraron effores, LThrough® April 1997,
Patagonia had contributed more than 38m ta hundreds of
such organizations,

Believing that grass roots* effores do the most w raise
commnuniy awareness of local problems, the Farch Tax
program targels smaller grass roots organizations

ccommitted 1o wiues such as bindiversity®, old-growth

[ ()

forests, envisonmentally preferable methods of resource
extraction®, allerhative energy and water, social activism
and environmental education. By [unding twre thasn 350
of these ellorss each vear, Patagonia helps  raise
COMMUNILY GWaAreness naonwide,

Empower consumers to take action,

An annual Farth Tax Beport fvites customers to apply
for grants for local projecis. Participants are quick w apiply
and inform the company about ervironmental successes,
One recemt calog featured a custemer sparting an
nsulaled Patagonia guide jacket as she rescued o eall b
during a Colorado snow storm.

13 With powerful communicatinn, meaningful corporate

environmental progress and avenues lor eonsumer
activism, it s a0 wonder that even skepties Trecome
Patagonia customers and customers beeome Patawonics’.

p—

*mrgpc: made without arificial chernicals
“to engage s to altract 5.b, and keep their
interesl

*o bocklash: a sirong reaction against s.1h.
o dutx: 1o give an ‘unofficial’ name

through (LUS): until (GB)

*grass roots: at the level af ordinary people
*hiodiversity: many ditferent plants and
animals existing in one area

“resolice extraction: taking natural products
from 1he earth |

Metrketing News

S e
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unit seven

Vocabulary 1

Complete the passage below using these words from the text.

a sustainability (para 4) d empower (para 12)

b product descriptions (para 3) e commitinent (pang 23

¢ catalogs (para 3) [ organic (para 3)
Patagonia is an outdoor clothing firm with a strong ' _coemibmenk. o
environmental causes. It sells its products through retail outlets and by mail
order. Patagonia is renowned for its spectacular ? which are

filled with unusual and dramatic pholos (all taken by customers) displaying the
clothing in exciting ways. They also contain detailed® =
which include deflnitions of materials and explanations of manulacturing
PIOCESSES,

The company makes jackets from recycled plastic bottles and produces clothing
from * o materials. Tt offers courses to its employees on non-
violent demonstrations and even pays bail tor employees who get arrested. [t
also donates money to environmental groups and generally supports efforts

that * . consumers to lake action. Patagonia’s strategy isn't
Just to give away money to good causes but to pioneer new, long-term practices
of * _in husiness, prove their economic viahility and persuade

other husinesses Lo follow,

o8}

ol Wb o g W R e

Find words in the text which have the opposite meaning to the words below.
imperlect (para 1) exernplary 5 Separate (pang §)
uninionued (para T) 6 taken (para 10
innovalive (para 4) 7 locally (para 11)
uncalculated (para 5) 8 fallures (para 12
Match the nouns and verbs as they are used in the text.
acddress a businecss

doubt b awareness

pubtish ¢ Tesults

conduct d issues

raise e claims

4 Replace the words in italics with cxpressions from Vocabulary 3 in the
correct form,

1

The speaker will falk abouwt the difficultics we are likely to encounter.
address kEhe Lsoues
The company rups ifs affuirs in an ethical and honest manner.

The government will make public the conclysions of the environmental study next
month.

We are running a campaign designed to increase public knowledge of te current
crisis.

Many consumers dop't belicve statements made by companies about their products,




Vocabulary
development:
word building

Discussion

With some words it is posﬂh&tbm al

Look at these examples.
Verb Maoun Adjective
(idea) (person)
- environment environmentalist environmeantal
activate activism activist active
activity

1 Complete the table below, using a dictionary. Some words may have twa

with the same spelling.

Verb Noun Noun Adjective
(idea) (person)
produce " b £
(eindency) {making a kogy
: progress _ e
{supporting new ideas)
manage t . h
{relatirg to sandor stall)
direct I i ¥
. ¢ sustain d employ

In groups, discuss these questions.

1
2

What do you think of Patagonia’s approach to business?

Are consumets In your country concerned about the environmental policies of

businesses?

Would you pay more for thmgs produced in an environmentally-friendly
manner? If so, how much maore?
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