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EE Methodology:
Andragogical Approach & Productive English

All teaching follows some sort gfedagogy However, pedagogy aratiult learning (andragogy)
areuniquelydifferent. Pedagogis driven by forwarcthinking and rotdearning.Teachers are
required to follow some sort of pedagogy in order to delirBarmationsuccessfullywith minimal
control by the learner. Andragoglyowever, allows educational freedom. Andr@gyourages
divergen thinking and active learnindAndrogy encourageearneroriented,continuouslearning.

In order to feel successful, it is important faluét learners to bendependent and in control of their
learning. Thereforek E @wgriculumhas beemased on andgogy. The lessons have bedasigned
to involvelearners' participation and engagemmough tak-based activities anodpportunities to
frequently interact in the classroom.

Language learnemsant to achieve communicative competertdewever, English education in
Japarhas been rather focused on receptive skills of Enghistiing and readingvhich just increase
learners' knowledge about language, notchapetencéo actually use the language
communicativelyWhen L2 (second languadearnersare weltlequigped with productive speaking
andlistening skills, theitEnglish communicatiobecomes more effective

Using anandragogical approa@nhanceearners' achievement in communication skills and,
ultimately, thér overallglobal conpetenceEE6 s t ea c hi n gpurpudlanguage orpp hy i s t
success'

Methodology

Communication, and interacting with communication, is one of the ess&ntial componewf
language acquisition Successful communication occurs througkractionwith well-trained
teachs who are able tprovideproper explanationappropriate to the learndn order to implement
successful communicative skills, TRB®mmunicative Languadeearning (CLL) method was
employed in the field of Second Language Acquisition. The CLL provides actmikie$ are
geared towarsla pragmatic use of the language. The language needs to be authentic, functional, and
meaningful The design of Business Basics | has dessed orhis CLL methodEnglish
Everywhee aims at improing all learners' communicative competenkmugh the use of these CLL
methods. Effectivespeakinglistening, and writing are considered todag ultimate goal

Course Objectives

This book, BUSINESBASICS1, has beenlesigned to enhaneerkplacecommunication skills
atby providing a variety of businesstivities in order tduild global competency. This book also
aims to help businedsarners improve their productive proficienayEnglishspeakng, listening,
and writing We strive to provide this productive proficierttyough constant classroom
interactions and systematic settidy When students are givepportunities to experienae
variety of meaningfubusiness taskshe learning is muchore effective



Introduction

Unit Composition
BUSINESS BASICS | consists oblnits Each unit is divided into two parts: class/pair work and

individual work.

Classwork

Warmingup Questions: Learners are presented with 2 or 3 questions that are related to
the topic of the unit.

Dialogue: This section provides the content that meets the learners' needs sol¢faah¢ne can
internalize the targeted expressions throrggeated oral practices.

Useful Expressions: Sentences that contain useful phrases or expressions for the topic of
the unit are provided.
Reading: Reading text providesdepth information related to the topics. Learners can

widen their business knowledge as well as their proficiency in reading comprehension and
vocabulary.

Activity: As the key part of the lesson, this section is designed as teaclegendent so
that it can provide learners with lots of opportunities to use the language wimaarsngfully
acquired or learned in that lesson, and encourages the learners to getitielpate.

Discussion: Learners can widely discuss the issues related t@s$loa ®pics.

Individual Work

Business Culture: This section contains a variety of information about worldwide

business culture so that the learners can be ready for international business. "Writeh&@uds,
section of Business Culture, helps leasnenprove their writing, as well as to hatve indepth view
of other cultures and gain a more objective view of their own culture.

Vocabulary: This section can be used as a reference of the Dialogue and Reading sections,
and also as a vocabulary drill for setfidy.

Here are Ten Commandments for the best results in language learning:
1. Fear not.
2. Dive in.

. Believe in yourself.

. Seize the day.

. Love thy neighbor.

. Get the big picture.

. Cope with the chaos.

. Go with your hunches.

. Make mistakes that work for you.

10. Set your own goals.
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Careers  UnitO1

Learning Objective
After studying this unit, you will be able to> »

Aorepare guestions that an interviewer and applicant would ask
,Brespond to employment interview questions

Waming -up Class Work

* Describe the pictures in 1 minute using your own words.

1. How many jobs have you had so far?
2. What kind of job did you enjoy most?

3. Haveyou ever consider changing your job? Why?

09



Unit01 Careers

Job Interview

Interviewer : How many jobs have you had since leaving
university?
Candidate : I've worked for six companies.

Interviewer : Why have you changed jobs so often?

Candidate : | wanted to earn more money.

Interviewer : What have you done that shows leadership?
Candidate : Well, | lead the sales team. I'm also chairperson of a local business association.
Interviewer : What are your strengths?

Candidate : I'm fluent in Italian and Spanish. I'm good at training sales staff and | get on well with
people. | think I'm very good at organizing seminars for customers.

Interviewer : In what ways has your job changed since jpined the company?
Candidate : | now have more responsibility and work longer hours.
Interviewer : What mistakes have you made?

Candidate : I'm not patient when people don't meet deadlines.

Interviewer : Have you ever worked with a difficult person?

Candidate : Well, the boss in my last company wasn't easy to work with.

Comprehension Questions

1. How many companies has the candidate worked for?
2. Why has the candidate changed jobs so far?
3. What strengths does the candidate possess? Say just two things.

4. What mistake has been made by the candidate?

Dialogue Practice
Practice the conversation below with your partner.

A: How many jobs have you had since leaving university?

B: I've worked for §ix companies
A: Why have you changed jobs?

B: | wanted to éarn more mongy

A: What are your strengths?

B: I'm good at {faining sales staff and organizing seminars for custgmers




Careers  UnitO1

Useful Expressions Class Work

Interviewer & Candidate

[Experience]

What did you learn from your last job? | learned te

What didn't you like about your last job? Well, I had a problem with

________________________________________________ L e O e S R e e s s
[SKills]

i What are you good at? i People say that I'm good»at i

| | |

i Do you have any special skills? i My main strengths are i

e e D R o B S B O B S A o )
[Future plans]

ro I 1

| What do you want to do in the future? i My main aim is to ]

i Where do you want to be in ten years' i | plan to be i

- time? i | hope to have |

e N |
[Interests]

R S S e S S S T S i S T T S T S S T R S T T S R S R S R S G S R S R R R 7]

What do you do in your free time? | really enjoy»

What are your main interests? | spend a lot of time

Cosmopolitan readers queue for Tube job

More than 1,400 readers of Cosmopolitan have applied to
become a London Tube train driver. London Undergrodestribed
the response to its single adveetmentn this month's issue
as 'exceptional.’

Successful applicants will have to get out of bed for regular

4:45 a.m. starts, but the 27,650 salary and up to eight weeks'
holiday may prove sufficient compensation.

Lorraine Candy , editor of Cosmo, ddihe inerest her readersald shown dmorstrated thatyoung
women were not bound by traditional career patterns.

'It's always been a classic thing for boys to want to be train drivers. Now we're seeing that girls

11



UnitO1 careers

can do it too,' she said.
‘| don't think the job is boring or unsexy and I'm sure the passengers couldn't care less whether the train is

being driven by a man or a wontams long as it's on time."'
The ability to break bad news to travelers more sympathetically is one reason Ldnderground is

keen to increase its number of female drivers fromdl{it three percent afriving staff.

Comprehension Questions

1. How many adverts did London Underground put in Cosmopolitan?
2. What are the advantages and disadvantages of the job?
3. What do passengers care about most?

4. Why does London Underground want to hire more women?

..

High Profile Inc.: Job Interview

High Profile Inc. (HPI) is one of the biggest sports agencies in the world. At present, HPI is
interviewing two candidates for the job of marketing manager in its London office. Reathtketing

director's notes below.

Skills required
- Communication skills - Negotiating skills - Interested in travel
- Teamwork skills - Speak two foreign languages
Task

1. Work with your teacher
Person A takes a role as the Marketing Director: turn ¢e 23 Person Bakes a roles Candidate 1: turn

to page 124

Read your role card and prepare for the interview. Then, hold the interview.

2. Change the roles.
Person B takes a role agherthe Marketing directoor the second option, P. Madisduarn to page 23.
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Person A takes a role as Candidate: turn to page 124
3. Decided which candidate is better for the job explainwhy.

1. Look at these jobs. Who do you think should get the highest salary for these jobs? Put the jobs
in order, highest salary first.

- lawyer - accountant - firefighter
- nurse - fashion model - teacher
- football star - postal worker - advertising executive
2Whi ch of the foll owing xwmajydobdd you Il i ke (3) or not

a. a lot of telephone work

b. writing lots of reports

c. working with the same people

d. working with a lot of different people

e. working individually

f. sharing an office

g. using English at work

h. working flexible hours (including weekends)
i. a casual dress code

j- uniforms

3. Which is more important to you a high salary or having a job you enjoy?

Business Culture Individual Work

@ China: Interview Etiquette

AYour interview may be scheduled on a weekend, as some offices are open on Saturdays

AYou may be greeted by a handshake, nod or slight bow to the head. Return the gesture that is
initiated by the interviewer. The traditional Chinese greeting is a bow. When bowing to a
superior, you should bow more deeply and allow him/her to rise first.

ﬁDress in appropriate attire for the industry to which you are applying. It is best to be slightly
conservative (more formal) for the first interview. For males conservative suits and sigisdined
colors are the norm. For females, conservative suitfresses are generally worn. A blouse or any other
kind of top should have a high neckline. Neutral colors such as beige@nd are common.
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Due to the emphasis on conservative, modest dress in Chinese busihess flat shoes or very low
heels are the main footwear options for women. High heelacaeptable at formal receptions.

Athe interview if you are presented with business cards, accept with both hands. Studyfivior a

moments before carefully placing it away. Do not hastily stuff a business card into your back
pocket or write on someone's business card, as this is regarded as isigidyettful

Abe aware that in China, it is perfectly acceptable to ask people questions about age, income, marital status
or related subjects. If you do not wish to answer personal inquiriesstade¢hese questions as graciously
as possible. Regaets, do not express annoyance, outrage or similar feelings that will cause the

guestioner to 'lose face'.

Write Aloud

What do you know about the etiquettes or tips for a successful interview?

Vocabulary Individual Work

Dialogue
association: an organization or club

fluent : a) having full command of a foreign language, b) spoken or written with ease

get on with someoneto have a friendly relationship with them

Reading
gqueue: to stand in a line waiting for something

advertisement: a promotion of a product or service

keen: eager; willing

Vocabulary Exercise
Fill the gaps with the words above
1.1 saw an for a job with a large engineering company.

2.Becoming in a foreign language is no easy task.

3. He joined an athletic

4. | wonder how Sam him.
5. She's sitill to keep in touch with her exoyfriend.
6. There is a line of woméan for bread.

14



Organization ~ Unit02

Learning Objective
After studying this unit, you will be able to> »

Adescribe the activity/staff of a department
Adescribe the equipment/premises of a department

Waming -up Class Work

* Describe the picture in 1 minute using your own words.

1. How many departments are there in your company?
2. On average how many people are there indepartment?

3. Does your company have overseas branch offices?

If yes, where?



Unit02 Organization

The structure of Biopaints International

Presenter: Today we are talking to Philip Knight

about the structure of Biopaints Internatiorfahilip is
the General Manager of the Pef#ttory. Philip, do you
think you could tell us something about the way
Biopaints is actuallprganized?

Philip : Yes, certainly. We employ about two
thousand people in all in two different locatioMost
people work here at tour headquartplant. And this is
where we have thadministrative departments, of course.

Presenter: Well, perhaps you could say something about the departmental structure?

Philip : Yes, certainly. Well, now first of all, as you know we've got two factories, one here in Perth,
Australia, and the other in Singapore. Lee Boon Brtge other General Manager, over ther&imgapore.

Presenter: And you are completely independent of each other, is that right?

Philip : Oh, yes. Our two plants are fairly independent. | mean, | am responsible to George Harris,
the Production Manag, and we have to eaperate closely with Rosemary Broom, the Marketfanager.

Presenter: Mmm, yeah.

Philip : But otherwise, as far as day to day running is concerned, we're pretty much left alone to

get on with the job. Oh, and I forgot to mention finance. The Finance Director is Weimin Tara 8ée/s
important woman. And her task is to make sure the money side of things is OKcddmetant and such
people, they report to her directly.

Presenter: Is that all?
Philip : Oh, no, no. There's Personnel too.
Presenter: Oh, yes.

Philip : That's quite separate. Deirdre Spencer is Personnel Manager. And the Training Manager
reports to her, of course.

Presenter: Are there any other features worth mentioning?

Philip : There's the planning departménBrian Joness in charge of that. And a purchasing
departmerd they buy in the materials for production.

16
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Comprehension Questions

1. What is Philip Knight's job?

2. How many employees does Biopaints International have?

3. According to Philip Knight, they have two factories. Where are they?
4. To whom would the accountant directly report?

5. To whom would the Training Manager report?

6. What department Brian Jonesn charge of?

Dialogue Practice

Practice the conversation below with your partner.
A: Well, perhaps you could say something about the departmental structure?

: Yes, certainly. We've got twddactorieg, one here in (Perth, Australij and the other iiSingaporg

A: And you are completely independent of each other, is that right?

B: Oh, yes. Our twdplantg are fairly independent. | am responsible @e6rge Harris, th€roduction

Manage}, and we have to eoperate closely withRosemary Broom, the Marketimdanagey.

Useful Expressions

[Describing the activity of a department]

My department deals with marketing.
My department is responsible for administratidfe organize tests/studies/research.

We work with customers/suppliers/subsidiaries/other companies in the group.

i There are (20) people in the department. i
; Pierre Ducros is in charge of the department. E
| |

| am one of the managers/technicians/secretaries/engineers.

We have a large office/three laboratories/a small building.

We have a welkbquipped laboratory/a lot of technical equipment.

| |
' We use computers/faxfaail a lot. i

17
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Syscomakes over 4,500 products, developed specificall\cfstomers
food retailers and foodservice providers. As si®ygcomakes and markets
products 6r someof the largest restaurants and hotel chains in Canada

Company Structure

Syscooperates a decentralized divisional structure. The board
establishes corporate strategy and the Group's business objectives.
Divisional management integrates these objectives into divisional business strategiespydtting
financial objectives.

Managing Directors are responsible for the organic and new @
business development growth opportunities within their divisidhese " )

divisions areampased of thee b ®verbusiness units grouped by a mixture of 1 e | o |
market, manufacturing skills or custormrexpertise. L T

Each business unit is led by a General Manager, responsible for GenratHonager | Geners tanager |
the achievement of business objectives and sustainable business Geosraimansoer | Genersl Maneger ]

performance. Each General Manager has a pre$iponsible management team whétimcentrates on
specific markets and customers.

This devolved Group structure allows a close working relatigmwith our customers and one
where dayto-day decisions can be made at business unit level, which is vital to thedastg nature of
our business.

Each Managing Director, together with functional heads, sits o8yeeoManagement Board
(operational executive team).

Comprehension Questions

1. What are the Managing Directors responsible for?
2. How many business units are there in the divisions?
3. At which level are the datp-day decisions made?

4. Who sits on th&yscoManagement Board?

vy

Company Tour
Work with your instructor Role play this situatiarPersonA works at the EEB BanlersorB works at
the Goldcrest Hotel. Tak&urns to show each other around your company. Say what happeachimrea

and what is happening now.



Person A

"This is the main hall. We serve customers here.

At the moment, a cashier is talking to a customer."

Organization

Unit 02

EEB Bank

Area

What happens

What is happening now

Main hall

serve customers

cashier/talk/to a customer

Currency section

exchange foreign currency

customer/change/
dollars into euros

Loans Section

assistant manager arranges loans for
customers

assistant manager/talk/
to a customer on the phone

Manager's office

manager works

manager/meet/
an important client

Reception desk

staff answer questions form customers

receptionist/listen/
to a customer's complaint

Person B
Goldcrest Hotel

Area What happens What is happening now
Kitchen prepare and cook meals chefs/prepare/today's lunch
Restaurant serve breakfast, lunch and dinner waiter/clear/the tables
Reception welcome guests, answer calls receptionist/talk/to a guest
Gift shop sell souvenirs sales assistant/help/a customer
A bedroom guests stay maid/clean/the room

"This is the kitchen. We prepare and cook meals here.

At the moment, the chefs are preparing today's lunch."

1. What departmerto youwork in?

2. What is your department in charge of?

3. Whichdepartmern(s) do you work closely with?

4. If you had a chance to work in an overseas branch office,

a. would you accept it?

b. what benefits would you expect?

c. how long would you like to work overseas?

19
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Business Culture Individual Work

[e] Japan: Female Bosses
omen account for fewer than 0.8% of the CEOs at Japanese companies that have shares listed
on the stock market. In the USA, women head nine (1.8%) of the Fortune 500 companies.
apan ranks well below averageNo. 38 out of 58 countries studiéd in providing economic
opportunities to women, according to a recent study by the World Ecofaamimn. (The USA
ranked No. 17, and Sweden was No. 1.

Write Aloud
What do you think about female bosses?

Vocabulary Individual Work

Dialogue
headquarters the main offices of a company
accountant a person whose job is to keep financial accounts

Reading
market: to organize the sale of a product, by deciding on its price, where it should be sold, and
how it should be advertised
decentralized to move some departments away from the main administrative area, or to give
more power to local departments
expertise special skill or knowledge that is acquired by training, study, or practice
sustainable continued at the same ratelevel of activity without any problems

Vocabulary Exercise
Fill the gaps with the words above

1. Mr Hisashi Hards a certified public at Nagashima Ohno & Tsunematsy (NO&dhe of
J a p deading lawfirms.
2. They have the company and made it less bureaucratic.
3. The creation of an efficient and transport system is critical to the lotgyrm future ofLondon.
4. The problem is that most local authorities lack the to deal sensibly in this market.
5.1t's under the trade name "Tattle'.
6. The Google sign is seen in a Mountain View, Calif. file photo from July 21, 2005.

20



Business morality ~ Unit 03

rality

Learning Objective
After studying this unit, you will be able to> »

ﬁgive opinions about business ethics and framework
Adiscuss the advantages of a company in behaving ethically
[ B b |

Waming -up Class Work

* Describe the picture in 1 minute using your own words.

1. What do you think is the purpose of a business?
Is it just to make money?

2. Rank the professions below according to how ethical
you think they are.

accountant civil servant lawyer police officer
banker estate agent nurse teacher
car sales executive journalist dentist taxi driver

21



UnitO3 Business morality

Interview with Clair Bebbington , External Affairs
Manager for a division of British Petroleum.

Interviewer : Why should companies be ethical or what are the
advantages of a company in behaving ethically?

Claire : Mmm, | think the whole issue of ethics is a very complex
one. Companieare made up of people. Multinationals are map @f
many different nationalities. | think that companies are part

of society and as such they should reflect society's standards. Companies, especially multhmaso o
have responsibilities in theosd and should try to be positive influence and | think gbanpany is not
ethical, then it will not survive as a company.

Interviewer : Should a company have a code of ethics?

Claire : | think, from my point of view, it's useful on two counts. Firstly, it makes a commitment to

certain good behavior and so it's a way of communicating the importance of good behaviof i all
employees and partners. Secondly, if a company has aof@dleics and spends tinnemmunicating it, it
does actually contribute to it's ethical behavior. If you express these thiwgiing, especially, then you

can be held accountable for them. This tends to mean that yowuahemore likely to act on theas well.

| think following up that code is difficult. People tendriave different ethical standards, and defining the
term 'ethics' can be a problem. But | thgdnerally to express what your ethics are is a positive thing to do.

Interviewer : What kinds of moral dilemmas do large companies face? Can you think of any
examples?

Claire : | think if you were to look at any company's ethical code, you would usually find in it a
section about offering bribes and this can be an area where peopletcthemselves into hetter.
Facilitation payments are part of doing business in many countries, and britsesraathing which most
companies are not going to want to get involved in. But when does a

facilitation payment become a bribe? And that guestion that can be quite difficult to answer.

Comprehension Questions

Are these statements true (T) or false (F)? Tick the boxes.

1. The issue of ethics is simple
2. If a company is not ethical, then it will not survive as a company.

3. If a company puts its code of ethics in writing, it is more likely to act on it.
4. Following up a code of ethics is difficult.
5. People tend to have similar ethical standards.

6. Facilitation payments are part of doing business in many countries.
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Dialogue Practice
Practice the conversation below with youteacher.

A: Why should companies be ethical?

B: I think that companies should be ethical becqubey are part of society and as such they should

feflect societys standard¥.

A: Should a company have a code of ethics?

B: From my point of view, if a company puts its code of ethics in writifiigis(more likely to act oiit, But

| think generallyto express what your ethis are isa positive thing to do.)

Useful Expressions Class Work

[Giving opinion about business ethics]

I think that companies should be ethical

because .
If a company has a code of ethics, it does
actually contribute to its ethical behavior.

| o o
" What kinds of moral dilemmas do large (Facilitation payments), for example, caathe

companies face?

From Roger Boyes in Bonn

dilemma that large companies face.

________________________________________________ ]

Britain is seen as more corrupt than seven other European countries,
including Germany, according to an authoritative annual leaguergleksed
yesterday by the Berlibased Transparency Internatiogabup.
Transparency International is a private grpset up in 1993 thight
corruption, and bases its information on seven international
surveys of business people, political analysts and the public.

The cleanest countries this year were Denmark, Finland and Sweden, which moved New
Zealand from the fo position. Britain came relatively low, in 14th position, its image apparently damaged
by stories of sleaze. It was overtaken by Germany, although the Germans still wienptmies which
hand out bribes to foreign contractors.

Germany haséen undepressure, especially from the United States, to plugllemppholes
which allow German businessmen to write off bribes abroad against tax. Yet both Brita@iveanithe
United States, which has strict legal barriers against international bribery hémd HeeGermans. In part,
this is probably because of the nature of the survey, which does not trackresastas compartg-
company bribery.
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The most corrupt countries this year are regarded as Nigeria, followed by Bolivia, ColomBassial.
Pakistan has improved its position, earning only one out of ten for honesty last year but 2.53 this year. The
chairman of Transparency Internationalfd?ecigen, issued a warning agaifestusing on Third World
corruption.

'‘Corruption is perceived to be greatest there, but | urge the public to recognize that a large share
of the corruption is the product of multinational corporations, headquarteteddimgindustrialized
countries, using massive bribery and kickbacks to buy contracts in the developing world and the countries
in transition.' The Third World, in other words, would be less corrug¢vieloped states stopped offering
bribes.

Indeed, tle most revealing standings are buried deep in the table. Belgium, for example, is now
regarded as more corrupt than Mediterranean nations such as Portugal, Spain and Greece.

'Every day that the poor scores in the Corruption Perception Index are nodeaihgvith
means more impoverishment, less education and less healthcare,' said Dr. Eigen. Matiegrieals
from development into ovesriced contracts.

A study by Harvard associate profesdim Allenfound that a rise in corruption levels had
the same effect on foreign investments as raising the marginal tax rate by more than 20'peraeartess
is a first step to fighting or reducing corruption,’ he said.

Comprehension Questions

1. Which countries are regarded as the most corrupt Gesnt

2. Which country was in the top position of the cleanest country last year?
3. According to the article, what are the results of corruption?

4. Where does Transparency International get its information from?

5. According to Peter Eigen, what information is missing from the survey?

..

Profit or principle?

Nikos Takakiss the CEO of Livewire, an Australian manufacturer of electrical appliances. During
the last three years, his General Manager Carl Thomson, has turned Lisswind from being a loss
making company into a profitable organization with an exciting rafigeew products. Botimen want the
company to grow as fast as possible.

Problems

Valerie Harper is Personal Assistant to Carl Thomson. Valerie joined Livewire just over a year ago.

In the beginning she was considered to be an outstanding employee. dipmeve recently she has been
having difficulties working with Carl. They have been seen shouting at each otheftemd/alerie
appears upset when leaving his office. Nikos has received the following memv/diterie.

24
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MEMORANDUM
PERSONAL AND CONFIDENTIAL

To  Nikos Takakis
From  Valerie Harper
Date 2 July
Subject Complaint about Carl Thomson

| would like to make a formal complaint about Carl Thomson's unprofessional behavior.

1. Mr. Thomson has been putting pressure on me to have a personal relationship. When | showed no
interest he became aggressive and unpleasargivideme too much work, setmpossible
deadlines, and criticizame in front of the other staff.

2. Mr. Thomson gives orders to me rather than polite instructions. He never encourages or praises
me. | think he would like to hire a new Personal Assistant who would be more ‘friendly' to him.

3. He has frequent long lunches with female staff. He retiorthe office late in the afternoon, then
expects me to work overtime (unpaid) in the evening.

| feel that unless the situation improves, | shall be unable to continue working for the company.

That evening, Nikos Takakfsund out that Carl had advised a friend to buy shares in Livgustéefore
it announced excellent annual results. The share price rose sharply and the frieadouiallerofit.

Task

Role play You areamember of Livewire's board of directors. Hold a meetanth your instructorto
discuss these issues.

1. What is the best way to deal with the bad relations between Valerie Harper and Carl
Thomson?

2. What action should you take concerning Carl's bien2a

3. What action should you take concerning the possible leak of information?

Issue Solution Why?




Unit03 Business morality

1. Discuss this list of unethical activities. In your opinion, which are the worst? Are there any
common activities in your country?

a. Avoiding paying taxes f. Using your influence to get jobs for

b. Claiming extra expenses relatives

c. Using work facilities for private purposes g. Ringing in sick when you are not ill
@ersonal phone calls) h. Taking extended lunch breaks

d. Accepting praise for someone else ideas i. Giving good references to people you
or work want to get rid of

e. Selling a defective product j- Employing people illegally
(e.?secondand car)

2. Do you agree with this statement? Give your reasons.
'If we face a recession, we should not lay off employees. The company should sacrifice a profit.
It's management's risk and management's responsibility. Employees are not guilty; why should
they suffer?'

3. Which is worse in your opinieto offer orto accept a bribe? Why?

Business Culture Individual Work

EslGuatemala: Business Ethic and Framework

Many newcomers to Guatemala are surprised by the openness and frankness of their Guatemalan
counterparts. Personal relationships are very important, and Guatemalans often treat padimerssas
respected friends whom they try to make as comfortable and relaxed as possilpleraBeeNo tengpena
(don't worry) is commonly heard, as Guateamd strive to set others at ease in both business and social
situations. Honesty, hard work, and personal honor are Gaittemalans admire and strive to include in

any business deal. Direct criticism of a person orpér@gon's job or business is caleied impolite. Avoid

being openly critical of anyone, even your competitors. In Guatemala, the value of the relationship is
directly proportional to the frequenoy visits. At the very least, you should have ansite Guatemalan
representative for yowsusiness venture. Ideally, visiting business people should visit the country several
times to show how much they value doing business in Guatemala.
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Business morality ~ Unit 03

Write Aloud

How important is honesty in business?

Vocabulary Individual Work

Dialogue

petroleum : oil which is found under the surface of the earth or under the sea bed
code: a set of rules about how people should behave or about how something must be done

bribe : a sum of money or something valuable that one person offers or gives to another in order to

persuade him or her to do something

Reading

bribery : the act of offering someone money or something valuable in order to persuade them to do
something for you

authoritative : accepted as a reliable source of knowledge

sleaze: activities that you consider immoral, dishonest, or not respectable, espacjzihtics,

business, journalism, or entertainment
plug : to block a hole with something
loophole : a small mistake which allows people to do something that would otherwise be illegal

kickback : part of a sum of money received that is paid to someaesf@l help or favours already
received or to come, especially if this is illegally given

impoverish : to make a person or a country poor

divert : to cause money or resources to be used for a different purpose
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Vocabulary Exercise

Fill the gaps with the words above

1. There is a strict dress no sneakers or jeans.

2. Kayois suspected of having received a 1 billigm in return for

writing off the debts oMitsubishiaffiliates.

3. We need to reduce the burden of taxes that the economy.

4. The government is trying to more public funds

from west to east.

5. It is estimated th&0,000 shops open every Sunday and trade by exploiting some

in the law to avoid prosecution.

6. She claimed that an atmosphere of and corruption now surrounded the
Government.

7. Crews are working to a major oil leak.

8. He has a commanding presence and deep voice.

9. He was jailed on charges of

10. Spain'shelargest distributor of products.

11. He was being investigated faceiving
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Managing people  Unit 04

Aakabout a colleague you work(ed) with
Acomplain about a manager
A\

Waming -up Class Work

* Describe the picture in 1 minute using your own words.

1. Have you ever had a difficult boss?
2. What do you like most about your manager or boss? Why?
3. What do you like least about your manager or boss? Why?

4. What do you think is the most important quality that a
manager should have?



Unit04 Managing people

John Burnham is a property developer. He idalking
about a colleague he worked with.

Marion : John, you dn't like your colleague. Whig he
so difficult to work with?

John: Hed o e «kmo@ how to motivate staff. The
atmosphere in the offide really bad. Has very rudeto customers
and colleagues. We ha hadlots of complaintsabout his behavior.

Marion : How doeshe manage his staff?

John: Very badly. Had 0 e &now lhiow to manage people. ldeo e supjiott his staff at all, and he
blameseveryone else for problems.

Marion : How longhashebeen withthe company?

John: Well, hehasworked with me for five years.

Marion : Whatis he good at?

John: Well, heis very punctual. And hé&s very practical, too.

Marion : Is he still with the comparty

John:No, h eHeecemlyshouted at a customer in the offi@ecause of that, has to gbp

companyjustfired him.

Comprehension Questions

Are these statements true (T) or false (F)? Tick the boxes.

-
(sl

a. John's colleague was easy to work with.
b. He was very rude to customers.
¢. He was good at managing people.

d. He blamed other people for problems.

Dialogue Practice
Practice the conversation below with youteacher.

A: Why was he so difficult to work with?

B: He didn't know(_how to motivate stajf We had lots of complaints abouiig behavioy.

A: How did he manage his staff?

B: Very badly. He didn'tqupporthis stafj at all, and he (blamed everyone else for problejns
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