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Introduction

Time for Your Meeting is a course in international business English. This Listening
Guide is one of many components of Dr Lougheed’s Business English Series. The
components of the series include:

The Radio Broadcasts

The Listening Guide

Reading and Writing Guide One
Reading and Writing Guide Two

Advanced Listening Activities

The Radio Broadcasts introduce you to the language of contemporary international
business English. The topics are timely and the vocabulary is current. The Listening
Guide provides a transcript of the English conversations heard on the broadcasts. For
further listening practice there is an audiotape / CD that accompanies the Listening Guide.
Reading and Writing Guides One and Two give you practice in reading and writing.
The activities in the Reading and Writing Guides parallel the type of questions found on
the Business English Certificate exam. By studying the Reading and Writing Guides,
you will not only widen your knowledge of business English, but you will also increase
your familiarity with the types of questions on the BEC. A wider knowledge of English
and a deeper familiarity with the BEC questions will help you improve your BEC score.
The Advanced Listening Activities are context-based activities using the same case
studies found in the Series. The Advanced Listening Activities parailel the type of
listening questions found on the listening part of the BEC.

The main goal of the course is to improve your ability to understand written and spoken
business English. By listening to and reading about business case studies. you will
become familiar with a wide range of contexts in the business world. These case studies
will introduce current business problems and their solutions.

While learning business skills, you will also be reviewing English grammar. Using
English in business contexts like letters, e-mails and faxes, will give you a real-life
purpose for learning. Learning Business English in context will produce results that
amaze you.

Dr Lougheed’s Business English Series will be the most enjoyable and topical English
courses you have ever taken.
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How to use the Listening Guide

The Listening Guide accompanies the Radio Broadcast. For each lesson of
the Radio Broadcast the Listening Guide gives a synopsis of the action
( You will @) and a list of important vocabulary items with examples
of use and Chinese translations ( You will @ ). You should read these

two sections before each broadcast.

The audioscript for all 52 lessons follows. Answer the questions asked
during the broadcast then check your answers in the Answer Key at the back
of the book.

Also at the back of the book, the Glossary gives Chinese translations of

important words and phrases.
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Role of a Consultant 1
LESSON 1

You will
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Today’s meeting takes place in the oftices of Tate Associates, a global
consulting firm. Mr Max Dodge, a journalist, is interviewing Ms Sue
Tate, the President and Founder of Tate Associates.

Ms Tate and Mr Dodge discuss Tate Associates™ areas of expertise and
its employees’ qualities.

Wmmﬂugaz.

Q

C O O o

Global consulting firm Tate Associates is a global consulting firm

BRREBBLAR

Access to local
markets

AR HIZAEEL

Core of the business

BANES

To keep pace
HE

Global network

Ex=321

Sensitive to local
cultures

X A ith 37 40 R

Sensitive, objective,
and competent

gE. FW. BEN

with 90 offices around the world.

To be a global player. a firm needs to have
access to local markets.

Although we consult in many areas, the core
of our business is in accounting services.

Having offices around the globe helps us to
keep pace with changes in the global economy.

Through our global network of contacts, we
can help our clients access the right people.

Tate consultants are sensitive to local
cultures.

Employees of Tate Associates must be
sensitive, objective, and competent.



Role of a Consultant 1

Question 1.1 What kind of a consulting firm is Tate

Dodge:
Tate:

Dodge:
Tate:

Dodge:
Tate:
Dodge:
Tate:
Dodge:
Tate:

Associates?

Tate Associates is a global consulting firm, right?

That’s right. A few years ago, we had just two offices. Now
we’re up to 90,

Why so many, so fast?

We had to. To be a global player. we needed access to local
markets. A local office gives us access to these markets.

So local companies come to you...

They come to us and ask: “What do I do now™?
In what areas?

You name it. Accounting, computers, all areas.
So you consult in all areas.

We consult wherever there’s a need. And if there isn’t a need,
we create one.
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Dodge:
Tate:

Dodge:
Tate:

Dodge:

Tate:

Dodge:
Tate:

LESSON 1
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Question 1.2 What are two strengths of Tate Associates’?

Specifically, though. what are your strengths?

The core of our business is accounting. We provide accounting
services for many of our clients.

You’re more than bookkeepers.

Of course. We’re planners. We help our clients keep puce with
the global economy.

Having offices around the globe helps.

We can say to our clients, “We have access. we know people...
my friend in Tokyo. my friend in Washington. my friend in
Beijing.”

So your network is another of your strengths?

Yes. Our global nenwork is a major strength.

Question 1.3 How are Tate Associates’ employees

Dodge:

Tate:
Dodge:
Tate:
Dodge:
Tate:

Dodge:

Tate:

Dodge:

Tate:

described?

Global networking isn’t easy.

For us it is easy. All of our employees speak several languages.
So they're sensitive 1o local cultures?

They’re sensitive and they 're objective.

Objectivity isa . . .

it’s a necessity for consultants. You have to be objective or you
can’t do your job.

So sensitivity and objectivity are the major strengths of your
employees, correct?

Correct. But let me add competent. My employees are very,
very good at their jobs.

In sum, then, your employees are sensitive, objective, and
competent.

That sums it up nicely.



Role of a Consultant 1

TALK ) Patterns

-
Showing appreciation &k7RX

. It was my pleasure. [ was glad to
- have the opportunity to brag

1 want to thank you for
meeting with me today.

|

- 1 want to thank you for
listening.

I want to thank you for
" waiting.

I want to thank you for coming.
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about my company.

. I'was glad to come.

I enjoyed being here.

It was my pleasure.

It was my pleasure.
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now planning to expand.
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CASE STUDY1 —

Information Systems

You will @

In today’s meeting. Mr Roy Hyde has come to Tate Associates to talk 1o
Ms Sue Tate. Mr Hyde was laid oft when the advertising firm where he
worked downsized. Mr Hyde started his own graphics business and is
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To be one's own boss

LESSON 2

Since I'm my even bosy, Tmake all the

REABCHREKE decisions.

To be laid off
HEE

To downsize

BEAF

To work out

BhEH, R

Web site
P 31k

Graphic designer
FEERIR TP

To expand
VR

When there was no more work lor Mr
Hyde. he was laid off from the firm.

The company downsized when there wasn™
enough work to keep the employees busy.

In the end. it all worked out for the best.

Many companies have web sites on the
Internet.

A graphic designer creates logos for
companies.

The designer expanded from designing
corporate letterheads to designing pages for
web sites.



CASE STUDY 1: Information Systems

Question 2.1 Why did Mr Hyde start his own business?

Tate:

Hyde:

Tate:

Hyde:

Tate:

Hyde:

Tate:

Hyde:

How are things in the graphic design business. Mr Hyde?
Great. [ really like heing myv own boss.

You started your own business last year, didn’t you?

Yes. Right after | was laid off.

Weren’t you working for an advertising firm?

Before they downsized.

In the end, being downsized worked our. Your new business is
a success.

As I sard. it’s good to be your own boss. No one can lay you
off.




LESSON 2
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Question 2.2 What is Mr Hyde's business?

Tate:
Hyde:
Tate:
Hyde:
Tate:
Hyde:
Tate:

Hyde:

Your graphic design business has worked out for you.

It has. Even Tate Associates uses my design services.
That’s right. Didn’t you design our logo?

I designed your logo and your letterhead.

You're going to do our web site, too. right?

If I get into web design.

If? Web design is a logical next step for a graphic designer.

Perhaps. But it’s a big step.

Question 2.3 What does Mr Hyde want to design?

TFate:
Hyde:
Tate:
Hyde:
Tate:
Hyde:
Tate:

Hyde:

So you’ve come to us to ...

I’ve come to you for advice. I need to expand. 1 need to grow.
You want to expand into designing web sites.

I want to design web sites, no, I have to design web sites, but ...
But, with expansion comes investment.

Yes, I need to invest in computers and personnel.

You’ll need powerful computers to do web designs.

And skilled designers to use the computers.



CASE STUDY 1: information Systems
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TALK ) Patterns

g
Responding to inquiries about preferences {4 #EIN

We have soup and salad. E

, I'd rather have salad.
Which would you rather have?

We have cotfee and wa.
Which would you like?

Coftee. please.

EAKLEEEABNER. ABSHEERBIEN.
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You will
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CASESTUDY 1 -

In today’s meeting, Mr Roy Hyde tells Ms Sue Tate that he is worried
about investing in technology because it changes so rapidly. When he
started his business, he had only a single phone. Now his clients can
get in touch with him anytime and anywhere.

You will
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Multi-line phone

EABIE

Beeper
T

Cell phone
By iE
Voice mail

(my: 5t

Downtime

FTH

To reach (someone)

5 (RA) ##8

To get hold of
(someone)

BE (EA)

Computer savvy

HIbE B By

Major corporations have several phone lines
and numbers, so they need multi-line phones.

Sales personnel often carry beepers so their
clients can page them.

People can use cell phones anywhere.

Homes and businesses use voice mail to
take phone messages.

According to this schedule, there is no
downtime.

Mr Hyde tried to reach Ms Tate, but she
wasn’t available.

They got hold of me before I left the hotel.

Computer savvy people shop around before
they purchase hardware.
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CASE STUDY 1: mformqtion Systems

Question 3.1 What does Mr Hyde think about

Tate:

Hyde:

Tate:

Hyde:

Tate:

Hyde:

technology?

Mr Hyde. you're worried about making more of an investment.

Especially investing in computers. The technology changes so
rapidly.

And you have to change with it.
When I started, I had one simple phone. One single-line phone.
Life was simpler then.

That was only last year! Now 1 have a multi-line phone. a
beeper, and a cell phone.

No e-mail?
Of course, e-mail. And voice mail and fax.

You should be used to changing technology.

I can’t keep up with the changes. They happen too fast.




