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Introduction

Introduction to the course

Negotiating is very much a key communication skill for all Business
English learners. Although you may not be involved in high-level
international negotiations, most of you will have to negotiate with
colleagues, bosses, customers, and suppliers at some stage in your career.
Negotiating effectively promises some of the biggest prizes of all
communication skills — the right deal for the company, a salary rise, a
budget increase, even a day off work. It is a sophisticated skill because it
requires the negotiator to be competent in all key communication and
language skills and to often maintain their performance under pressure.
The skilled negotiator must also be aware of cultural differences which can
so easily lead to communication breakdown.

Effective Negotiatingis divided into eight units which approach the skills
and language step by step. Starting with preparation and opening, through
clarifying and dealing with conflict to bargaining and concluding, the
learner is taken through a variety of practice activities which aim to develop
both confidence and competence. At the same time, each unit addresses a
key cultural issue which can affect the success of a negotiation.

Course components

The course consists of four components: a VCD, a Student’s Book, an
audio cassette, and a Teacher’s Book.

The Video The VCD, which lasts approximately 30 minutes, is the central component
of the course and acts as a springboard for the all the activities in the
Student’s Book. Based around a negotiation between a Belgium-based
multinational and a British I'T company, it illustrates key moments from a
typical business negotiation, both internally, and between the teams.

The Student’s Book The book consists of eight units which correspond to those in the VCD.
Each unit is divided into four sections: Communication skills, Culture and
tactics, Language knowledge, and Negotiating practice.

The Communication skills section identifies and practises key negotiating
skills which are illustrated in the VCD, and aims to involve the learner in a
process of feedback, evaluation, and development. The Culture and tactics
section raises a number of key cultural issues which may lead to
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The Audio Cassette

The Teacher’s Book

Communication skills

Culture and tactics

Language knowledge

misunderstanding and communication breakdown, and looks at how such
problems might be avoided. The Language knowledge section, supported by
the audio cassette, focuses on and expands the learner’s knowledge in key
functional and lexical areas. The concluding Negotiating practice section
gives the learner the opportunity to put communication skills, cultural
awareness, and language knowledge into practice, using a variety of role-
plays and simulations.

This consists of approximately 50 minutes of extracts from a wide range of
negotiations and forms the basis of the listening activities in the Language
knowledge section of the Student’s Book.

This book provides an introduction to the course from a teacher’s point of
view. It is intended as a guide to help the teacher to handle the different
components of the course most effectively. It offers suggestions for further
exploitation in the classroom and self-study time, and contains extra,
photocopiable materials for negotiating practice.

The approach

In each unit, Effective Negotiating first illustrates a poor model of
negotiating practice in order to demonstrate what can go wrong and how
(Version 1). 1t then moves on to look at a good model in which the
negotiators communicate effectively and progress is made ( Version 2). The
VCD is essential as the starting point for each unit. The approach is
designed to develop learners’ abilities in three main areas.

The course develops the key skills which make negotiations successful. It
seeks to build the learner’s confidence in their ability to deal with all stages
of the negotiating process. Skills such as opening the negotiation,
establishing your position, dealing with conflict, making proposals,
bargaining, and consolidating your position and concluding are
demonstrated on the VCD. These are then analysed and practised with the
support of the Student’s Book. Learners are encouraged to develop their
own style of negotiating based on an awareness of their own particular
strengths and weaknesses.

In order to develop the learner’s awareness of how cultural background can
affect negotiating styles and tactics, the course highlights and contrasts
certain key communication styles — including, for example, task- versus
person-orientation and emotional versus neutral response. The VCD
demonstrates the problems arising when opposing cultural styles clash,
whilst the follow-up tasks guide the learner into an analysis of the
communication styles fostered by his/her business culture. These concepts
are then used to develop the learner’s flexibility in dealing with negotiating
partners from different cultures.

Language areas such as sequencing, asking questions, making suggestions,
threatening, and making conditions are presented and practised in the
Student’s Book. The audio cassette is used to further illustrate and practise
these areas. Additional exercises at the end of the section seek to develop the

INTRODUCTION 3



In the classroom

Self-study

4

INTRODUCTION

listening skills with new language. The exercises at the end of the section
provide an opportunity for learners to practise key language functions and
structures and to develop their negotiating vocabulary.

Using the course

All parts of the course (except the Negotiating practice) are designed to
work either as classroom material or for self-study.

Each unit takes the learner through the objectives in the areas of
Communication skills, Culture and tactics, Language knowledge, and
Negotiating practice. There is an introduction designed to make the learner
think about his/her own experience and to anticipate the focus of the
material which follows. Depending on the needs of the group or the
amount of time available, the course can be followed from start to finish, or
learners can concentrate on selected units. The Negotiating practice
activities in the Student’s Book provide relevant, context-based practice of
the key aspects of the unit. These activities are designed for either pairs or
small groups. Wherever possible, they should be recorded on audio or
video cassette to enable both teacher and learners to analyse and correct
the learner’s performance when the tape is played back.

The VCD-based activities focusing on communication skills have been
developed with the classroom in mind. However, most of the questions
have answers in the Answer key, and individuals can use the VCD on a self-
access basis. The Culture and tactics section usually provides some reading
input, followed by questions for discussion, self-assessment, or just food for
thought. The Language knowledge section is ideally suited for self-study,
since students can correct their exercises by referring to the Answer key.
The Negotiating practice section involves pair or group work, although
preparation for these activities could also be done during self-study time.
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Who's who in
Effective Negotiating

The company

The negotiation

Levien SA is based in
Brussels, Belgium. It is an
international company which
manufactures specialist
paints and dyes. In its head
office it has a small IT
function which the company
has decided to outsource.

Francoise Quantin

is the current IT Manager at
Levien. She is about to be
promoted to Head of
Logistics. She is keen that her
IT team are protected.

Sean Morrissey

is from Levien's main
subsidiary in Chicago. He has
been sent to the Brussels
Office to develop Levien's
procurement policy.

The people

Okus IT are based in Swindon,
in the South of England. They
specialize in managing IT
projects and taking over the IT
departments of their client
companies.

Andrew Carter

is Export Sales Manager for
Okus IT. He has been recently
recruited by Okus to
strengthen their marketing
effort outside Britain. He
made the initial contact with
Levien.

Karen Black

is a Project Manager at Okus
IT. She has prepared the
specifications for this
contract. This is the first time
she has been involved in
negotiating an overseas
outsourcing contract.

Okus have sent a detailed
written proposal to Levien.
The meeting has been

arranged to negotiate the

terms of any agreement. In

particular the following two
158ues are likely to be
points.

1 Staffing

Levien would like to protect
the jobs of their current 1T
team. They want Okus to
employ the four members of
the team, and are under
pressure from the unions to
make sure outsourcing
contracts like this do not lead
to redundancies.,

Okus, on the other hand, will
not want to take on Levien's
whole team. They already
have project engineers based
in Swindon.

2 Pricing

Okus have proposed two
levels of IT support.

Level A: A fixed monthly price
which will cover all support
work (daily maintenance and
customer support) and
specified project work
(hardware and software
upgrades, training, etc.).
Level B: A lower monthly
invoice based on just support
work. Any additional project
work will be logged and then
added to the invoice the
following month.

As the VCD begins, Andrew
and Karen have arrived at
Levien's offices and are
watting to meet Francoise
and Sean.

sticking

WHO’S WHO 5



Communication skills
Culture and tactics
Language knowledge
Negotiating practice

Pre-viewing

Preparing the ground

Obiectives

agreeing objectives, strategy, and roles
task-orientation versus people-orientation
welcome and introductions, negotiating idioms
preparing and making opening introductions

Communication skills

What types of negotiation do you participate in? How would you define a
‘negotiation’?

How can you prepare for a negotiation? What issues do you need to
discuss beforehand?

Read the VCD Negotiating Context.

VCD Negotiating Context

The people

Andrew Carter . Karen Black Francoise Quantin Sean Morrissey

is Export Sales Manager for is a Project Manager at Okus s the current IT Manager at is from Levien's Chicago
Okus IT. He made the initial IT. She has prepared the Levien. She is about to be office. He has been sent to
contact with Levien. He has specifications for this promoted to Head of the Brussels office to develop
met one of the Levien team — contract. This is the first time Logistics. She is keen that her  Levien's procurement policy.
Sean - before. she has been involved in IT team are protected.

negotiating an overseas
outsourcing contract. She is
anxious about the meeting.

The negotiation

Andrew and Karen have arrived at Levien's offices and are

waiting to meet Francoise and Sean.

6 UNIT ONE



Viewing

Post-viewing

a4

B A

Watch Version 1. How confident are you that the negotiation will go well?

Watch Version 1 again from the beginning to the point where the Levien
team enter. How could Karen and Andrew have improved their
preparation?

Watch Version 1 from the entry of the Levien team through to the end. If
you were the host, how would you welcome your guests?

Watch Version 2. How do the two teams establish a more positive
atmosphere?

Watch Version 2 from the entry of the Levien team through to the end.
How does Frangoise manage the introductions?

How can you prepare effectively for a negotiation? Work in pairs or small
groups and brainstorm your ideas. Use the four headings below to help
you draw up a preparation checklist for negotiating. When you have
finished, compare your checklist with the one in the Answer key on

page 101.

— Objectives —Roles
— Strategies — Communication

Culture and tactics

Work in pairs. Each of you should read one of the texts below. Prepare to
present a summary of the text in your own words to your partner.

Task-oriented

Classically American business é@‘liure is very task- or achievement-oriented.
In the VCD , Sean reinforces this stereotype. He doesn’t want to waste time
with the social niceties; he wants to get down to business. Another way of
classifying this type of apprqaqh%tls to say that it is very specific*. People
who adopt this approach tené\'m focus hard on specific issues — this should
mean that time is saved and objectives reached most effectively. However,
there is always a danger that the larger picture may be missed and that
personal issues can be ignored. These personal issues may be the ones
which make or break the deal!

People-oriented

Francoise and Karen reveal themselves as more people-oriented in this first
unit. In this respect, they reinforce gender stereotypes from which we expect
‘women to be more aware of people’s feelings. Francoise gives time to some
small talk before the meeting starts because she believes this will improve
communication and lay the basis for possible future relationships. Another
way of looking at this is to call it diffuse*. A diffuse approach to business
will place great importance on all the events which surround the actual
discussion of the deal. For example, lunch together, social conversation on

the way to the airport, or a chance to meet your partner's family.

PREPARING THE GROUND 7




2 How do you see yourself?

Use the questionnaire below to find out. Tick one or the other of the
following statements. If you can’t decide, tick neither.

a i |startthe day with a list of things to do.
ii | start the day by having a chat with my colleagues.
b i Idon’tlet personal feelings influence decisions.
il When making decisions, | look at the human angle first.
¢ i Ifcolleagues do a good job, it does not matter if | like them or not.
i It's important for me to like the people | work with.
d i |see meetings only as a means to get business done.
ii | see meetings partly as an opportunity to develop team relationships.
e i Atthe end of the day, | am frustrated if | haven’t achieved what | set
out to.
ii At the end of the day, | feel ‘low’ if | haven’t got on with my colleagues.

Scoring: Score 2 points for every i sentence you ticked.
Score 0 points for every ii sentence you ticked.
Score 1 point for every time you ticked neither.

Analysis: 6-10 points  task-oriented
' 4-5 points  balanced
0-3 points  people-oriented

* see acknowledgement on the copyright page

Language knowledge

‘Sorry to have kept you waiting. You must be
Karen Black. I'm Frangoise Quantin and
this is Sean Morrissey.

1 Listen to the extracts. Match them to the situations below.

Situations

a An informal negotiation between a customer and salesman
who know each other well.

b An internal negotiation between a boss and a subordinate about
promotion and salary.

¢ A formal joint-venture negotiation between two international
companies.

d Aninformal negotiation between colleagues.

8 UNIT ONE



2 Listen again to Extract one. Note down the expressions used to do the
following:

a Welcome visitors/guests — Chairman:

b Introduce yourself/your position — Peter:

¢ Introduce yourself/your position — Ulrike:

d Introduce a colleague 1 —Yves:

e Introduce a colleague 2 — Yves:

.. 3 Listen again to Extracts two, three, and four. In each case note down the
expression used to switch from small talk subjects to business.

a Extract two

b Extract three

¢ Extract four

Welcome, introductions, and small talk

Welcoming Greetings

Formal Formal

On behalf of ..., I'm very glad to welcome you ... How do you do.

It’s a pleasure to see you here. Nice to meet you.

Less formal Less formal

Welcome to ... How areyou?

Thank you for coming all this way. Good to see you (again).

It’s nice to be here.

Introductions Small talk

Thisis... He’sin charge of ... Did you have a good journey?
He looks after ... How was your flight?
He’s our ... Director/Manager. Is this your first visit to ...?

Let me introduce you to ... Is your hotel comfortable?

Have you met ...? She’s just taken over as Head of ...

Starting the negotiation

I wondered if I could start by saying ...
We’re short of time, so let’s get started ...
We’ve got a very full agenda, so perhaps we’'d better get down to business.

PREPARING THE GROUND
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4 Speaking practice

Work in groups of four. Two of you are hosts, and two of you are visitors.
The visitors have arrived at the hosts’ company for a meeting. The hosts
need to greet and welcome them.

Host 1 —You already know Visitor 2.
Host 2 — This is the first time that you have met either of the visitors.
Visitor 1 — This is the first time that you have met either of the hosts.
Visitor 2 — You already know Host 1.

Go through the following steps, the hosts initiating the contact, the visitors
responding appropriately. When you have finished, change roles.

Welcome the visitors to the company.

Greet the visitor you know.

Allow the visitor you know tointroduce his/her colleague to you.
Introduce your colleague.

Ask about the visitors’ trip.

Offer the visitors a drink.

Get down to business.

Q@ - A0 o

Listen and respond in the following situations.

a You are being welcomed to a meeting with a potential customer.
b You are being introduced to one of the customer’s managers.

¢ You are being asked about the weather.

d You are being asked about your flight.

e You are being asked about your hotel.

f The customer suggests you need to start the meeting.

In the VCD, we saw Andrew and Karen discuss tactics before the Levien
team arrived. Watch the dialogue between Karen and Andrew again (both
versions). Listen for how the expressions in italics below are used. Then
match each expression with its meaning from the right-hand column.

a He drives a hard bargain. i stuckin detail

b You need to be on your guard. ii see what happens

¢ We’re getting bogged down. iii is a tough negotiator

d They’ll try to knock us down. iv abargaining zone

e What’s our fall-back position? v contingency plan

f Shall we play it by ear? vi ready to defend your position
g We’ve got room to manoeuvre. vii reduce our prices

Use the appropriate form of one of the expressions in italics in a—g above to
complete the sentences below.

a It’s difficult to predict what’s going to happen. I think we should just

b We’ve really got in detail and lost sight of our overall
objectives.

¢ We could end up losing money on the contract if we are not careful. The
chief negotiator on the other team is very experienced and always

d Our margins are very tight. There’s very little




e Iknow they think we are charging too much, but if they try
to on price, we’re going to have to insist on better
payment terms.

f They are very persuasive negotiators and will throw a lot of impressive-
sounding figures at you, so you should

g Ideally the new buildings will be nearer the airport, but 1f that proves too
expensive, or there is nothing available, our is to site
the factory here.

Negotiating practice

Pair work

Use the negotiation preparation checklist on page 101 to prepare to
negotiate in each of the following situations. Then carry out the
negotiation, using the checklist. For each situation, you should reach a
conclusion or decision.

Negotiation 1

You want to sell your car. You have put the advertisement below in the local
paper.

You want to buy a car. You have seen the advertisement above in the local
paper.

Negotiation 2

You want to buy a second-hand computer. You have seen the advertisement
below in the local paper.

You want to sell your computer. You have put the advertisement above in
the local paper.

PREPARING THE GROUND 11



