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Do business

j‘l.,istening & Speaking / Writing
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Preparing for job-seeking
The curriculum vitae (CV)

Politeness in the workplace
Business etiquette in other cultures

Overview of a company
Success of a company

The SWOT analysis

A presentation about strategic planning

The importance of brands
Reasons for online marketing growth

The profit and loss account (P&L)
Accounting fraud

Two creative adverts
A banned advert

Using email effectively
Voice mail

Team-building tips
A team meeting

Successful v unsuccessful innovations
Great innovators

Career skills

Explaining what to do

Being polite

Talking about your job

Short presentations

Considering alternatives

Referring to visuals

Storytelling

Summarising

Team building

Reviewing achievements

Culture at work

Fixed procedures or

flexibility?

Being direct

Hierarchy

Attitudes to timing

Factual or vague?

How much
explanation?

Ways of telling a story

Attitudes to
interruptions

Teamworking in
different cultures

Giving praise

Dilemma & Decision

For love or money?

A workplace bully

The virtue of necessity

Harley’s angels

A scent of risk

Counting the costs

Danger Zone

Spinning the truth

Leading the team

The winning project

u VIl



Learn business

Reading ‘
Unit 1 The online job market
Job-seeking P
Unit 2 Office workers “admit being rude”
Business etiquette P13
Unit 3 A matter of choice
Companies P23
Unit 4 Nike’s Goddess
Strategy P33
Unit 5 Are we being manipulated into
M arketi n g P 45 buying brands?
Unit 6 Europe’s Enron
Finance P55 &
Unit 7 The harder hard sell
Advertising P67
Unit 8 Coping with infoglut
Communication P79
Unit 9 Think before you meet
Teamworking P91
Unit 10 Failure is glorious
Innovation P01
Materials for activities PM
Writing guide P 115
Business in practice P 128
BEC Vantage practice test P 148 .

Vi R

BIZ knowledge

Major types of job interviews

Networking etiquette

Company types & company structure

Strategic planning

Marketing mix

Balance sheet

Advertising techniques

Principles of business writing

Team roles

Preparing for business innovation



Learn business
Reading: The online job market
BIZ knowledge: Major types of job interviews
- Listening & Speaking: 1 Preparing for job-seeking
Unit . g e
2 The curriculum vitae (CV)
Do business
Career skills: Explaining what to do

jOb-see ki ng Culture at work: Fixed procedures or flexibility?

Dilemma & Decision: For love or money?

Into the career world

Keynotes

Job-seekers look for work in the job market;
employers offer jobs to people with the right
qualifications and experience. People who
know what kind of job they want can look at
job advertisements for a suitable position.
Others may go to careers advisers to ask for
help in starting or managing their careers.
Large companies have a human resources
department, which deals with recruitment and
hiring employees, and also manages career
development within the company.

o




Learn business

Preview

What ways do you know of finding a job? Work with a
partner and make a list.

1 Look at newspaper advertisements.
2 0.}; Mo recruiement an (ing -

3
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How Jeff Taylor changed the way the labour
market works

The
online job
market

Monster.com, the pioneer of online
recruitment, shows how electronic
marketplaces reach more people and
can offer more efficiency than physical
markets. It also shows that money can be
made in such markets: Monster has a long
record of profitability.

Jeff Taylor, who launched the site in
1994, says that the Monster.com name is
the firm’s “single most important success
factor”. It introduces an image of youthful
fun in what is basically a boring business.
Supporting the brand is a big advertising
budget which accounts for a quarter of
the firm’s costs. He runs expensive ads
during key sporting events such as the
Super Bowl.

Job-seekers supply resumes and
employers pay to scan them or to post job
ads. Most of the services that job-seekers
get are free, but they have to pay for a
service that allows them to contact each
other for advice and career management.
They can use this service to ask each

other questions about, say, what it is like




to work for a firm that they are thinking of joining.

The main contribution of Monster has been to
speed up hiring and vastly increase the accuracy of
the job-searching process. “You can post a job at 2 pm
and get your first response at 2.01,” Mr Taylor says
proudly. And an employer who knows exactly what
he wants can use Monster’s filters to search vast
numbers of resumes with precise accuracy. Monster
is a serious threat to newspapers, which historically
made 40% of their revenues from carrying ads, up to
half of which were for staff. Headhunting firms have
also lost business, because demand for their help in
filling lower-level jobs has fallen.

The online job market works well for workers and
employers who know what they want. It works badly
for people who are unsure. Check that your resume
says clearly what kind of job you want. The filters
will then make sure that it reaches the right human

resources departments. m

The Economist

Glossary

recruitment n. {4

physical n. HTEH; P
profitability n. Z#|

launch vt. ¥ GHr=in%s) #01is
budget n. FiiH

account for & (—EXL B HH))
key adj. tHRHEE)

Super Bow!| 2% ( 5 ZHRTER DR B I AFE 2 2€)
scan vt. %

post vt. (FEM L) 2AMEHE., Kb+
speed up  (flf) IitRisE 2

accuracy n. HEBTE

filter n. SUEFERF

revenue n. (also revenues) W4i

headhunting firm n. f3L4Na

Unit 1 Job-seeking
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Comprehension

El Read the text and find information about the following:

1 the name of the website
2 the image of Monster.com

3 Monster.com’s biggest contribution to the recruitment industry

Bl Read the text again and decide whether the following statements are true (T) or
false (F).

Monster.com is operating at a profit.
To fund key sporting events is an important way to promote the brand for Monster.com.
All the services that job-seekers can get at Monster.com are free.

= W N =

Monster.com helps to speed up the hiring process for employers. However, it
contributes moderately in terms of improving the accuracy of the job-searching
process.

5 Monster.com is a serious threat to newspapers and headhunting firms since it
works for all kinds of employers and job-seekers.

Vocabulary

Kl Complete the diagram with the following words. Change the form where necessary.

accept attend apply~ advertisement candidate invite offer

2 Job-seekers ~ for the
post.

N 2

3 The employer selects suitable

on a website or in a newspaper.

Ll Employer posts a job

4 The employer the

selected candidates for interview.

!

5 Candidates their
interview.

6 The employer the job
to the best candidate.

\ A

| 7 The candidate i _or
i declines the offer.

ro4t

4 Intelligent Business: Starting a Career



Complete the passage with the following words and phrases. Change the form
where necessary.

accept  application interview jobad recruit select resume offer

Finding a job

Esther Garcia graduated from university with a degree in telecommunications. But finding her first
job was very hard. She searched all the 1) in the newspapers and on the Internet. She
made lots of 2) to different companies. She also sent her 3) to all the
big telecommunications companies. But most companies didn’t even invite her for 4)

It seemed that they only wanted to 5) people with job experience. After several
months, a finance company in Madrid 6) Esther a place on a three-month graduate
trainee scheme. At the end of the three months, Esther was the only person out of the ten trainees to

be 7) for a permanent job. Of course, Esther was very happy to 8)

Speaking

Work in groups and discuss the advantages and disadvantages of the traditional ways
of job-seeking and the online ones.

Advantages Disadvantages

Traditional ways of job-seeking

Online job-seeking

Unit 1 Job-seeking 5



BIZ knowledge

Major types of
job interviews

There are different types of job interviews that you may
participate in during the job-seeking process. Knowing
what to come in each type of interview can help you

to better prepare for it. The following are three most
common types of job interviews.

Traditional one-on-one interview

For a one-on-one interview, it has been established

that you have the skills and education necessary for

the position. The interview will focus on determining
if the information you've provided are reliable and

if you will fit in with the company, and how your

skills and qualifications will benefit the company.

So what you have here is usually a list of questions
about qualifications, work experience, knowledge and
expectations like “What duties did you have in your
previous job?” or “Where do you see yourself in five
years?” Your goal in a one-on-one interview is to leave a
good impression on the interviewer and convince them
how reliable and qualified you are.

Case interview

Case interview is particularly challenging. What

happens here is that the interviewer presents a problem

and then follows this with a series of questions to find

out how the candidate would approach the problem.

To give you an idea, it might go something like this:
“Company X wants to increase the number of university
graduates that it hires every year by 50 per cent without
exceeding its current budget, which is $2m. What would
you advise them to do?” Now this puts the candidate in
a pretty uncomfortable position because they're really
being asked to do several things — to demonstrate that
they can analyse the problem logically, come up with
feasible solutions and communicate effectively with the

interviewer. So it’s a pretty stressful form of interview.

Behavioural interview

It’s designed to find out how the candidate actually
behave in certain situations, especially in tricky ones.
The questions are usually based on experiences from
the candidate’s own past. A typical question might be
“Can you give me an example of a situation where you
had to follow orders that you didn’t agree with?” This
puts pressure on the candidate because they have to find
a good example and they have to do the talking, so it
opens up a lot of information and the interviewer gets to

see more of the person who's sitting opposite.

Work in pairs and discuss the following questions.

1  What other types of interviews do you know?

2 How would you prepare for an interview?

6 Intelligent Business: Starting a Career




Listening & Speaking

Listening 1 Preparing for job-seeking

El Listen to Dave, who is in the final year of a business course, talking to New words -
Carla, who graduated from the same course last year. Tick (v') the subjects network vi. AZif; B pEELG
that Carla mentions. alumnus n. (p/ alumni) B‘EE

s il B o

O 1 applying for jobs

O 2 preparing for interviews
0O 3 accepting jobs

O 4 networking

O 5 thejob market

Listen again and work in pairs to complete the notes that Dave made after his
conversation with Carla. Student A fills in the part about “Interviews” and “Follow-up”,
and Student B fills in the part about “Networking”.

Discussion with Carla
Tue 20 Feb

Interviews

1 Think about the interviewer might ask you.
2 TIt's agood idea to ask a friend to with you.

Networking

professionally.
smartly.

Be
Listen to

3
4
5 Shake
6
7

Follow-up

8 Send a short thanking the person for their
and advice.

“WM*W‘

El Exchange your notes and get a complete version of it. Then make a short
presentation to the class about how to prepare for job-seeking based on the notes.

Unit 1 Job-seeking



