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Unit 1 Business Meetings

Reading 1

Questions for Pair Work

1. Try to recall a meeting you attended before and tell your partner;
0 Time of the meeting
0 Duration of the meeting
0 Location of the meeting
00 Reason for the meeting
0O Participants (number, identity, etc. )
0 Pre-meeting preparation (if any)
0 Objective of the meeting
0 Procedure of the meeting
O Outcome of the meeting
O Your comments / complaints / suggestions
2. What do you personally enjoy and dislike about meetings?
3. How will you prepare for an important meeting?

4. What advice would you give to someone who is going to chair a meeting for the first time?

How to Attend a Meeting

To really succeed in a business or organization, it is sometimes helpful to know what your
job is, and whether it involves any duties. Ask among your coworker. “Hi,” you should say.
“Im a new employee. What is the name of my job?” If they answer “long-range planner” or
ploy y ) y g ge p
“lieutenant governor,” you are pretty much free to lounge around and do crossword puzzles
5  until retirement. Most jobs, however, will require some work.
There are two major kinds of work in modern organizations ;
Taking phone messages for people who are in meetings, and, going to meetings.
g P g peop g » going g
Your ultimate career strategy will be to get a job involving primarily No. 2, going to

meetings, as soon as possible, because that’s where the real prestige is. It is all very well and
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good to be able to take phone messages, but you are never going to get a position of power, a
position where you can cost thousands of people their jobs with a single bonehead decision,
unless you learn how to attend meetings.

The first meeting ever held was back in the Mezzanine Era. In those days, Man’s job was
to slay his prey and bring it home for Woman, who had to figure out how to cook it. The
problem was, Man was slow and basically naked, whereas the prey had warm fur and could run

like an antelope.

(6] At last someone said, “Maybe if we just sat down and did some brainstorming,, we could
come up with a better way to hunt our prey!” It went extremely well, plus it was much warmer
sitting in a circle, so they agreed to meet again the next day, and the next.

But the women pointed out that the men had not produced anything, and the human race
was pretty much starving. The men agreed that was serious and said they would put it right near
the top of their “agenda”. At this point, the women, who were primitive but not stupid,
starting eating plants, and thus modern agriculture was born. It never would have happened
without meetings.

The modern business meeting, however, might better be compared with a funeral, in the
sense that you have a gathering of people who are wearing uncomfortable clothing and would
rather be somewhere else. The major difference is that most funerals have a definite purpose.
Also, nothing is really ever buried in a meeting.

[51 An idea may look dead, but it will always reappear at another meeting later on. If you
have ever seen the movie, Night of the Living Dead, you have a rough idea of how modern
meetings operate, with projects and proposals that everyone thought were killed rising up
constantly from their graves to stagger back into meetings and eat the brains of the living.
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There are two major kinds of meetings:
1] A. Meetings that are held for basically the same reason that Arbor Day is observed —
namely, tradition. For example, a lot of managerial people like to meet on Monday, because
it's Monday. You’'ll get used to it. You'd better, because this kind accounts for 83% of all
meetings. This type of meeting operates the way “Show and Tell” does in nursery school, with
everyone getting to say something, the difference being that in nursery school, the kids actually
have something to say.

When it’s your turn, you should say that you're still working on whatever it is you’re
supposed to be working on. This may seem pretty dumb, since obviously you’d be working on
whatever you’re supposed to be working on, and even if you weren’t, you'd claim you were, but
that’s the traditional thing for everyone to say. It would be a lot faster if the person running the
meeting would just say, “Everyone who is still working on what he or she is supposed to be
working on, raise your hand. ” You'd be out of there in five minutes, even allowing for jokes.
But this is not how we do it in America. My guess is, it’s how they do it in Japan.

B. Meetings where there is some alleged purpose. These are trickier, because what you do
depends on what the purpose is. Sometimes the purpose is harmless, like someone wants to
show slides of pie charts and give everyone a big, fat report. All you have to do in this kind of
meeting is sit there and have elaborate fantasies, then take the report back to your office and
throw it away, unless, of course, you’re vice president, in which case you write the name of a
subordinate in the upper right hand corner, followed by a question mark, like this; “Norm?”
then you send it to Norm and forget all about it.

But sometimes you got to meetings where the purpose is to get your “input” on something.
This is very serious because what it means is, they want to make sure that in case whatever it is
turns out to be stupid or fatal, you’ll get some of the blame, so you have to escape from the
meeting before they get round to asking you anything. One way is to set fire to your tie.
Another is to have an accomplice interrupt the meeting and announce that you have a
phone call from someone very important, such as the president of the company or the Pope. It
should be one or the other. It would sound fishy if the accomplice said, “You have a call from
the president of the company, or the Pope. ”

You should know how to take notes at a meeting. Use a yellow legal pad. At the top, write
the date and underline it twice. Now wait until an important person, such as your boss, starts
talking; when he does, look at him with an expression of enraptured interest, as though he is
revealing the secrets of life itself. Then

write interlocking rectangles like this é &
I it is an especially lengthy meeting, : » hﬁ‘*‘

you can try something like this: “? H::‘G-D‘_




If somebody falls asleep in a meeting, have
70 everyone else leave the room. Then collect a
group of total strangers, right off the street, and
have them sit around the sleeping person until he

wakes up. Then have one of them say to him, ’ ’

“Bob, your plan is very, very risky. However,

75 you've given us no choice but to try it. I only hope, for your sake, that you know what you’re

getting yourself into. ” Then they should file quietly out of the room.

[ word List

1. long-range /\lpp'reind3/ a. about or covering a long distance or time JEFR K ; &
M
2. lieutenant /lef'tenont/ n. (im comb. FiF & 4 1d]) an officer or official with
the rank next below the one stated HIEE 5
3. crossword puzzle n. a printed game in which words are fitted into a
/'kroswaid,paz(a)l/ pattern of numbered squares in answer to numbered
clues ( = questions or information about the

necessary word) in such a way that words can be
read across as well as down when the pattern is
completed ABEIE F %

4. prestige /pre'stii3/ n. general respect or admiration felt for someone or
something because they have (or are connected

with) high quality, social influence, success, etc.
B, B8, FE

5. bonehead /'baunhed/ n. a stupid person 7%, 8K

6. prey /prel/ n.  an animal that is hunted and eaten by another animal
By

7. basically /'bersikalr/ ad. with regard to what is most important and basic #72<
E

8. naked /'merkid/ a. (of a person’s body, or part of it) not covered by
clothes 34k

9. antelope /'®ntiloup/ n. a graceful grass-eating animal that has horns and is

. able to run very fast ¥

10. plus /plas/ prep. and also il I

11. primitive /'pimitiv/ a. simple R 8L

12. funeral /'fjuinor(9)V/ n. aceremony, usu. religious, of burying or burning a

dead person(—# Ry 528 H0) FEL
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14.

15.

16.

17.

18.

19.

20.

21.

22.
23.

24.
25.

26.
27.

28.

29,

ATl

grave /grelv/ n.
stagger /'stega(r)/ vi.
observe /ab'zaiv/ ut.
namely /'netmly/ ad.
nursery school /'nazsoriskusl/ n.
dumb /dam/

alleged /a'ledzd/

tricky /'trikt/

input /'input/ n.
fatal /'fert(a)V/

accomplice /9'kamplis/

fishy /'fifi/ a.
pad /ped/

enrapture /In'reeptfa(r)/ ut.
reveal /r1'vi:l/ ot.
interlock /1nta'lpk/ .
rectangle /'rektzeng(s)l/ n.

lounge around
point out

at this point
would rather

rise up

the place in the ground where a dead person is
buried B(Z

to walk or move unsteadily and with great difficulty,
almost falling FiH}; 848 R R HATE

to accept and perform the customs connected with a
particular day, festival, or event J#i., 4 (F H 4
H. A%%)

(and) that is (to say) BJ, HuakR2 (i)

a school for young children of two to five years of age
YLE (W =ZHS K4hL)

stupid £/, 8 F Y

stated without being proved ( RZUE3LTT) BRIARH
(of a situation, piece of work, etc.) difficult to
handle or deal with(JE#\. TAE%) H K
something, such as advice, information, or effort,

that is provided in order to help something succeed

or develop (o # B L3 RZh 8l R B £ Hh 89) 4%
Al EMREREE )

causing or resulting in death Z(§ri

a person who helps another person to do wrong [7]
tk, FlEE

making one doubtful O] §F K]

a number of sheets of paper fastened together, used
for writing letters, drawing pictures, etc. {HAS#

to fill with great joy or delight i Y45 R

to show or allow (something previously hidden) to
be seen BRI, BT (i)

to lock or join with each other ¥ 4&li; BA4E; #iH 41
&

a flat shape with four straight sides forming four right
angles K5

J: Idioms & Expressions
to spend time in a lazy way, doing nothing PR #E
to draw attention to the fact 3§ , #58
in this state 3] 7 X Ffh#b
more willingly 58, 57T
to come back to life after being dead FE i & 4



-huN:—

get to to arrive at, reach 3|3k, #EA
get around to to find time for; do at last $R B} 44 & F LM%

. set fire to to cause the start of fire on 2\ K , SR

J: Proper Nouns

Mezzanine Era /'mezaniin'tara/ TR

Night of the Living Dead (BRAZEK)
Arbor Day /'aiba(r)der/ N

Pope /paup/ HE

I Notes to the Text

- Your ultimate career strategy will be to get a job involving primarily No. 2, going to meetings, as

soon as possible, because that’s where the real prestige is: Your basic occupational strategy
should be to get, as soon as possible, a job whose main duty is to attend meetings, the second
kind of work in modern organization, because your real reputation relies on meetings.

Mezzanine Era; A playful coinage by the writer on the pattern of the term Mesozoic Era ( Hi4:
fR). “Mezzanine” means “a partial story between two main stories of a building (ZE)”, so
the coinage means in Chinese “Je4: /4",

. The modern business meeting, however, might better be compared with a funeral, in the sense

that you have a gathering of people who are wearing uncomfortable clothing and would rather be
somewhere else: It might be better to compare the modern business meeting with a funeral for the
reason that in both cases there is a gathering of people who are wearing uncomfortable clothing
and who would prefer to be in some other place.

Night of the Living Dead: A horror film directed by George A. Romero in 1968. A wide
investigation of reports from funeral homes, morgues and hospitals has concluded that the
unburied dead are coming back to life and seeking human victims. The entire story takes place
over the course of one night. It follows the plight of a group of seven people who take refuge in a
farm house as the horrifying phenomenon of the living dead begins. As they battle against the
increasing number of the walking dead outside their situation slowly becomes direr. Finally they
even begin turning on themselves.

with projects and proposals that everyone thought were killed rising up constantly from their
graves to stagger back into meetings and eat the brains of the living: with projects and proposals
that everyone thought were turned down at previous meetings put forward again and again at new
meetings only to waste a lot of energy of the people.

. Arbor Day: A day set apart for planting trees. Most states in the United States and most provinces

of Canada celebrate Arbor Day. Arbor Day is a legal holiday in some states and provinces. Many
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10. pie chart: a graph in the form of a circle divided into sectors that resemble pieces of a pie,

other countries also celebrate Arbor Day by planting trees, or they have other special days or
weeks for tree planting.

“Show and Tell” : Methods used in child education when children are encouraged to bring to
school their toys or works and tell about them to their pals, thus their ability to express gets
trained and their desire to project themselves gets enforced.

You’d be out of there in five minutes, even allowing for jokes: You would be able to conclude the
meeting very quickly, even having some time for jokes.

Meetings where there is some alleged purpose: Meetings that are alleged to have certain purpose.

drawn to show the percentages into which any total sum is divided.

11. Pope: the supreme head of the Roman Catholic Church.

1.

Questions for comprehension

1) What are the two major kinds of work in modern organizations?

2) How was modern agriculture born according to the text?

3) There are two major kinds of meetings. What are they?

4) Why are the meetings where there is some alleged purpose trickier?

5) What does the author imply in stating the two major kinds of meetings?

6) To escape meetings where the purpose is to get your “input” on something, what knacks are
suggested by the author?

7) Why should “you” write interlocking rectangles when taking notes at a meeting?

8) What does the author think of Americans and Japanese at meetings?

9) What is the author’s real purpose of writing this essay?

10) What is the tone of the essay?

Text Analysis

The author in this text appears to be giving meeting-attending techniques but actually he satirizes
the ridiculousness and ineffectiveness of a meeting. Read the text carefully and you’ll find it falls
into five major parts. Write out the paragraph number and the main idea of each part, and then
name one or two examples of the use of humor in each part.

Part One (paras 1 -4)

Main Idea: Attending meetings seems to be the way to prestige and power.

Example(s) of Humor: Just like going to meetings, taking phone messages for people who are in
meetings is one of the two major kinds of work.

Part Two ( paras )



