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Lesson One

@ Five Important Skills Necessary for Business Success

. Abstract: The article introduces the five important skills which can help you make your
business successful. They are the skills of communication, networking, perspective, time
management and delegation.

Key words: communication; networking; perspective; time management; delegation

Could knowledge learned in schools really help us to play good roles in the workplace? In fact,
a lot of soft powers are most important than our theories learned in schools. Among them there are
five necessary skills to help us to make our business successful.

Communication

You may have the greatest ideas in the company, but no one will know that if you can't
communicate them.

It's important to be clear and professional in your communications, whether that's over email, in
meetings, or one-on-one. Observe colleagues and superiors whom you admire to see if you can learn
and adopt their most effective communications techniques. Take care in composing emails to your
boss, colleagues and clients; don't get lazy simply because of the communications medium.

"The ability to effectively communicate really is the bedrock to develop critical relationship
within the organization itself and sets the tone for development and movement," says Michael
Steinerd, director of recruiting for indeed.
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To be an effective communicator, it's just as important to listen and ask questions as it is to put
forth your own ideas. Listening carefully to your audience will help you determine whether your
ideas are being understood, and gauge how well your goals jibe with the interests of the people
you're addressing.

Prepare in advance, and practice what you're going to say. "When you get on the phone with a
client, when you go into an internal meeting, when you are talking to your boss in a performance
review, preparation is really the key to getting your point across," says Peggy Klaus, an executive
coach and author of The Hard Truth About Soft Skills. You want to develop "the ability to speak with
both warmth and strength, using both parts of your personality to be dynamic and insightful."

Don't shy aWay from difficult conversations: They're an important part of effective
communication and are better tackled directly rather than avoided.

Networking

Another much-neglected workplace skill is networking, both inside and outside of your
organization. Many people assume they can stop developing their networks once they've landed a
job. But continuous networking is key to success within your workplace—and to find another role if
and when you're ready to change jobs.

"People think that if they show up on time and do a good job that they will be rewarded," Klaus
says. "You've got to let people know what it is that you're doing, not only so that you can advance
your career, but so that people can use your expertise and services."

With more organizations relying on cross-functional teams and projects that reach across
divisions, you need to network internally. You also will open yourself, and your team, to more
opportunities if you have a strong internal network.

Identify people you admire inside and outside your company, whether for their technical or soft
skills, and make an effort to cultivate them. Continually look for ways you can help these individuals
rather than focusing on what you can get out of them.

"The people that are more successful aren't thinking about networking, but connecting: How do
I connect this need with this resource?" says George Bradt, author of the forthcoming book
First-Time Leader. "They fundamentally believe in helping everybody they're helping themselves."

Perspective

Taking into consideration another person's goals, interests, and beliefs is central to any
relationship. It's not enough to be named team leader if you want to get the cooperation of others—
especially when the people on your team aren't your direct reports.

"Anybody at any level in any organization has to influence people who influence other people,"
Bradt says. ""You have to co-create a shared purpose and drive toward the cause, and they don't teach
you that in school."

The simplest way to learn someone else's perspective is to ask, and then listen carefully to the
answer. You can also read body language and consult with colleagues.

Perspective taking is particularly useful when it comes to your boss. These days, supervisors
and managers have more responsibilities and stress than ever—typically with fewer resources.
They're often doing the same job that two people would've filled a decade ago.
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"You are there to help them and to make them look good. Any way you can do that, do it," says
Klaus. "Look at the personal side of that boss rather than as a figurehead. Think about him or her as
a person. The compassion, empathy, is really important."

Time management

Look at your to-do list. To get to the bottom, would you need to work solidly for a day? A week?
A month? A quarter? You're not alone. We all have more tasks and responsibilities than hours in the
day it would take to complete them. The answer is to prioritize rigorously and manage your own
energy.

"The whole secret to time management comes down to saying, 'No, thank you. If I take on that
project, I won't do the other ones well,' " Bradt says. If your supervisor or teammates demand that
you shoulder more tasks, insist that they provide additional resources, give a later deadline, or help
you decide which of your other responsibilities to bo off-loaded.

It doesn't benefit anyone to keep saying yes, whether that's to new projects, conference calls at
inconvenient times, or other additional work. You'll end up burnt out with a mediocre track record.

Instead of letting other people's problems and urgent requests dictate the shape of your day,
decide for yourself which tasks you need to complete personally and do well, and make those your
first priority. List them on a sticky note on your wall if you need to be reminded of them when
emails or calls distract you.

Delegation

Along with prioritization comes the need to delegate well. If a task doesn't need to be
completed by you, find someone else to delegate to, and manage the project indirectly. (The items at
the very bottom of your to-do list may never get done—and that may be OK.)

"At any lével you are always delegating. You are always relying on others," Bradt says. "If you
don't have too much to do, the organization is in trouble."

To effectively delegate, you must first believe the person who's taking over the task can
complete it well, even if the path or the solution itself differs from what you would've done. Give
clear direction, lay out parameters, make needed resources available, and provide any needed
training. Then, step out of the way.

To develop any one of these skills, the most important piece is practice. Start small and persist.
Ask for feedback from colleagues and mentors. And don't give up!
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1. Observe colleagues and superiors whom you admire to see if you can learn and adopt their
most effective communications techniques.
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2. Listening carefully to your audience will help you determine whether your ideas are being
understood, and gauge how well your goals jibe with the interests of the people you're addressing.
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3. You've got to let people know what it is that you're doing, not only so that you can advance
your career, but so that people can use your expertise and services."
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4. To effectively delegate, you must first believe the person who's taking over the task can
complete it well, even if the path or the solution itself differs from what you would've done.
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1. Try to describe your experience of using one or more above skills in your social activities.
2. Please describe your experience of using Wifi. (Read the following Reading Materials first.)
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Word-formation in the E-commerce Fields
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BEE BESRAXXFEE
IC fE R HLEE R integrated circuit card
DES #(## hin & b v data encryption standard
PKI A FHEER e public key infrastructure
PC M AHEHL personal computer
www EEKH world wide web
BBS AHFRS bulletin board system
UPS AS[a] b Hi 7 uninterruptible power supply
asap JL A REtith as soon as possible
SVGA @A E ¥ &7 451 super video graphics array

R TRSIESD P ES RS WA, . DSA=digital signature algorithm; DSS=digital
signature standard; DES=data encryption standard; D-HTML=dynamic HTML; EDI=electronic data
interchange; EDIFACT=electronic data interchange for administrators, commerce and transport;
ECC=elliptic curve cryptography; IMAP=internet message access protocol; OCR=optical character

s enassssassassasass,
rs

«_ Exercises

S

Try to find out the derivative, compounding, blending and shortening words in this text and
following texts and reading materials. Explain their meanings please.

No free Wi-Fi—The Biggest Tourist Complaint

Abstract: A new survey conducted by accommodation group Thistle Hotels shows that the
average holidaymaker spends at least an hour a day of their down-time logging on to social media
portals or checking other favorite websites and free wi-fi is very important to holidaymakers.

Key words: survey; holidaymakers; free wi-fi

Not so long ago, the weary tourist would head off on holiday for the simple pleasures of
recharging their batteries, topping up their tan and relaxing on a sun-lounger. '

Now, it seems, we are more likely to spend our time away catching up online with friends and
acquaintances than gaze at the horizon or the contents of a good book.

A new study has found that the average holidaymaker spends at least an hour a day of their
down-time logging on to social media portals or checking other favourite websites.

In fact, so obsessed are we with the online world that a new holiday annoyance — hotels and
resorts charging for wi-fi access — has joined the more familiar worries that can have travellers
reaching for complaint forms and their booking terms and conditions.

The survey was conducted by accommodation group Thistle Hotels, which asked 2000 people
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about their regular holiday peeves.

The top frustration was still the issue symbolised by the manic face of Basil Fawlty, with 69 per
cent of those queétioned saying rude hotel staff were their key bone of contention.

To find that your room is still being cleaned, and is not ready when arriving your resort was the
second most common concern — suggested by 45 per cent of responders.

But a sign of changing times is there at number three, with a very modern complaint — being
forced to pay for wi-fi — causing grumbles with over a third of people (38 per cent).

Other widespread holiday flashpoints included a poor selection of food at the resort buffet (37
per cent of those questioned) and a hotel being further from a destination's attractions and restaurants
than advertised (32 per cent).

Our determination to be tweeting and liking even when we are supposed to be taking a break
from the norm is also apparent in the survey's list of what are considered to be the most important
elements of a stay at a place in the sun.

Over half of the responders (51 per cent) said that free wi-fi is crucial to their enjoyment of
their escape — ranking higher than a hotel having a swimming pool (49 per cent) being close to a
destination's attractions (41 per cent) and offering in-room TVs (37 per cent).

"It's crazy to think that, in 2014, hotel chains are still charging for wi-fi," says Mike DeNoma of
Thistle Hotels.

"Our research shows that free wi-fi is very important to holidaymakers."

Free Wifi

Abstract: MDIF plans to launch hundreds of satellites into orbit by 2015, and provide the user
to share free Wifi.

Key words: MDIF; satellite; free Wifi; sharing of data

You might think you have to pay through the nose at the moment to access the Internet.

But one ambitious organization called the Media Development Investment Fund (MDIF) is
planning to turn the age of online computing on its head by giving free web access to every person
on Earth.

Known as Outernet, MDIF plans to launch hundreds of satellites into orbit by 2015.

Using something known as datacasting technology, which involves sending data over wide
radio waves, the New York-based company says they'll be able to broadcast the Internet around the
world.

‘The Outernet team claims that only 60% of the world's population currently have access to the
wealth of knowledge that can be found on the Internet.

This is because, despite a wide spread of Wi-Fi devices across the globe, many countries are
unable or unwilling to provide people with the infrastructure needed to access the web.

The company's plan is to launch hundreds of low-cost miniature satellites, known as cubesats,
into low Earth orbit. Using a technique known as User Datagram Protocol (UDP) multitasking,
which is the sharing of data between users on a network, Outernet will beam information to users.
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E-commerce

The use of electronic transmission mediums to engage in the exchange, including buying and
selling, of products and services requiring transportation, either physically or digitally, from location
to location. .

Windows

Short for Microsoft Windows, a graphical user interface for DOS computers. Microsoft
Windows provides a common way of using progfams, making them easier to learn. 'Plus, Windows
manages the way your PC works and takes care of common chores, such as working with the printer
and disk drive. For example, when you set up a printer in Windows, that printer is automatically
available in all your Windows programs. This lets us poor users concentrate on our work rather than
on fussing with the computer and printer drivers or some such. Microsoft Windows provides access
also to your computer's extended memory (memory above the first megabyte in your computer) and
allows multitasking on 386 and higher computers.
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@ How the Internet Works

Abstract: The article introduces how the e-mail travels on the Internet, what a back bone
provider is and how internet companies connect to each other.

Key words: big carriers; online world; backbone provider; solution to safeguard competition on
the internet

To see how big carriers could control the online world, you must understand its structure.

How does E-mail travel on the Internet to reach someone far away?

When Jennifer, who lives in Pasadena, Calif, wants to send an E-mail message from her home
computer to her mother in Washington D.C., she uses a local Internet service provider (ISP) such as
EarthLink Network Inc. (ELNK). EarthLink gives Jennifer access to the Internet, much in the way
that an onramp puts a driver on the national high way system.

After Jennifer's computer makes a local telephone call to EarthLink's local bank of modems,
Jennifer types in her E-mail message and hits "send". Based on Mom's E-mail address, EarthLink
will recognize that Mom is a customer of an ISP in Washington called Erols Internet Inc. (RCNC).
EarthLink will then send the E-mail to an Internet "backbone provider", such as GTE Corp. (GTE),
to route it along its way. )

‘What is a backbone provider and why is it important on the Internet?

Backbone providers are the Internet players that typically own and lease long-haul fiber-optic
cables spanning a large region. They also own the communications gear that directs traffic over the
Internet. There are only a handful of major backbone providers, including MCI, WorldCom, Sprint «



