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Preface

This book is one of Macmillan’s Career English series. Career
English is intended for students who have some proficiency in English
as well as a working knowledge of their own professional fields. The
books are designed to teach the special terminology students need in
order to communicate in English within their career areas.

Students will find the Career English books clear, lively, practical,
and easy to use. Each chapter covers one specific topic and begins with
a dialogue between an expert in the field and a student or a trainee. In
the course of the dialogue, the key terms pertaining to the chapter topic
are introduced in a realistic context. The dialogue is followed by a
terminology practice in which each key term is defined and used in
three sample sentences. At the end of each chapter, students will find
a simple check-up exercise to determine whether or not they have mas-
tered the terms introduced in the dialogue. An answer key to the
check-ups is provided for self-correction. A glossary at the end of each
book lists all the terms in the text with the numbers of the chapters in
which they appear. In addition a cassette recording of the dialogues is
available for each book. Use of the cassette is optional but highly
recommended.

The books in the Carcer English series are designed to be equally
useful for students studying in a classroom or independently.

To the studeni: 1f you are studying independently, the following
suggestions will help vou to use this book to its best advantage:

1. Read the dialogue from beginning to end.

2. Read the terminology practice.

3. If you have the tape, listen to it. Listen for the words in the termi-
nology practice, paying special attention to pronunciation and
intonation.

4. Reread the dialogue aloud. (If you have the tape, play it again to
check your pronunciation.)

5. Do the end-of-chapter check-up to be sure you have mastered the
terms introduced in the chapter. Check your answers with the
answer key at the back of the book. If you have made an error in
the check-up, use the terminology practice to look up the words you
have not mastered. Find the terms in the dialogue, and reread the
dialogue. Correct your errors.

6. Now you are ready to go on to the next chapter.



To the teacher: The following suggestions will help you to use this

book to its best advantage in your classroom:

1.
2.
3.

Ask students to read the dialogue silently.

Have them read the terminology practice to themselves.

If you have the tape, play it for the class. Suggest that students fol-
low along in their books, listening carefully for the words in the
terminology practice and paying careful attention to pronunciation
and intonation.

Read each word in the terminology practice aloud, asking students
to repeat after you. Check for pronunciation. Have students take
turns reading the sample sentences aloud.

. Ask two students to read the dialogue aloud, taking the parts of the

characters in the dialogue. (You may wish to have sevcral pairs of
students read each dialogue.) As the dialogue is being read, help
the students with their pronunciation and intonation.

. Ask students to do the end-of-chapter check-up to be sure they have

mastered the vocabulary introduced in the chapter. If students have
their own books, they may write their answers directly in the book.
If the books will be used by others, ask students to write their
ariswers on separate paper.

. Students can check their answers with the answer key at the back of

the book. If they have made any errors, suggest they look up the
terms in the terminology. practice, reread the definitions and sample
sentences, and reread the dialogue. Then have them correct their
check-ups.
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LESSON

Il

/ AN
Taking the 71’{\\
First Step \__

\

A. Dialogue

Consultant: Good morning, Mr. Larson. I'm pleased to learn that you
want to market your product in other countries.

Company Yes, we have a good product, and it should be in demand

President: in other countries. But I don't know how to begin.

Consultant:  Well, that’s the most difficult part of foreign trade—taking
the first step. ‘

President:  I'd like to try to sell one line, a small office machine for
putting sheets of paper together called a collator.

Consultant: That sounds interesting.

President: Do you think I should export to only one country first?

Consultant:  You said your product should be in demand in other
countries. So you must think there is a potential for mak-
ing a profit in more than one. Examine the market struc-
ture and general economic conditions in those places.
This will indicate whether a profit can be made. Then
decide how many countries to start with.

President:  Would I need to go to these countries and sell the product
myself? . -

Consultant: No. But a visit to the countries would be a good idea.

President:  What would I do there?

Consultant: You would locate a distributor who would purchase your
product and resell it.

President:  How would I find a distributor?

Consultant: First, you may find a selection of names through the
United States government’s Commerce Department.

President:  That sounds like a good suggestion. How can I find out

if my product is in demand in other countries?



Consultant: The Commerce Department can help you on that too.
Foreign Service Officers make economic reports to the
Commerce Department about market conditions, controls,
tariffs, and quotas in other countries.

President:  Can 1 see these reports?

Consultant:  Yes, and you can also examine market reports.

President:  Good. I can find out with whom I’'m competing.

Consultant:  Also, examine the general state of the economy. For ex-
ample, if the economy is in a recession, the demand for
all products is usually decreased. So your product might
not sell well at such times.

(This dialogue will be continued in Lesson 2.)

B. Terminology Practice

commerce: trade

This is a report on foreign commerce.

I've learned a great deal about commerce.

Have you read his study on European commerce?
Commerce Department: a United States government agency dealing
with commerce

The Commerce Department issues many reports.

Many businessmen visit the Commerce Department.

Where is the Commerce Department located?
compete: in this sense, try to make one’s product sell better than
similar products that are being marketed by other companies

To compete well takes hard work.

Some people do not care to compete.

One must usually compete to make money.
competition: sale of the same or a similar product, or a company that
sells a similar product

Competition helps the buyer.

Are you familiar with the competition’s products?

Most traders have some competition.
controls: in this sense, governmental limits on the movement of money
and products '

Controls limit exports.

Foreign traders should know about controls.

Most countries have controls on trade.



distributor:  someone outside a company who sells its product
The distributor will take orders.

A distributor is sometimes referred to as an agent,
Is your distributor reliable?

export: send to other countries
Do you wish to export?

To export means to market a product abroad.
Where shall I export?

Foreign Service Officers: government representativesin foreign countries
Some Foreign Service Officers specialize in trade matters. )
Foreign tradess visit Foreign Service Officers.

Foreign Service Officers make reports.

foreign trade: trade with another country

Foreign trade is very interesting.
" Qur foreign trade is growing.
Most large companies are in foreign trade.

in demand: wanted by the customer
My product is in demand here.

Is it also in demand abroad?
Wheat is in demand this year.

line: a particular kind of product
My line is in demand.

I'll start a new line.
I'll sell my old line abroad.

market: sell a product or put it on sale
I'll market my product here.

Marketing presents many problems.
Are there many books on marketing?

market reports:  facts and figures on what buyers want to buy
Market reports cover many things.

In foreign trade, market reports show what products are in demand.
You can make your own market report.

product: a thing made by a company
This product is made by my company.

Will you market that product this year? -
Our products are selling well.

quota: a limited or set quantity
Some countries have quota controls.

A quota is a limit on the goods that go into a country.
A quota can be removed.



recession: a period of decreased economic activity

People buy less during a recession.
Do businesses produce less in a recession?
Recessions often cause unemployment.

tariff: a charge or tax imposed by a government on goods coming into
a country

Tariffs increase the cost of a product.
Do you think the tariff is too high?
The exporter does not like the tariff.

trade: buying and selling

SRCRNES

10.

Trade is often limited by governments.
There’s a lot of trade between our countries.
We trade very little in that part of the world.

Check-Up

Fill in the blanks with the correct terms from the list.
distributor in demand
commerce market
competition product
controls quotas
export tariffs

This is what I'm selling. This is my
At present I only sell it in this country. 1 only it here.

I'm planning to start sending it abroad. I'm going to’ it.
I want to find out who sells a product like mine abroad. I want
to know what there is.

I also want to know whether many people want a product like this.
I wonder whether it’s
I haven’t found anyone to sell my product abroad. I don’t have
a .
Are the charges very great for products going into African coun-
tries? Are the . high?

I understand that there are limits on the quantities one can export
to some countries. I've been told that there are
Yes, and there are limits on the movement of money and products.
There are numerous
Buying and selling are pretty complicated. In
many things to think about.

there are
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LESSON

2 The First Step (continuep,)

A. Dialogue

President:  How can I be sure my product will sell in a particular
country if someone else is already selling there?

Consultant:  Well, you'll have to learn to compete.

President:  But how can I do this successfully?

Consultant;  This depends on the market conditions in the various
countries. In general, you have to aim for efficiency in
production. This means producing the largest quantity of
good products at the lowest cost.

President:  What about replacement parts? .

Consultant:  Yes, that’s important. The best method is to arrange to
deliver replacement parts or repair parts promptly by air.

President:  And T’ll have to train some people to service the machines.

Consultant:  Yes. Or perhaps you can leave that to your distributor.

President: It gets pretty complicated.

Consultant:  That’s true. But you must think of all these details before

you draw up a contract with a distributor.



President:

Consultan::

President:

Consultant:

President:

Consuliant:

I don’t know. Because of the extra risks involved in ex-
porting, is it really worth the effort?

Oh, I think so. But you're right. There are more business
risks than in selling on the domestic market.

Another thing that concerns me is the problem of trans-
lating labels, markings, instructions, and advertising. The
cost of such translations has to be considered.

Yes. All these things are important. But the first thing
for you to do is to learn the details of exporting—ship-
ping by sea or air, documentation, certification of docu-
ments, insurance, export and import regulations, and
packing.

Right. I think I'll go to the Department of Commerce
now and find out what I can. I also want to get some
information about pricing and credit.

You should also locate a good freight forwarder near your
place of business. The freight forwarder will actually ship
your product abroad as well as help you with all the
documents necessary for your distributor to receive the
goods and for you to get paid.

B. Terminology Practice

advertising: any method of making known that products or services

are for sale

Advertising may state that a product is top quality.
The newspaper is a good means of advertising.
What is the cost of advertising on television?

certification:

in this sense, a statement in writing that documents have

been checked by an authorized person and found to be accurate
Some documents call for certification.
A charge is sometimes made for certification of documents.
Certification of documents is important.

consumer:

a person who buys goods

Most consumers buy food every week.
Do consumers purchase less during a recession?
Consumers choose among products to buy.

competitor:

someone who sells the same or a similar product

My competitor makes a good machine.



