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Change and the company

This module looks at the changes which can take place in an
organisation and at the effect these changes can have on the
employees. It considers changes which have happened as a result
of technology, new working practices and increasing globalisation.

In Unit 1 ‘How companies operate’ you look
at how organisations can be structured.
You study the language for describing
company structure and personal
responsibilities, and you also look at the
development of successful products.

In Unit 2 ‘Responding to change’ you
consider the effect of change on individuals
and you read about the global market. You

3 focus on new ways of buying and selling
using the latest technology. You study the language used to describe
trends and changes in them.

In Unit 3 ‘Ways of working’ you look at different work patterns
and, in particular, at the effects of technology on working practices,
including the trend towards working from home. You also look at
regulations associated with the workplace and the language used
to describe them.

Unit 4 ‘Pronunciation and review’
introduces you to phonetic script.
You revise the material covered in
the module and practise your
spoken English in a number of
communicative activities.




Unit 1 How companies
operate

Session 1 ‘Dutton Engineering’ introduces you to an English engineering
company, Dutton Engineering. You look at some basic facts about the
company and consider the way it has changed as a result of new technology.

In Session 2 ‘The structure of organisations’ you look at the different ways
organisations can be structured. You study the language used to describe this
structure and to explain the responsibilities of employees in an organisation.

In Session 3 ‘Successful products’ you look at examples of successful products
and in particular at the products of Quad, a company that makes hi-fi
equipment. You also practise using phrasal verbs.

Session 1 Dutton Engineering

In this session you focus on Dutton Engineering, an engineering company in
England. You are introduced to some of the people working there, who tell
you a little about the company and what they do. In this session you also
practise asking and answering questions.

In recent times there has been a major change in the way companies
communicate with each other. This is increasingly done through new
technology. Dutton Engineering is an example of a company that makes
extensive use of new technologies. In Activity 1 you look at some useful ICT
(information and communications technology) vocabulary, and in Activity 2
you read about ICT at Dutton Engineering.

Activity 1

The expressions below are all used in the field of ICT. Match each of the
definitions on the left with a word or phrase on the right. The first one has
been done as an example.

Example
1(b).

1 A system of interconnected computers used for worldwide (@) Online
communication

2 A specific address on the WWW (World Wide Web) where (b) The Internet
pages on a chosen subject are found

3 A way of sending messages and files from one computer (©) Intranet

to another
4 When your computer is connected to the Internet (d) Web browser
5 A private system of interconnected computers providing (e) Email

information (for example, a company in London could
connect with its office in New York on its own private system)

6 A tool for seeing what is on the Internet (f) Website
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Dutton Engineering has its
own website on the Internet
(http //www.dutton-
eng.co.uk/). On an earlier
version of this site, Ken Lewis
made some comments about
technology and its role in the

modern world of business.
Ken Lewis

Read the text below from Dutton Engineering’s website
and answer the questions that follow.

Dutton Engineering

I’'m Ken Lewis, Managing Director of Dutton

~ Engineering. I'm pleased to welcome you here to
our website. It was first set up in 1994, Since
then it has been visited by a large number of
people from all over the world, including the
United States and japan. | hope you find it
interesting.

Dutton Engineering was founded in 1972. A
traditional company, in a very old and traditional
industry. You know the type, everything divided
into departments. The Accounting Department,
the Marketing Department, with lots of managers
employed to supervise it all.

Thankfully things are different now. Thirty-four
people are employed by Dutton and
communication between departments is
considered to be one of the most important
aspects of the business. We involve everyone in
the process of improvement.

Communication in general is important. | think
that's what business today is all about, improved
communications. The market is global so we
need to make contact with customers worldwide,
not just locally.

SESSION 1

It seemed to me then, that by putting a computer
on someone’s desk you make him or her a very
powerful person. All that knowledge. All that
information. That’s why the Internet is so
important, it provides information on a global
scale. In my opinion it’s a glimpse of the future.

Personally | wasn’t very computer literate. | was
probably the most illiterate one here in fact.
Nevertheless, I'm looking forward to seeing it
develop because as far as I'm concerned it has
tremendous potential. Here at Dutton we
anticipate using it more and more.
literate /lrtarst/ normally means able to read
and write. ‘Computer literate’ means able to
use a computer

potential /ps'ten[l/ possibilities that can be
developed

What is Ken Lewis’s job title?
What was set up in 19942

What sort of company was Dutton Engineering in
19722

4 People from which countries have visited Dutton
Engineering’s website?

5 What was Dutton Engineering divided into in
19722

6 What does Ken Lewis say about the number of
managers in the company in 19722

How does Ken Lewis describe the market today?

8 What does the Internet provide, in Ken Lewis’s
opinion?

9 Was Ken Lewis the most experienced user of
computers at Dutton Engineering?

10 What does Ken Lewis think about the Internet?
Underline the words or phrases he uses to show
his attitude.




You now hear Ken Lewis and his colleague, Tina
Mason, talking about Dutton Engineering. You then
complete a description of the company.

Activity 3 m Extract 1

Listen to what Ken Lewis and Tina Mason say about
Dutton Engineering, then identify the map that most
closely matches what they say about the location of
the company.

! gatd Bedford

Bedford

9 Sandy Sandy
——\{ Sandy
Bedford '
_ ] ) Luton
N ; N b > N
W ~—I»+ r \‘\x«}» E \ W«I»» [
L London 4 ! L London ; l London
S o | 3_ S S
Map 1 Map 2 Map 3
Activity 4 - Extract 1 . You now practise answering and asking questions
) ) ) . about two other companies, before writing a short
Listen to Extract 1 again and complete the following i description of Dutton Engineering.
paragraph. :
Dutton is based at Sandy in (1) ..... .in (2) Activity 6 - Extract 3
«ee...and makes (3) ....... The company is e B o .
. In the notes below you have similar information about
located about 50 miles (4) ...... London, and oo . .
: two other organisations. Answer the questions in
10 miles from Bedford. The company has been . N . ;
; o Extract 3 using this information. One has been given as
situated there for (5) ....... It is nicely placed ———
on main (6) ...... and (7) eeeenn links. ple.

Example
Where is Ogwen Ltd based?

j D . .
You now answer a few questions about Dutton i€s based in Bangor, fn North ales.

Engineering. You looked at some of these questions in

Activity 3.
Ogwen Ltd
Activity 5 - Extract 2 ¢ in Bangor, North Wales
Listen to Extract 2 and answer the questions. Use e on railway line to London; about 200 miles from
complete sentences in your answers. One has been London

given as an example.

e founded 1967

Example

When exactly was Dutton founded? *  product - tyres

It was founded in 1972. e employees — 26




Kanga Products
e in Brisbane, Australia

* 500 miles from Sydney
¢ founded 1990

Ltd The standard abbreviation for ‘Limited’ used in
the UK after the names of private limited
companies. A private limited company is one that
cannot offer shares to the general public

Astivity ) B =xtract 4

Using the cues below, ask similar questions about a
third company - Ryan’s. One question has been given
as an example.

Example
[ Text prompt] Where/based?
[ Your question] Where is Ryan’s based?
[Answer] In Belfast, in Northern Ireland.
How far/Dublin?
When/founded?

What/make?

W N -

How many/work?

Using the information you have about Dutton

Engineering, write a summary of about 30 words about
the company. Include the following information:

e date Dutton was founded
e where Dutton is located
* what Dutton makes

* number of employees

* name of Managing Director.

Session 2 The structure of
organisations

In this session you consider the different ways in which
organisations can be structured, and you study a chart
showing how a company is organised. You look at the
language for describing the responsibilities of people
in a company and the structure of a company.

There are many ways of structuring an organisation. In
Activities 1 to 3 you look at how Dutton Engineering
has changed its organisational structure.

Activity s
Companies often have either a tall structure or a flat
structure.

Read the descriptions of tall and flat structures below
in sentences 1 and 2, match them to the diagrams,
then complete sentences 3 and 4.

1 Atall structure usually has many levels or layers of
management. It is hierarchical.

2 A flat structure has fewer layers of management.
This often results in more individual responsibility.

Managing Director
]

I | 1
Finance Marketing Production
Director Director Director

——

Staff Payments| | Credit Control
Manager Manager

——

Wages Wages
Clerk Clerk

(@)

Managing Director

]
I I 1

Marketing Finance Production
Team Team Team

SESSION 2

(b)

3 A ......structure has fewer ...... of management.

This means that there is ...... individual
responsibility.
4 A...... structure has several ...... of

management. It can be described as ......




Activity 2

The words on the left in the following table are all
related to words you will hear in the extract in

Activity 3, in which Ken Lewis describes some of the
organisational changes that have taken place at Dutton
Engineering. Match the words on the left with their
definitions on the right. One has been done as an
example.

Example
2 (e).

1 Toclock in (a) To make something, often in a
factory

2 The shop floor | (b) To watch over someone to make
sure they do their job correctly

3 To manufacture | (c) To register your arrival at work at
a specific time

4 To supervise (d) A general plan intended to
achieve something over a period
of time

5 Strategy (e) Area in a factory where the

workers (rather than the
management) do their work

- Extract 5

In Session 1 you met Ken Lewis from Dutton
Engineering. In this extract he describes the
organisational structure of the company as it was in the
past and as it is now. Read the three paragraphs below
and then, when you have listened to the extract,
decide which one best summarises what he says.

Activity 3

1 In the past Dutton Engineering had a hierarchical
structure with several levels. It had a chain of
command from top to bottom with each individual
having a clear role and position within the
company. Now the company is organised into self-
managing teams which set their own goals. As a
result, the company now has a management team
of only two people.

2 At Dutton Engineering, in the past, all staff worked
in teams. Production staff worked in one team,
accounts staff in another and personnel staff in
another. The team leaders then reported directly to
the Managing Director. Now the teams are more
mixed and team leaders have regular meetings to
share ideas.

3 In the past Dutton Engineering had a traditional
hierarchical structure with a clear line of
command from top to bottom. It consisted of
several departments with each individual in it
having a clearly defined role. Now there are
frequent periods of reorganisation with people
regularly changing jobs. Employees now are much
more familiar with different departments.

You now look at a chart which shows the structure of a
second company, Sonntag plc, and the responsibilities
of the people who work there. In the remaining
activities you answer questions about the chart and
look at the language for describing responsibilities and
company structure.

Activity 4

Use the chart showing the structure of Sonntag plc to
answer the questions below.

1 How many layers are there?
2 How many departments are there?
3 How many sections are there?

plc The initials ‘plc’ or ‘PLC’ are used in the UK after
the names of public limited companies, whose
shares can be bought and sold by the public on the
stock exchange



Board of Directors
Chairman: Philip Dickson

[

Managing Director:
Anne Roberts

[

]

]

Production Department Marketing Department Finance Department Personnel Department
Manager: David Peters Manager: Fiona Harris Manager: Mark Taylor Manager: Nina Smith
1
| ] | 1 I | [ ]
Production || Maintenance| | Advertising Sales Market Customer Wages Recruitment Training
Section and Security Section Section Research Accounts Section Section Section
Section Section Section
Five
Produqtion Two Manager: Manager: Manager: Manager: Manager: Manager: Manager:
Supervisors Managers Mary Hayes Jim Reid Tina White Ben Gibb Jane Ross Helen Grey || Paul Rees
| I I | | [ ] | I
Maintenance - Market
Shop-floor i and | | Advertising Sales Accounts Wages Personnel
Security and A Research
Workers ||~ eaning Staff Assistant Team ASsistant Clerks Clerks Staff

The structure of Sonntag plc

Activity 5

Use the chart to help you.

1

The speaker’s job title is

(a) Customer Accounts Manager.

(b) Marketing Manager.
(c) Accountant.

The speaker’s job title is
(a) Advertising Assistant.
(b) Security Officer.

(c) Managing Director.
The speaker’s boss is

(a) Mark Taylor.

(b) Fiona Harris.

(c) Jim Reid.

The speaker is responsible to

(a) Mark Taylor.
{b) Nina Smith.
(c) Fiona Harris.

- Extract 6

In Extract 6 you hear four different speakers talking
about the Sonntag plc chart. Listen and then choose
the correct option to complete the sentences below.

o0 000 000 CO0oO

In Extract 6 you heard people describing their

responsibilities and positions in a company. You now

study some of the expressions used.

Describing responsibilities

The following sentences all describe the positions and
responsibilities of some of the people in Sonntag plc.
Notice in particular the prepositions in the sentences.

[ runs )
is head of the Personnel
Nina Smith Department.
is responsible for
Personnel.
is in charge of
’ deals with
looks after
Helen Grey Accounts.
takes care of
| sees to
Helen Grey
and Paul Rees  are accountable to Nina Smith.
Jane Ross is accountable to Mark Taylor.
Tina White reports to Fiona Harris.
Tina White has one person under her. -

SESSION 2




