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To the student

Introduction

In New Business Matters you will find:

» four new listening-based skills units, focusing
on the language of meetings, presentations,
telephoning and negotiations.

. a selection of fifteen video extracts with worksheets
from authentic CNN programmes.

* anew glossary of key business vocabulary

¢ a new Workbook, providing a substantial amount
of grammar, vocabulary and writing practice and
consolidation work ® for class or home study, also
offering general relevance to the BEC Vantage
exam @,

A New Approach

New Business Matters is based on the latest research
into the language of business. At your level of English
you do not need to spend a lot of time learning more
grammar or vocabulary. What you need is the ability to
combine words, many of which you already know, into
the phrases and expressions which are the basis of
business English. New Business Matters is the fast-track ®
to fluency in the special English of business.

Getting Started

Each unit of New Business Matters explores a different
international business issue.You may wish to work
through the book from the beginning to the end or you
may choose those units which are of most interest to
you and work on those first. Study the contents list on
the next four pages to discover the topics and the key
language taught in each unit.

If you are working in class

Take every opportunity to discuss the issues raised in
your course with your fellow students and teacher or
trainer. By talking about what interests you or surprises
you in the articles, you will be re-cycling® a lot of the
language you need to learn.

Most of the exercises on the Language Focus pages can
be done in class or at home.

At the end of each unit there is a fluency activity to give
you the chance to use the language you have learned in
the unit. Sometimes they need some preparation — just
like a task at work.

If you are working alone

How much time can you realistically spend studying at
home? An hour twice a week is better than eight hours
once a month.

Resist the temptation® to read all the articles first.
Work on one at a time and do the exercises which
follow it. This will keep your interest level up and help
you to learn any new language in easy stages. Don’t be
afraid to read the exercises aloud to yourself or to
summarise what you have read out loud.

You can use the separate Workbook for additional
practice, also if you are studying for the Cambridge BEC
Vantage exam.

The Articles

The articles at the beginning of each unit are the most
important part of this course.They have been carefully
written to include lots of useful language. Most of the
exercises are based on them. By referring back® to the
articles you will find the language work easier, and you
will be reading the language in context. Always refer
back to the text — rather than look the answers up in
the key. (The key can be found in Teacher’s Book.)

Listening

All the articles, as well as the listening skills inputs @, are
recorded on cassette and CD. Listening to a recording
of an article a few days after reading it is an excellent
way of reminding yourself of the most useful language.
Read an article, then listen to it. Listen to it, then read

it. Leave it for a few days and listen again. The more you
listen and read, the better!

The Glossary

A glossary of key business vocabulary has now been
included. This will help you learn important word
partnerships® , as well as explain the meaning of many
of the business terms used in the course.

Before Unit One

Before you start the units we recommend that you
study page 8 — Before Unit One.This introduces you to
several key ideas in the English of business which wili
help you develop your fluency. In particular, you will
learn how important word partnerships are.

@ consolidation work LB #4453 @ BEC Vantage exam B SFHIBIER =% (BWR) FiX @ fast-wack RFEH; 42 @ re-cycle FIEF .
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Page 9 Me plc.
Unit 1:
Career Management

Page 17 Entrepreneurs
Unit 2:
Enterprise

Page 25 Dot-con?
Unit 3:
E-business

Page 33 Skills Unit A: Meeting Skills

Page 35 Brand Wars
Unit 4:
Brand Management

Page 43 If the price is right ...

Unit 5:
Prices and Commodities

Page 51 Looking after the
Unit 6: Twenty Percent

Corporate Entertaining

Page 59 Skills Unit B:Telephoning Skills

Page 61 Bright Ideas
Unit 7; The Lateral Thinker
Innovation

Page 69 True Lies

Unit 8:

Public Relations

Language Focus

The Appointment Pages: job advertisement
expressions

Reading between the Lines: understanding job ads
Career, recruitment and interviewing phrases

Word Grammar: expressing nouns in the adjective form

Word Partnerships in the context of entrepreneurial
skills

Business Grammar: reporting verbs, gerund/infinitive
expressions, prepositional verbs

Abbreviations: business and technology terms
Find the Words

Prepositions

Word Partnerships: verbs and verb phrases

Word Partnerships: brand, market and product
descriptions

Business Metaphors: terms of war, sport and games,
water, health and flight.

Business Grammar: writing a successful sales letter

Word Partnerships: business words, fixed expressions in
the context of price and money

Word Grammar: price, trade, profit, compete
The language of trends and developments

Word Partnerships in the context of corporate
entertainment

Describing food and drink
Expressions with deal

Word Partnerships: research, problems, ideas; adverbs
Business phrases with make and do

Word Partnerships in the context of recommendations
PR crises

Key words for mission statements
Expressions with image

Word Grammar: communicate, public, persuade, reputation



Discussion Topics

Do you live to work or work to live? Applying

for jobs that are not as advertised

Entrepreneurism within corporations, using
intuition and ingenuity, personal success

Criticisms of corporate Web sites

Company names and product differentiation

Bargaining, profit margins, critical business
indicators, factors influencing pricing policy

Above the line and below the line marketing,
corporate gift-giving, wining and dining clients,
the business lunch

Creativity in business, breakthroughs and
backfires, dealing with problems at work,
responding to change and new ideas

Dealing with PR crises

Fluency Work

Dream job: interviews — what would be your ideal job?

Business Venture: starting a new business, drawing up
and presenting a business plan

Dotcom Clinic : giving online business advice

Product Development : challenging a brand name with a
competitive new product

Case Study: Sumitomo Bank: the world of commodity
trading

Mixing Business and Pleasure: a business meal with a
foreign host

Brainstorm: defining, reformulating, and solving problems

Case Study: Intel in Trouble: holding a crisis meeting



Text Language Focus

Boardroom Culture Clash

Page 77
Unit 9:
Cultural Awareness

Page 85

Page 87
Unit 10:
Global Advertising

Page 95
Unit 11:
Management Styles

Page 103
Unit 12:

Mergers and Acquisitions

Page 111

Page 113

Unit 13:
Business and the
Environment

Page 121
Unit 14:
Finance and Credit

Page 129
Unit I5:
Economic Issues

Page 137
Page 145

Tapescript
Glossary

$kills Unit C: Presentation Skills

Going Global

She’s the Boss

Greed is Good

$kills Unit D: Negotiating Skills

Managing the Planet

Credit Out of Control

The Death of Economics

Word Partnerships: business verbs and nouns
Business Grammar: negotiations, diplomacy

Expressions with commercial
Word Partnerships in the context of advertising
Word Grammar: -ize, -ise

Word Partnerships in the context of company
organisation and management

Expressions with company and staff
Word Grammar: adjectives for managers
Business Grammar: prepositions

Word Partnerships: verbs and nouns in the context of
acquisitions and company management

Word Grammar: prefixes, finance, invest, capital, negotiate

Word Partnerships: ecology and commerce

Business Grammar: attitude verbs, natural and unnatural
sentences

Word Partnerships in the context of Finance and Credit
Expressions of bankruptcy

Expressions with money and order

Business Grammar: prepositions

Word Partnerships in the context of economic issues
and political speeches

Expressions with economic
Expressions for current affairs
Abbreviations and Acronyms
Word Grammar: economics, politics

Business Grammar: describing economic situations




Discussion Topics Fluency Work

Cultural aspects of conducting meetings and The Cultural Awareness Game: creating business solutions in
prioritising business issues; meetings with a multinational environment
native speakers of English

Attributes of market leaders, branding for Case Study: BA: a disastrous branding decision
different countries

Male- and female-oriented management styles, Discrimination: evaluating job candidates

company organisation, ratio of male to female

employees

Globalisation Simulation:Takeover: a media giant decides which companies

to put on its ‘hitlist’ of acquisitions
(See also page 150)

Environmental problems and solutions Business Ethics: ethical think tanks

Cross-border trade, credit card debt Getting Tough: dealing with debtors

Economic situations, political views, beliefs, Election Campaign: economic and political prospects of an
hopes, memories and regrets imaginary country



The Power of Reading

Reading is one of the best ways of developing your
English. The articles in this book have been carefully
written to contain the essential business language you
need. Although they contain only 12,000 words, you
would have to read an enormous number of
newspapers and magazines to find as much useful
business English. The articles in New Business Matters
are written to provide a concentration of really useful
business English.

Identifying the Language

As you read, it is important to identify and record the
language which is most relevant to you. Many of the
activities in this book train you to do this. Make sure
you recognise the following types of language.

|.Words and Phrases

New Business Matters contains words and phrases
which will be new to you and which you may want to
learn:

downsize as a rule
margin on the whole
incentive in effect

Don’t try to learn every new word you meet. Not all
new words you meet will be useful to you. Choose the
words you plan to learn. Do you already do this?

2.Word Partnerships

Much more important than lots of new words is
learning how to combine the words you already know
into word partnerships. Learning business English is
learning the word partnerships of business.
You must already know the three words: market, into,
and break.
But do you know the much more useful:
break into the market ®?
There is no point in knowing the word market unless
you know the words you need to talk about markets.
The same is true for all the most common business
words — product, sales, demand, price, money etc.
Here are some more examples of word partnerships:

launch a product

sales prospects

meet demand

raise money

enter foreign markets

The more word partnerships you know, the more fluent
you will become and the less you will have to worry
about grammar! European sales prospects is not only
much better English than The possibility of selling our
products in Europe, it is much simpler too!
Can you match these six common words to make two
word partnerships each containing three words:
management down slim
out carry research
You will learn many powerful word partnerships in New
Business Matters. They are much more useful than single
‘new words’.

3. Fixed Expressions®

There are many expressions which are fixed — they
never change.You should learn them as if they were
single words. For example:

It can’t be done.

You can say that again.
Funnily enough ...

As a matter of fact ...

Many common expressions are a lot more fixed than we
think. Learning them can be a very efficient way of
improving your English.Try to learn them in context: for
example, disagreement expressions @, clarification
expressions @, etc.

Many of the activities in the Language Focus pages
deliberately contain many phrases and sentences which
are fixed or nearly fixed. This means that you can use a
lot of that language yourself immediately. Don’t forget
how useful learning something by heart can be.

This is Business English

Business English is a combination of the words, word
partnerships, and fixed expressions which are used in
business life. New Business Matters brings all this
language together and places it at the centre of your
learning.

@ break into the market ¥T A\ - Ti3% @ fixed expressions FEEEL, BEE A4 @ disagreement expressions (Fa) FEERHIIFHNE @ clar-

ification expressions fERES I (RFREU L) #iAA



Career Management

High-flier® or
Woage Slave®?

“It’s a shame that the only thing a man can
do for eight hours a day is work. He can’t eat
for eight hours; he can’t drink for eight hours;
... The only thing a man can do for eight
hours is work.”

William Faulkner, American novelist

We all know people for whom the
above may not be true! But, in
general, do we spend too much time
working? Do you live to work or
work to live? Where would you place
yourself on the scale below?

Get ahead Get a life

h»

Work with a partner. Discuss the
following questions.

®  Would you take a job you didn’t like in
order to get the experience you need?

® Would you take a pay cut to do
something you really enjoy?

*  Would you relocate to a foreign
country if the package was tempting
enough?

* Would you give up a steady job to
take a chance on a new enterprise?

®  Would you accept a top job offered
only on a temporary basis? ®

* Would you keep changing jobs until
you got exactly what you wanted?

For an analysis of your answers see
page 67 of Teacher’s Book.

Now read the article, Me plc.

@ high-flier =high-flyerfER %3 k1T A, 45 B X0 H O TAE, IHHRE L RAR I N @ wage slave T¥EMIALH . 4575 B HOR T/, 12
Ay ARGy T TAER A ® Would you accept ... basis? VRSN HZ — (e WdF . (LA S PER T f»
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(™ Hired Guns®

vy

What do Steve Jobs, CEO of Apple Computers®,
Karl von der Heyden, former CFO of PepsiCo.®, and
twenty other top executives at Fortune 500
companies® have in common? The answer is they
have all been ‘interim managers’®, hired on a
temporary basis to come in@ and revitalise® a firm
with their own special brand of magic® . And then
leave. In fact, such short-term employment contracts

1C.

are now becoming the norm at all management
levels. And if they're good enough for the likes of
Jobs, they're good enough for the rest of us.®©@

Employability

Provided @ you can stand the insecurity, there has
never been a better time to get a job. The old
‘smokestack industries’® of mining, shipbuilding
and steel may be gone, but with the arrival of the
New Economy, what we’re now increasingly
seeing is highly paid project teams created for
particular assignments for a specific period of
time. Once the project is completed, the team is
simply disbanded. No hard feelings® - just
thanks and goodbye. There’s no promise of more
work, but if you've done a good job, you've added
to what human resources people call your
‘employability’®. You've enhanced your career
prospects with another firm on a similar short-
term basis.

The Corporate Ladder

In the past it was different. You worked hard,
pleased an insufferable boss - you had a job for
life. True, you were little more than a wage slave,
but if you stuck to the dress code, played by the
rules and made a few powerful friends along the
way, you could climb to the top of the corporate
ladder by the age of fifty, take early retirement at
fifty-five and drop dead at fifty-six.

Re-engineering®

Then along came the ‘re-engineered’ 90s and
changed all that. According to Jerry Yoram Wind
and Jeremy Main at the world-leading Wharton
School of Management, big companies like AT&T
“finally woke up in 1995 and said ‘Oh my
goodness, we have 40,000 people too many’.”
Mass redundancies followed.® In April 1997
Newsweek ran a cover story®@ entitled ‘Corporate
Killers, the Public is Scared as Hell’. The killers
were giants like General Electric and IBM. Now
managers were kicked out® at forty-five and on
the scrap heap® at forty-six.

Empowerment

The tables have turned. The forty-three million
jobs lost in the United States alone since 1979 are
more than compensated for by the 70.2 million

@ ple. A3LAPRAF, fEpublic limited company#I4FE @ hired guns KR T, HLALMIHE — Lo KA R MSMTIEHRRENEIEER, MiX

o WA TR RE R IR ® CEO of Apple Computers  (FEE) R AN A K @ PepsiCo.

((E) AFE/A7A] ® Fortune 500 com-

panies 1% 5005822 7 ® interim managers (MZARSMREEIER) LR RIRMEHLIE @ comein (BEAF—HH) {EHR @ revitalise f# ¥k
H % 71 @ with their own special brand of magic A THTHI A K5I BEARRBIGE S (EAFLEFEK) O And if they’ re good ... for the rest

of us. NFIX BTG R MR T WX XA A& 36, B AN HAA R GE. @ provided PL-- R&&AF, BRAE, BRIUI@ the old

‘smokestack

industries” [HRXA “BM” 7k (n# k., #HDL%) @ no hard feelings (FERUKRT K K) RLEBIMEILSMESZ @ employability A & {f B
® re-engineering EH#41% @® Mass redundancies followed. & A A KB TUA . @ cover story B H X #F, HEHF @ kick out il ® scrap

heap h7 i HE
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jobs created in the same period. Now it's our
employers who are afraid we’ll take our expertise
elsewhere. With so many job opportunities, severe
skills shortages in many industries, fewer barriers
to entrepreneurship @ and easier access to start-
up capital®, we've never been so empowered.
Never mind the corporation. What about me?

Telecommuters

In a study carried out for Management Today by
RHI Management Resources, sixty-seven per cent
of managers put a job for life at the bottom of their
list of priorities. Amongst the under-35s the figure
was seventy-seven per cent. Ninety-one per cent
of those younger managers said career
development was the responsibility of the
individual. Fifty-five per cent of them wanted to
retire at fifty-five or younger. All of them wanted
the flexibility to work from home or even
telecommute. All of them said they would dump

Crosschecking

Which of the following viewpoints support the
opinions expressed in the article? Compare
your answers with a partner. :

I. “To make a living is no longer enough. Work also has
to make a life.”
Peter Drucker, management guru

2. “In the past we said to employees, ‘Do as you're told
and you have a job for life. Then we betrayed them.”
AT&T manager who preferred not to be named

3. “Ambitious young people should be reasonably patient
and hold the success of the company as more
important than their own success.”

Sir John Egan, British executive

4. “No longer can one expect to sell 100,000 hours of
one’s life to an organization.”
Charles Handy, business writer and thinker

Which opinion do you most agree with?

@ entreprencurship TV R 54 (Kb, BREE, RES. EHHE)

their present company in an instant® if they were
offered something ‘sexier by another employer.

The Rat Race

Mark Albion, founding partner of You & Co., and
co-founder of Students for Responsible Business,
approves of this new opportunism. “You learn
where you fit in by not fitting in®,” he says. “You
learn what you want to do by doing what you
don’t want to do. If you're offered a ‘big’ job, take
it. You might love it. But you might not find it as
satisfying as you’d hoped, and it will be a
jumping-off point® for what you really want to
do.” His simple message seems to be: “Don’t get
really good at something you don’t want to do.”
And remember to get a life along the way. For, as
comedian, Lily Tomlin once put it: “The trouble
with the rat race is that even if you win, you're
still a rat”.

Against the Clock

Without looking at the article, try to complete
all the expressions below in under five minutes.
Use the clues in brackets to help you.

Then look at the article to check your answers.

I. Hired on a te ... basis. (opposite of permanent )
(paragraph 1)

2. Short-term employment co ... . (what you sign
when you join a company) (paragraph 1)

3. Once the project is completed, the team is
simply dis ... . (broken up) (paragraph 2)

4. You've enhanced your career pr ... with another
firm. (chances of being successful) ( paragraph 2)

5. You worked hard, you had a job for i ... .
(until retirement) (paragraph 3)

6. True you were little more than a wa ... slave.
(the money your employer pays you)
(paragraph 3)

7. Managers were k ... o ... at forty-five and on the
scrap heap at forty-six. (fired) (paragraph 4)
So many job op ... . (openings) (paragraph 5)

9. Severe skills sh ... . (opposite of surplus)
(paragraph 5)

10. Sixty-seven per cent of managers put a job for
life at the bottom of their list of pr ... .
(essential requirements) (paragraph 6)

@ start-up capital J3FHEE @ dump their present éompany in an

instant (WNSRA FSM—MEFHO T, ) WATRLD EBFIHETEMNAT @ Youlearn... fitting in Hid B HR A& B SR BRI BE

S HCHWNAE ® jumping-off point BbAR; FFIAFHE BB A
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Language Focus

The Appointments Pages

Do you look at the appointments pages in the newspapers - just in case there’s
something really interesting?

Complete the following extracts from job advertisements using the words in
the box which fit best.

career skills experience salary leadership pressure overtime CV
atmosphere company

t photo
I. Join our fast-paced ... 2. Casual work ... . 3. Some ... required 4. Enclose recentp
) with ...
5. Must have excellent team .... 6. .-minded. o
7. Good communication ....
9. i . )
8. Ability to work under ... . Seeking candidates with 2 wide variety of ...

10. Competitive ... .

Reading between the Lines®

Be careful! Not all job ads are what they seem. Match the extracts above to
what they can really mean.

1f youre old or ugly,
well tell yow the post
b. has been filled.. c

)
yDM 1l need it

titive
We stay comeé .
different Jobs

by paying less than

to replace the
our coMPetitors'

£
1.

jzans one

You can wearl
Friday in the morth

vou will not start @
family while you are

Sone eacy
working for us- g EVening and
Cack weeReng .
do; You'll have all the
W tell you what t0 407 S
¢ what we responsibilities of a y

you ”I::e‘: f;’:d o it. manager, wif{nou: the /&?Zflee; % be abtt £, ol

. j- Ly .
h. fray or respec ! F Sressfel X tnmens

Have you ever applied for a job that turned out to be very different from the
way it was advertised?

@ reading between the lines I FBITHIMEE;, RIUHESTHER
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