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1 Company Structures
NELEH
Key vocabulary '

Introduce the topic by asking students to present a
typical company structure, writing their ideas on the
board in the form of a chart. This could be a famous
local company or one they have worked for. This will
help students visualise the structure of a company and
generate vocabulary they already know. Ask students to
read through the Key vocabulary section and introduce
the organisation chart, presenting the hierarchy from top
to bottom, allowing students to comment on how it
compares to their own diagram. Ensure that students
understand the words in bold. You may wish to ask
them to close their books and fill the gaps in the
photocopiable vocabulary exercise on page 68 after
listening to the cassette version.

Lead-in

T Ask students to guess what responsibilities each
person may have and then listen to check their
answers. Play the tape more than once if necessary.
You may wish to play again the extracts which caused
particular difficulty, pointing out some of the
vocabulary which might be unfamiliar to students such
as report, accountants (speaker 1) and design (speaker 2).

TAPESCRIPT:

Speaker 1:

Every six months we produce a report showing how the
company is doing. This past week, we’ve been busy
with our accountants preparing the results that will be
included in our next report.

Speaker 2:

I'm a member of a team of engineers and we’ve just
finalised the design of our new portable computer. This
model will be more powerful and more adaptable than
our previous one. We're constantly looking for new
ideas and experimenting with new products.

Speaker 3:

Before selling our latest product, our department must
decide in which regions it will be the most successful
and what types of consumers we want to reach.

Speaker 4:

Communication is a key aspect of my department’s
work. We answer enquiries made by our customers and
are also in contact with the press to inform them of our
new products and changes within the company.

Speaker 5:

We've been having problems with the quality of certain
electronic parts made in our factories. So several
members of the department have got together to talk
about ways of improving some of our manufacturing
techniques.

Speaker 6:

Our company is going through a difficult period and
we have had to reduce the number of employees in
several departments and to review salaries throughout
the organisation.

Speaker 7:

In today’s changing work environment, computer
systems play an essential role in how the company is
run. In our department we not only ensure that all
systems are working properly but we also design and
develop new applications to make it easier for our
employees to exchange and share information.

KEY:

1 Finance 5 f Production

2 g Research and 6 d Personnel or
Development or R&D Human Resources

3 a Marketing 7 ¢ Information

4 b Public Relations or PR Technology or IT

2 This task follows on from Lead-in 1 and is based on
Philips, the company featured in the unit. Point out
that the company organisation chart provided in the
introduction to the unit is a standard one but that
company structure and department titles can vary from
company to company. Ask students what they know
about Philips’ products and if they own any. Then,
working in pairs or small groups, students refer to the
Philips Corporate organisation chart in order to decide
which department or sector is responsible for each of
the items in the box. Go round to each group, helping
with any difficult vocabulary, for example components,
domestic appliances and computing products.

KEY:

1 faxes

2 hairdryers

3 mobile computing products
4 lamps

5 X-ray equipment

Reading

1 Students work in pairs or individually to decide
whether they think the statements are true or false.
Encourage them to make guesses based on what they
know already. Students then read the article as quickly
as possible, focusing on global comprehension and
finding the answers rather than concentrating on
unknown vocabulary. You may wish to set a time limit.

Students may have difficulties with the following:
Vocabulary: diversification (line 9) creed (line 47)

Idiomatic expression: the turn of the century (line 4)



unit one

KEY:
1 False 3 False 5 False
2 True 4 True 6 True

2 Emphasise that students only need to read the first
section of the article again in order to find this
information. You may wish to check students’
pronunciation of years in English.

KEY:

a The company was founded in 1891.

b They established a new research laboratory to
stimulate product innovation in 1914,

¢ In the 1920s, Philips took out its first patents and
decided to diversify its product range.

d Philips launched the compact disc in 1983.

e Philips made its 100-millionth TV set in 1984.

3 This exercise provides an opportunity to work on
numbers, often a problem area in English. Students
only need to read the second section to find the
answers. Once students have found the answers to the
exercise they should practise reading the figures aloud
in pairs, before listening to the cassette to check their
pronunciation.

In English we do not make the words hundred, thousand
or million plural when in a large number. For example,
we never say ‘£4 millions’, but ‘£4 million’.

Also with decimals, we say 4.32 as ‘Four point three two’
not ‘four comma thirty two'. Point out that in English and
separates the hundreds and the numbers which follow
in GB English but not in US English:

12,839 = ‘Twelve thousand eight hundred and thirty-nine.’

452,210 = 'Four hundred and fifty-two thousand two
hundred and ten.

6,391,000 = ‘Six million three hundred and ninety-one
thousand.’

And is also used in numbers which contain no hundreds:
2,021 = 'Two thousand and twenty-one.’

KEY/TAPESCRIPT:

1 two hundred and fifty-six 3 six
thousand, four hundred 4 three thousand
2 ahundred and fifty 5 fifty million

4 This listening exercise provides practice in listening
and understanding numbers. Play the tape through
with short pauses for students to write down the
numbers. You may want students to repeat the
numbers for practice.

KEY/TAPESCRIPT:

1 7.4% 4 1,001 7 £6,391,150
2 364 5 13.57 8 0.2%
3 12,839 6 $451,210

2

If further practice is needed, you could write some
numbers on the board for students to repeat and/or
students could each write eight numbers and dictate
them in pairs.

Vocabulary

1 Encourage students to look at the words in context
in order to deduce their meanings. Check students’
pronunciation and show the stress on these words.
Note the contrast between innovation (line 7) and
innovations (line 8).

KEY:

2 h 4 e 6 c
3 f 5 b 7 a
2 Students should first try this exercise without
referring back to the text, as the first letter of each
word has been provided. Point out that the number of
spaces indicates the number of letters. To check their
answers they should then scan the text to find the

words which were actually used.

KEY:

2 concentrated on 7 monitors

3 programme... expansion 8 implemented

4 launched 9 divisions

5 turn out 10 issues... practices
6 managed

3 The purpose of this exercise is to activate and
practise some of the vocabulary students have studied
in Vocabulary 1 and 2.

KEY:

2 diversification 5 implements
3 range 6 monitors
4 division

Vocabulary development: verbs
and prepositions

You could introduce this by asking students for any
verb and preposition combinations they know or
writing some verbs on the board and eliciting their
prepositions. Then look at the examples with students.

1 Students should fill in the blanks provided for the
prepositions and then check their answers with you or
by looking them up in a dictionary.

KEY:

b from g in

c of h to

d in i on

e in j to...on
f to



2 This exercise practises some of the verb and
preposition combinations in context.

KEY:

b believe in
c resulted in

d depends on f benefit from

e belong to

3 and 4 These two questions could be discussed in
groups or set for homework. Alternatively, students
could write three gapped sentences for another pair to
complete.

Language Focus
Present perfect and past simple

Focus students’ attention on the sentences from the
text and use the questions to form the basis of a class
discussion on the differences between the present
perfect and the past simple tenses. If you wish,
students can refer to the Grammar Reference section
on page 166 of the Student’s Book.

KEY:

1 A—past simple
B—present perfect

2 present perfect (B)

3 past simple (A)

Practice

Before reading the article and completing the exercise,
ask students what they know about Colgate-Palmolive.
You could ask them to guess the age of the company,
etc., and then read to check. Ask them to name
products which are manufactured by the company.
With a strong class you may wish to do this exercise
first as a diagnostic test.

KEY:

2 did 8 bought

3 began ' 9 has had

4 led 10 has maintained

5 has set up 11 has created/created
6 has become 12 has always paid

7 has developed 13 has already made

Describing changes

This is a key business language point which students
need to master early in a business course. There is more
detailed coverage on pages 94 and 95 in Unit 9 of the
Student’s Book. You could start by putting arrows on
the board and eliciting verbs and nouns for different
types of change. Focus on the stress difference for
nouns and verbs, for example, 'increase/in'crease.

Company Structures B

Practice

KEY:

2 rose 5 fall 8 rise
3 risen 6 increase

4 reduce 7 goup

Skills Focus

Listening

Introduce this task by asking students what they
know about Guinness. Would they like to work for
the company? What do they think Mr Guerin’s job
involves?

The pre-listening exercise provides students with an
opportunity to focus on useful language and talk

about personal work history. They may work in pairs or
small groups to complete the task. You may wish to
pre-teach the language by giving examples from your
own history. Play the cassette for them to check their
answers. Pre-teach plant, Industrial Relations Manager
and trade union to avoid any comprehension problems.

Students already in employment could then be asked
to describe their responsibilities and positions in their
present jobs or in jobs they might have had in the
past. Remind students that articles are used in English
before jobs, for example He is a journalist. I am the
Marketing Director of IBM. Point out that the gerund
form is used after prepositions, for example in charge of
doing something, responsible for doing something. Students
could also describe part-time or temporary jobs they
have done or what they imagine their future jobs will
be like.

1 and 2 KEY/TAPESCRIPT:

When | first started working in Guinness 1l was
employed as a general worker. For three years 21
worked in the bottling plant as a machine operator.
3The next position | held was for a period of seven
years in the engineering department as a maintenance
assistant. This involved working with technically skilled
personnel in maintaining plant and equipment. In both
jobs 4l reported directly to a supervisor. Since then,
however, the structure of the company has significantly
changed and the supervisor layer no longer exists.
General workers now report to a plant manager. 51 was
then promoted to the position of laboratory officer in
the quality assurance laboratory. 6This job involved
carrying out a wide range of analyses on all aspects of
the brewing process. For the past year 7I've worked in
the personnel department as an Industrial Relations
Manager. 8In this role | report directly to the Personnel
Manager of the company.

3 The purpose of this exercise is to train students to
listen for general comprehension. Allow students time

3



unit one

to read the questions and check they have understood
them. They can then predict the answers. They may
need to listen to the tape a few times to get enough
information to answer the questions.

TAPESCRIPT:
My transition from general worker to a managerial
position came about as a result of my involvement in
industrial relations as an active trade union member for
several years, as well as studies | undertook in my spare
time. In fact I've recently completed a Master’s in
Business Studies at University College, Dublin.

While my current job title is ‘Industrial Relations
Manager’, my role at present is mare concerned with
manpower planning. This involves talking with line
managers to identify the manpower requirements of
the company over the next three to four years. I'm also
responsible for recruiting and drawing up contracts for
temporary personnel as well as redeployment of
permanent employees to new positions within the
company. One of the consequences of major structural
change like that which has taken place in Guinness is
that job titles don’t always reflect actual roles. In many
respects Guinness is going through a period of
transition where new roles are still evolving. If you were
to ask me what, above all else, is the key competency
for managers today, | would have to say it is the ability
to manage change.

KEY:

1 He was an active trade union member and he
completed an MBA in his spare time.

2 Manpower planning and recruiting.

3 Talking to line managers and drawing up contracts.

4 The ability to manage change.

4 Here students may need to listen several times in
order to provide a complete answer to the question.

TAPESCRIPT:
During the time I've been with Guinness the company
has undergone several programmes of change involving
the introduction of new technology and the contracting
out of non-core activities such as security, catering and
major maintenance projects. And this in turn has led to
a significant reduction in the number of people directly
employed by the company. | should add, however, that
this was achieved without any industrial unrest.
Guinness has always sought, has always sought to
achieve major structural change through consultation
and negotiation with trade unions. The age profile in
the company was quite high and the necessary
personnel reductions were achieved through early
retirement rather than compulsory redundancies.

KEY:

The company has changed due to the introduction of new
technology and the contracting out of non-core activities.

4

In addition, there has been a significant reduction in the
number of people directly employed by the company.

Speaking

1 This short role-play activity is designed to recycle
language from Listening 1. It also provides an
opportunity to revise the questions that are usually
asked when introducing oneself at a meeting. As
students prepare their list of questions, make sure that
a wide variety of structures are being thought of in
order to obtain information, such as How old are you?
How much money do you earn? What kind of company do
you work for? and Where did you study? instead of What
is your age? What is your salary? What is your company?
What is your background? etc. If necessary, you could
revise question forms here. Students in work could do
this about themselves.

Make a list of common errors and correct them after
the exercise.

2 This is a similar activity, but focuses on company
history rather than personal history. Each student
should spend about ten minutes reading the profile of
their company and should then ask their partner for
the information needed in order to fill in the chart. As
students work in pairs, make sure that they ask each
other questions and exchange information rather than
simply re-read the profiles. It may be useful to elicit
additional structures that can be used to ask for
information in the chart, such as Where is the company
based? Where are the company’s headquarters? How many
people does the company employ? in addition to How
many people work for the company? etc. Students in work
could do this about their own company.

KEY:

Name of company Virgin Motorola
Headquarters London Chicago
Chairman Richard Branson  C. Galvin
Business activities cinema, advanced

communication,
financial services,

electronic systems,
components and

hotels, services, two-way

investments, retail radios, paging

and travel and data
communications,
automotive,

defence and space
electronics and

computers
Main markets the United States, it conducts
the United business on six
Kingdom, continents
Continental
Europe, Australia
and Japan
Sales in 1999 £3 billion $30.2 billion




Writing
This activity can be done either in class, in pairs or
small groups, or used as an individual homework
assignment. If students have access to the Internet,
they could also provide similar profiles of other
companies by visiting their websites. Tell students that
if they do not know the website address of a company
they can try:
www.the comparty name.com
or: www.the company name.net
or: www.the company name.org
For a UK based company, they could also try:
www.the comparty name.co.uk

Or they could use search engines which are systems on
the Internet that will search for any key word, such: as
‘Guinness’. Some of the main search engines are:

www.yahoo.com www.Lycos.com
www.dogpile.com www.overture.com
KEY:

Tesco is a company based in the UK since 1924. The
Chairman is John Gardiner. The company’s business
activities include: superstores and hypermarkets, personal
finance, e-commerce and an Internet service provider.
Their main markets are the UK, Ireland, France, Czech
Republic, Hungary, Poland, Slovakia, South Korea and
Thailand. They also have plans for stores in Malaysia and
China. Sales in 1999 were £18.5 billion.

Company Structures
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2 Recruitment 8%

Key vocabulary

Bring ‘Appointments’ pages and sections from
newspapers or magazines to the class. Brainstorm other
headings and titles that are sometimes used in these
such as ‘job offers’, ‘situations vacant’, etc. Ask students
what they already know about the recruitment process
and the different stages that are involved in getting a job
in their country/countries. You may then want to read
through the Key vocabulary section. There is a
photocopiable gapped version of the recorded text on
page 68. It is important to make sure that students have
grasped the major differences that exist between British
English and American English vocabulary in this field.
You may also want to draw their attention to the many
derivative forms of key words like apply—application—
applicant—application form, recruit—recruiter—recruitment
and interview—interviewer—interviewee.

Lead-in

1 This activity can be conducted either individually or
in pairs. Check that students understand the
vocabulary used and, as an introduction to the next
activity, draw their attention to the style which is
designed to make it as appealing as possible.

KEY:

1 Movie tickets...
2 Tokens for pinball games...

3 Plane tickets...
4 President’s Awards...

2 This short section focuses attention on the personal
qualities required for working at the company. It also
encourages students to think about the best methods to
evaluate whether or not candidates actually possess
these. It is probably best to use this as input material
which will contribute to the discussion phase at the
end of the Lead-in. Avoid opening up the subject to
classroom debate at this stage.

KEY:

Answers will depend on outcomes of discussions in pairs.
There will probably be disagreement.

3 These are examples of recruitment techniques used
in different parts of the world and illustrate how much
recruitment processes can vary. They form a good
starting point for group discussions as students’
opinions will be very different. Before or after this
discussion phase, ask students if they know of any
other selection methods such as assessment centres, or
any of the more marginal recruitment techniques that
are sometimes used like morpho-psychology (which
tries to determine personality from facial features), or
astrology and numerology. By the end of the Lead-in,
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students should have a clear idea of what they think is
an acceptable approach to recruiting personnel and
they will then be able to contrast this with the views
that are presented in the text that follows. If there is
time, with a more advanced class it may be possible to
ask students to actually perform the two tasks of telling
a joke and making a five-minute presentation.

Reading

This text from the New York Times presents recent
developments in the recruitment of business executives
in the US, and shows how much more selective and
demanding this has become through the use of testing.
Students may have difficulties with the following
idiomatic expressions:

mind over matter (title) bring the wrong person on board
(line 45) about as common as a ten-dollar bill (line 74-75)
play the interview game (line 76)

Ask students to read the statements first, then set them
a time limit to read the text and complete the activity.
You may want to ask them to justify their answers and
perhaps correct the false statements.

KEY:
1T 2 F 37T aF 57
Dictionary skills

Being able to use an English-English dictionary is an
important skill for learners. In particular, it vastly
increases their autonomy. This section is devoted to
developing reference skills by presenting students with
sample entries to study. These are accompanied by a set
of points to consider to help them to identify the
various information that they can find about words
and how they are used. The activity has been designed
to provide a general introduction to dictionary use and
as such it does go into a detailed analysis. You may
therefore wish to extend this activity by introducing
students to the phonetic alphabet or by providing their
own selection of dictionary entries with accompanying
texts. The two sample entries have been taken from the
New Longman Dictionary of Business English and are
typical of those in most English learners’ dictionaries.

Dictionary checklist
KEY:

1 There is a difference between the pronunciation of the
noun and verb forms. The former has the primary
stress on the first syllable while the latter has it on the
second.

The word can be used both as a noun and a verb.
One meaning is given for each word form.

No.

No.

The word is used as a verb (line 44).

b wWwN



Vocabulary

Tand 2 1tis important to point out that it is not
always necessary to go straight to the dictionary when
you are faced with a word that you don't understand.
Encourage students to first try to work out the meaning
from the context; if that is not possible, they should at
least try to identify the grammatical category that is
used. In this exercise students are first asked to try to
deduce as much as they can about five words by
studying the context in which they appear in the text.
Although they may be able to find answers to most of
the questions in the checklist, they will need further
information from a dictionary in order to complete
others.

Being able to guess meaning is important for language
learners and you may want to devote more time to
developing this skill. They can do this by preparing
their own texts and assigning a selection of words for
small groups of students to work on. Each group tries
to explain what they think the words mean and then

checks the other’s answers using a dictionary.
3 KEY:
2 position 5 skills

6 behaviour
7 competent/suitable

3 employer
4 candidates/applicants

Vocabulary development:
compound nouns

This section deals with one of the ways in which
compound nouns are formed. In this case the first
element of the compound is a noun and the second
one is a noun form with -er which has been added to a
verb stem. There are many examples of such words in
English and many new terms that enter the language
are generated in this way. It is important to point out
that such compounds are usually spelt as two separate
words, but can also be one word or hyphenated.

T and 2 KEY:

1 h risk-taker

2 e computer programmer
3 f problem-solver

4 b award winner

wage-earner
wine importer
law-breaker

troubleshooter

N W
ang o

3 There are hundreds of possible answers including;
trouble maker, law maker, pop singer, news presenter, record
breaker, film maker, ski instructor.

Discussion

This section simply provides students with an example
of the questions found in a personality test of the type
mentioned in the text.

Recruitment W

Language Focus
Present simple and present continuous

This exercise reviews the different uses of the present
simple and present continuous and allows students to
revise the basic rules for these two tenses. You may
want to refer students to the Grammar Reference
material on page 166 of the Student’s Book.

KEY:

2 c P. cont. 4
3 a P.simple 5

6 b P.cont.

P. cont.
P. 7 e P.simple

d
g P.simple
Practice

You may want to review the tenses when this activity
has been completed, especially if it has been done for
homework.

KEY:

2 feels 6 is growing 10 decide

3 is not using 7 reads 11 travels

4 is looking for 8 is living 12 enjoys

5 realises 9 says 13 is attending

Skills Focus

Listening

Before doing the Listening task it may be necessary to
explain the meaning of certain words such as mother
tongue, glamor and gritty. Encourage students to make
notes during the first listening and not to try to
complete the task at this stage.

TAPESCRIPT:

Fiona:
Hi, it's Fiona here. | just wanted to tell you that | saw
this great job ad in the newspaper the other day.

Friend:

You never told me that you were thinking of getting a
new job! :
Fiona:

Well, | wasn't until | saw this one. It's exactly what I've
always wanted to do. '

Friend:
Go on then. Tell me about it.

Fiona:
Well, it's for a Californian company called Patagonia.
I'm sure you’ve heard of them before.

Friend:
Oh yeah, they’re the people who make outdoor
clothing, right?



Fiona:

Exactly. Anyway they’re looking for what they call a
public affairs associate. It’s basically a public relations
position.

Friend:

Do they say what sort of a person they're looking for?

Fiona:

Well, actually the ad just says that they want someone
who has experience in the press and in PR, and who
has good writing skills. Oh, and it has to be someone
who's pretty good at outdoor sports, you know, like
skiing.

Friend:

Sounds just right for you. Don’t tell me that if you get
the job you’ll be moving to Americal

Fiona:

Oh no. I forgot to tell you, in fact they’re looking for
someone whose mother tongue is German, because the
job is based in Munich, which would suit me just fine
because, as you know, I've got family near there.

Friend:
Do you know how much the job pays?

Fiona:

No,... they don’t say anything about money. But I'm
going to apply anyway. I'm sure I'll find that out if | get
as far as the interview.

Friend:

When will they be doing the interviews?

Fiona:

In the ad it says during the last week of February.
KEY:
1 Public Affairs 5 German
2 Munich 6 Californian
3 PR/press 7 outdoor clothing
4 writing 8 February

Preparation for writing

1 The curriculum vitae

This activity offers students an opportunity to study
the layout and content of a curriculum vitae (CV) in
English. Furthermore, it will allow students to prepare
their own CVs for future use. It is important to explain
that there are many different ways to prepare a CV,
depending on the nationality of the company that you
are applying to. For instance, in the US it is much more
common to accompany each entry on a CV with a
description of exactly what this involved, whereas in
Europe a simple summary often suffices. Similarly, the
order in which different events are presented may vary.
The relative importance of extracurricular activities and
of references will also vary with national culture. Much
depends on methods of recruitment. For example,
there is a current trend in using recruitment
consultants, who invite prospective employees to
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e-mail CVs direct or advertise themselves on the
Internet. In some fields, CVs have recently changed
radically by abandoning the traditional chronological
development through education and experience, in
favour of setting out personal skills acquired in order to
entice prospective employers. You may want to initiate
a discussion on the merits of different approaches to
preparing CVs.

KEY:

2 Education 5 Activities
3 Professional Experience 6 References
4 Skills

2 The letter of application

This activity invites students to study the vocabulary
and the style of a standard covering letter. As well as
being a useful model for their personal future reference,
it will help students to complete the writing task below.

KEY:

2 d 5 e 8 b
3 g 6 a 9 j
4 ¢ 7 h 10 i

3 This section can be a discussion activity where pairs
of students have the chance to express their views and
then decide whether they think Fiona Scott is the right
person for the job. Different opinions can then be
shared with the class as a whole.

Writing

This activity provides students with an opportunity to
practise writing their own CVs and letters of
application, Encourage students to read the
advertisement carefully and make sure that they have
understood exactly what type of applicant is being
sought. They can then work in pairs to prepare a
suitable letter of application. You will need to help
with the wording. They will need to accompany this
with an appropriate CV. The CV can be prepared in
groups or given out as a homework assignment.
Remind them of issues related to the approach, content
and wording of the CV.

Listening

1 TAPESCRIPT:

Personnel Manager:

The most important thing when interviewing a
candidate is his character, his ability to react, his
intelligence and his suitability for the position that...
which... for which he is being interviewed.

Interviewer:

And uh, to what extent does the person’s appearance
influence your decision?



