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Part One Vantage

Practice One

Questions 1-7

Look at the sentences below and the job advertisements on the opposite page.
Which job (A, B, C or D) does each sentence 1-7 refer to?

For each sentence 1-7, mark one letter (A, B, C or D) on your Answer Sheet.

You will need to use some of these letters more than once.

Example .

0 This post involves some secretarial duties.

060, A B C D
O O Oa 4a

Answer:C

1. You will be responsible for the operation of a computer system.

2. You must be able to forecast what people will want to wear.

w

You will be able to work with people from many different countries and
backgrounds.

You will have a qualification which covers two subject areas.

It is necessary for you to have worked in this sector before.

You will need to keep in contact with the headquarters of the organization.

~N N W

The advertisement emphasizes the need to have a suitable approach to important

people.



BUSINESS MANAGER

You will be responsible for our global business within specific countries and
will have a good understanding of international distribution, possibly based on
previous experience, plus the ability to work in markets that are highly varied
in their culture. You will be fluent in a second language, be willing to travel

extensively and preferably have a degree.

DEPARTMENT STORE BUYER

Based at our head office in London, you will select and order stock from our
suppliers in Italy. You will need to predict fashion trends and build a strong
relationship with our Italian office. You will have gained your buying
experience in women’s fashion and will hold a degree in design with a

business studies component.

LEGAL SERVICES ADMINISTRATOR

As head of the legal office, your work will include managing the office IT
network, typing reports, diary maintenance and supervision of another staff
member. You will need good organizational skills in order to keep ahead of a
varied workload. You will be dealing with senior executives and government

officials, so a mature and efficient manner is essential.

REGIONAL LEISURE SITES MANAGER

You will be responsible for budgetary planning, contract negotiations, local
marketing and effective administration. You will communicate frequently with
our main office using the latest technology. Your experience could be from
any business sector but you should enjoy outdoor life and will ideally possess

an estate management qualification.
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Practice Two

Questions 1-7

® Look at the statements below and the information on the opposite page about
feedback on staff performance.

® Which section (A, B, C or D) does each statement 1-7 refer to?

® For each statement 1-7, mark one letter (A, B, C or D) on your Answer Sheet.

® You will need to use some of these letters more than once.

Example ;

0 Companies are reluctant to base pay on staff feedback.

0)J]A B C D
0O o @ &3

Answer:D

Staff are reminded that it is not essential to restrict feedback to once a year.
There is a way in which feedback could identify people suitable for promotion.

The aim of improving staff communication throughout an organization is described.

AW N -

The feedback is obtained from an employee ever linked to requirements for a

particular job.

¥,

Aspects of a group of employees’ work were identified as requiring improvement.
6. Feedback indicates both positive and negative aspects of an individual’s work.

. Less senior personnel participated in a staff member’s feedback.



CHANGES IN PERFORMANCE FEEDBACK

Feedback about your performance used to mean a quiet chat with the boss. But
now 360-degree feedback — the system where employees are also given
feedback from peers and from the people they manage — is taking root in
corporate culture. The system is characterized by greater participation. It has
grown out of the desire of companies to create more open working environments
where people work better together and ideas and opinions are exchanged

between teams and across levels of seniority.

PCs linked to the company IT network are set to become the feedback
machines. Many firms introducing 360-degree feedback are using Personal
Development Planner software. Feedback on an individual, which is based on
a questionnaire relating to attributes needed for that person’s role in the
company, is collected using this electronic system. All the information
gathered is analyzed and the end result is a suggested development plan. The
advantage is that individuals make requests for the feedback themselves and

receive the results directly.

Sarah Rains, from the pharmaceutical company Optec, said, “Now feedback is
available in our network, and we encourage managers to choose how they use
it. It is a flexible tool and we tell them that waiting for the annual event of a
formal appraisal neednt apply.” At the engineering company NT, 250
technical managers have been through the feedback process. Jack Palmer, a
senior manager there, said, “We needed to develop interpersonal skills of
these technically-minded people. In particular, we wanted to build on their

team-working and coaching skills. ”
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So, how is the new feedback culture likely to affect you? It could form the
basis of your personal development program, providing pointers to your
strengths and also 1o those areas you need to develop more. Or feedback could
be used for “succession planning”, where companies use the information to
speculate on who has the right skills to move into more senior positions. As
yet, few organizations have siretched the role of feedback so far as to link it to
salaries. But one thing is clear: the future will bring even wider participation

by all members.
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Practice Three

Questions 1-7

Look at the statements below and the comments given on the opposite page by

mobile phone retailers.

Which section (A, B, C or D) does each statement 1-7 refer to?

For each statement 1-7, mark one letter (A, B, C or D) on your Answer Sheet.

You will need to use some of these letters more than once.

Example;

0 Mobile phones have changed in size to a certain extent.

0fA B C D
s T s B s T

Answer: B

1. Retail staff need to stay informed about the mobile phones they are selling.

2. It is believed that the market will not sustain the present number of mobile phone
retailers.

3. The use of mobile phones will no longer be restricted to a specific group of people.

4. The relationship between prices and the number of mobile phone users is
mentioned. ‘

5. There is a negative view of competing mobile phone retailers.

6. A comparison is made between change in the mobile phone industry and that in a

different sector.

7. Those services available at mobile phone outlets are not provided by other
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retailers.

A | Market awareness of mobile telephone has exploded and the retailer who
specializes in mobile phones is seeing growth like never before. Admittedly,
some customers buy their first mobile phone in the supermarket, but for
advice, add-ons and particular services they turn to the specialist. There are a
large number of mobile phone retailers and I can’t help but feel the market can
no longer sustain the present number of players. Undoubtedly, customer
service is the factor that differentiates operators and I think this year we will

probably see rationalization in the sector.

B | When I first started in the industry, mobile phones were retailing at a thousand
pounds and were as large as box files. Now, prices are constantly being driven
down and handsets are considerably more compact. There is intense
competition between the network providers, and every time they lower their
tariffs, more people come into the market. This will continue, and while retail
dealers’ profits will be affected dramatically, network providers will have to

generate more revenue by offering internet provision and data services to the

mobile user.

C | Over a few years, prices have dropped sharply and technological advances have
meant products have changed — and are changing. Successful retailers must
try to keep on top of these developments and invest in the training of employees
so they are able to offer impartial advice to customers. E-commerce is taking
off but this won’t necessarily replace traditional retail outlets. In order to stand
out, you need innovative ideas on customer service. We don’t believe in

criticizing other retailers, but there’s nothing particularly exciting out there at

present.




