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Preface
F F

The authors are all involved in teaching English for Business
Communications at IMBA, MBA and undergraduate level both in
Mainland China and the Hong Kong SAR. Although there are a
number of texts available for students of the subject, most are
written either for American or European students and not adapted
to the Chinese environment. The case studies are therefore often
difficult or not relevant to the Chinese students and are often
insensitive to the particular needs of the non-English speaking
customer. We believe that, having taught in China for a
considerable number of years, we have something to offer which
is unique and of considerable benefit.

KFEHHEFENHEFHNLX KB 6 AR 4 MBA IMBA
FRHEBHESEEAR)RE. BATH LA FSAX(HSH
EHEINEBR D BAASHRHA N LERRMNFLETNE. AR
AEHTPENTSHE. Al XS P PR EFABYEEAE, &+
HKEERMFAREERL AT R, F A4 M. RAAEE, E4
FHEEFEAMPMFEANRFER AT RBENAREHA BE
WM E R SRR,

There are three authors of this book. Two are native English
speakers and one is Chinese. Such collaboration helps to ensure
the right approach and the right level. For example, the native
speakers might take certain factors for granted. Such a tendency
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can be modified by the knowledge and understanding of the native

Chinese speaker.

AFFA U H TR UABTAFENER, —LEF
4. PEEES AT EGRFRIS AR AEREE, THR4
eEAPHARERAH A,

Although obviously we intend to write this book in English, some
parts will be translated into Chinese to help the student grasp the
essential information. There will also be a bilingual glossary of
terms in the appendix to facilitate the understanding of key

concepts.

AHUFAE K £, —F W REA SN EAT b

The text begins at an appropriate level and becomes more
demanding as we progress. The level of English is carefully
designed to make sure that idiomatic terms are kept to a minimum
and can be understood at undergraduate and post-graduate level.
The vast majority of examples and exercises in this text are based
on the kind of problems and challenges a Chinese student would
cxperience rather than, as is the case in many other texts, foreign
examples.

AHENRELHKFRF.EERN, $P R ELZAF AN,
BELE AARERTREHEAN., HFABYEA 55T H %
BBl A R B oy e R RCBK R T AR R K B R o E 4
KO thE 2 8E,
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Introduction
5 7T

Learning a language is one of the most challenging tasks a person
can face. Today English is the language of international business
and so the ability to listen, speak, read and write clear English is
essential.

Rl —TISMERB R PR R F . S A5, 3655 B N E bR
. F, ERIGEGT UL ST E,

This is not a book about the technical aspects of English. We
assume that you already have a good understanding of the language
and that now, you wish to improve your practical skills. For that
reason we will not be discussing grammar and language rules, but
our focus is on helping you to use good, simple English in daily
business.

ARAR—AKERTOHRS. RIS IHRC L %R
KA HIEE , B T4 B A0 52 75 360 10 52 38 A 05 . A 45
AVHESEE M ERFAN TR EE FURRAE B % RIS R840
Tz FHIE X A T8 B AR A S T IE

One problem to be faced is that there is no official body that
decides what is and what is not acceptable in the English language.
Other languages, such as French and Spanish, have distinguished
groups that decide on language issues. However, English is
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whatever its users want it to be and this makes the language
extremely interesting, contributing to a huge diversity of accents,
dialects and usages, all of which are English. So don’t be
discouraged if someone tells you that your English is bad. Keep on
trying and you will be understood — that is what is important.
After all, people who are native English speakers don’t think
about the rules — they just use the language.

L AN E Jr AR 0T B B Rl A 24T AL A
BRI A iERD, IILIE PSR, BA — LTI A ST ™ 48
RIEEHAME. 8MEAESRTLUABREECHIE”, Bt
FPRET AR E I HMBEG &, XIERIEAMFENZAL.
B 24 AR B BEE AR, TO7 5%, BB, ZERE
HE, XA REEERERNMT . BRI SE N BHE R ANEAR
ZRERIEL A R E R AR

This book is about communication in business, using English. We
want to make sure that you can effectively communicate your written
and spoken messages and ideas and that you can understand what
other people speaking English wish to communicate to you. You
will have a lot of fun as you build your knowledge and confidence
and, of course, there are real rewards in terms of career
development and earning power for those who have the
confidence to speak English in international business activities.

ABHNEBEISER SIS IR, STERHEE EA K.
F AU HIGERE MR B O KR, R 54 st HKE
B A(EE . A A, 3H A IR IGERE NI S A5, AT
H i TP AR, EEERRE S5 ES R EMN A (E 8 A%
A .
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In each chapter we give useful information together with
exercises, hints, essential advice and examples. This book,
together with plenty of practical experience, will really help you
improve your skills in English for Business Communication.

Hrh g —EARARES ST BITRR EERUAR. 8
i A5 R B RSB A YIS, GO TE S Y 55 B B TS E SR
IEMREK.



Chapter One

How to Apply for the Ideal Job
40 o] B TR AR AD TE

One of the most important steps in business is the preparation of
an application for a job, so that is the first thing that we will look
at. This chapter will help you to improve your job application
skills in general and will give you valuable insight into reading
advertisements and writing application letters in particular.

1. First Steps ($£—4)

The search for a good job can sometimes be long and difficult and
you may become disappointed at the rejections you receive.
Perhaps you feel you are the ideal candidate and you have the best
qualifications and experience. Yet, still, you don’t even get
invited to an interview. So, what should be done to make the first
important step towards well-paid and rewarding employment?

Writing a good enquiry about a job is vital to your chances of
success. Most employers are looking not only for people who are
technically and professionally qualified, but also for men and
women who can communicate clearly and easily. Your first letter
is an advertisement for yourself. In the job application process,
this will be developed later with your résumé or curriculum vitae
(see Chapter Two). Remember — the first words that the
employer reads are going to shape his or her opinion of you.
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We are assuming in each case that you are seeking a job with an
employer that has asked for English language skills, perhaps an
international company or a foreign company with extensive
interests in other countries, and that the whole process will be

carried out in English.

You will need to make sure that you understand the requirements
of the job and the special qualities that the potential employer is
looking for in applicants for employment. You will also need to
practise your written and spoken English skills and, in particular,
become familiar with any specialist terms. that apply to the
business sector in which the organisation operates. For example,
information technology, medicine and engineering all make
extensive use of specialist words and phrases.

In this chapter we are going to look at how to read and respond to
job advertisements. Of course, you may hear about a job from
another source, such as a friend already working in a company or
someone you meet at a social occasion. However you may find out
about the job, you must make sure that you are thoroughly
familiar with the requirements and that your first letter is of the
highest possible quality.

2. Reading Job Advertisements (f#iEBEE %)

We will now consider in detail the way in which we must look at
job advertisements (the same considerations also apply if you have
heard about a job informally, from a friend, or through other
contacts) .

Newspapers, magazines and the Internet are filled with tens of
thousands of job advertisements. In fact, the sheer number of
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openings posés a problem as you start to select the job that is

appropriate for you.

Let us emphasise the point that it is important that you apply only
for the jobs that you are really qualified for and are likely to
obtain. If you apply for jobs where you have no chance of success,
you could get a reputation as a person who is neither serious nor
professional. So study the text of the job advertisement very carefully.

As you read, ask yourself these questions.

2.1 Do | have the formal qualifications required?

These could be school certificates, undergraduate degrees,
postgraduate degrees. Or they could be professional or technical
qualifications.

2.2 Do | have the experience required?

If a job requires 10 years of experience and you have been working

in the field for only two years, you are probably wasting your time
in applying.

2.3 Am | really suited for the job?

If you are shy and like to work alone, then a job as a public
relations officer for a large hotel is probably not for you. On the
other hand, if you like excitement and unpredictability you will
not be happy in a job that requires continuity and meticulous
attention to detail. Do you think you will be happy doing a job
that does not suit your character? Your job is a major part of your
life and you have to be honest with yourself. Can you really
handle the challenges of a particular job?



