52 3 e Ml 3 8]
BUSINESS NEWS

(R) T RHF - BER R
i IFE BFREK HR A

FEARXSFHMR#




C O A

GE) B - MBI 4
R HE R B

R E AR X% G K



Robert O Neill R
Business News .
Comprehension and discussion
from the

Financial Times

Longman

XX @&l HE
OB arr « BREX &
3 @\ & PRE
& X K
*
) A RK S MR R AT
LR TE BB IERE 39 5)
R A ROK S AL RS B )
CRBHEAATFAR 61 5) '
HEHELEH ,

*
787X 1092 R 16 ¢ EGK.8
1990 4 11 HB 14K 1990 4F 11 A& 1 KEAR
ZE.179 000 F¥.1—1 300

*
L]

ISBN 7 ~ 300 - 00821 -6
H.51 T 4. 00 ¢




u“g’;

¥ E & W

Robert O’ Neill 4 # ¢ “Business News” £ — 4 fi 44 4 B & 4 5 A sy 8055 A BT b 3B 5 4,
CEAREANAE S FAEEAT N EE T EABLALAR B BEERRM RS L% 4
MEEE UHH ., EAEEE T EENEI, AT S E SN L R A E LT,

AFRBOEE TR EREEN T AT AN R A DS EBE EH.

NTEFEEMERERAS BAEAAESHLE I AHE BB C % FEEY
ELAMURS T AN T R SR REEEE.

HAMEERREINEEEX LA LE EHEE 2T 2 4R A E MRS,

AP EBETED AR5 PREH LY AP EARALEFER T 50
Bg. ERHENE. BTATHR, KE20. FEEEHE.




(B #HE) BHCABLEENBNAEFLEEN, EXFAREERE KD
WK (A BHW) KB

APRAFETEREERE &,

I ELERARKRERLE #%w,

2. ELRFPEFTNALERSE, ELFHAELHHE;

3. AXEER EHER, AN KB MAS R T ERBRAOMAWKEATE %

ke N

AESREMATARERELBHAHEMN, XS B RNTEHMA.

¥ 1 fo bl A <

R A

Heh) &

% 9B

g

TE-NMER—ANFEEHARENE, RATREBERBLHNA. RH RS
EAEBHFANBARBRA LG REEE XA,

BREXESEN B0 A RXEX, B XH—RERE. FL. FANERSE %%
EaMEMETEZNEH,

i%ﬁ%iiﬁ%&ﬁ%iﬁ%%% EEBREASNREALE, KB AHLZ B
ROERTETRE N, SEEERBERABEXH, I EERFTAIEE. B, HiE
BUERXBTHESAELH AL, ABHEB L,

I BUYELE—RBAKBEREX; FTEERTHANE L,

2.r%@&ﬁ;“~$@ﬁ”%ME

3. BFMRE Z KRB XNFIA, ﬁ&?%*ﬂ&%ﬂﬂ,ﬂﬂ%ﬁé X5 & LA A
B =t

4 EEZREE RETRLAAEZAND) 25, REBAFAEHEYFE,

5. THREEFINAXRELTEHE T,

RFEMET, REZRUNA., RELR XM A PHBF LB £ H2E, A4 T
BHAARGRBRTREANFTASHARN — T2 REER LR, LR

REARREXERXEFOALAMAN L TXREHRAOERBL LR, INFA

|



ﬁE&ﬂﬁEﬁﬁﬁﬁﬂﬁﬁ%t?iﬁ%ﬂ%ﬁm%%ﬁﬁ R — X E A
18 O RIERR AT R BFHRERRRA LR, EUHLEL— 0D 5K 57T
T A, Wﬂ&zﬁﬁﬁmxﬁ¢E&ﬂﬁ%fkﬁﬁﬁﬂi%ﬁé



R 3C B/ R E

E—H4 . dbhhiti

R—HRATHTOI RS TN R ESRB R TR,

i —RAE DR SN TEE, VINHC AR HE YR A S AR T L

FoRANREENRRLB I AR ARETENES., SUBHNRHFERN -1
AE R, ALEWRERHAANE — BEIAURACNARGERFR. €E
HARY KB RTHAA - NERBLRAY 2R LT IRB LA AR R L R 5.
FLRANAEU R A HR LR P INGAFRAE, N\, LR ANLEEN TH R
MEERNR. BT R AN A AT R U BB A R R R A, £ B RS, &
HRG”, ARARACE R L, €+ BROEZHNT T B TAIRL.

BTERS: AR SRR IR

E—BARMELLPHEAR LY, BAC REBAENPEEY, SERTHEME .4
R, U IR R R ZEARA SR U ABUNY, A E IR (AR
MAXRER) HRBRE O ERVEX AN L LBENE. B2, wEH S FHNIE, T4,
MBS, ANABRARAMH G N TIEE LR Sk AE S 50 & & KA %
MO0 ERATAHE B F R, B, ANLETHEHEEHELNANE T TER SHEER
RUFWE., CRABXENAIN THEB L OUBNEREYE, LV LB, wE+ A+
LHR, FHRRTERABRGTHZ 0, WINPT HEEEES T RE
IAHEE. $TAR DL WER) AR SATEZEHEEHATEE, £AA
AHEFRE, MOV ARABARENAEE T+, E+NBEHNETELERE, AR R
TRMBEN—ABE. PATRERIFETAAERTHE NG, £-+E#MEER
ERFRACLERRAT TR EORABREANAT. $ -+ —BHNEA R L
REREFBHEE. N —BLIZEERINESABRNENT RITLFH LR “—FK
R AR, ISR THRAKAWE ., LA EXHNESRIUNEAFTE, GES 4
HNEXBEHKR, XEER LS 8 Lnies,

N



Part One. Here and now
®

1 Keeping the workers at work D T (1)

A manager gets the secretary he deServes seserettatiatietetcesennsncsesatonsocsoscesssssssassnevnsosse (4)

W DN

Secretaries R T *emsene (7)

Y

Communication and the fOreign WOIKET «e+sseetessetststtoesatomerrrrsaissretorsionss sosvesenerns (am
Fixed interest deposits ceresecrenas e L L R P R P TN G <)
Californians worried by ‘foreign INVASIONT eeceectraitnereeesneetiansnstecnssonccaccesesscessesnsans (16)

Flexible working hours in the CONStrUCHiON INAUSITY =+ essseersnreneerrsvuscussosasennearenrnnns (19

o N o U

A cheaper way to discover if you’ve got a flop on vour hands (22>
9 A new,radical approach to TEtAIliNg  sccocceretreceinetiniunrrertiserantsecannntrsocensteeconsssans (25)
10 When a supplier must SUPDLY  ses=tsseoeeerentaeruetasvaesrrasssenncnornnennnnens oresnsensanennsone 28
11 A success story it Norway —but with Problems  seseessessessssaresuessesenneecnsvnevensnenseens 31
12 The typiet’s JAtest @lly cososseosssseatttnettenteritert ot iararecenaceonsasescesensreoneonsonesononnnns {(34)

13 And then you took over the sales department D, (37)

Part Two. Strategies gnd signposts for the future

14 The future ahead for advertising and Mmarketing seseceeseetieiiiiiititititieeiiaiiiiiieinneenans (39)
15 How to manage a multinational COIMPANY «+¢+es+senes v errsreersurnseesnnsnnesnsorssssarsnsenns 42>
16 The assembly line ;think before You demolisSh e+ sesesesssstsstvtteceesnsses vnn onnrencnnnesnnonn (45)
17 Shop floor quality control is good for morale and Profits ++sesssssensessasersssessssrannneeanee (48)
18 Symptoms of sickness in small businesses TrteTeesreresscsieiiiiiie i s e e (5])
19 New interest in 1iSK MANAZEIMENT eevrreeeess st res toevsnnaronsarnsenssesssenens sosnsennsonsmnnn.. (54)

20 Where you need a licence to spend money L L (57)




.

21 Banking and finance on the Continent and.in Britain sereseccecircnrtceiisiiiioticisiseronnin

22 Conservation as a practical policy L L R R R R

23 Every facet examined in resource utilisatlon R L L Y R R Y N PR A L T W AP A g

24 Taming the cOmputer D R T T

25 The robots are coming —but not in human form «cessecscssasccensas
»

28 The Caledonian Trust Company Limited

WOrd LSt eeeveeerseencisasasscnsosnrsnsascassnsnnrasresnoscesassessne see

Pesecavsse s sas sev ens ens

LR R R R RN Y P P TP TN

(60)
(63)
(66)
(69)
(72)

(75)

am
o9



)

'Parz One Here and now

FINANCIAL TIMES
1 Tuesday August 6

Keeping the
workers at work

An Australian company is prepared to give away
calour TV sets, fur coats, diamond rings and a chance
to win 12,000 Australian dollars in ready cash to its
employees. The only catch is that they have to come
to work regularly. Absenteeism had reached a point
at the company, Goodyear’s subsidiary in Sydney,
where production lines were sometimes. running at
only 747 of capacity. And to be efficient, 95% was
required. :

Absenteeism is a problem throughout Australian
industry. It seems to be caused mainly by affluence
and the wonderful climate. Workers often say, ‘It’s
too nice a day to go to work’, and they don’t. Two
days off can be made up by one overtime shift, so the
pocket does not suffer, either. It also seems that the
Australian system of telling people how many sick
days they are entitled to encourages them to take the
fuli number. Job boredom and other factors take
second place.

Goodyear began its campa;gn against absenteeism
with a hand-delivered letter to each employee’s home.
It explained to wives that if their husbands went to
work regularly, and did not miss a day for any reason
at all, they would qualify to win one of the prizes. All
they had to do was go to work. At the end of the
month, those who qualified were put into ten groups
and prizes were drawn - diamond rings, stereos,
wrist-watches and so on. At the end of the third
month, those who still qualified were put into the
draw for a colour televlsion set.

The plant employs 1,780 people and before the
campaign started, 150 workers were often away on

ke R b e .

any one day. In the week just before the campaign,
613 working days were lost. In the first week after it
began, this was reduced to 556 despite an influenza
epidemic. In the first month attendance improved by
between 9-2 % and 9-8 % each week.

The other problems of job boredom and monotony
that come from assembly line work have also been
tackled. Standard procedures such as nicer, brightly
painted surroundings and piped music have been
tried. But in the tyre business so much is done by

PLAY IT STRAIGHT!

- DON'T BE AN ABSENTEE!™
YOU CAN GIVE YOUR MATES

Vs
4

A RAW DEAL...
. Ty el
Te | MM g
e v \1 < < 5N
. . \ * $*‘ . \\

\\\. - N \“\-> L/
" BY BEING AN ABSENTEE \é/

FPosters used in the Goodyear campaign against absenieeism.
hand and there is so much repetition that cures are
difficult to find. The company is considering putting
on lunchtime concerts to keep men’s minds off their
work.




General comprehension

2
3

What problem has caused the company to give away
prizes?

What is the cause of the problem?

Has the problem got better or worse?

Vocabulary
Find words or phrases in the text thar mean these things :

~

3
4
5
6
7

money in coins or notes

habit of staying away from work without a good reason
a company that is under the control of another one
being rich

where the goods are actualiy made i a factory

extra period of work

have the righi to

Detailed comprehension

!

ta

~

8

What do you think is meant by the term ‘the onfy caich is

that they have to come to work regularly'?

Describe what absenteeism was like before ithe campaign

started.

What are the reasons for supposing that the campaign

has been successful?

Do ‘sick days’ mean

a days when people are ill

b the number of days employees are given each year in
case of iliness?

Explain exactly what was done with the hand-delivered

letter

What happened at the end of each month and then at the

end of three months?

Which of these statements are true and which are false?

a Everybody who came to work regularly got a prize.

b Everybedy who came to work regularly got the chance
of a prize.

¢ The good climate and affluence are the most important
but not the only causes of the problem.

d “To tackle’ a problem means (o solve it.

¢ “To tackle’ a problem means to take steps towards
solving it.

/" *Standard’ procedures are procedures that many others
use.

& It should not be difficult to solve the problem of job
boredom in the tyre industry. .

Can you explain exactly what is meant by the phrase

*613 working days were lost ?

v

Talking points

1

2

What are the things about the tyre business that you
think would make the company consider a plan for
keeping the men’s minds off their work ?

Can you describe other kinds of jobs in which it might
be a good idea to ‘keep the men’s minds off their work'?

Structure practice

I

‘s

You have studied the problem of absenteeism in
Australia. You believe certain things can be said but you
are not absolutely certain. So, instead of saying:
‘It 15 caused by the wonderful climate’ and
‘Itisn’t caused by job boredom’.
you say:
‘It seems to be caused by the wonderful ¢climate” and
‘It doesn’t seem 10 be caused by job boredom.’ .
Transform the following in the same way: )
a Absenteeism is the main problem.
b It 1s caused only by affluence.
¢ Job boredom is not an important factor.
d The workers aren't eager to work.
¢ Telling people how many sick days they have
encourages them to take them.

You are speaking for the management. You are thinking
carefully about a number of possible steps to reduce
absenteeism. For example you may put on lunchtime
concerts. You say:

‘We are considering putting on lunchtime concerts.’
In the same way say that after careful thought you may:
a give more prizes away.
b change overtime payments.
¢ redecorate the whole factory.
d move the subsidiary to another place,
e write a letter to every man’s wife.
/" stop production completely.

You are explaining to some of the workers how easy it is
to win prizes and do other things. So. instead of saying:
“You can win a prize. Just come to work regularly.”

you say: .
“Al you have to do 1o win a prize is come to work
regularly.’

In the same way, explain how easy these things are:

q You can earn a lot more. Just work one overtime shift.

b You can start this machine. Just press this button,

¢ You can reduce absenteeism. Just give prizes away.

d You can help us. Just work harder.

¢ You can learn Japanese. Just listen to these records
every evening.

J You can make the factory more pleasant. Just paint it
in bright colours.
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A manager gets
the secretary he deserves

Tt costs a lot every time a manager loses his secretary.
There are tangible costs, like advertising for a new
one, training her, etc. And there are intangible costs,
such as the effect of the resignation on staff morale,
disturbed work and communications, and other
things that lower efficiency. Eve Macpherson, Editor
of Top Secretary and Women in Management. has
this advice for managers who want to avoid all this.

First of all, be specific about what" you intend to
delegate .to her - non-technical correspondence,
supervising the office and so on. She will have heard
such phrases before as ‘satisfying and reyarding job’,
"duties depend largely on you', and so on. In any case.
roughly translated all that means just ‘another
boring shorthand, typing and filing job’. Secondly,
give her not just the responsibility but the authority
as well to get on with the job. That includes telling
your colleagues plainly that she has that authority.
Job specifications in writing are essential. Once they
ave there for her and you to see. there can be no-
arguments about overstepping her authority or failing
to achieve her objectives.

Regular job appraisal is an obvious follow-up. A
golden rule here is: do not appraise in secret. She has a
right to know the results of the appraisal. Besides the
appraisal, do not check up on her. If you have set her a
task, then tell her when you want it done — do not ask
her daily if she has done it yet or if she has forgotten,

A manager’s secretary is a member of his éxecutive
staff and should be treated like one. Take her around
personally when she is new and introduce her to your
colleagues and the staff. Do not just leave her to make
a fool of herself because she does not know who
anyone is.

Whether you cail her a ‘private’, ‘executive’ or
‘personal’ secretary, she must be treated like
‘confidential’ secretary. Show that you have confidence
in her; do not cover up those ‘top secret' papers every
time she walks into the room. Let her know you value
her opinion. You will know within a few weeks of
hiring her whether she can be fully trusted. If she
cannot be. fire her.

Do net ask her daily if she has forgotren.



Structure practice

General comprehension ‘ 3
' I A manager is not being very specific. The secretary wants

| What is the advice given here supposed to help managers

2

do?
What does the term “job specifications’ seem to mean

exact information. Instead of simply saying:
*What do you intend to delegate to me?

here? : she says:
3 What are some of the most important things a manager *Could you be specific about what you intend to delegate
should do and should not do with his secretary? to,me"”’

Vocabulary
Find words or phrases in the texi that mean these things

|
2
3
4
5
6
7
8
9

I«

=3

obvious costs that can be calculated
the opposite of (1)

official act of giving up a job

very clear and exact

give duties and responsibilities to
direct the work of others

all the employees in an office
believe in, trust

employ, give work to

get rid of ; take work away from

Detailed comprehension

i)

What exactly are the ‘tangible’ costs and the ‘intangible’
ones mentioned here? Why do you think these terms are
used for them?

What phrases ought to be avoided in deseribing the job,
and why?

What should the manager do besides simply giving his
secretary responsibility? ‘

Try 10 define the exact difference between ‘job
specifications’ and ‘job appraisal”.

What is meant by the phrase “check up on her’?

Transform these questions in the same way :

a What will my duties be?

b Who will | have to supervise?

¢ How will | be appraised?

d How much authority will I have?

¢ What are the job specifications?

J Who else am I responsible to?

£ What does the term ‘executtve secretary’ mean?

The secretary also wants 1o know if one of her duties is
to supervise other secretaries. She asks:
‘Does this job include supervising other secretaries”
In the same way ask if one of her duties is to
a collect information.
b take a lot of shorthand.
¢ do all the filing.
d handle "top secret’ documents.
¢ do non-technical correspondence.
S translate letters from Spanish and French.
& go with the boss on *business trips’.

Open conversation

Mr Beaver directs a small firm that makes ladies” shoes.
Miss Sharp is being interviewed for the post of ‘personal
assistant’. She keeps trying to get more information from

6 What may happen if the manager does not introduce his Mr Beaver through questions like:
new secretary to staff and colleagues? ‘1 think I'd like to know more about . . ." *Could you
7 What should the manager do if he decides he cannot fully possibly be more specific about . . . 9" *Just a moment.

trust his secretary ?

Talking points

—

(%)

-~

w

Suppose you have just been hired as an executive or an
executive secretary. What would your reaction be if you
were told "your duties depend largely on you'. Why would
you react in this way ?

Are there ever jobs or circumstances when such a
description should be used? If so, what are they?
Which parts of this advice do you think particularly
important? Why?

In what way-do you think a manager’s seeretary can
‘make a fool of herself” if she does not know who the
other people’in the officc are?

Which parts of this advice are, in your experience. most
often neglected”?

Suppose you are an executive and, after doing a job
appraisal on your secretary. you decide she is not
achieving some objectives. Are there any questions you
would ask before deciding she is a bad secretary?

please. I wonder if you'd mind telling me a bit more
about what/how/which . . | etc.” ‘
Vhat do you think is her side of the conversation here?
BEAVER 1'm sure you'll find it a very rewarding job!
Satisfying!
SHARP
BEAVER That’s hard to be specific about, By the way.
the pay’s good.
SHARP ‘

BEAVER Let’s not get too involved in details Jjust now.
It's really a confidential job. I'll treat you
confidentially and have trust in you if you
treat me confidentially. I'm sure you
understand.

Try to develop this conversation. Mr Beaver and Miss
Sharp also 181k about overtime, holidays and personal
duties. Mr Beaver also mentions that she will have to
travel with him. Then. at the end, say whether you think
she should take the job. Give reasons.
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Structure practice

Comprehension ' _
v I You want somebody to do something. One very polite

I What kind of people do you think the advertisement is
addressed to? . way of doing this is 1o say:

2 Explain exactly what kind of service the advertisement I wonder g’/"_)'oujd mind ing ...”"
offers. Use this construction to ask people to

a repeat that phrase again.

b file these letters.

¢ specify the job in writing.

d introduce the new secretary to all the staff.

¢ work three hours overtime this evening.

{ check up on Miss Jones.

¢ explain the phrase ‘a satisiying and rewarding job'

Yocabulary

Explain the meaning of these words and phrases :
I the right background

2 smooth efficiency

3 high calibre

4 short list applicants for you

5 PA (personal assistant) secretary

(]

You are explaining to another person what steps to take
in order to make something else happen (cause and
result). You can say either:
" You can get more information if vou ring the Special
Appointments Division® or:

Detailed comprehension and talking points

I What kind of firm do you think ADventure is, and what
reason can you think of for spelling their name as they
do (ADventure)?

2 Whgt are the udvamage§ and dlsadvan}ages O\f getting an “You can get more information by ringing the Special
outside ﬁrm to find and 'lnterwew gpphcants for . Appointments Division."
secretarial and rpanagenal posl.s wnhm another firm” Transform the following in the same way -
What (_jo you th?nk Suf:h a specialised firm can do that a You can win a prize if you come to work regularly.
an ordinary business firm cannot do? b You can earn two days’ pay if K i
ys" pay if you work one overtime
shift.

¢ You can reduce absenteeism if you make the work
more interesting.

« You will get better work from your secretary if you
treat her like an executive.

¢ You will disturb staff morale if you check up on us in
secret.

! You can work more efficiently if you delegate this
work.

Open conversation

Study one part of this dialogue. Can you imagine what

the other person (A4) is saying? The conversation takes

place on the phone.

A ... ‘

B Well. a *PA’ is short for *personal assistant® and it
involves very challenging and difficult work,
sometimes of a secretarial nature, for one of our top
executives,

A ..

B No, I can’t really give you that kind of information on

Comprehension the phone but we would be glad to discuss that matter
1 What do you think the man has just finished doing? at a personal interview.
2 What exactly do you think he said to his secretary a 4. ..
second ago? B No. I'm afraid I can’t be more specific than that on the
3 Explain what you think is the ‘joke’ here. phone!
4 What do you think the man in the picture is saying to A4 ...
himself? B Well would it help if I told you that depending on your
5 Give some possible reasons why the secretary did not qualifications it would be between £2.000 and £3.000
understand very much of the letter. B a year?
8
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