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Chapter One

s

Are You Ready?

After finishing this chapter, you should be ablé to:
1) recognize your reading habits

2) develop good reading habits

3) identify skill requirement

As a businessperson, you may need to read a huge pile of mails or other documents
every day. A turtle-pace reading may be very costly as time is money. Hopefully, business
reading can be made not only faster but also less boring.

In the information era, those who have quickest access to information often remain
unbeatable. Reading is the major means by which we acquire information. If our reading skills
could be improved, we would be able to read more and equip us with more information in a
short time. This book, in order to enrich your business experience and improve your reading

efficiency, will provide you with a lot of business reading materials as well as some effective
and practical reading skills’ training

1.1 What Are Your Reading Habits?

Have you ever noticed that you always read in a certain way? While reading, you are used
to.

a. going through silently from the beginning to the end without stopping (no matter if there
are any new words or not)

b. mouthing in low voice word by word

c. being engaged in other activities such as listening to the music or chatting with others

d. underlining with the finger ( with eyes moving along with the finger)

e. looking up the unknown word in dictionary frequently

f. consulting with your partner when coming across anything tough

g. taking notes from time to time

h. (others)

You may select one or more of them and discuss with your partner. If you are not sure, you



Are you sure about the way of your reading now?

1.2 Good Habits for Business Reading

You will become a better reader if you know what you are reading. It is the same if you
could apply strategies appropriately in reading. However, sometimes being aware of how to read
plays an even more important role in effective reading. While you are doing business reading, it is
advised that you develop such reading habits ;

a. Getting ready. It means doing sound preparatory job, as that will facilitate the reading. It
at least includes: (1) finding an appropriate environment: quiet, avoiding being
interfered; (2) concentrating on literature you are going to read; (3) being aware of the
skills applied. To improve reading efficiency, different types of material should be read in
different ways.

b. Knowing your purpose of reading. This book will focus on business materials. The
purpose of reading should be very clear in your mind. More specifically, when you get a

s P s



- Chapter One Are You Ready?

reading material in hand, you should know what you are going to obtain: the gist of the
literature , a specific data, or getting familiar with your trade?

c. Concentrate on reading. No matter whether there are unknown words or not, you should
keep on reading without pausing to consult with your partners or look up words in
dictionary.

d. Checking the points after reading. Sometimes you need to take note after reading to
help you to keep the idea or data you get from the text longer and more exactly;
sometimes you need to confirm the figures, form opinions, make judgments, and develop
ideas from reading.

1.3 These Habits May Cause Inefficiency
in Business Reading

Some reading habits may slow down business reading. To start with this book, let’s discuss
some improper reading habits, which makes reading speed very hard improved and sometimes even
make the readers forget what they have just read about. If you have some of the following habits,
try to do away with them while doing business reading.

Diagnose for yourself to see what kind of problem you have got, and follow the suggestions
to train yourself until you think that you get rid of it. Of course, it is far from enough for you to
do only the exercises offered by this textbook. You should train yourself by reading other materials

outside of this book if you do have any of the following improper reading habits.

1.3.1 Mouthing the Words While Reading (Lip Reader)

If you are a lip reader, mouthing each word (so you are slowed down to a snail’s pace) ,
place a finger on your lips and hold them firmly until the habit has been broken. Let’s go from
short reading passages to the long ones. You can practice to remedy the improper habits bit by bit.
Doing this kind of practice, you only need to obtain the main idea of the passage.

Read the text below and try to fill in the blank.

If you were the receiver of the following MEMO, what would you do after reading it?

1 saw this hotel advertisen

to stay at during our ﬂrst swp m Bei;mg Please fill i ithe Holel Infcmnanon Fntm and pass it
on to John. . ‘ ,
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Practical Business Reading in English

Read the text below and try to fill in the blank.
It is the body of a business LETTER seeking to

We have obtained your name and address from Aristo Shoes, Milan, and we are writing to
enquire whether you would be willing to establish business relations with us.

We have been importers of shoes for many years. At present, we are interested in extending our
range and would appreciate your catalogues and quotations.

v

If your prices are competitive we would expect to transact a significant volume of business.

We look forward to your early reply.

Read the text below. Could you find out the main information of the passage? Underline the
words and phrases that convey main messages.

MIBE Courses: Business Ethics :
Contrary to popular behef “business ethics” is not a contradiction i in terms | Examme this vital
topic with classmates via MIBE (Manchester Interactive Business Educatxon)

How often have you experienced conflict between your personal value system and the values of
the market, whether it’s as a consumer compromising environmental concerns within the limits
of your pocketbook, or as an employee compromising personal values to satisfy the boss?

Explore how ethical values play out in the marketplace and the different ways the phenomenon
of morality can be analyzed.

Instructor: Dr. Sharon Rowe has taught at MBS (Manchester Business School ).

Her specialties include the apphcauon of moral theory to problems of contemporary social and
political concern, and the phxlosophy of law and fenumsm
Dates . October 27 ~ December 2.

o
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Task 4

Read the passage below and then try to fill in the blanks in the statement.

This passage introduced “logo” from different aspects. From reading it we know that it is not
only the quality of the products but also the visual images of the companies that attracts the
customers; it is vital for a company to distinguish itself from its competitors by havinga
international companies have to make sure that their logos will not be in different
countries ; and the logo helps to the company’s image of a strong corporate identity

and to fix it in the minds of the

one culture but death m ar
their logos will not be m




They may also'appearm spapers or on television "paxtbfanadwmsmg campaign.

Companies need to have a smmg corporate identity. The logo helps to promote this image
and to fix it in the minds of the consumers. Logos, therefore, need to. be original and ta have
impact and style.

1.3.2 Swinging Head While Reading

If your head swings as your eyes move along a line, to lock your head between your hands

as you read would be a good way to change this habit. You can do other things to keep the head
unmoving.

Task 5

It is a business letter of welcoming a new customer. Once the relationship is established, the

o customer will be called on by to make sure that the
‘ & business relationship runs smoothly.
L] Welcome to Efadle &Sans Weare ' ym;saséne of our customers. You
- & can be sure that w : outblmness
, & Our efforts eds of our mmers If you have any speclal
wqum‘sﬂbm}ti h nts, merc : nt or product m@diﬁcauans, please let us know.
iﬁ I shall arrange for our European ¢ ‘ on :fiw at least once a month.

Notes.

1. Our efforts always revolve around the needs of our customers.
AN RABERTE LERREPHER,

2. If you have any special requests about shipments, merchandise, payment or product
o6 -
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modifications , please let us know.
8 T oAt FE A AR TF SRR RAEITER, BOF S,

Read the memo below, and then fill in the blanks in the statement.
From reading this MEMO, we know as a remedy of the one-week re-decoration of the staff
restaurant (of the company) there are two ways: will sell drinks and

sandwiches in the reception area on floor; and in the

High Street will serve a special lunch menu for all employees at the

The staff restaurant w111 be closed for one week from next Tuesday for re-decoration. A
catering firm will wﬂ_: drinks and sgndwnches from a wolley which will be located‘m the
reception area on the ﬁi'st floor. They will be. there ) ,

Rafters Restauram in the High Stmet will open their restaurant batween 12 o'clock and ll
o clock and will serve a special lunchtime menu for all employees at the usual prices. .

Fill in the blanks according to the passage below :

1) The prices of books and magazines grew the most with the rise of

2) The price of the household electrical appliances and electronics and machinery products was
(increasing or decreasing) by no more than 5% .

3) Food prices grew (higher or lower) than that of clothes expenditure.

year-on-year basis
Cehter s
ats. 9 pewem /



