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First impressions

FORMING AN it Work in small groups and discuss these
IMPRESSION  questions.

I When you form a first impression of
someone, which of these is most important
to you? Rank them from 1 (most important)
to 5 (least important).

the way they look at you

the way they dress

the way they speak

their job or who they work for

the way they shake your hand or greet you

LS

What other things are important when you

o ) ) . Sigourney Weaver as Katherine in
form a first impression? Think of at least two. Working Girl

DESCRIBING  mm Work in pairs and answer these questions.
IMPRESSIONS I Which of the adjectives in the box would normally describe people in the following?

I their dealings with others

leple modﬂﬂﬂﬂ to"gh ¥ their approach to their work

ucﬁom accurate ¥ their appearance
elegant .
5 punctual \TY\DGCCEMe

2 Which of these adjectives describe the kind of impression
that youd like to create in your business life? Think of two
other adjectives that describe the kind of image that you'd
like to have.

WORKING GIRL Working Girl is a movie set in a Wall Street investment
bank. In the scene opposite, the new boss, Katherine
(Sigourney Weaver), calls her assistant, Tess

(Melanie Griffith), into her office for their

first meeting.

Tess at the start of the movie
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THE SCRIPT s Read the script at the bottom of the page and answer these questions.

I What qualities does Katherine expect Tess to have?
2 How does she think that Tess should dress?

3 What's her opinion of the way that their department has performed in the past?

KATHERINE’S @i Look again at the script and answer these questions.
LANGUAGE I What do you think that Katherine means by these four phrases?

i People’s impression of me starts with you.

I I'm never on another line, I'm in a meeting.
§ [ want your input, Tess.

§ Its a two-way street on my team.

2 Why do you think she says ‘call me Katherine™?

DRESS CODE #sd Look again at the saying of Coco Chanel that Katherine quotes and then talk about these
questions.
I Do you think that Coco Chanel’s idea about the way that women should dress also applies to
men?
2 Does her idea apply to all areas of business? (Think about industries such as advertising,
engineering and software development.)

WORKING GIRL 1 maa Is Katherine the kind of person that you'd like to have as your next boss? Explain why
AND YOU or why not.

2 %8 Katherine is very clear about the way that a businessperson should behave. In what
ways are your ideas different?

KATH So, Tess, a few ground rules. The way | look at it, you are my link with
the outside world. People’s impression of me starts with you. You're
tough when it's warranted, accommodating when you can be. You're
accurate, you're punctual and you never make a promise that you can’t
keep. I'm never on another line, I'm in a meeting. | consider us a team,
Tess, and as such, we have a uniform — simple, elegant, impeccable.
‘Dress shabbily, they notice the dress; dress impeccably, they notice
the woman.’ Coco Chanel.

TESS And how do | look?

KATH You look terrific. You might want to rethink the jewellery. | want your
input, Tess. | welcome your ideas and | like to see hard work rewarded.
It's a two-way street on my team. Am | making myself clear?

TESS Yes, Katherine.
And call me Katherine.
OK.

So, let’s get to work, shall we? This department’s profile last year was
damn pitiful. Our team has got its work cut out for it. Thanks.

Tess’s new look
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Business jmgon

IMPLEMENT OR DO?

The business guru, Peter Drucker, said this about the language that businesspeople sometimes use.

The moment people talk of ‘implementing’
instead of ‘doing’, and of finalising’
instead of ‘finishing’, the organisation

is already running a fever.

#aa What point do you think that Drucker is trying to make?

DOGBERT’S  mm Scott Adams’ cartoon characters Dogbert and Dilbert star in the world’s most popular satire
MANAGEMENT  on modern business life. Look at the cartoons and answer these questions.
SEMINAR

1 What does Scott Adams think about business jargon?
2 Do you think that Peter Drucker would agree with him?

I GOT A BROCHURE FOR “LEARN HOW TO USE I'M NOT
"DOGBERT'S SEMINAR ON WORDS LIKE: UTILIZE,| | SURE I COME...
MANAGEMENT ZOMBIES. PARADIGM, VERTICAL) ; WANT TO UOIII\\ Uus...
1 THINK YOU SHOULD GO. EMPOWERMENT), AND i TALK LIKE DON'T BE
PROACTIVE IN EVERY || THAT. AFRAID. ..
SENTENCE.” | § )

i

2

("]

E-Mail - SCOTTADAMSE@AOL -CoM

-5

MANY OF YOU COME TO MY

MANAGEMENT SEMINAR
AS OPTIMISTIC, CREATIVE,
CLEAR-SPEAKING
INDIVIDUALS. [

R

&

S Adms E-Mail : SCTTADAMSEALL.CON

6l

BUT WITH HARD WORK,
YOU CAN BECOME
JARGON- SPEWING
CORPORATE ZOMBIES,
LIKE CARL HERE.

© 1993 United Feature Syndicate, Inc.

I WANT TO DIALOGUE
WITH YOU ABOUT
UTILIZING RESOURCES.

600D BOY'! \\
HERE'S A

DONUT.
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JARGON WORDS 1 @ais Which of these jargon words do you recognise? Do you know what any of them
mean? (If you're really curious, look them up in a dictionary!)

Pm’ﬂmﬂm utilize VertiC?l\ Proactive empowerment

2 @as How would you say this sentence in more conventional English?

I WANT TO DIALOGUE
WITH YOoU ABOUT
UTILIZING RESOURCES.

JARGON AND  mas Here are five of the most common pieces of business jargon of the past decade. All of them
DEFINITIONS  describe influential business ideas. Look at the jargon words and their definitions and answer the
questions below.

ness proce is when a business tries

ss re-engineering is W s to
b“ﬂ! ve its performance in every area by co:qpletely_' @es:gmng
:(;;zfnr: and processes rather than just by changing existing ones.

management by walking about (MBWA) is the idea that
managers can manage in the best way by visiting places where
operations are carried out and by talking to employees.

empowerment is when w i
; orkers in a company are o
respons:bfll'ty by _bemg allowed to organise lzhei 0anlVen more
make decisions without asking their managers work and

a portfolio worker is a professional person who works for many
different companies or individuals.

total qual i
ity t is the management of systems in a

department is working in the most

Longman Business English Dictionary

1 Which idea is all about getting products and services right first time, rather than checking
them for errors when they're finished?

2 Which idea tells companies to take a blank piece of paper and imagine that they’re starting
their business all over again?

3 Which idea makes managers less powerful?

4 Which idea tells managers to get out of their offices?

5 Which idea describes people who are independent and run their own careers?

JARGON AND YOU  maa Discuss these questions.

1 Do you think that the terms above are useful in understanding modern business? Explain.
2 Why do you think that jargon is so common in business and other technical fields?
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E-MAIL IMPRESSIONS Imagine that you're part of an Internet
discussion group for learners of business
English around the world. One day the e-mail

below arrives from a new member of the group.

#san Read the e-mail and then talk about these questions.

1 Which one of these adjectives do you think describes the writer of the e-mail?

helpful confiden? friendry intelligent arrogant

2 What is wrong with the tone of this e-mail? Underline any words or phrases which seem
inappropriate.

3 What is wrong with the content of the e-mail?

4 Would you reply to this e-mail? If so, what would you say?

i || I@ E Log D Receipt
Reply §{Reply ANl Fory |

[ Normal ;l

Subject: Free advice! 64 Bytes
From: Duncan Gunn ats
To: Everybody
Message Text 1
a4 w4
Hello everybody! Q

Please allow me to introduce myself. My name is Duncan Gunn and I run a number

of thriving businesses from my offices just outside Geneva. I'm completely trilingual
(French, Russian and, of course, English), so I'm joining this group because I thought that
some of you might be interested in my views on your use of the English language.

I’m sure you’ll be delighted to hear that my advice is absolutely free. However, if any of
you are thinking of purchasing an educational book, may I recommend an excellent
supplier, Bart Books. Equally, I'm sure that several of you are currently planning a
holiday — if so, why don’t you try Tzu Hols?

Please contact me with any question you like and I'll do my best to answer.

With best wishes to you all!

INTRODUCING 1 Imagine that you want to join an e-mail discussion group about learning business English.
YOURSELF Write a short e-mail (on a piece of paper) that introduces yourself and explains what you do
and why you want to join the discussion group.

2 s Exchange ‘e-mails’ with a partner. Read your partner’s e-mail and ralk about these
questions.

1 Whose style do you think is more suitable for e-mail — yours or your partner’s?

2 When you read the e-mail, did you want to find out more about that person? How could
they make themselves sound more interesting?
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. KATHRYN AND MIKE  This is an extract from the novel 7he Business by Iain Banks. It’s an e-mail conversation between
a senior executive called Kathryn Telman and one of the people who reports to her, Mike
Daniels. Daniels is in Tokyo to sign a contract with a man called Kirita Shinizagi.

| 1 w@m Read the e-mails and then answer the questions below.

ere. Can you pelieve that?

This new one doesn’t work out hi

,_;

|
|
J
J Heads should roll. You need another phone. I believe they
!
!

g

sell such things in Tokyo. How did the signing go?

Fine. KS loved his bottle of Scotch. Is it really 50 yrs old?

| o

Yep. PS Get there OK?

1 Which e-mails are from Kathryn and which are from Mike?
2 What's Mike’s problem?

3 Has Mike succeeded in getting the contract signed?

4 What present did Mike give to Mr Shinizagi?

| 2 #aésan s this the kind of e-mail that you would expect work colleagues to send to each other?
i Why or why not?
|

E-MAIL 1 @& Have an ‘e-mail conversation’ by writing on a piece of paper which you pass back and
CONVERSATIONS forth between you. Each message should have no more than two sentences in it. Choose one
of these subjects.

¥ a programme you saw on TV last night

1 the price of mobile phones

¥ what you're planning to do at the weekend

1 what happened to you on your way to work or to the class

2 as When you've exchanged at least five messages each, one person in each pair should
continue the conversation with a partner from another pair.
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_Doing business 2 Wo vy

GETTING THROUGH Talk about these questions.

I What phrases would you normally use to ask for someone on the
phone?

N

What problems do you have in getting through to the person you
want? Make a list.

3 Ifyou can't get through to the person you want, what do you do?
Think of a solution for each of the problems that you listed in 2.

A RUSER it Read this extract from Po Branson’s Nudist on the Late Shift — a
book about the lives of people working in the hi-tech industries of

California’s Silicon Valley — and then answer the questions below.

CLAUDIA is what is known in the headhunting trade as a ‘ruser’,
meaning one who performs ruses, one who uses surreptitious
methods to trick receptionists into giving out names and job
descriptions of employees at Silicon Valley companies. She sells
these names to research firms which in turn sell them to
headhunters.

Claudia works her cellular phone. She dials the Netscape operator,
asks for the Website division. When she’s connected, she says,

‘Hi, yeah, this is Sarah Velarde with the LilithWomen in Rock
Music Festival, and we’d like to give out free tickets to the concert
at the Shoreline Amphitheater next week to any female programmers.
Laurie Anderson wants to take a moment to recognize them, have
the crowd cheer, that sort of thing.’

Claudia listens for a second. Even when communicating by phone,
she talks with her hands.

‘Well, I’'m supposed to send them the tickets directly ... Uh-huh ...’
She arranges to phone the next day to get the names of those who
want to attend.

! How does a ‘ruser’ make a living?
2 Why do you think that the names of employees are so valuable in
Silicon Valley?

(N}

[n your own words, describe Claudia’s ‘ruse’. Would you
be deceived by it?

Avant garde performance artiste
Laurie Anderson is popular with
many hi-tech workers.

10
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RUSING AND 1 Which of these statements is closest to your
ETHICS opinion of rusing? Explain your choice.
1 The logic of the free market encourages rusing, so
there’s nothing wrong with it.
¥ Rusing should be illegal.
I Nobody suffers as a result of rusing, so it’s fair enough.

¥ Rusing is based on deception, so it's morally wrong.
g ] £

2 Can you think of any situations in which you

might use a ruse like Claudia’s?

TWO RUSES 1

Quickly read the continuation of the extract. Then
listen to the two phone calls. Match each call to one of

the ruses described.

Other common ruses: posing as a reporter; posing as
a conference organizer wishing to send literature to
product managers; and pretending she’s a Pac Bell
technician stuck up on a telephone pole outside the
building, who needs to verify extensions. One of her
favorites is calling a company operator and saying,
‘Last night | was playing tennis and got in a doubles
game with a programmer from Netscape. | gave him
a ride home, but he left his tennis racquet in my car.
Now | can’t remember his name. Dave or Don or

something.’
2 Choose three adjectives from this list to describe

each of the receptionists in the phone calls.

euspicious cYnical
cautious

efficient helpful  curt

athetiC
politﬁ symp

3 If you were choosing a receptionist, which two of

the qualities above would be most important to you?

RUSING Play the following roles. In each case the receptionist
ROLES should be as helpful and polite as possible.

§ Take turns to be ruser and receptionist in the situations
that are mentioned in the second part of the extract, but
are not on the recording.

I Again, take turns as ruser and receptionist, but this time
the ruser should think of their own ruse to get through to

the person that they want to speak to.

11
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Creating an impression

THE COMPANY MAN This is the novelist Paul Auster’s description of his first experience of business life. As a young
man, Auster invented a game and arranged a meeting with a businessman from a large toy
company to try to sell him the idea.

Read the text and then talk about the questions below.

The shortest meeting

My talk with the company president turned out to
be one of the shortest meetings in the annals of
American business. It didn’t bother me that

the man rejected my game (I was prepared
for that, was fully expecting bad news),
but he did it in such a chilling way, with
so little regard for human decency, that
it still causes me pain to think about it.
He wasn’t much older than | was, this
corporate executive, and with his sleek,
superbly tailored suit, his blue eyes and
blond hair and hard, expressionless face,
he looked and acted like the leader of
a spy ring. He barely shook my hand,
barely said hello, barely acknowledged
that | was in the room. No small talk,
no pleasantries, no questions. ‘Let’s
see what you have,” he said curtly,

and so | reached into my briefcase ...

Hand to Mouth by Paul Auster

Paul Auster Company man

1 What impression does the company executive try to create?
2 Do you think that this is a good image for this kind of person? Explain why or why not?
3 How would you feel in Paul Auster’s position?

4 Has anything similar happened to you or to anyone you know? Tell the story.

12



