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Introduction

WHAT MAKES THE DOUBLE DEALING COURSE BOOKS DIFFERENT?

Dear reader,

and send back comments. Although I knew James Schofield quite well and had
worked with him, | wasn't aware that he had written the manuscript | was reviewing

}
A few years ago | was asked by Summertown Publishing to review a manuscript i
—in fact | had no idea. |

|

When | read through the draft | was immediately strugk by three things - first, the
book was intrinsically motivating because it had a cast of characters and a storyline:
these were real people, with real problems. Secondly, it had a clear emphasis on
training people to work in an intercultural environment — something not many books
do. Thirdly, it looked as if it had been written by someone who worked inside a
company and really knew what learners needed English for. It was not about
business, it was about doing business. It was something new, relevant and exciting.

After sending in my feedback, | was asked to write a self-study section for the
intermediate level, and became co-author for the elementary and advanced levels.
All the books follow the same general principle. The project has been great fun to
work on but, more importantly, | really think it offers a flexible set of materials which
can be used in a wide variety of business English teaching situations. | hope you
enjoy Double Dealing.

e

ABOUT THIS BOOK

(by James Schofield and Evan Frendo)

In many business contexts language competence is not that critical — it is possible to get away with
making communication errors. If you order chicken instead of goose in the restaurant, it’s not the

end of the world. If you send an email which contains a couple of spelling mistakes but confirms a
contract, your business partner is not likely to send it back with a note saying ‘unacceptable’.

However, in some business contexts accurate communication is absolutely vital. Get it wrong and
people lose money, business, or even their jobs. In this book we have tried to focus on contexts
which reflect such critical incidents. What is said and how it is said is all important. The main
characters are consultants, travelling round the world dealing with issues such as conflict
management, project management, mergers and acquisitions, and fraud. Sensitivity and
appropriacy are key. The language they use is chosen to be relevant for as wide a range of
situations as possible, while staying context-specific. And once again, we make sure that the focus
in this book is language for doing business, not just talking about it.

Over recent years cross-cultural themes have gradually become a part of language training. In the
Double Dealing series we have given it much greater importance because we believe that only
through understanding your own and other people’s cultural perspective can you make sensible
language choices in any given situation. Learners have to be able to deal with cultural difference
and find ways to take advantage of that difference. We have included activities which help to
develop this skill. We have also provided a feedback sheet (see pages 61-64) which could be helpful



for teachers at the end of role-plays or simulations and could also be used by groups to help
carefully analyse any encounter which leads to a '‘culture bump’. It is particularly useful if your
students come from a range of cultures.

We also believe that materials must be motivating. Real business is full of excitement and tension
and business English materials should reflect this. In this book the students build up a relationship
with the main characters and want to know what happens next. We also encourage students to
bring their own experience and interests into the training so you can tap into their own world.

Finally, a word about the advanced student. At this stage students can already function in most
everyday situations, but are probably unable to consistently achieve what they would like. A
complete mastery of all the more common English idioms, collocations, grammatical structures
and so on is still missing. So the activities in this book provide lots of practice aimed at using
language already available to students as well as expanding this basic knowledge to allow them
to use more complex context specific language than was hitherto possible.

WHO IS DOUBLE DEALING ADVANCED FOR?

It is a business English course for people in business or students of business aiming to reach the C1
level according to the Common European Framework (CEF). By the end of the course students will
have made significant progress towards the language ability outlined in the following CEF
descriptor:
‘Can understand a wide range of demanding, longer texts, and recognise implicit meaning.
Can express him/herself fluently and spontaneously without much obvious searching for
expressions. Can use language flexibly and effectively for social, academic and professional
purposes. Can produce clear, well-structured, detailed text on complex subjects, showing controlled
use of organisational patterns, connectors and cohesive devices.’

Common European Framework of Reference for Languages: learning, teaching, assessment.

Cambridge University Press. ISBN Hardback: 0521803136 Paperback: 0521005310

The book can be used intensively or extensively and would be a useful source of ‘alternative’
material for students taking exams, in particular the Cambridge ESOL Business English Certificate
(BEC) Vantage and Higher. Many of the activities have been directly modelled on tasks from the
exams, e.g. Student's Book page 2, activity 3.

WHAT’S IN DOUBLE DEALING ADVANCED?

® Ten class units in five pairs of A and B. Each pair concentrates on a particular theme.

A UNITS

>

Business briefing This section introduces the main topic. Students will find out about the
business context and the main characters’ expected involvement. Most of the key business lexis
will be input at this stage using a mixture of listening activities, short written texts, and other
activities. The teacher will also be able to use this section to analyse students’ abilities and
language competence in the topic area.

Business language The key lexis introduced in the first section is practised and developed
through a variety of activities. Initially this is done through relatively controlled activities such as
gap-fills, matching collocations, matching definitions and so on, and later through freer practice
activities which allow students to develop links with their own background and context. The
section follows the general theme of the unit and includes additional information about the
characters and their progression through the particular business situation they find themselves in.

!Culture bump: when a person finds themselves in a situation that is different, strange or uncomfortable when
interacting with someone from another culture.




Business case study Here students are given a short case study to work on, usually starting in
pairs or small groups, and moving on to group discussion. These case studies are always
independent of the characters and the storyline, and can be used without reference to the rest of
the unit.

Business review Students are given the chance to revise key lexis within the context of a short
email which summarises the situation so far.

B UNITS

Business focus This section develops and extends the theme of the units, often from a cross-
cultural perspective. It is important to remember that the activities do not provide hard and fast
rules, but are designed to help students develop their own strategies for dealing with cultural
differences. Guidance for the teacher is available in this Teacher’s Book.

“

Business language Students continue their language work as they follow the main characters
dealing with the business problem. This section always ends with an activity designed to link the
main theme to the students” own context.

Business simulation Students carry out a simulation where they use their own knowledge and
experience to deal with a particular business problem. All the simulations require the students to
understand a particular problem, develop a solution, and then persuade others to adopt that
solution or find a compromise which meets both parties’ needs.

Personal data bank This section is a very important part of thelearning process. So often
students scribble down new items of lexis or useful phrases on a scrap of paper which is then
transferred to their briefcase and — after a few weeks’ miserable existence — to the bin.

Personal data bank provides a framework to help students organise and personalise their
learning. Students may need assistance to do this the first time, but its usefulness should become
obvious after that. Some teachers prefer to ask students to fill in the framework as homework,
while others use classroom time. Whichever system is used, it is important for the teacher to
check that the work has been done — not only will this encourage students to do the work, but it
will give the teacher a better feel for the kind of language that is most useful to their students, as
well as providing guidance for additional work.

Interaction This short section includes instructions for different groups in communicative
activities.
® Audio scripts Complete audio scripts are provided.

® Key vocabulary This lists the main lexis presented in each unit.

Audio CDs Free audio CDs of all the recordings in the Student’s Book.
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Selection (A)

Key lexis

(un)tidy B excellent | aggressive  m & heckler

attractive first-hand . excellent @ vain

scruffy hands-on cddeal- . ‘

neat ideal useless

smart practical e i A
useful

s wide quiet

tactful/less

Materials required audio CD; flip chart or overhead projector

Optional materials job advertisements from business newspapers, magazines, websites, etc.;
pictures of famous people

* Unit overview The focus is on useful language for describing personal characteristics within the
context of selecting applicants for jobs.

BUSINESS BRIEFING pages 1-2

This warm-up activity is designed to get students in a new group to learn something
about each other. It will work equally well with colleagues who already know each
other. The activity also gives you, the teacher, a chance to watch your students
interacting, and gauge something of their strengths and weaknesses. (Students’ own
answers)

The rest of this section focuses on introducing the main characters in the book.
Students read a little about Capstan Consultants and the decision to set up a new
special projects team. This is a good time to tell students that the book is based on the
adventures of two consultants as they travel round the world at short notice to help
corporate clients with a variety of problems, within contexts as diverse as project
management, conflict management, mergers and acquisition, and fraud. If necessary,
ask students to define the word ‘consultant’, and brainstorm the sorts of things
consultants do. (Do not go into ‘what makes a good consultant’ as is this done in Unit 2,
_page 9.) In this first unit we find out how the consultants are selected.
“In Activity 2 students are given a list of typical project team tasks, and are asked to
give their opinions about the sort of people the company is looking for. With some
classes you may find it appropriate to ask students to describe their own tasks and the
sorts of qualifications and experience required to work in their own companies or
departments. (Students’ own answers)

a Activity 3 provides students with excerpts from the job interviews. Students are asked
to listen to the candidates explaining why they are the right person for the job, and also
what they think their greatest weakness is. This type of listening is typical of the BEC
Higher listening test part 2. Its great strength is in that it forces the students to really
focus on meaning, as in real life. They cannot answer the questions by just listening for
individual words. That approach will in fact lead them to make wrong selections.




Audio script

Conversation 1

CARLY:

MACEY:

CARLY:

MACEY:

... and that was certainly a very positive report from your current boss. But what
makes you think you would be good in this team?

I've thought about this really hard. I'd say I’'m always very clear to people about
what | think. | don’t pretend a situation is fine when it’s not. Clients are paying to
hear the truth, not a fairy story.

Right. ... And what’s your greatest weakness?

Oh ..., well ... some people think me naive because |, like, always assume that
people will be honest too — but | think that’s better than being always suspicious.
Hmmbh ... | think my most negative feature is the other side of my positive feature
... I'm too direct. | say exactly what | think, and perhaps not always in the best way
and people don't like that sometimes, you know?

Conversation 2

CARLY:

FLORIAN:

CARLY:

FLORIAN:

CARLY:

FLORIAN:

... Well, the feedback from your manager was very positive. What would you say
makes you suitable for this team?

Well, | get things done. Definitely. | can really make a difference to a customer’s
bottom line. And to be honest, | think that’s what they want. How you get things
done doesn’t really matter. Just as long as you manage to find a way to change
things quickly.

Oh. really ... and do you feel you have any weaknesses?

Weaknesses? Well, what exactly do you mean?

Weaknesses ... things that are not so positive about you ...

Right ... let me think ... hmmbh ... well, | suppose ... | suppose | find it difficult if
people don’t want to change things quickly. You know | find it hard not to get
frustrated when things don’t move fast enough. | mean, some people might say |
was arrogant, but | don’t think | am. Not really.

Conversation 3

CARLY:

JENNY:

CARLY:
JENNY:

... Well, certainly your superior thought you would fit into the special projects team
very well. But what do you think makes you a good choice?

Hmmbh ... that's a good question. Well, I'm awfully good at getting on well with
people you know ... I’'m very sociable ... loads of friends ... all over the world in
fact, because, you see, Daddy — | mean my father — is a diplomat and we travelled
a lot. So, actually, | suppose for this job that’s the most important thing about me.
I'm just so used to going from one place to the next at very short notice.

| see. And do you have any weaknesses?

Oh, gosh ... I'm sure | have loads! But ... well ... well, I'm just so not lazy if that's
what you're worried about ... you know, | think | can work really, really hard.
Perhaps | do spend too much time and money on my appearance, but | do think
it’s important to look good in this job ... don’t you?

Selection (A)




Conversation 4

CARLY: ... and your boss recommended you for this job. What's your best quality, would you
say?

KIRILL: Well, people say I'm very reliable, which is important of course. But for this job the
team will have to work around the world and as you know from my resumé | have
worked in Russia, Japan, the US, Brazil and Germany. And | think it's interesting to
work with different types of people — you see things from different points of view and
learn new ways to do things. So | would say that is more important than reliability.

CARLY: OK. And what about weaknesses?
KIRILL: | don’t know what other people think about me, of course. Maybe they think I'm a
lazy Russian who's always drinking vodka or something! But ... | see myself as perhaps

too ready to believe that everybody has always done their best in a situation. I’'m a bit
innocent sometimes. | need to check what people say more carefully.

ANSWERS

Suitability for the job: 1g 2e 3b 4a

Greatest weakness: 11 2h 3k 4m

a (Students” own answers)

BUSINESS LANGUAGE pages 3-4

This section deals with language that students might find useful if they need to discuss
people’s characters and qualifications. Note that the four elements mentioned in the Did
you know? box at the top of page 3 reflect a theoretical approach to selection, and do not
take local or cultural factors into account. For example, in some companies or cultures,
who you know is more important than what you know, and may actually be the decisive
factor in a selection process.

n (Suggested) ANSWERS

appearance | experience | qualifications | personality

smart excellent academic aggressive

(un)tidy first-hand excellent attractive

attractive hands-on ideal assertive

neat ideal creative

scruffy practical dynamic
useful extrovert
wide flexible

quiet

a ANSWERS

positive: assertive, attractive, creative, dynamic, excellent, first-hand, flexible, hands-on,
ideal, neat, smart, tidy, useful, wide

negative: aggressive, scruffy, untidy

both: academic, extrovert, practical, quiet

In the case of collocations which can be both, whether they are positive or negative will
depend on the context. For example, academic qualifications may be seen as a key
requirement for some jobs, but may also be seen as too ‘theoretical’ in other jobs;

somebody with a ‘quiet’ personality is probably not best suited for a career as a
salesperson.



Selection (A) 1

B With some groups where students know each other well you may like to consider
asking the students to write their sentences on a piece of paper. The papers are then
circulated and students have to guess who wrote them. (Students’ own answers)

n 1 dynamic 2 flexibility 3 academic 4 hands-on 5 personality 6 smart

a & a (Students’ own answers)

A variation here is to bring (or ask students to bring) advertisements from business
newspapers, magazines, websites, company-specific announcements, etc. These could
be used as models as students write their own advertisements. Another variation might
be to ask students to write letters of application for the advertisements. Note, however,
that such letters are not covered in this book. (Students” own answers)

BUSINESS CASE STUDY page 5

n Students read about a technique designed to help people be more creative. It is
important that students read through this section carefully, and understand the
technique. One way to ensure this is to bring in photos of famous people the students
will know, and brainstorm these people’s features and how they might solve the
problem.

a Divide the class into pairs or small groups. Ask them to read the problem carefully, and
use the ‘famous people’ technique to try and find a solution. Groups could use the
famous people from stage 1, or come up with their own ‘new’ famous people.

(Suggested) ANSWER

David Beckham: Kick the presentation into touch, and enjoy the evening with your
partner. Plan to get up really early to do the presentation in ‘extra time’.

Mother Teresa: Explain the situation to your boss. Tell him you are prepared to work
on the presentation, but ask him to call your partner and explain the situation.
Napoleon: Delegate the task to your colleagues in the office, and ask them to send it to
you by 6 a.m. If necessary, threaten or bribe them.

Sir Ernest Shackleton: Explain the situation to your partner, and ask them to help you
prepare the presentation. Impress on them that you need their help because they will
offer a new perspective on a potentially boring subject.

Warn the students that they will have to present their solutions to the rest of the class.

After students have presented their solutions you may like to introduce and discuss
other well-known creativity techniques. An internet search will produce some useful
background information here. At the time of writing, for example,
http//www.mycoted.com offered descriptions of over 200 techniques. Students could do
their own research and come up with their favourite techniques, or you could ask
different pairs to use different techniques to solve the problems given in the case study.
With some classes you may also like to use these techniques to tackle local or
company-specific problems.

You may find the feedback sheets on pages 61-64 useful.



BUSINESS REVIEW page 6

) O DA 1

ANSWERS 1 personality 2 assertive 3 hands-on 4 academic qualifications
5 flexible 6 smart 7 extrovert 8 tactless 9 reliable 10 wide

Dear Jim,

| have now done the interviews with the candidates for the team. They were all strong in

different ways.

Florian Moser has a very dynamic personality and I’'m sure he gets good results. However, he
irritated me because he seemed a bit too assertive. There’s no doubt that he needs some more
hands-on experience with customers before we give him a big job like this.

Jenny Turner has excellent academic qualifications but is probably too young and inexperienced
still. Also, although she says she is very flexible to travel at short notice, | think her social life might
be too important to her! She is very smart and her appearance makes a good first impression, but
that is not enough for this job.

The two strongest candidates were Macey Church and Kirill Solokov. Macey has quite an extrovert
personality, and she has good first-hand experience of working with difficult clients, which will be
useful. She can sometimes be a bit tactless but | think that will change as she gains further
experience. Kirill seems very reliable which is important, plus he also has wide experience of
working interculturally, which will be very important for this team.

The four of them still have to give a presentation, but unless something dramatic changes my
mind | intend to offer Church and Solokov the jobs.

Regards,

Carly




2 Selection (B)

Key lexis as for Unit 1; language of presentations

Materials required audio CD; flip chart or overhead projector. If students
normally use laptops, PowerPoint and multimedia projectors at work,
then these should be available too. Feedback sheets (pages 61-64) may
also be useful.

Unit overview The focus in this unit is on giving presentations.

+

The story so far ... Unit 1 introduced Capstan Consultants and followed the
initial part of the selection process to choose the two staff members needed
to set up a new special projects team to carry out short-term consultancy
projects at short notice anywhere in the world.

BUSINESS FOCUS pages 7-8

n You should be prepared to give some examples from your own experience to kick
things off, either from your own presentations, or from ones you have seen.
(Students’ own answers)

a Audio script

ANDY: Did you know that making a presentation is third only to death and divorce in a list
of people’s top fears?

BETH: Really? That's amazing!

cARLOS: | can understand that. | had a terrible time in the US once.

ANDY: What happened?

cArLOS: | had a heckler in one of my presentations.

BETH: A what?

CARLOS: A heckler ... somebody who shouts at you when you are talking ... you see, what
happened, well, it was like this ... | was giving a product presentation to a large
group of buyers at a conference in San Francisco. And | just said * ... and my
beautiful assistant Teresa will take your orders at the end of my talk.” And this
woman in the front row said ‘What do you mean, “beautiful”?’ So | say ‘Well she’s
very beautiful, | think’ and then she said | was a sexist pig and there was no way
she would buy anything from my company. So of course some other people said
the same as her and some said they were all crazy — it was terrible! Well, of course |
should have known that it would cause trouble saying something like this in the

uUs.
BETH: Yeah, you have to be really careful. | had a bad time in China once.
ANDY: Really?



BETH: Yes. You see, it wasn't really a formal presentation ... more like a big meeting,
really. | was with a colleague and there were maybe, oh, 10 people from a Chinese
company that we wanted to do business with. So, | was describing our company
and what we do, and suddenly | noticed the oldest guy — who was also the boss —
seemed to be dozing ... you know, sleeping. Well, of course | thought | must be
really boring, so | tried to be really noisy and active to make it more interesting,
and | was jumping around, and waving my arms, and then accidentally | knocked a
glass of water onto the overhead projector screen.

cArLOS:  Oh no!

BETH: Oh yes ... and of course when the water hit the electrics it blew up. And not only
that, it short circuited the electrical supply to the factory we were visiting and the
machines all stopped for about an hour. | was so embarrassed. And the worst thing
was ... the reason the guy was sleeping was that he didn’t speak much English and
he trusted his staff to collect the information that he needed. He was only in the
meeting to show respect to our company. Apparently that’s quite normal in China.

ANDY: How awful. | had a really embarrassing experience too, once.

cArLos:  Tell us ...

ANDY: Well, it was in Greece. My company had this new product for old people. It was a
walking frame with wheels for when they are going shopping or something, and
we called it ‘The Malacca Frame’. So, anyway, | started my presentation to our
Greek sales force and | was concentrating on describing this piece of equipment

and not really on the audience and then | said ‘ ... and so ladies and gentlemen,
I'm sure you will agree that everybody’s Granny will want a Malacca.” And
suddenly the whole room started laughing and laughing ... | mean everybody ...

some of them even fell off their chairs they were laughing so hard. So, when the
marketing director finally wiped the tears from his eyes, he told me that ‘malacca’
was a very bad word in Greek and not something any Granny was going to want
to have. It was awful!

BETH: That is a funny story, though!
ANDY: Well it might be now but at the time | just wanted to die ...
ANSWERS
Where? What happened? Cause
1 | San Francisco | heckler Presenter’s use of the word
‘beautiful’, seen as sexist
language by a member of the
i audience
2 | China factory electricity supply overly active presenter
1 interrupted knocking a glass of water over
(in an attempt to motivate a
member of the audience)
3 | Greece audience laughing at presenter’s use of a word
presenter, not with presenter (malacca) without knowing
its local meaning




