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Cor Pofa_te_ Cﬁlt‘ure ,

t /| Background Information

A company’s culture is the environment created by the priorities it sets. Sometimes those
priorities are made explicit: in a company’s formal mission statement, for example, or in the
structure of the organization and the power given to different departments and functions.

http://www.erikvermeulen.com/content/corporate-culture-economist-reports

t /I Detailed Study of the Text

1. The Conference Board also found that culture conflicts are especially strong when small,

entrepreneurial firms are acquired by large, hierarchical companies with numerous rules and

regulations.(Para.1)

Meaning: The Conference Board, Inc.(is a non-profit global business organization working in
the public interest and supported by business executives. It holds conferences,
convenes executives and conducts business management research.) found that

culture conflicts are extremely strong when small, entrepreneurial firms are gained

possession of by large, hierarchical companies with many rules and regulations.

69



Listening
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1. Listen to the following passage twice and fill in the blanks with what you hear.

1. nervous 2. professional 3. material  4.remind 5. mood

2. Listen to the following passage twice and choose the best answer to each question.
1.B 2.C 3.C 4.D 5.C

Text Comprehension

@ @
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I. Answer the following questions.

1.

II.

All participants of a meeting must play a role in remaining focused and progressing through
the meeting in a timely manner.

. It is the responsibility of the meeting solicitor to determine the need for calling the meeting

and who should attend. The solicitor must also review the organization’s calendar, reserve the
meeting room and assign a meeting facilitator to be in charge of the agenda.

. Sarcasm, personal attacks, interrupting, dominating the discussion or engaging in distracting

behavior during a meeting are all non-productive behaviors.

Decide whether each of the following statements is true (T) or false (F) or not
mentioned in the text (NM).

1.F 2.F 3.T 4.F 5.T

II1. Explain in your own words the following sentences taken from the text.

1.

Would you describe the atmosphere that dominates your meeting is like that of the Third War
or it is of great disorder.

. Remember a meeting is not always the most effective way to solve the problems. You may

also choose to send memo or an e-mail.

. Don’t try to influence the thinking of a few members before the meeting and don’t try to

force the rest of the group to accept an idea by way of a “surprise attack”.

. Ironic remarks, personal attacks, interrupting, controlling the discussion, or be busy doing

some irrelevant things in a meeting are all unwise behaviors.

. Holding and ending a meeting efficiently are of same importance. Besides just ending a
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of leisure travelers, business travelers, especially with the need for itineraries that may include
more than one destination, have still found that a knowledgeable travel agent may be their best
resource for better ticket pricing, less hassle and better air and land travel planning. For larger
business travel accounts these travel agents take on a travel management role, and are referred
to as Travel Management Companies (TMCs), providing services such as consultancy, traveler
tracking, data and negotiation assistance and policy advice.

Recent trends in this market have extended to the implementation of Self Booking Tools
(SBTs) which allow automated booking of trips within company policy, an increase in the
inclusion of Duty of care practices in the booking and monitoring process and more
consideration for the environmental impact of business travel.

Top three expense categories for business travel:

Airline expenses;

Hotel expenses;

Food and beverage expenses.

About the author

Joe Sharkey is an American author and columnist for the New York Times. His columns
focus mostly on business travel, while his non-fiction books focus on criminality. Sharkey also
co-authored a novel. He has been the Assistant National Editor for the Wall Street Journal, the
City Editor for the Albany Times-Union, and a columnist for The Philadelphia Inquirer.
Formally residing in the New York area, he and his wife live in Tucson, Arizona.

rt Il Detailed Study of the Text

1. Business travelers adapt to airline fees and perks. (Title)

Meaning: Business travelers gradually accept airline fees and tips.

adapt (to) v. to gradually change your behaviour and attitudes in order to be successful in a new
situation &GN, &R
eg. The children are finding it hard to adapt to the new school.
Flowers which are well adapted to harsh winters will survive.
adapt yourself/itself etc (to something)
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@ 8 @ Business Communication

ftIV Translation
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E ® ® Business Development

to lose money on: to have a net loss on something, such as an investment W5 %%

eg. The Fed didn’t lose any money on the deal.
Will I lose all my money on some silly investment?
to pay off v. to pay the full amount on

eg. He was also made to memorise communist literature to pay off his debt to society.
Over time, their credit limit is increased, but they do not pay off their debt.

9. Here is a little known fact in these days of promotional books and press releases about
“customer-driven” companies. (Para 8)

Meaning: This fact is hardly known to people because nowadays “‘customer-driven” is too

much emphasized everywhere.

press release: n. an announcement distributed to members of the press in order to supplement or
replace an oral presentation &A%
eg. Following is the text of a press release (PDF) issued by News International, its parent
company
We’ve got a press release here shortly that will explain all these terms for you.

10. Bob Abt cites the example of someone who owns an appliance for five years and then
decides to return it. (Para 8)

Meaning : Bob Abt mentions a customer as an example. This customer keeps an appliance for

five years and then decides to return it.

cite vt. to mention something as an example, especially one that supports, proves, or explains an
idea or situation 5|F
eg. The judge cited a 1956 Supreme Court ruling in her decision.
I cannot cite a like instance.

11. Bob Abt told me that everyone at the company was on a bonus program. (Para 9)

Meaning: Bob Abt told me that everyone at the company could get extra pay for extra work.

bonus n. money added to someone’s wages, especially as a reward for good work *.%:
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] e e Business Development

§ EﬁnIV Translation
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Review 2

I. Listen to the following passage twice and fill in the blanks with what you hear.
1. read between the lines 2. potential clients 3. revert back with

4. you do your own research

5. You must avoid reaching a personal level during your negotiation.

I1. Complete each sentence with an appropriate preposition.
1. for 2. into 3.of 4. with 5. for
6.1in 7. Within 8. to 9. like 10. at

II1. Choose the correct word to complete each sentence.
1. wound 2. retired 3. manufacturing 4. cut 5. released
6. existing 7.demands 8. Review 9. coined 10. losses

IV. Complete each sentence with the correct form of the word given.
1. requires 2. implementing 3. lapse 4. be traveling 5. asks
6.1s 7. borrowed 8. doing 9. shared 10. share

V. Translation

1. FERX RO T 9 2R KRB R T REL 1.

2. BAZFARR, REPEECLELT .

3.8 TIRMRSERGZIRN T AR, Bl IR R E & k.

4. Don’t lobby some participants before the meeting or force the rest of the group to accept your
idea.

5. Many additional fees show up only when a traveler opts for the service at check-in, which
provoked strong opposition from the public.

VI. Reading
I. Read the passage and fill in each blank with the appropriate word or phrase given below.
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1. following 2. jumped 3. levels 4 rise 5. commodities

6. demand 7. upward 8. increase 9. supply 10. beginning
I1. Read the passage and choose the best answer according to the following passage.

1.A 2.B 3.C 4.D 5.A 6.C 7.C 8.B
9.D 10.C 11.A 12.A 13.D 14.D 15.A
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The first factor in team effectiveness is the diversity of skills and personalities. When
people use their strengths in full, they can compensate for each other’s weaknesses. Different
personality types among the employees can balance and complement each other.

The other critical element of team work success is that all the team efforts are directed
towards the same clear goals—the team goals. This relies heavily on good communication in
the team and the harmony in member relationships.

Besides the above-mentioned factors, there are also some additional team building ideas,
techniques and tips you can try when managing teams in your situation. For example:

® Make sure that the team goals are totally clear and completely understood and accepted
by each team member.

® Build trust with your team members by spending one-on-one time in an atmosphere of
honesty and openness. Be loyal to your employees, if you expect the same.

® Allow your office team members to build trust and openness between each other in team
building activities and events. Give them some opportunities of extra social time with each
other in an atmosphere that encourages open communication.

® For issues that rely heavily on the team consensus and commitment, try to involve the
whole team in the decision making process.

® When managing teams, make sure there are no blocked lines of communications and you
and your people are kept fully informed.

UnitS Working Condition

1. Listen to the following passage twice and fill in the blanks with what you hear.

New research from the North Carolina State University shows that an increase in
professional business practices such as outsourcing, hiring temporary workers and focusing on
project-based teams is having a detrimental effect on workers and likely poses long-term
problems for employers.

A worker’s satisfaction with his or her job is important because it affects employee loyalty,
efficiency in the workplace and quality of life. “We spend a great deal of our time at work, so it
is an important part of our lives,” says Dr. Martha Crowley, an assistant professor of sociology
at NC State and lead author of a paper describing the research. “If our work experience is
unpleasant, it affects every aspect of our lives and ultimately it affects our ability to do our
jobs.”
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The researchers examined data on working conditions, workplace relationships and worker
behavior of professional employees over the past 80 years. The researchers found that, over that
period, employers have increasingly implemented measures that they feel will improve worker
productivity and profits. These measures include layoffs, outsourcing jobs, replacing salaried
employees with contract staff, and putting employees onto short-term teams designed to tackle
individual projects.

2. Listen to the following passage twice and choose the best answer to each question.

A study conducted by the Canadian Institute for Health Information, Statistics Canada and
Health Canada has found that Canadian nurses are more stressed and more dissatisfied with
their work than any other workers in the country. Nursing associations have voiced concern
about this for many years.

High stress levels on the job cause deterioration in physical and mental health, which in
turn leads to burnout, depression or more frequent absences from work.

According to the study, 60 per cent of nurses describe their jobs as physically demanding.
Unpaid overtime is common. Nurses are so overloaded with work that they are often forced to
skip their breaks or work through lunch. This excessive workload poses a threat to them, and
also to patients, because it heightens the risk of error.

Too many nurses still suffer physical and verbal abuse from patients.

It is no wonder that nurses say they are more dissatisfied with their jobs than the rest of the
labor force. Their dissatisfaction is not necessarily a matter of money, although a good salary,
job security and benefits are important, of course.

Rather, their dissatisfaction stems from their inability to practice their profession safely,
responsibly and generously. Nothing is more demoralizing than leaving the house every day
knowing that your workload and the obstacles you will encounter will prevent you from doing
your job properly and that your patients will suffer as a result.

The cuts to the health system that were made a few years ago are still having a negative
impact on medical personnel. This situation must be rectified soon, and more investments must
be made in order to reduce overcrowding in emergency rooms, shorten waiting lists and, most
importantly, increase the number of nurses.
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sure they are reported with accuracy and regularity to the entire organization.

5. Reward employees. Recognition is key to defining corporate culture. The way a
company rewards its employees speaks to its values and sincerity in achieving corporate goals.
Happy employees are more productive employees, so put a system in place which rewards those
who achieve corporate objectives. Rewards do not need to be monetary. Recognition comes in
many forms.

Unit 7 Business Meeting

1. Listen to the following passage twice and fill in the blanks with what you hear.

You can run a great business meeting if you are not nervous in facing this moment. A great
meeting can show your professional side so it is a good thing you need to consider if you would
like to show your great abilities in a good way. Besides, it is important for you to prepare your
material and do some efforts that will help you in running this meeting rightly.

It is important for you to give some persons who will attend the meeting a notice about the
meeting and you need to remind them two days before the meeting is held. Also, you need to
persuade them to attend the meeting so they will know the importance of this meeting.

You need to start this meeting on time. If you are on time in doing this meeting, you will
get the right mood because you do not need to wait for a long time in starting this meeting. By
doing it on time, it can show that you are a professional person.

2. Listen to the following passage twice and choose the best answer to each question.

Being assigned the task of taking minutes at a meéting is viewed by some people as a
thankless task. However, mastering the art of taking effective meeting minutes is helpful for
participants to understand the issues, discussion and agreed to action items. It can also help
others who weren’t at the table in their decision making. Don’t underestimate the power and
effectiveness of learning how to master this writing skill.

When you begin to take minutes, start off your meeting minutes at the top by writing the
name of the meeting, location, date and time that it was held. Remember to list the invited
attendees that are present by their name, title and department they represent along with those
invited but not present. Also list the names of any invited guest speakers or presenters. After
doing this, you should create a subsection for each agenda item and take notes as the discussion
relates to that topic. Write down key discussion and where possible try to indicate the person’s
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services can be a good way of securing a deal. You must avoid reaching a personal level during
your negotiation. Rely on the information you gathered and optimize its use. Facts are born of
actual transactions and not hearsay; therefore they provide more concrete evidence vs. verbal
agreements.
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