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MODULE | BUSINESS TOPIC

Ways of working

Different ways of working

| Howdo you work most effectively? By working ...

» regular hours / flexible hours? * inateam / on your own?
» from home / in an office? « foraboss / as your own boss?

Compare your responses with a partner.

2 Match these ways of working 1-8 to definitions A-1. Do you work in any of these

ways?

0 freelance \ A You work during different parts of the day (e.g. nights).

1 teleworking B You sell your work or services to a number of different

2 job-sharing companies.

3 shift work C You work for different companies for a short time

4 part-time without a permanent contract.

5 temping D You work a number of hours per week or month but you
6 consultancy decide when you start or finish.

7 flexitime E You don’t have a permanent place or office to work at,

8 hot-desking but you find a place to work when you arrive.

F You work for a company from home via email, phone or
the Internet.

G You only work for some of the week (not full-time).

H You do your job for part of the week and another person
does it for the other part.

I You aren’t employed by a company, but are paid to give
specialist advice.

3 Here are some people describing the advantages and disadvantages of different
ways of working. Match the nine ways of working in exercise 2 to their comments.
Some comments might describe more than one way.

It's great because I'm I like it because it's only
my own boss, but I still 1 for a couple of months
work with lots of Fwish ¥ iad my own and I'm saving up to go
different people. i l.have - cal:ry round the world. The only problem is
everything around in my sleeping. Your body
bag and sometimes never knows if it's
there’s nowhere to sit. night or day!
My children are at school
It can get a bit lonely at :0 r Iefihmt: TSI When one of us wants a
times. And | miss my i ol L week off, the other person
colleagues and all the does a few extra days so it's
office gossip. fairly flexible.

4 workin pairs. Think of one more advantage or disadvantage for each way of
working in exercise 2.



READING

5 Read the article and write these headings into each paragraph.

a) Youdon't need to come in today
b) Taking extended breaks

c) Fixing core hours

d) Redefine your working hours

e) Communication and trust is key
f) Two heads are better than one

g) Focus on results not time-keeping

h) Taking days off in lieu

Offering your staff more flexibility

Many employers assume that people can only do their jobs
by travelling to a building every day to ‘do work’ sitting at a
desk and answering the phone. However, the combination of
technology and a more relaxed attitude to the working day
means that many people’s work-life balance could actually
be made much more flexible.

(0) Redefine your working hours

For most jobs, there’s no real reason why everyone has
to work the same hours every day. In fact, we’ve had shift
systems in many industries. A system where one person
starts at six in the morning and one person starts at midday
can often have benefits for everyone.

(1)
If you do implement flexible working hours but you also
need people to attend meetings or have face-to-face time in
the office, then establishing certain times of the day when
everyone has to work, such as the middle of the day, is a
good idea.

(2)
Another option is to offer staff the chance to spend one day
a week working from home. For jobs which rely heavily on
the use of a computer and phone, many employees will be
able to work from home and probably get a lot more done
too without having to face the constant interruptions of an
office space.

(3)
For staff that typically have busier and quieter times of the
year, companies could consider offering them the chance
to take extra days off instead of paying more over time.
This saves costs while showing a level of respect for staff by
making them responsible for their own time-keeping.

(4)
When introducing a system with more flexible working
hours, managers often worry too much about when people
are starting and finishing their day and trying to control
this. However, the real area that you should concentrate
on is whether you are achieving your main goals. Many
companies have found that staff exceed their objectives
when they manage their own hours.

Question 6 is the type
of question the
examiner will ask you
in the BEC Vantage
Speaking Test. :

class.

(5)
Increasingly, job-sharing is becoming common in modern
business. It works when two members of staff want to work
part-time for a while and so they can share the same job and
split the benefits. Ideally, they will be people who get along
and communicate well. Two people working on the same job
also gives rise to increased opportunity to share ideas.

(6)
After a few years of hard work, some staff might request
unpaid leave so they can do something different for a few
months, such as travelling. Rather than seeing this as a
problem, see it as an opportunity for personal growth and
let your staff leave, and return refreshed, bearing new ideas.

(7)

New ways of working are effective when everyone knows
what other people are doing and everyone is kept up to
date. Define the company’s approach to flexible working and
make the system transparent. Assume that if you believe
your staff can take responsibility for their own working
hours, they will reward you with improved performance.

Y

6 Work in groups. Imagine you want to convince your manager to introduce a
system of flexible working. Prepare a list of arguments for a new system using
ideas in the article as well as your own ideas. Then present your ideas to the

MODULE |

WAYS OF WORKING

5



Working from home

| @ 1.1 You will hear a woman called Michela talking about working from home.

1 What does she say is important when working from home?
2 What does she think are some of the advantages and disadvantages of this way of
working?

2 @ 1.1 Listen again and answer the following.
1 Complete the notes about Michela's typical day.

N

7.00 — get up, get the kids ready
8.30 R |
9.00

12.00

14.30 . ;

= !

A Nt L o AT B S 1. - e I

2 How long has she been with her current employer? How long has she been
home-working?
3 Is she doing anything different from normal this week?

Present tenses

3 Match the sentences from the listening to the grammar explanations.

Sentences Explanations

1 ‘Talways get up around seven. A astate that started in the past and

2 ‘T've been doing this kind of work for continues to the present
about five years! B aroutine activity

3 ‘T've been with the same company C an activity taking place at or around
since I left school! the time of speaking

4 ‘I'm going into the office nearly every D an activity that started in the past and
day this week’ continues in the present

4 Name the tenses in exercise 3.

present continuous present perfect continuous
present simple present perfect simple



; iGrammarTfﬂ
We don’t usually write
'state’ verbs such as
be, need, like, have
(for possessions), love,
hate in the conﬁnu_qyga
form. L

T T AT

SPEAKING

Exam Success

In Part Two of the
Speaking Test, the
examiner will ask you
to give a presentation
entitled'Whatis
important when ...?"

]

5 Write the verb in brackets in its correct form and complete these tips for working
from home.

A mini-presentation

6 Workin pairs. Choose one of the ways of working below and prepare a
‘mini-presentation’ on the topic for the rest of the class.

A: WHAT IS IMPORTANT

WHEN ...?

Job-sharing

Find someone you like.

Organise and plan how you

share the work.

B: WHAT IS IMPORTANT
WHEN ...?

Working from home

e Setup an office space in the
house.

o Plan your working hours
and your breaks.

MODULE | WAYS OF WORKING 7



BUSINESS SKILLS

VOCABULARY

Making contacts

Job responsibilities

| Ten your partner about your job. Use these expressions and choose the correct

READING

preposition.
1 work of / for / about ...

I'm responsible for / of / about ...

I usually report up /at/ to ...
I specialise about / in / for ...

I'm involved in / of / for ...
I deal for / with / of ...
I'm in charge for / of / to ...

2 Think of one person you see and speak to in connection with your work ...

« atleast once a day

« once every six months

Tell your partner about these two people. Explain the connection and what they do.

3 Why is making contacts, or ‘networking, an important part of many jobs? Is that

true for you?

C or D) to fill the gaps 1-10.

How to be an effective networker

There are different communication skills we (1) learn such
as presenting, negotiating and interviewing. But the skill of
networking is a bit harder to define and — in many ways — harder
to develop.

For many people, networking is something that extroverts
are good (2) . Sales people, for example, who attend
conferences and trade fairs, have to be able to start a
conversation with someone they have never met before and
(3) a network of contacts. However, effective networking
is something that everyone can benefit from. Even if you never
leave the office or factory, you can meet colleagues at the
coffee machine and (4) a chat with people from other
departments.

So what exactly is networking? And how do you learn to be an
effective networker?

There are two aspects of networking. One is about how you
(5) to other people: for instance, whether you are dressed
appropriately for the situation and is your body language open
or closed. A firm handshake with a smiling face can make all

4 Read and complete the article on effective networking. Choose the best word (A, B,

the difference between starting the conversation positively or
making the other person want to (6) on.

The other aspect is linguistic and you can use language in
different ways. For example, try to answer a question with long
sentences rather than in single-word answers. When someone
asks you, ‘What do you do for a living?’, don’t just say ‘I work
(7) an office,’ because that leaves the other person with
little to respond to. Instead, describe what you do with a
sentence like, ‘I'm responsible (8) the day-to-day running
of our IT systems and | liaise with all our teams in over 20
locations.” Now the other person can ask you all sorts of follow-
up questions about what you do, and so you can start a proper
conversation.

How you ask questions is also important for networking.
(9) excessive use of questions which require only a ‘yes’
or ‘no’ answer and try to ask open-ended questions. A question
like ‘Do you like your job?’ isn’t as effective as ‘What do you like
about your job?’ because it doesn’t automatically generate a
long answer. If you do use a yes/no question, quickly follow it
up with an open-ended question. For example, it could go like

— — e - s e

this: ‘Do you work here? What are you in charge (10)____ ?*
- - e ——e— o = T A e e e
1 A have B do C can D are
2 A of B for Cin D at
3 A build B do C take D run
4 A get B talk C have D make
5 A appear B speak C look at D manage
6 A look B move C go D get
7 A to B in C on D for
8 A for B to C of D on
9 A Don't B Try C Avoid D Ask
10 A for B to C of D on

5 Workin pairs and answers these questions about the information in the article.

1 Who needs networking skills?
2 What are the aspects of networking?
3 What kind of language do effective networkers use?
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the event

Starting a conversation

@ 1.2 Listen to four people starting conversations. In each conversation decide
where the speakers are making contact.

Conversation 1: A Ata conference
Conversation 2: B Over dinner
Conversation3: C Insomeone’s office
Conversation 4: D On a training course

Match the expressions on the left to the responses on the right.

0 I'dlike to introduce you to Marek. —\ A Yes, itis. And you?
1 Nice to meet you at last. B Hello, Marek. How do you do?
2 Do you two know each other already? C Thanks.
3 Would you like a coffee? D Pleased to meet you too.
4 So have you enjoyed this morning? E Sure.
5 Is this your first time at one of these F Two. Twins.
events? G Yes, most of my life.
6 May I join you? H Yes. Is that something you might
7 You're a colleague of Martin Obach, be interested in ...?
aren’t you? I Well, we've spoken on the phone a
8 How do you know him? few times.
9 How many children do you have? ] Yes, it was very interesting.
10 Have you always lived in Lille? K That's right. He works in our
11 I know your company is looking for a Barcelona office.
partner on this Thai project. L We were both at Elcotil together.

@ 1.2 Listen and check your answers.

Work in pairs. One student says expressions 0-11. The other student closes this
book and gives an appropriate response.

In conversation 4, the two people start discussing personal topics such as where
they live and their family. Would you discuss these topics in your country with
business colleagues? What do you think are good topics for networking? Make a
list of topics with your partner.

Developing a conversation

Work as a class or in large groups. You are at a networking event so stand up and
walk around. Meet one person and have the conversation below. At the end, move
on to a new person.

find a reason
talk about introduce your meet
talk about } Cactupe } where you } for doing } pannerfg } another
YUKO. 7 ometonme | DS BT L ke | peran

the future

MODULE I MAKING CONTACTS
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Business correspondence

| Readthe correspondence on Evelyn’s desk and answer these questions.

1 Isitall related to her work?
2 Which is formal? What is it about the content and language which tells you this?
3 Which is ‘internal communication’? Did anyone else receive it?
4 How is the memo different to the letter and the email? Think about the following:
« the layout
 the beginning and the end
o the paragraphs
5 Find abbreviations which mean the following:
 telephone number
o assoon as possible
e at
» Subject (or) With reference to

To: All Staff From: evelyn@larbonner.com

From: Ray Bonner Hi Rona

Date:  24th June How are you? | got a note to say you called. Great news that you ‘

Subject: Trial of flexitime system passed your final exam! I'm sorry that | didn‘t get back to you but \
it's been crazy here. The network was down for three days so all our |

Further to our previous meeting, we are pleased to customers were receiving the wrong orders! Anyway, how about

be able to confirm that the new flexitime system meeting for lunch this week? If you can’t make it, don't forget the

will come into operation as from 1st August. The party this weekend. Do you want me to pick you up at 8?

system applies to all administrative and office staff. See you soon.

May I remind you that any production staff on the Eve

current shift system remain unaffected by these -

changes. -

Lar
Dear Mr Hynes

' RE: Replacement of item 00-A104

With regard to your letter dated 12th June, | am writing to confirm that
we can offer you a replacement item and this will be sent out today.

1 would like to apologise for the delay in dealing with this. Unfortunately,
this was due to recent changes to our network. On behalf of Lar Bonner

| would like to thank you for your custom. We look forward to working

with you again in the future.

Yours sincerely

Evelyn Boer
Eve — Can you call
someone called Rona

back asap? She passed !

Customer Services
Tel. 0207 865 849




