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After finishing this chapter you should be able to
- recognize your reading habits
- develop good reading habits

get rid of bad reading habits
- '-" -

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 from the beginning to the end without stopping no matter if there
are any new words or not
. mouthing word by word
. being engaged in other activities such as listening to the music or chatting with others

. underlining with the finger with eyes moving along with the finger

b
c
d
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



can try to read the following passage and see how you are reading

The basic contribution of the agency must be its expertise in particular services — top
creative ability experienced media men for selecting and buying media good technicians in the
printing and block-making and other mechanical processes and competent co-ordination at
executive level of all the many details of a campaign. It is possible for an advertiser to buy
many of these services from specialists outside the service agency but in the UK at least
there is no real sign that advertisers prefer to take on the job of coordinating such outside
services themselves. The agency package is still the most convenient method.

There is however one other great value in the agency arrangement. The manufacturer
tends to look at his marketing proposition from the boardroom downwards. He relates it to his
manufacturing profits raw materials distribution and the like. It is to many manufacturers
an enormous advantage to have the compensating from the market upwards. This is the special
competence of the good agency. The manufacturer’s personnel even if they have the ability
and training to take a consumer’s view may in certain circumstances not have the
independence to prevail on the board to make essential changes. The agency is an independent
body and will be listened to more readily by the board. Finally the manufacturer being
concerned with his own type of business and immersed in it may not have had the useful
experience of outside industries of successes and failure in other related or unrelated fields
which an agency with many clients can gather together. The manufacturer values someone
competent to trade ideas with as a means of measuring his own interests against outside

criticism.

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

It means doing sound preparatory job as that will facilitate the reading. It
at least includes finding an appropriate environment quiet avoiding being
interfered concentrating no literature you are going to read being aware of the
skills applied. To improve reading efficiency different types of material should be read in
different ways.

This book will focus on business materials. The



purpose of reading should be very clear in your mind. More specifically when you get a
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

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.

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 Clinics for Bad Habits

Some reading habits do harm to the“ business reading quality” . 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.

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
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.

Lo

":h_f;a]-'d_i Task 1

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

I saw this hotel advertisement in THE ECONOMIST and thought it might be suitable for us
to stay at during our first stop in Beijing. Please fill in the Hotel Information Form and pass it

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

We look forward to your early reply.

o L

L1 Task3

Read the text below. Could you find out the main information of the passage Underline the

words and phrases that convey main messages.

Contrary to popular belief “ business ethics’ is not a contradiction in terms Examine this vital

topic with classmates via MIBE Manchester Interactive Business Education .

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.

Dr. Sharon Rowe has taught at MBS Manchester Business School .
Her specialties include the application of moral theory to problems of contemporary social and
political concern and the philosophy of law and feminism.

October December



Tuesdays and Thursdays
Kensinton Hall MIBE.
£ for registered MBS students £ for others.
% off before August . Full tuition September October

Registration closes October  and onwards.

Further information can be obtained at the General Office of MIBE Oxford Road or

please phone

L

L1 Task4

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 having a
___ 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

What attracts customers Obviously the quality of a product does but visual images
contribute a great deal. It is not only the image provided by the packaging that counts but the
whole corporate identity of the company.

There are now many products and services on the market which are similar in content
though produced by different companies. It is vital therefore for a company to distinguish
itself from its competitors by having a strong company image which is immediately
recognizable.

Logos are part of this image. They are symbols that often include a name or initials to
identify a company. The logo establishes a visual identity for the company just as different
groups of young people express their identity through hairstyles and clothes. All groups from all
cultures and throughout the ages have used colors and symbols to show their identity.

In different cultures different colors carry different meanings. Some colors may be
connected with coldness in one culture and with warmth in another some colors represent life in
one culture but death in another. International companies have therefore to make sure that

their logos will not be misunderstood or misinterpreted in different countries.



The logos of large international companies are instantly recognizable throughout the world.
One of the most famous logos is that of Coca Cola. The design of the words“ Coca Cola” has
not changed since although the surrounding design has been changed from time to time.

Many companies have over the years renewed their logos to fit in with contemporary
design and to present more powerful images. Company logos can be emotive and can inspire
loyalty by influencing the subconscious. Some logos incorporate an idea of the product the
steering wheel in the Mercedes logo for example and the aeroplane tail of Alitalia.

Logos are used on letterheads packaging and brochures as well as on the product itself.
They may also appear in newspapers or on television as part of an advertising campaign.

Companies need to have a strong 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 to have

impact and style.

1.3.2 Swinging Head While Reading
If your head swings as your eyes move along a line to 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.

e

U1 Tasks

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

customer will be called on by to make sure that the

business relationship runs smoothly.

Welcome to Bradley & Sons. We are delighted to have you as one of our customers. You
can be sure that we will do everything in our power to merit your business.

Our efforts always revolve around the needs of our customers. If you have any special
requests about shipments merchandise payment or product modifications please let us know.

I shall arrange for our European Sales Representative to call on you at least once a month.
He will make sure that our business relationship runs smoothly.

Many thanks for your confidence in us.

Notes



T L

L1 Taske

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 will be closed for one week from next Tuesday for re-decoration. A
catering firm will sell drinks and sandwiches from a trolley which will be located in the
reception area on the first floor. They will be there during the morning and afternoon breaks.

Rafters Restaurant in the High Street will open their restaurant between o’clock and

o’clock and will serve a special lunchtime menu for all employees at the usual prices.

T e
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Fill in the blanks according to the passage below
The prices of books and magazines grew the most with the rise of
The price of the household electrical appliances and electronics and machinery products was
increasing or decreasing by no more than %.

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

Inflation continued its slow momentum in July with a . percent rise in retail prices on a
year-on-year basis according to a report from the State Statistical Information and Consultancy
Center.

The figure remained the same as that in June but was lower than that in May which stood

at . percent.

According to the report food prices went up . percent from a year ago and those of
drinks and cigarettes rose by . percent.

The price rise of garments shoes and socks was . percent while that of textile fabrics

and cosmetics was . percent and . percent respectively.



The price of books and magazines grew the most rising . percent. In contrast to the

percent drop in June prices of cultural and sports products increased . percent.
Prices of daily necessities rose by . percent while household electrical appliances and
electronic and machinery products continued their falling trend with a . percent and

percent dip respectively.

The report indicated that the cost of living climbed . percent. Among those costs food
prices grew . percent. The increase in clothes expenditure stood at . percent and that of
household facilities and necessities reached . percent.

Health and medical care expenses rose by . percent while transport and communications
costs fell . percent.

Note
o e

CEE*1{ Tasks

Fill in the blank according to the passage below.

This passage states clearly that the advantages of studying abroad are

There is no doubt that going to study in a foreign country with its different language and
culture can be a frustrating and sometimes painful experience. But while overseas study has its
drawbacks the difficulties are far outweighed by the advantages. Indeed people who go
abroad for study open themselves up to the experiences that those who stay at home will never
have.

The most obvious advantage to overseas university study is real-life use of a different
language. While a person can study a foreign language in his or her own country it cannot
compare with constant use of the language in academic and everyday life. There is no better
opportunity to improve second-language skills than living in the country in which it is spoken.
Moreover having used the language during one’s studies offers a distinct advantage when one is
applying for jobs back home that require the language.

On a university campus the foreign student is not alone in having come from far away. He
or she will likely encounter many others from overseas and it is possible to make friends from all
around the world. This is not only exciting on a social level but could lead to important

overseas contacts in later professional life.



Finally living and studying abroad offers one a new and different perspective of the world
and perhaps most important of one’s own country. Once beyond the initial shock of being in a
new culture the student slowly begins to get a meaningful understanding of the host society. On
returning home one inevitable sees one’s own country in a new often more appreciative light.
In conclusion while any anxiety about going overseas for university study is certainly
understandable it is important to remember that the benefits offered by the experience make it

well worthwhile.

1.3.3 Following Print with Finger While Reading
To break yourself of the habit of following print with your finger you can
or what you are reading firmly with both hands. Make your finger not free to move

along with the words.

L

CEET1 Task9

Read the text below and then fill in the blanks in the statement.

Itis a of about the recommended by* your

agency’ .

I am writing to comment the work performance of Lucy Anderson the part-time secretary
recommended by your agency three months ago.

According to the agreement Miss Anderson was supposed to work for us as a part-time
secretary pm pm on weekdays and am pm on Saturdays her work covers very basic
secretarial duties — answering telephones making photocopies filing documents and so on.
However during the past three months Miss Anderson was late for work several times and in
two cases without saying sorry to us she seems to have little patience in answering our
customers’ phone calls but often indulged herself in chatting with her friends over the phone
what annoyed me most is that she simply couldn’t find two of my important files in the filing
cabinet so I had to dismiss her.

We had paid full charge and good faith to your agency with the expectation of a competent
and responsible secretary but Miss Anderson’s work has proved to be not satisfying so we are
very disappointed with your recommendation and would like you to give us good explanation
about the whole thing.

We hope to hear from you soon.



