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Introduction

.....................................................................................................................................................................

introduction to the course

Negorating is very much a key communication skill for all Business
Cnglish learners. Althoagh you may not be involved in high-level
infernatiomal nepolialions, most of vou will have to negotiate wilh
colleagues, bosses, customers, and suppliers atsome stage (¢ your carecr.
Negotiating effectively promises some of the biggest prizes of all
conununication skilks — the right deal for the company, a salary rise, a
budget increase. even a day off work. 1t isa sophisticated skill because it
requiires the negotia o 1o be competent inall key communication and
langnage skills and ta elien maintain thetr performance under pressure.
The skilled newliator must also be aware o cultural differences which can
s eas’ly lead Lo communication breakdowi.

Effectivee Negoiiating is divided nto eight units which approusch the skills
and language step hy step. Starting with preparazion and apening, through
clarilvizng and dealing with confiict to bargaining and concluding, the
learner is Lsken through a variety of practice activities which aim Lo develop
both conlidenae wnd competence. Al the sarie time, each unit addresses a
kev cultural issuc which can affect the success of a negotiation.

Course companents

The course consists of four components: a ¥YCD, a Student’s Boolg, an
auwdio cassette, and a Teacher’s Book.

The Video The VI, which lasts approxumately 30 minutes. is the central componznt
of rthe course and acts as a springboard for the all the activities in the
Student’s Rank. Based around a negotiation between a Belgium-based
mulrinational and a Brizish [T company, it ilfustrates kev momenls lrom a
typical business negeliation, hoth interally, and between the teams.

The Student’s Book The book consists of cight units which correspond to those in the VCD.
Each unit is divided inlo four sections: Covrimunication skills, Crlture and
ractics, Language krowledge, and Negotiaiing practice.

The Communication skills section ideniifics and practises key negotiating
skills which are ilhistrated in the ¥CD, and aims to involve the learner ina
process of fecdhack, evcluation, and development. The Culfure and wactics
sectiont raises a number of kev collural issues which may lead to
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The Audic Cassette

The Teacher’s Book

Communication skills

Culture and tactics

Language knowledge

misonderstanding and communication breakdown, and looks at how such
problems might be avonled. The Linguage browledge section, supported by
the audio cassetre, focuses an and expancs the learner’s knosvledge in key
funcrional and lexical areas. The concluding Negetrating proctice section
gives the learner the opportunily t pul communicaion shitls, cultural
awarencss, aad language knowledge into practice, using a variety of role-
plays and simulations,

This consists of approximalely S0ninules of cxleacts rom g wide range of
negatiations and forms the besis of the listening activities in the Lamguoage
frnwledge secrinm of the Studenl’s Bool.,

This boak provides an introduction to the course from a teacher’s poinr o?
view. ILis inlended as o guide Lo helo e teader W handbe UCae dillerent
caomnponents ol G course nost etfectively, 1t offers suggestions for further
exploitation in the classroom and self-study time, and comtains extra,
photocopiable malerials for negelialing prac.ice,

The approach

In each amit, Effective Negntinting livstillusirales a soor model of
negolialing praclice in order lo demonstrate what can go wrong and how
i Version 1), 1t then moves on to look at @ good medel inwhich the
negotiators communicile ellectively und prosress 1s made { Versien 21, Thae
VUL is cssential as the starting point for cach unit, Phe approach is
designed ro develop learners” abilities in three main areas.

The course develops the key sliills which male negotiations successful. It
seeks 1o build the learner's comfidence in their ability to deal with all stages
af the negetiating process, Skills such as opering Lhe negotiaton,
establishing your positive, dealing with conllicl, mak ng propasals,
hargaining, and conselidating wour position and conduding are
demonsirated on the YOI These are Lhen anzlysed and practised with the
supporl ol the Student’s Book, Learrers are encouraged o deve.ep their
own style of neeotiating based on an awareness of their ovn particular
sleenupgths wd wealawesses.

In arder to Cevelop the learner's awareness of how cultural background can
affect negotiating styles and Luctics, the course highlights and conlrasts
ceriain kev communication styles — including. for example, task- versus
person-orientation and emotional versus neatral response. The YD
demomstrates the problems arising when oppositg cultural stvles clash,
wliilel the follow-ug tasks puide the Jearnee intooan analysis of the
communication styles tostered by histher business culture, These coneepls
are Lhen wsed w develop the learner’s Jexibility In dealing with negoliatiog
partners fromn diffezent culrases,

Language arcas such as sequencing, asking questionas, making suggestions,
thrcatening, and making conditions are presented and practised i the
Student’s Book. The audio casselte is used to further fiwstrate and practise
these arcas. Additional cxercises ar the end of the section sock to develop the

INTRODUCTION 3



In the classroom

Selt-study

4

INTRODUCTION

listening skills with new language. The exercises at the end of the section
provide an opportunity for iearners to practise key language fanctions and
struelures and Lo develup Ltheir negatiating vocabulary,

Using the course

All parts of the course (except the Negotiating practice) are designed to
work either as classroom marerial or for self-study.

Cach unil Lakes the learner through the objectives in the arcas of
Contmunication skilfs, Culture and tactics, Language knowledge, and
Negatiating practice. There is an introduction designed to make the learner
thinl about his‘her own experience and to anticipate the focus of the
material which follows. Drepending on the needs of the group or the
amount of time available, the course can be followed [rom start Lo [inish, or
learners can concentrate on selected units. The Negotiaiinr practice
activities in the Student’s Book provide relevani, context-based practice of
Lthe key aspects of the unit. These activitics arc designed for either pairs or
snall groups. Wherever possible, they should be recorded on audio or
vides casselle Wo enable both teacher and learners to analvse and correct
the learner’s performance when the tape is plaved back.

‘The ¥CD-bused activities focusing on communication skills have heen
developed with the dassenom in mind. However, most of the questions
have answers in the Answer key, and individuals can use the VOD ona self-
access basis, The Culture and tactics section usually provides some reading
mput, fillosved by questions for discussion, sclf-assessment, or just food {or
thought. The Linguage knowfledge section is ideally suited for self-study,
singe students can correct their exercises by referring to the Answer key,
The Negiiiating practice section involves pair or group work, although
prepuralion or these activities could also be done during self-study time.
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Who's who in
Effective Negotiating

The company

The people

The negotiation

e
L Te
Levien SA is based in
Brussels, Belgium, It is an
international company which
manufaciures specialist
paints and dyes. In its head
office it has a small IT

function which the company
has decided to outsource.,

Frangolse Quantin

is the current IT Manager at
Levien. She is about to be
promoted to Head of
Logistics. She is keen that her
IT team are protectied.

Sean Morrissey

is from Lewvien's main
subsidiary in Chicago. He has
been sent to the Brussels
Office to develop Levien's
procurament policy,

The company

The people

Okus IT are based in Swindon,
in the South of England. They
specialize in managing IT
projects and taking over the IT
departments of their client
CcOmpanies.

Andrew Carter

is Export Sales Manager for
Okus IT. He has been recently
recruited by Okus to
strengthen their marketing
effort outside Brtain. He
made the initia' contact with
Levien.

Karen Black

is a Project Manager at Okus
IT. She has prepared the
specifications for this
contract. This is the first time
she has been involved in
negn’.iatmg an averseas
outsourcing contract,

Ohus have sent a detailed
written proposal to Levien,
The meeting has been
arranged to negatiate the
terms of any agreement. In
particular the fol owing twa
155uUes are likely to be sticking
points.

1 Staffing

Leven would like to protect
the jobs of ther current 1T
team. They want Okus 1o
employ the four members of
the team, and are under
pressure from the unions o
make sure autsaurcing
contracts like this do not lead
to redundancies.

Okus. on the ather hand, will
not want to take on Levien's
whaole team. They already
have progject ergineers basad
in Swindon.

2 Pricing

Okus have propasad two
levels of IT support.

Level A: A fxed monthly arice
which will cover all support
work (daily maintenarce and
customer support) and
specified project work
(hardware and software
upgrades, training, etc. ).
Level B: & lower monthly
invaice based or just support
work. Any additional project
work will e logged and then
added 1o the invoice the
fallowing manth,

4s the YCD begins, Andrew
and Karen have arrived at
Levien's offices and are
waiting to mee: Frangoise
and Sean

WHO’S WHO 5



Communication skills

Pre-viewing 1 what tvpes al negotiatior. do you parlicipate in? How would vou define a
megolialion™
2 How can you prepare for a negatiatinn? What Lssues do vou necd 1o
discuss belorehand?
3 Bl the VUTY Negotialing Comlext,
VCD Negotiating Context
The people

Andrew Carter

s Expart 3ales Manzzer for
Okus IT. He made the initizl
contesT witk Levien. He has
mzt one of the Lavien team -
Sesr — before.

Karen Black

'S a Projest Mansgar at QkLs
iT. 5k 125 prepa-ed tha
specifications for this
corozst This is the first time
512 has kezr nvolved RN
Tegct Aating ar overseas
cutsaurzirg cantract. Ske s
grxisus abaut the meetirg.

The negaotiation

Andrew grd Baren Fave arived at Levien's ofioes anc ane
wa ling to meet Frengoise 2nd Sean.

6 UNIT ONE

Frangoise Quantin

is the current IT Manager at
Levier. Ske s abaut 1o az
promstes to Hesd of
Logistics. Ske is «egen that har
IT tearm are proected.

Sean Morrissey

i3 from Levier's Chicego
ofice. He has been sant to
tha Brussels office to develog
Levien's procuremant policy.



Viewing

Post-viewing

Wialch Version L ITow combdent arve vou that he negotiation will go well?

Watch Version 1 again from the heginning 1o the point where the Levien
Leam enler, Howe could Karen and Andrew have improved their
preparation?

Walch Version 1 [vom the entry of the Levien tearn Lhrough 1o the gnd. 1F
Yﬂu TS the hUSt, hﬂ‘n‘r' 'l.’l-r'L-:lLI.].L-I. 'I,l"Ul] WL']L'I:JmL' }"UL'IT I'_'.\_-""L'Ifstsi‘

Walch Version 2. How do the two teams estabdisa a more poaitive
atmasphere?

Watclt Version 2 from the entry of Lhe Levien tean through w the end,
Viow docs Frangoise manage the introductions?

Howr can FULL propare efr-;:LZIi'\-'Ehf [ a I]Egﬂtiﬂ‘[iﬂl‘l? YWork in pu.i e 0F small
groups and brainstorm vour ideas. Use the fowr headings below 1w help
vau draw up a preparalion checklist for negodialing, When vou have
finished, comyrre your checkdist with the one in the Answer kv an

pPage L

—Objouctives — Roles

—Strategics — Comaiurnicalion

Culture and tactics

Work in pairs. Fach of vou should rewd one of the wxls below, Prepareto
present a surmenary of the Lex | in your own words Lo your partner.

Task-oriented

Clissically American busiress culture is very task- or achievement-ariented.
Inthe VOO | Sean reintorces this stereotype. ke doesn’t wart to waste time
witn The sociag n celigsg; e wants 1o gat aowe 10 husiness. Arather way of
classifving th s type of approach s 1o =ay that it is very speciic™. People
who adopt this approcch tond to focus has on soecific 'ssucs - this should
mean that time 15 saved and oikjostives rcached most effectively. However,
Thare IS always a danger 1hat e largss picturg may be misssd and That
personal issues can be igrored, These persoral issues may 2e the cnes

which rabkee o break ee deal”

People-griented

Frangoise and Karer reveal themselies as more people-orierted n this first
unit. In this respent, ey reinforcs gender slerantyies o ehich we sxoect
WOl en 10 bemade Feard ol peapia’s feslitgs, Frangoise gives Urne LG sames
srrall talk aefore the meeting starts because she believes this will imp-ave
communicatior and !ay the b3sis for possible future relationships. Another
way of looking 21 this is to call T aitfases . A diffuse approach o busingss
wWill place g-eat importancs on all the evenls which surround the aclual
discussion of the deal. Far examgle. funch together, sacial coaversation an
thi way 10 the sirpart, or a chance to meet your partner's family.

PREPARING THE GROUND
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2 Haow do you see voursel £

LTse the guestionnaive helow to find out. Ik one or the other of the
following statements. If vou can’l decide, ticl neither.

a i |start tho day with a list of things to do.
i | start the day by having & chat with ry colleagues.
h i |don'tlet persenal feelings influence decisions.
i When making decisions, tlook at the human angle first,
¢ i [frolleagues do a good job, iT does not matter if | like the T ar not.
i IE's important far me ta like the people | wark with.
d i I5ee meetings only as a means to get business done.
i | e meetings partly as an opportunity to developn team relationships.
e i Atthe end of the day. | am frustrated if | haven't achieved what | set
outto.
i At the end of the day, | feel 'low’ if | haven't got on with my colleagues.

Searing:  Score 2 points for every 1 sentence yvou ticked,
Scere O points far every i sentonce you ticked,
Scare 1 point far every time you ticked neilhor,

Analysis: 6-10 poiats  task-oriented
4-5 paints  balanced
(=3 points  peopleoriented

Y aeo uc;kmm-le:igcmcnl. on the copyright xgze

Language knowledge

"Sorry to heve keps pou wailing. Yoremust be
Faren Black. I'nr Fraugise Queavetin aod
this is Sean Moreissey”

E=1 | Listen wthe extracts. Match them to the sitgations below.

Sitnations
a Aninformal negotiation between a customer and saiesman
wha know each other well, _
b Aninternal nepotiation between o hoss and a subogrdinate about
promation and salacy, _
¢ Aformal joint venture negotiation belween two mternationul
COpanies. -
d Aninformal negotiation belween calleagucs. —

8 UNIT ONE



2 Listen again 10 Extract one, Note down the expressions nsed to do the
following:

a Welcome visitors/guests — Chairman: . ____

b [ntroduce yourselEvour position —Peter:

¢ Intraduce yourselffyour position — Ulrike:

d Introduce a colleagme 1 — Vs

e Introducea colleague 2 —Yves:

3 Listen again to Extracts twi, three, and four. In each case note down the
expression used to swilch from small talk subjects to business.

a Exlrach Lwo

I+ Extract three

¢ Bxrracl four

Welcome, introductions, and small talk

Welcoming Greetings

Fornral Formal

O befalf of .., U very glad to welcome you ... 1w do you do.

15 a pleasure to see you hete. Nice fo meet you.

Less formal Less formal

Welcome to ... How areyou?

Thank you for corming all this way. Goaod to see pou (again).

it’s ttice fo be heve.

Introductions Small talk

Thisie... He'sinchargeof.. D you have a good journey?
He looks after .. Hove was your flight?
He'sour ... DirectoriManayer. Is this your firstvisiteo .2

Letme intraduce youto .. T your hotel comfortable?

Have wou met...§ She's just faken over as Hewd of ..

Starting the negotiation

Fwondered ¢f T coudid start by saving ...
We're short of firne, so let’s gef started ...
We've got a very full agenda, so perhiaps we'd better get dewn to bustness,

PREPARING THE GROUND 9



10

UNIT

ONE

4 Speaking practice

|

Waork in groups of four. Two of you are hosts, and two of you are wisitors.
The visitors have arrived at the hosts” company or a meeting. The hosts
need to greet and welcome them,

Host | —You already know Visilor 2.

Host 2 — This ix the first time that vou have met cither of the visitors.

Visitor 1 — This is the first time that vou have met either of the hosts.
Visitor 2—You elready knaow Host 1.

Go through the foliowing sieps, the hosts initiating the contact, the visitors
responding appropriately. When you have finished, change roles.

Welcome the visitors to the company.

Crreet the visitor vou know,

Allow the visitor you knaw Lo introduce histher colleague to vou.
Introduce vour colleague,

Askabout the visitors trip.

Offer the visitors a drink.

(el denvn to business.

fi =T s T "I T o T v

Lislen and sespond in the tollowing situations,

a You are being welcomed 0 a meeting with a potential customer.
b ¥ou are heing introduced to onc of the customer’s managers,

¢ You are being asked about the weather.

d You are being asked abour vaur flight.

¢ You are being asked about your hotel.

f'The customer suggesls you need to start the meeting,

In the VD, we saw Andrew and Karen discuss tactics before the Levien
teamn arrived. Walch the dialogue between Karen and Andrew again (both
versions;. Listen for how the expressions in iLalics below are used, Then
match cach cxpression with its meaning from the right-fand column.

a e drives a futrd bargain. i stuckindetail

b You need to be an vour guard. n secwhat happens

c Were getting bogeed down. iii is a tough negottatar

d Theyll try to krock us dowsn. iv abargaining zane

e What's our fuli-hack position? v contingency plan

f Shall we playii by ear? vi ready to defend your position
g We've got reomn te mumieure. vii reduce our prices

Use the appropriate form of one ol the expressions in italics in a—g above to
comiplele Lhe sentences below.,

a Isdificull to predict what's going to happen. 1 think we should just

b We've reallv got
oljeclives.

¢ Weconhd end op losing money on the contract if we are not careful, The
chief ucgotiator on: the olher Leam is very experienced and always

n detail and lost sight of our overal

d O margns are vorv tight. There's very little .




& Thknow they think we are charging too much, hut if they try
|21 S On price, wo're going to have to msist o belter
payment terms.

f Theyare vory porsuasive negotiators and will throw a lot of inipressive-
sounding figures at you, so you should

g ldeally the new buildings will be nearer the airport, Lmt if that proves oo
expensive, or there is nothing available, our 15 Lo site

the faclory here.

Negotiating practice

Pair work

Usc the negotiation preparation checklist on page 101 w prepars io
negotiate in each of the fllowing situatiors. Ther carry out the
negotiation, using the checlklist. Tor each situation, you should reach a
conclusion or decision.

Neguotiation 1

You want to sell your car. You have put the advertisement below in the local
papet.

Volkswagen beetle

1976 model. Immaculate condition.
Reconditioned engine. £2,500.

You want to buy a car. You have scen the advertisciment above in the local

PAper.

Negotiation 2

You want to buy a second-hand computer. ¥ou have seen the adverrisenent
beloww in the lacal paper.

Bargain price for a 486pc. Windows
95 operating system. 16MB Ram.
Internal modem. Black and white
inkjet printer. Just £120.

You want to sell voar computer, You have put the advertisement above in
the local paper,
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