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What is Market Leader, and who is it for? 

Market Leader is a multi-level business English course for businesspeople and students of business 

English. It has been developed in association with the Financial Times, one of the leading sources of 

business information in the world. It consists of 12 units based on topics of great interest to everyone 

involved in or studying international business. 

This third edition of the Advanced level features completely updated content and a significantly 

enhanced range of authentic resource material, reflecting the latest trends in the business world. 
If you are in business, the course will greatly improve your ability to communicate in English in a 

wide range of business situations. If you are a student of business, the course will develop the 

communication skills you need to succeed in a professional environment and will broaden your 

knowledge of the business world. Everybody studying this course will become more fluent and 

confident in using the language of business in a variety of contexts and should further their career 

prospects. 

The authors 

Margaret O'Keeffe (left)) has over 20 years' teaching experience. Based in Barcelona, she is a 

freelance teacher-trainer, course designer and in-company English language teacher. Her background 

is in research and planning, working for both British Airways and British Telecom before becoming a 

teacher. She has taught at the Universitat Pompeu Fabra, and the Servei Extern d'ldiomes, Universitat 

de Barcelona, Spain. She also writes materials for course books and ·multimedia, and co-authored the 

English language modules for the Universitat Oberta de Catalunya. 

lwonna Dubicka (right) has over 20 years' experience as a Business English trainer in Barcelona, 

including six years as Director of Studies of English at In Company Languages. She has also taught 

for SEI, Universitat de Barcelona, as an on line tutor for the Universitat Oberta de Catalunya, and is 

currently a freelance teacher for ESADE's Executive Language Center in Barcelona. Together with 

Margaret O'Keeffe, she has co-authored various titles published by Pearson Education, such as 

English for International Tourism (Pre-intermediate) and Lifestyle (Intermediate). 



VOCABULARY 

READING AND 

LANGUAGE 

BUSINESS SKILLS 

CASE STUDY 

WORKING ACROSS 

CULTURES 

REVISION UNITS 

What is in the units? 

You are offered a variety of discussion questions as an introduction to the 

theme of each unit. You will hear authentic interviews with businesspeople. 

You will develop listening skills, such as listening for key information, note

taking and summary writing. In this section, you will also extend your vocabulary 

by learning useful new words and phrases. A good business dictionary such 

as the Longman Business English Dictionary or a monolingual dictionary for 

advanced learners such as the Longman Dictionary of Contemporary English 

will also help you to increase your business vocabulary. 

You will read authentic articles on a variety of contemporary topics from the 

Financial Times and other newspapers and books on business management. 

You will develop your reading skills. You will also be able to discuss and respond 

to the issues in the articles. There is a language review after each article and 

related exercises in the Language reference section for each unit. You will be 

able to revise language and structures which are common problem areas for 

advanced learners. You will become more accurate in your use of English at 

an advanced level. 

You will develop essential business communication skills, such as giving 

presentations, dealing with questions, taking an active part in meetings, 

negotiating, strategies for telephoning and teleconferences, English for 

networking, as well as using the language for a variety of business writing tasks. 

Each Business skills section contains a Useful language box which provides you 

with the language you need to carry out the realistic tasks in the Course Book. 

The Market Leader case studies are linked to the business topics of each unit. 

They are based on business problems or situations and allow you to use the 

language and communication skills you have developed while working through 

each unit. They give you the opportunities to practise your speaking, listening, 

reading and writing skills in realistic contexts. Each case study ends with a 

follow-up writing task. A full writing syllabus is provided in the Market Leader 

Practice File. 

These four units focus on different aspects of international communication. 

They help to raise your awareness of potential problems or misunderstandings 

that may arise when doing business with people from different cultures. 

Market Leader Advanced third edition also contains four review units which 

recycle and revise material covered in the preceding three Course Book units. 

Each review unit is designed so that it can be completed in two sessions or 

on a unit-by-unit basis. 

INTRODUCTION 
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First impressions 
'You don't get a second chance to make a first impression.' 
Anonymous 

El Discuss these questions. 

1 What reasons can you think of for giving a presentation to an audience? 

2 What is the hardest part of giving a presentation? 

3 How can you secure your audience's attention at the start of a presentation? 
Think of three useful techniques. 

4 Have you ever heard a speaker who you felt was truly inspirational? 
What techniques did they use to engage the audience? 

5 What, for you, are the ingredients of a great presentation? 

6 What impact do you think body language can have on a presenter's success? 
Think of some examples of good and bad body language. 

[I ◄iJ) co1.1 Anneliese Guerin-Le Tend re is an intercultural communications
expert who works with Communicaid, a culture and communication-skills 
consultancy. Listen to the first part of the interview and answer these 
questions. 

1 What percentage of communication is said to be non-verbal? 

2 How do audiences form a first impression of a presenter? 

II ◄i» co1.2 Listen to the second part of the interview. What four aspects of
verbal and non-verbal communication does Anneliese talk about? 



. -----------
/ 

Watch the 

interview on 

the DVD-ROM. 0 

UNIT 1 ►► FIRST IMPRESSIONS

liJ ◄>l) CDl.2 Listen again and complete these tips with one word in each gap.
Which tip do you find the most useful? 

• The way yov >ta11d, k110W11 a> ............ ', i> importa11t Try to be ............ 2 bvt 
11ot ri9id. Take ............ 3 of the >pace a11d do11't hide behi11d the table or 
............ •. U>e a re.:note to 'liberate yov from yovr laptop'. 

• U>e eye co11tactto ............ 5 the Whole room, 11otjv>t the fir>tfew row>. 

• The way yov V>e ............ 6 a11d i11to11atio11 ca11 produce all >ort> of li9ht a11d 
dark ............ 7 i11 yovr voice that add i11tere>t a11d 9et the avdie11ce payi119 
atte11tio11. Avoid >hovti119. Try ovt the micropho11e beforeha11d. 

,. • Co11trol yovr 9e>tvre> >O that they do11't become a ............ 8 to the avdie11ce. 

D What do you think these words from the second part of the interview
mean? Match the words (1-4) to the definitions (a-d). What examples did 
Anneliese give of these? 

1 mannerism a) keep moving your hands or feet because you are bored or nervous

2 flick b) slight movement of something you are wearing so that it is neater or
more comfortable

3 fidget c) way of speaking or moving that is typical of a particular person

4 adjustment d) make something move with a sudden, quick gesture

11 What other examples of distracting gestures and behaviour have you
noticed in presentations? What else can distract you? 

B What do the verbs in this box mean? Use them in the correct form to
complete the }ldvice below. 

j tean lean towards nod nod off slouch stare wander 

Decoding the silent signals 

You can also improve your presentation by noticing the messages your audience sends 
back to you through their own body language. Check out their reactions to what you're 
saying. Are people ............ 1 their heads in agreement or are they ___ 2 ? If they look 
puzzled, stop and allow them to ask questions. 

Watch for signals of boredom or misinterpretation. Are they.... . .... 3 you to listen or are 
they ........... • back with their arms folded? When members of your audience are 
in their seats letting their eyes ........ ... 6, it usually means they're uninterested in what 
you're saying. But if they're sitting with their arms folded across their chest, 
at you, they may have been offended by something you've said. If you're paying close 
attention, you can catch this and clarify your statement without any negative feelings. 

EJ Is this advice true for audiences in your country? What other types of
behaviour indicate an audience's reaction to a presentation? 

D Prepare a two-minute introduction to a presentation on one of these topics.

D 

A passion of mine 

My ideal weekend 

A special occasion 

What I love about ... 

A memorable business trip 

Three important moments in my life 

Watch your colleagues' presentations. Make a note of two positive aspects 
of each presentation and one possible distraction. 

7 
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READING AND 
LANGUAGE 

rJI What do you understand by the expression It's not what you know, but who

you know that counts? Do you think networking is more important in some 
of these professions than others? 

accountancy banking the civil service law 

the media medicine politics teaching 

[I What are your views on networking? To what extent do you agree with these
statements? Compare and discuss your answers. 

strongly. partially disagree 

agree agree 

1 Networking just means socialising 

with my colleagues and friends. 

2 Networking is all about finding lots 

of useful business contacts. 

3 Networking with business contacts 

is insincere and manipulative. 

4 Online social networking is as useful 

as face-to-face networking. 

5 Networking involves getting lots of 

help from others. 

II Read the article on the opposite page and compare the writer's views on

networking with your own. What points does he make in relation to the five 
statements in Exercise B? 

l!J Read the article again and find words or expressions which mean
the following. 

1 met someone you know when you were not expecting to (paragraph 2) 

2 develop and use fully (paragraphs 3 and 5) 

3 morally doubtful (paragraph 3) 

4 not related to anything previously mentioned (paragraph 5) 

5 when you recommend someone to another person for work (paragraphs 6 and 7) 

6 move from one place to another in large amounts (paragraph 10) 

7 caring about other people more than about yourself (two expressions) (paragraph 10) 

II Look at these extracts from the article and indicate where the adverbs in
brackets should go. Sometimes more than one answer is possible. 

1 We have enough friends and contacts . (already) 

2 You have more than 150 close contacts. (probably) 

3 The dilemma is how to leverage existing contacts. (successfully) 

4 It is important to determine how well your contacts understand what you do. (also) 

5 One investment bank had a system for asking for two referrals. (merely) 

6 The chances of receiving a referral are increased if they understand what you do. 

(greatly, exactly) 

7 High-level networking is a face-to-face activity. (primarily) 

8 If you connect with your network on this beneficial basis, the financial rewards 

will flow. (mutually) 

I:] Language reference: Adverbs page 126



UNIT 1 ►► FIRST IMPRESSIONS 

It's not what you know 
by Mike Southon 

It is often said that your personal 
value is not what you know, but who 
you know. This is powerful motiva
tion for recent graduates to build 

5 their personal networks. But some of 
us may conclude that we already 
have enough friends and contacts -
the challenge is making the best use 
of those that we already have. 

10 Mathematics supports this argu
ment. If you have been in business 
more than 20 years, you probably 
have more than 150 close contacts -
people you like and respect and 

15 would recognise if you bumped into 
them out of their work context. If 
you add to this all the people in their

close networks, this aggregates 
to potentially more than 20,000 

20 agreeable and interesting people. 
It is not a problem to identify other 

networking prospects. We all have 
a drawer full of business cards and 
often a large number of online 

25 connections. The dilemma is how 
to successfully leverage existing 
contacts without appearing sleazy 
and manipulative. 

The most important lesson to learn 
30 from the best-connected individuals 

is that little of their networking activ
ity is carried out with any specific 
business goal in mind. They concen
trate their effort on people they most 

35 like and who seem to like them back. 
Even for the shyest individual, all 

that is required to leverage their net
work is to generate a list of people 
whose company they enjoy and 

40 invite them to a private dinner. This 
would be apropos of nothing in par
ticular other than the pleasure of 
good company. 

The tools for engineering a mutu-
45 ally successful outcome of such 

events are well explained by one of 
· Europe's leading business network

ing strategists, Andy Lopata. His 
website explains that connecting is 

5o not enough; it is important also to 
determine how well your contacts 
understand what you do and then 

Andy Lopata, Networking Strategist 

how inspired they might be to pro
vide a referral. 

55 Lopata provides networking train-
ing and is always amazed to discover 
how few companies have an effec
tive referral strategy. One investment 
bank merely had a system for asking 

60 for two referrals at the end of every 
meeting, regardless of whether they 
had built up any trust with the client. 
Lopata says the chances of receiving 
a referral are greatly increased if they 

65 understand exactly what you do and 
the problems you solve, have a high 
level of trust and understand how 
you help people. Your chances of 
receiving a referral are increased if 

10 you are also perceived to have a 
wider purpose to your working life. 

Lopata recommends making a 
detailed assessment of your best 
contacts, the people they know, their 

75 willingness to refer you to them and 
how you might inspire them to make 

that introduction, for free. While 
some people offer direct financial 
rewards for referrals, seasoned net-

so workers mostly make introductions 
on the basis that everyone gains a 
benefit, including the prospect of 
referrals in return. 

While high-level networking is 
85 primarily a face-to-face activity, 

Lopata agrees that online tools accel
erate the process. 

Expert networkers work on the 
basis that if you connect with your 

90 network on this mutually beneficial 
basis, the financial rewards will flow. 
Successful networking should be 
selfless and altruistic, giving refer
rals without remembering your 

95 simple favour, and receiving them 
without forgetting their kind gift. 

Which of the networking strategies mentioned in the article do you 
find most useful? Which do you think you will probably never use? 
Why? / Why not? 

9 



Movers and shakers 
An international aid organisation wants to raise its profile and build 
contacts with influential people who can help its work 

Background 

Logistaid is an international humanitarian aid organisation that provides emergency 

assistance in more than 50 countries. It transports food, clothing and medical supplies and 

gives logistical help to underprivileged areas all over the world, especially to those regions 

that have poor local infrastructure, have suffered natural disasters or that are in conflict. 

logistaid is currently trying to increase its donations from the public and attract well-known 

figures to take an interest in the organisation in order to raise its international profile. 

A group of influential people has been invited to a charity dinner to increase public 

awareness of the organisation's work. The people invited to the dinner are 'movers an_d 

shakers' - successful businesspeople, sports personalities and politicians, as well as 

people who work in the media. 

A planning meeting 

Work in groups. You are employees at 

Logistaid. Hold a meeting to decide on 

the missing information in the formal 

invitation that has been prepared (see 

right) and discuss these questions 

concerning the charity event. 

1 Which successful businesspeople 

and celebrities are you going to 

invite? 

2 What else should you take into 

account when deciding on the 

ticket price? 

3 Which members of Logistaid and/or 

guests should give a speech during 

the dinner? 

4 What kind of entertainment will you 

provide at the event, if any? 

5 What kind of follow-up are you going 

to have after the event? 

12 September 

Dear Sir/Madam 

Logistaid 

I am delighted to invite you to the event of the year, the Movers and 

Shakers Gala Dinner! This night to remember will take place at 

. ........... on Friday 14 October at ............ . Tickets are priced at 

€ ............ each and ............ per cent of the proceeds will be donated 

to Logistaid. 

Please find enclosed an information pack about our logistical work in 

over 50 countries and news of our latest projects. These have included 

getting essential medical aid and food supplies to earthquake victims in 

South-East Asia, helping refugees to build new homes in Central Africa, 

and supplying teachers and educators to local schools in remote areas in 

Central America. 

Please note that the Movers and Shakers Gala Dinner is a black-tie 

event and we are pleased to inform you that ............ and ............ will 

also be attending. We would be very grateful if you could reply in writing 

at your earliest convenience. 

Should you require any further information about this special event, 

or wish to make a donation, do not hesitate to contact me. 

Yours faithfully 

Ed Kaminski 

Managing Director, Logistaid 

Europe and US 



UNIT 1 ►► FIRST IMPRESSIONS 

◄>)) CDl.5 You are attending the charity dinner for Logistaid and are listening to the Managing
Director, Ed Kaminski, giving a speech. When and why did he get involved with Logistaid?
What doesn't he talk about in his speech? How effective do you think his speech is?

Work in groups of six. You are networking with some of the influential people at Logistaid's 

charity event. 

Student A: See below. 
Student B: Turn to page 155. 
Student C: Turn to page 163. 

Student A 

Student D: Turn to page 164. 
Student E: Turn to page 158. 
Student F: Turn to page 158. 

You are a director of Logistaid. You need to raise the international profile of the organisation 
and increase public awareness of its work. You are also thinking of setting up a special 
educational programme dedicated to children living in remote areas in developing countries 
where there are few schools and those that exist have few teachers and little or no resources. 
However, Logistaid would need substantial funding to set up this kind of programme. 

Network with as many people as possible and find sor:neone who: 

1 could finance Logistaid's educational programme; 

2 would be able to help increase its public profile; 

3 shares one of your personal interests, e.g. film, sport, food, travel, etc. 

Once you find a useful contact, agree to a further meeting before moving on and 
talking to someone else. 

What happens next? 

You are staff from Logistaid. You meet the day after the gala dinner to discuss 
the success of the event and ideas for the next stage. Consider these questions. 

1 Who will you choose to promote Logistaid's new educational programme and 
raise your profile? 

2 What will be their role, e.g. visiting disaster areas in developing countries, 
filming promotional videos? 

3 What kind of publicity campaign will you organise? 
Watch the Case study 

commentary on the DVD-ROM.

Writing 

0 

You are the Press Officer at Logistaid. 

Write a formal letter to your chosen 

public figure on behalf of the 

Managing Director. Include these 

points. 

1 Thank them for attending the 
charity dinner. Mention how much 
money was raised. 

2 Say you are very happy that they 
have been chosen to promote 
Logistaid's new educational 
programme. 

3 Briefly describe any forthcoming 
event(s) you are organising and 
invite your chosen public figure 
to discuss more details about the 

= Writing file page 142 

13 



OVERVIEW 

LISTENING AND 

DISCUSSION 

Apprenticeships 

READING AND 

LANGUAGE 

Training leaders to 
connect the dots 
Emphasising your 
point 

BUSINESS SKILLS 

Clarifying and 
confirming 
Writing: effective 
e-mails 

CASE STUDY 

Training at Carter & 
Randall 

Apprenticeships 

Dr Bernd Atenstaedt 

Watch the 

interview on 

the DVD-ROM. 

14 
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Training 
'It's all to do with the training: you can do a lot if you're properly trained.' 
Elizabeth II, British monarch 

-_:_- .:.-:::-: 

El Discuss these questions.

1 What courses have you attended recently? Which have been the most rewarding? 

2 Which format of training do you prefer - in groups, online or individual training with 
a coach? What are the pros and cons of each? 

3 Have you ever done a work placement as part of a training programme? If so, how 
useful was it? 

D ◄>l) CDl.6 What do you think are the benefits of apprenticeships a) for the
apprentice, and b) for the employer? Listen to the first part of an interview 
with Dr Bernd Atenstaedt, Chief Executive of German Industry-UK, and check 
your answers. 

II ◄>l) CDl.7 Listen to the second part of the interview and complete these
sentences using no more than four words in each gap. 

1 About ......... .. per cent of school leavers .. . 

2 The majority of apprentices like to work for ....... ' e.g. 

3 Apprenticeship programmes in Germany usually last ........... three and a half years, 
and apprentices ............ at the start. 

4 Apprentices tend to work ............ and spend ............ doing their vocational training. 

5 Apprenticeships are well established in Germany: there even exists a .... 
including various ............ for different kinds of professions. 

6 Germany is proud of the two expressions ............ and ... . 

7 They have been in talks with the ........... to set up a similar ........ ... in the UK. 

l:J What are the training options for young people in your country? 



ACTIVITY FILE 

11 New business, Reading and language, Exercise E, page 107 

Article 2 

166 

Work longer, work older 
by Luke Johnson 

This decade will see older people 
working longer. That is not surpris
ing. In addition to governments from 
Britain to Greece raising the retire-

s ment age, low interest rates and the 
reduction in pension benefits mean 
many people will not have enough 
money at age 65 to enjoy their sunset 
years. They will be forced to work to 

10 make ends meet. 
What I find interesting - and what 

could change the face of business -
is that they may prefer to do that 
working for themselves. A recent 

1s study suggests that one in six Britons 
aged 46-65 hopes to embark on a 
new business venture rather than 
retire. This is seven times more than 
the number of possible start-ups 

20 from their parents' generation - and 
could amount to a million new busi
nesses in the UK. 

Their experience, wisdom and 
connections will be their secret 

2s weapons. But they are also likely to 
have more time and money to spare 
than current entrepreneurs. The typi
cal age today for someone to start 
his/her own business is between 30 
and 45. Inconveniently, this is also 

when you are likely to have young 
children and a mortgage. 'Olderpre
neurs', meanwhile, will often be 
close to seeing off these responsibili-

35 ties - as well as eager for ways to 

10 Online business, Business skills, Exercise G, page 101 

Students A and B 

stay in touch with people from 
all generations, as customers, part
ners, suppliers or perhaps staff. 
I predict many great companies will 

40 be started in the next few years. 

Choose ONE of the topics below for your five-minute presentation. Work together: 

for example, Student A, present the introduction and conclusion; Student B, 

present one key point broken down into three main concepts. Be prepared to take 

questions either during the presentation or at the end. Be ready to think on your 

feet and answer the questions as best you can. 

• How your company or organisation could improve its website

• Your favourite website and why you think it's effective

• A comparison between the content and usability of three similar websites

When you have finished, listen to the other pair's presentation. You may ask them 

serious questions at the end, but interrupt them during their talk, asking three 

irrelevant questions so that they have to think on their feet, e.g. 

If you were at a business lunch, and you ordered rare steak and they brought it to 

you well done, what would you do? 

How many times do a clock's hands overlap in a day? 

If you could choose one superhero power, what would it be, and why? 



Secondly, it's placed a big emphasis on communication skills. If you 
think about all the changes in new technology, most of them are related 
to communications in some way or another. And so, businesses and 
individuals who have good communication skills, these are the ones 
which we've seen develop most. 

CO2 TRACK 1 1  (I= INTERVIEWER, IB = IAN BRINKLEY) 

I W hat advice, in terms of skills preparation, would you give those starting 
out on their careers now? 

IB I think the most important thing is to get the widest set of skills and 
experiences that you possibly can. Most employers now are not looking 
for deep specialists, they want people who can work across a wide variety 
of tasks within the workplace. So particularly, communication skills, the 
ability to get on with other people and work in a team, as well as some 
technical competence. But the most important thing is to make sure 
that you have got a wide set of skills, rather than just skills in a very, very 
narrow area. 

CO2 TRACK 12 (C = CARL, Y = YOLANDA) 

C 

y 

C 

y 

C 
y 

Listen, before you go, I got another one for you. This old woman is 
driving at a hundred miles an hour down the road and she's knitting ... 
yeah, knitting. So, anyway, a policeman in a patrol car spots her and goes 
after her. He drives up, winds down his window and shouts, 'Pull over! 
Pull over!' And she turns round and shouts back, 'No, cardigan!' Yeah, 
right. Gotta go. Speak to you soon. 
Look, Carl, I'm sorry, but this is really driving me up the wall. 
Sorry, Yolanda, I wasn't listening, just checking my e-mail. Could you say 
that again? 
I'm trying to get some work done here, and some days it's just impossible. 
Poor you. Got too much to do? I know the feeling. 
W hat? No ... no, that's not it. I'm saying that I can't concentrate with you 
there. 

C So, what you're saying is, my incredible good looks keep distracting you. 
Y Carl, could you just be serious for one minute and listen to me? 
C I'm sorry, I 'm sorry. You were saying ... 
Y I was saying, could you keep it down? 
C Keep what down? 
Y The noise! You're on the phone all day and ... oh, it doesn't matter. 
C No, no, I'm listening. Please go on. 
Y Well, ifl'm trying to concentrate on something, and you're on the phone, 

I can't work. 
C I appreciate how you feel, Yolanda. The thing is, it's important for me to talk 

to clients and engage in some friendly banter. It really helps to get the sales. 
Y Well, it's not just that. You see, sometimes you're a bit loud on the phone. 
C Oh, I see. Don't worry- I'll be as quiet as a mouse, in future, quiet as a 

mouse. You won't even know I'm here. Mike, how you doing? Yeah, yeah, 
I got your e-mail ... yeah, I'm working on the report right now ... 

CO2 TRACK 13 (I = INTERVIEWER, RG = ROB GIARDINA) 

I 

RG 

So, Rob, why are there so many problems and misunderstandings when 
people write e-mails to each other? 
Primarily because you don't have the, the visual information and feedback 
that you have in a face-to-face conversation. You know, things like smiles 
or nods, or even being able to say 'I don't understand'. An ... and that 
also makes it easier to get nasty, to ... uh, to do what they call 'flaming' -
sending angry or insulting e-mails to people. Another factor is that your 
context when you write it is different from their context when they read 
it. So, for example, you're in a rush, you write a quick e-mail, their context 
is different, they don't see it that way, they see it as brusque and direct. 
An ... and finally, you know the truth is some people just don't express 
themselves so well in writing. 
So what can we do? 

RG Well, first, keep those things in mind when you read and write. So 
when you read an e-mail, don't always believe your first impression. If 
something doesn't seem right or appropriate to you, think about other 
possible interpretations. And when you write e-mails, think about how 
the other person could maybe misinterpret what you're writing and then 
make it clear that you don't mean that. You know, those emoticons seem 
so silly, but sometimes they help express the tone that you want. Really, as 
with any conflict, the best advice is to take into account the other person's 
perceptions and context - what they think and where they're corning 
from. And to ask questions if you don't know- open, neutral questions, 
not the type that begin 'How could you possibly ... ?' 
So, when there's obviously a problem, is it best to talk about it face to face 
or on the phone? 

RG Well, for small disputes or misunderstandings, yes. But if you know how 
to use it, e-mail can be an effective tool to avoid and even resolve conflicts. 
And how 's that? 

RG Well, again, it takes out the visual information; that can be particularly 

AUDIO SCRIPTS 

useful for multicultural teams because you can avoid the misunderstandings 
that can be caused by ... by different communication styles and differences 
in things like body space or eye contact. Also, if a conflict already exists, 
well, they can't see if you're angry or frustrated, so you have more control 
over what you actually communicate. Secondly, you ha ... have the time 
to make your e-mails more rational and less emotional if you choose. 
You know, they say that you should count to 10 when you're angry, and 
e-mail forces you to do that. Uh ... finally, um, you know, it's a basic but 
important factor, you can't interrupt and you can't be interrupted. 

CO2 TRACK 14 

1 There are strict performance targets, and we lose the bonus if we don't· 
meet them every month, plus we get a rude e-mail from the team leader 
about our work. They don't take anything into consideration. 

CD2TRACK 15 

2 It's sometimes impossible to meet the targets. We only have five minutes 
to deal with each caller, and if there's a tricky booking or the customer 
can't decide what he wants, then you're stuck. The team leader just 
doesn't appreciate this. 

CO2 TRACK 16 

3 It makes me feel bad that I'm being unhelpful to callers, rushing them 
through the bookings, and I think they get angry and resentful sometimes 
for that reason. 

CO2 TRACK 17 

4 If a caller's rude or aggressive, which sometimes happens, I don't feel 
supported by management. I'm desperate for a break sometimes after 
dealing with a difficult customer, but there's nowhere to go and chill out, 
and you'd be in trouble anyway for leaving your workstation. 

CD2TRACK 18 

5 As a team leader, I'm under constant pressure from my manager to make 
sure my staff are meeting the targets. There's absolutely no flexibility, no 
room for manoeuvre or individual decision-making. 

CO2 TRACK 19 

6 Call-monitoring is a major source of stress. I feel like I'm being spied on 
and that the team leader doesn't trust me to do my job. I have to watch 
every word I say. 

UNIT 6 ETHICS 

CO2 TRACK 20 (I= INTERVIEWER; PFB = PHILIPPA FOSTER BACK) 

I How have attitudes to corporate responsibility changed in recent years' 
PFB I think there's been a sea change in attitudes because of the level of 

awareness that there is throughout the world now in how companies 
do their business. It started, I would say, 15, 20 years ago when there 
was a first level of interest in how the oil and gas industries were actually 
extracting oil and gas, and the effect that they were having on the local 
communities and this raised the level of awareness. 
From that time, it has developed quite significantly because with the 
growing 24/7 media world, er, the growth of the Internet, er, there are 
very few places that a company can hide what it's doing. And companies 
are being brought to account for how they do their business. Not only 
in environmental issues, but also it's moved on into how companies, 
um, deal with companies in their supply chain. Um, an example would 
be a company that perhaps has, um, a long supply chain. It might 
be manufacturing clothes, it might be manufacturing shoes, and it's 
outsourced that work so others, people are doing the work for them. Um, 
and unless they control how that work is done, er, sadly, in some cases, it's 
done by child labour. Nowadays, this is being exposed. 

CO2 TRACK 21 (I = INTERVIEWER; PFB = PHILIPPA FOSTER BACK) 

I How have companies' attitudes to accountability changed? 
PFB I think they've changed in the sense that in the old days when they 

were family-run companies - and I 'm going back now a hundred years 
- um, there was a great deal of trust around the way that the companies
were being run. Companies were quite paternalistic, so there was an
attitude of 'Don't worry, we'll look after you', er, both of the customers,
obviously, but also of employees. And, that model, that business
model, I would call a trust model.
And that carried on for many, many years, and it's really only until the 
1980s, 1990s when there were some quite significant corporate scandals 
that caused people to doubt this. And, married with what, er, the growing 
media attention on how companies were behaving, the growing attention 
around environmental issues - back in the oil and gas industry - led again 
to this, er, raising of awareness, to the extent that companies thought, 
'Mm, maybe this isn't the model any more.' And certainly from their 
customers and people interested in business they said, 'No, we don't trust 
you. Er, please involve us.' So we moved to more of a model of, 'Involve us 
in how you do your business. We would like to help you to do it better.' 
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DC Hi, all. This is Dong Chen in Hong Kong speaking. 
EH Esther Holmes from Marketing in Singapore here. 
RS And Daniel Matthews from R&D has just joined us. I don't think you 

know him. Daniel? 
OM Hi, guys. Sorry I'm a bit late. My last meeting overran. 
EH Daniel, is that a British accent I hear? 
OM Yes, that's right. 
EH It must be very late, or is it early, over there. Is it raining in England? 
OM Um, I'm in Melbourne, Esther. 
EH Oh, sorry, I see. 
RS Rachel here. Let's look at the items for discussion today. First is Esther's 

report. 
OM Actually, I only got the report this morning, and I haven't really had time 

to look at it. 
RS Don't worry, Daniel. Esther will go over the main points now, and you 

can read it in detail later. Next on the agenda, Dong Chen will talk about 
production capacity. To finish, I 'll say something about consumer testing. 
We only have 45 minutes, so let's make a start. Esther? 

EH Well, we've already done the first round of trials and ironed out a few 
issues. And, um, I think we've come up with a much better biscuit. 

DC Sorry, Esther, I didn't quite catch all that. Did you say that there were 
problems with the trials? 

EH Well, no. In fact, we solved some of the earlier problems. 
OM Daniel again. I have a question. W hat were the issues initially, Esther? 
EH Seems our biscuit was too sweet. The Chinese aren't used to the amount 

of sugar we use in our processed foods. 
OM Do you know when ... ? 
DC Dong Chen here ... Sorry, Daniel, go ahead. 
OM No, please, after you. 
RS OK, Dong Chen, what were you going to say? 
DC When is the next round of trials due, Esther? 
EH Next week, but I think Rachel will be saying more about that later. 
RS Yes, that's right, we'll be talking about that at the end of our call. So, can 

we concentrate for now ... 

CD3TRACK43 

Well, we wanted everyone to use our Internet-based application so that all 
the team members could collaborate and manage their part of the project 
more efficiently. It was a good idea, in theory, but frankly, some people 
aren't as familiar with this software as others, and it's causing problems 
with communication. Some people in India and Denmark prefer to 

use e-mail, telephone and their own IT solutions and even paper-based 
systems. It makes it difficult to keep track of who's doing what. And it's 
frustrating, because work gets duplicated or missed, and that's causing 
more delays. But, but I'd say that our biggest obstacle isn't the technology 
- it's the way we work together. I think the team should be more task
driven and deadline-oriented. We should, well, we should, we should 
go for effective time-management over other aspects such as quality. It's 
what I call a 'good enough' approach so that we can get the work done on 
time. But the engineers seem to be focused on maintaining an excessively 
high quality, which is causing more delays. 

CD3TRACK44 

Teleconferences aren't easy. You see, first there are the time differences. 
The people in Sydney are four-and-a-half hours ahead of us, so we 
can only communicate for half a day. It seems that the time for a 
teleconference is always set at the Australian team's convenience. And 
another thing, I personally don't like speaking in teleconferences. I don't 
like confrontation and I feel like I'm confronting the client by discussing 
schedule slippage or other potential risks and problems. I can see it's 
creating misunderstandings and friction. 
And the feedback we get from the client is always so negative. I know that 
we're running behind schedule and that the costs have run over, especially 
with steel supply, but let's not forget we've achieved a lot, too, in these 12 
months. It's not a total disaster. 

CD3TRACK45 

Designing the civil infrastructure for a new port would have been enough 
of a challenge, without the client revising the scope of the project. The 
whole layout had to change to accommodate the increased traffic that was 
expected. And the client wants the construction to be completed within 
the original timeframe. There really hasn't been enough time allocated for 
quality design and revisions to the plans. My staff are up in arms about the 
schedule changes. W hy should they be asked to give up their holidays? 
Postponing vacations was not an option, and I told the client that. Now 
they're blaming us, saying the redesigns were late. Um, and working 
with a 'virtual team' means there's no real sense of working towards a 
common goal. This team really suffers from poor communication. More 
teleconferences would help, so we can have regular progress reports. 
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WORKING ACROSS CULTURES 4: 

MANAGING AN INTERNATIONAL TEAM 

CD3TRACK46 

Within a few days of their arrival, the Japanese engineers were in a state of 
shock. They found their German collaborators to be rude, inconsiderate 
and lazy. The Germans interrupted during meetings and presentations, 
and showed no interest in reaching consensus through the numerous 
'pre-meeting' meetings, or very small group meetings, that are an 
integral part of Japanese business culture. The Japanese were intensely 
uncomfortable with the German way of arguing everything out in front of 
everybody: for the Japanese, the potential for loss of face was just too big. 
They also disliked what they saw as the Germans' willingness to go home 
even when tasks were unfinished. 
As for the Germans, they were equally unhappy with the Japanese, 
who seemed very uncommunicative. They complained that even those 
who did speak didn't state their opinions clearly and frankly. By the 
time I was called in, the two sides were hardly speaking to each other. 
Communication had completely broken down. I did what I could, but it 
was too late. And sadly, the team was disbanded a few months later. 

CD3TRACK47 

The two organisations should from the outset have been alive to the dangers 
that can arise when teams - or individuals - from different cultures are 
suddenly brought together in the workplace. There's plenty of evidence 
that cross-cultural differences are a major reason why so many of these 
cross-border joint ventures or 0ther types of business agreements fail. 
Unfortunately, it's extremely rare for organisations to bother with the 
nitty-gritty details of how the people lower down the hierarchy, or in the 
new project team, will run meetings, make decisions, solve problems, 
manage staff and communicate. Yet all these 'standard operating 
procedures; what's known as SOPs, are carried out in lots of different 
ways by people from different cultures. 
The trouble is, each culture assumes their way is the 'normal' one. 
Unexplained deviations from these norms are perceived as - well, deviant 
or even devious. People start to think: can we trust people from other 
countries who do things in this strange way? 
In the case of the German and Japanese companies, neither organisation 
bothered to give their people any understanding of the cultural attitudes 
and behaviour of the other side. No attempt was made to get the new 
team to discuss their differences and similarities - for instance, both the 
Japanese and Germans generally expect punctuality and clear, detailed 
agendas. The team should have had a chance to explore their similarities 
and differences and establish the best way to work together through a 
code of practice or SO Ps. 

CD3TRACK48 

Different types of international teams will require a variety of solutions. 
Sometimes, for example, the answer can lie in providing a, a combination 
of intensive language training and cross-cultural training for key 
personnel. Or a kick-off meeting for a new multinational team that helps 
team members learn about the cross-cultural differences and similarities 
of their new colleagues, so all team members get useful insights into how 
they can best work together. 
Renault, for example, decided very early on in its alliance with Nissan to 
invest massively in cross-cultural training, team building and consultancy 
for managers at all levels of the company. They wanted to be sure that 
both the French and Japanese staff had a good understanding of the 
cultural norms and expectations of their partners. Respect for cultural 
identity was critical in order to huild trust and create a harmonious 
partnership. As a result, the Renault-Nissan alliance has been hugely 
successful. English is now the official language of the alliance and is used 
in meetings and communication. There is also a systematic exchange 
of people between companies and a strict culture of equality between 
partners. The alliance is also sensitive to cultural practices, for instance 
vacations such as the Fourteenth of July in France and Golden Week in 

Japan. After over a decade of partnership, the companies are still learning 
about each other. 
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1 to make 

te-tle· 

3 a responsive 
---------

a hostile 

5 to invite 

-------
to fire 

UNIT 1 ►► FIRST IMPRESSIONS 

D Cross out the word which does not normally go with the keyword in the bubble.

to deliver 2 a visiting a publicity 
---- ---------

a speech speaker 

----- -------
to rehearse a keynote a guest 

an enthusiastic 4 a session 
--------

a pep 
------ ---------

audience talk 

----- ------- -----
an accurate a team a sales 

-------
to arise 6 to go to ----

- -------
to hold 

questions a conference 
----- ------- -----

to deal with to delegate to attend 

D Complete the sentences with the correct form of a collocation from Exercise B.

1 .. R..�.J:i.e.� !'Ji .0-9 ......... his .. S:p.e.e.�h ......... for three days before the conference had 
greatly boosted his self-confidence. 

2 The task of ..................... ..................... is often to introduce the theme of a 
conference and give the main talk. 

3 Just because people did not clap frantically does not mean that you had 

4 The aim of. .................... ..................... is to encourage and energise the audience. 

5 The audience had been rather quiet so I did not expect them .................... . 
.. .. .. .. .. .. .. .. . . .. . at me at the end of my talk. 

6 We are pleased to announce that our next .. .................. will be .............. .. 
in May. 

liJ Complete each sentence with the best word.

1 It is a good idea to make eye contact with your audience but you should 
avoid ......... � ......... . 

a) watching b) staring c) peeping

2 In some cultures, when people seem to ..................... their heads in agreement, 
it does not necessarily mean that they agree with you. 

a) nod b) lean c) fold 

3 I felt rather tired during the talk and my mind soon began to ..................... . 

a) slouch b) wander c) distract

4 I ..................... into an old friend at the conference. I hadn't seen him for ages. 

a) crashed b) flowed c) bumped

5 The manager had allegedly been involved in ..................... dealings with cash 
payments in brown envelopes. 

a) sleazy b) referral c) selfless

6 A presenter needs to think about ........... ......... : for example, the way they stand, the 
way in which they can be upright but not rigid, the way they take charge of the space. 

a) gesture b) posture c) figure
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UNIT 1 ►► FIRST IMPRESSIONS 

El Complete the article below with some of the sentences a-h. You will only
need six of the eight sentences. 

a) 

b) 

c) 

d) 

e) 

f) 

g) 

h) 

A presentation cannot be successful unless it takes the needs and interests of the 

audience into account. 

Having a clear objective in view enables you to map out the most convenient route 

to get to your destination. 

Once you have established that, you can prioritise your material. 

In addition, make sure you plan carefully how you are going to introduce yourself. 

It will also affect the manner in which we choose to deliver our talk. 

Most presenters feel more relaxed if they have had the opportunity to go to the 

conference venue beforehand. 

Of course, it is better to plan in advance when you want to deal with questions. 

With such information, you can tailor both the style and the content of your talk to 

your audience's expectations. 

PREPARING FORYOUR PRESENTATION 

What you really need to think about before you face 
your audience 

Before you actually get down to the 
nitty-gritty of planning the presentation 
itself, you need to reflect on a number 
of crucial questions. First of all, ask 
yourself what exactly your aim is. 
...... � ...... ' You can then decide how 
many stages are necessary to get there, 
what the aim of each individual stage is 
and how each one contributes to your 
overall aim . .............. .2 In other words, 
you can sift the essential data from 
the rest and get rid of any irrelevant or 
unnecessary detail. 

However, content and structure are 
not everything. The talks we give are 
not just about a certain topic, they also 
have a specific purpose. Talks may be 
delivered in order to convey information, 
to persuade, to spur people into action or 
for countless other reasons. Obviously, 
the purpose of our talk will have a 
significant effect on the language we 
use ................ 3 Although the 
importance of clear aims cannot be 
overstated, most experienced presenters 

seem to agree that it is only secondary to 
the human factor. 

Which brings us to the second question 
we should all be asking ourselves at the 
planning stage: Who are the audience? 

............... 
4 What you say has to be 

appropriate not only to your aim but also 
to your audience. 

Therefore, it is always a good idea to 
find out as much as you can about the 
audience well before you face them. 
••••..••••••••• 

5 You can also anticipate how 
much they already know about your topic 
and so pitch your talk at the right level. 

Finally, never underestimate the 
importance of the physical environment 
in which you will deliver your talk. 

............... 
6 Walking around the room 

where your talk is going to be will help 
you focus on your audience rather than 
on your surroundings. This also gives 
you the chance to check that all the 
equipment you need is there and is in 
working order. 



UNIT 1 ►► FIRST IMPRESSIONS

IJ Insert {J\) each of the adverbs 1-8 in the corresponding underlined text in
the article below. 

1 absolutely 

2 actively 

3 actually 

4 afterwards 

5 badly 

6 barely 

7 forever 

8 physically 

The careerist: First impressions 
Why are first impressions so 
important? 

Corinne Mills, Managing Director 
of Personal Career Management, 
explains that people do not just 
hold on to first impressions, they 
also seek to reinforce them1 • 'If

you make a good first impression, 
people will look for the best in you. 
If you make a bad or indifferent 
first impression, you have to work 
so much harder2 .' 

How should I prepare? 

'It's all visual to start off with,' says 
Ms Mills. 'You need a look that is 
contemporary and appropriate - if 
you're starting a new job, then this 
is the time to get a new suit and a 
new haircut. If you look up-to-date, 
others will believe that your ideas 
and thinking are up-to-date; people 
do make these assumptions.' 

Louise Mowbray, a personal 
branding consultant, says you need 
to ensure you are relaxed3 • 'Body 
language doesn't lie: ensure you're 
relaxed when you meet someone -
and make sure you don't have to 
run to meetings.' 

How should I behave? 

'Treat people as though they are 
your peers,' advises Ms Mills. 
'Don't be too deferential or cocky. 
Have a sense of self.' 

What are the main pitfalls? 

You need to be authentic. 
Unrealistic embellishments will 
not help your confidence and can 
create future problems. 'Don't put 
yourself in a position where you're 
having to cover up4 ,' says Ms 
Mowbray. 

Finally. remember that good 
manners go a long way - so do not 
take mobile phone calls unless you 
have to5 • 

What if things are going6? 

'It's worth asking the other person,' 
says Ms Mills. 'Say something 
like, "Am I missing something?"' 
This, she explains, shows both 
confidence and sensitivity. 'I had 
a client who had a job interview 
with a chief executive who looked 
at him 7. After a while, he asked, "Is 
something wrong?" and the guy 
said, "Didn't anyone tell you before 
you came in? My father just died." 
After that, the interview went okay 
and he got the job8 .' 

7 
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El Match the informal phrases 1-6 with the formal phrases a-f.

m 

1 Because of ... --- a) Please find enclosed ...

2 Can you tell us more b) Please let us know your exact

about ... ? requirements.

3 Here are ... c) We regret to inform you that ...

4 I've got some bad news. d) Owing to ...

5 What exactly do you need? e) We are pleased to inform you that ...

6 I've got some good news. f) We would be grateful if you could send

us further information about ...

The e-mail below is inappropriate because it uses an informal writing style. 
Rewrite it completely using the formal phrases in the box to replace the 
underlined items. 

attend the event 

if you could confirm your talk at your earliest convenience 

We are writing to inform you 

With best wishes 

We would be honoured 

Please do not hesitate to contact me 

We realise this is a topic close to your own heart 

should you require further details 

We would be extremely grateful 

From: 

To: 

Date: 

Subject: 

Dear Mr Fuchs, 

Frances Reynolds 
Dieter Fuchs 
18th September 
Conference: Beyond Culture Shock 

This is just to let you know' that the Chamber of Commerce in Birmingham is 

hosting a one-day event early next month on the subject of 'Beyond Culture 

Shock'. 

We know this is the kind of stuff you are interested in2 following the recent 

merger of the Savings Bank of Salzburg with the Midlands Savings Bank and 

the intercultural issues that subsequently arose. It would be great3 if you could 

come• and give a plenary talk to the business community at large. 

Thanks in advance5 for letting us know as soon as possible if you can make 

j!6. Please find attached a speaker's proposal form. Just get in touch with me7 

if you need more information8 • 

All the best9
, 

Frances Reynolds 

Events Manager 

Birmingham Chamber of Commerce 

franreynolds@msb.co. uk 



UNIT 1 ►► FIRST IMPRESSIONS

II Work out the difference between the sentences in each pair.

1 We need a radical management shake-up. 

What we need is a radical management shake-up. 

2 I really liked the way she kept in touch with her audience. 

It was the way she kept in touch with her audience that I really liked. 

Ill Rewrite the sentences in the same way as in Exercise C. 

1 I'm looking forward to a good networking function. 

2 They don't like slang or colloquialisms. 

3 Your rapport with the audience matters most. 

4 I didn't like the sort of questions they asked me. 

5 They expect a high-tech presentation. 

II ◄>)) 1 Listen to the different presenters and decide what each one is doing.

• Write one letter (a-f) next to the number of the speaker.

• You will have to use some letters twice.

Speaker 1 .................... . 

Speaker 2 .................... . 

Speaker 3 .................... . 

Speaker 4 .................... . 

Speaker 5 .................... . 

Speaker 6 .................... . 

Speaker 7 ······-·············· 

Speaker 8 .................... . 

a) introducing the main topic

b) turning to a new topic

c) going back to a previous point

d) referring to visuals

e) dealing with questions

f) concluding the presentation

D ◄>)) 2 Listen to the examples. Notice where/ t /and/ d / tend to disappear.

1 Pleased to meet you. 

2 Our website's just been updated. 

3 Sorry, I didn't quite catch your last point. 

In rapid speech, / t / and / d / often disappear when they are between two other 

consonants. This is called elision. An awareness of elision can help you understand 

rapid speech better. 

II Cross out the letters in these sentences that may disappear during rapid
speech. 

1 It's hard to say which aspects are the most positive. 

2 The second talk focused particularly on deregulation. 

3 Last summer we worked together on a research project. 

4 The first presentation wasn't very difficult to understand. 

5 I wouldn't say it was the greatest networking event I've ever attended. 

◄>» 3 Listen and check your answers. Then listen again and practise
the sentences.
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1 to study for 
--------

to instruct

3 to educate one's
--------

to choose a

5 on Ii n e 
-------------

assertiveness

10 

Training 

El Match the nouns 1-6 with the nouns a-f to make common compounds.

13 

1 

2

3 

4

5 

6 

professional
� 

a) 

work b)

vocational c)

team d) 

performance e) 

human f)

building

development

training

placement

resources

appraisal

Complete the clues with a compound from Exercise A. 

1 It is about your growth as an employee. =. p_ro.fe.u_i_o.ri�.1. _d_eye:!O.P.!'Y.J.e_ri_t_ ....... .

2 It teaches you the skills you need to do a particular job. = .................... .

3 It is an opportunity to evaluate your work and to get feedback. = .................... .

4 It is similar to an internship.= .................... .

5 It means the same as 'personnel'.= ............... .

6 It helps people work more efficiently together. = .......... .

II Cross out the word which does not normally go with the keyword in the

bubble. 

to confer 2 online 
--------------- ------

tuition

a degree learning
------ -------

to obtain life-long distance

to pursue a 4 to do 
--------------- ----

-
to enter

career a course

------- -------
to embark on a to run to go on

qualification 6 to resign from to create
--------

training a post

---------- -------
vocational to take up to fulfil

liJ Complete the sentences with the correct form of a collocation from Exercise C. 

1 An honorary . .d.e:�v-�_e_ . .. w.�_u:,p_i:i.f�r.r.e_d_. on her by Harvard in 2003.

2 ..................... ..................... is the activity of seeking out new knowledge or 
developing a skill and participating in educational activities until retirement and beyond. 

3 What advice would you give to a person ..................... ..................... in your field
of work or study? 

4 The Business Institute ..................... a part-time MBA ..................... since 1999.

5 ..................... ..................... helps you behave and express your opinions more
confidently. 

6 Owing to an unexpected surge in demand, we have had to ................... . ten new
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II Complete this crossword puzzle.

J 
4 

J X 
6 

8 

R K s 

T 
9 

V R 

10 

V 

Across 

0 

2 If you ..................... things, you arrange them in a different way. (5) 

3 It is a good idea to re-read your message before you ..................... it. (4) 

6 If you ..................... your skills, you improve or refine them. (4) 

7 If you ..................... someone or something, you notice them. (4) 

8 If you ..................... someone's progress, you record their development over 

a period of time. (5) 

9 Some people use 'academic' in the sense of' ..................... from practice'. (8) 

10 If someone is ..................... , they have many different skills. (9) 

Down 

1 The ..................... sense of a word is its negative meaning. (10) 

4 If you get ..................... to new ideas, you have the chance to experience them. (7) 

5 If you connect the ..................... , you realise that something is related to 

something else. (4) 

D Complete the webpage with the words from the box.

choice employers feedback graduates role skilled W6ffl 

� [ www.placementinfo.com 

RateMyPlacement.co.uk 

By creating a website that allows students to review work placements, Oliver Sidwell is leading 

an intern revolution and giving power to sometimes voiceless student employees. 

Along with three friends from university, Oliver Sidwell set up RateMyPlacement.co.uk to help students 

find the right ...... ��!:!< ...... ' placements and internships. Placements are assessed through unique,

detailed peer-to-peer .................... .2. allowing previous interns to review the ..................... 3 so their 

successors can make better-informed choices. As well as guiding students and ..................... 4 to the 

best placements, the website encourages businesses to make their internships more rewarding and 

worthwhile (rather than leaving their new staff permanently stationed at the photocopier). The website 

is now a valuable resource for ..................... 5 and future employees alike, giving greater power and 

freedom of ..................... 6 to interns and providing a pool of ..................... 7 and motivated potential

employees to recruiters. 

11 
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El Complete the text with the correct form of the verbs in brackets.

'In-see-Ad?' 

'No, I 'v.e .. .o.e.v.e.r..hea.r.d ... (never/ hear) of it.' 
Soon after .................... . 
(begin) the process of telling 
my family, friends, employer 
and even dentist that I 
..................... 3 (leave) the US to 
move to Insead 's Singapore campus 
and study on its MBA programme, 
I ..................... 4 (discover) that 
my acquaintances in the US 
..................... 5 (tend) to be more

provincial in their understanding 
of business schools. 

In a few weeks from now, I 
..................... 6 (leave) my home
in small-town New Jersey, US, to 
join the Singapore cohort. How 
did I, a young professional born, 
raised and educated in the US, 

make the decision to study for an 
international MBA?

I studied in North Carolina where 
I ..................... 7 (develop) a
keen interest in international 
affairs. During my undergraduate 
years, I ..................... 8 (study)
overseas in London. And later 
I ..................... 9 (accept) the
opportunity to work in Waterloo, 
Belgium, the European head
quarters for Johnson & Johnson, 
where I managed technology 
solutions for J&J's medical 
devices sector. I .................... _10 

(return) to the North American 
headquarters where I created a 
similar platform. 

While I ..................... '' (be) 
still in Belgium a senior manager 
had urged me to apply to Insead 
and I rapidly .................... .'2 
(realise) that the school was the 
place where I could continue 
my development towards an 
international career. 

The existence of Insead's 
Singapore campus ................... 13 

(make) the school that much more 
compelling because of my desire 
to have a global understanding 
of business which up until then 
..................... 14 (only / include)
North America and Europe. 

l!I Complete the sentences with suitable prepositions.

1 After I left school with four 'A' levels, I went to do a degree .. ..... !'1 ........ French with 

Business Studies ..................... York University. 

2 You need to have passion ..................... what you do, as well as having a good 

understanding ..................... what's going on in the marketplace. This applies 

..................... anything you want to do. 

3 I've just finished studying ........ ............ a linguistics degree .................... . 

Madrid University. 

4 Interns back home get paid ... ................. average about 500 euros ................... .. 

month. 

5 As a result. ............. ...... a downturn ..................... the economy, people are 

starting to spend less money ..................... branded consumer goods. 

6 The company relies ..................... its sales force ..................... timely market 

information ..................... product sales, customer buying habits and competitor 

activity. 

7 The Chinese appliance maker Haier has risen ..................... a nearly bankrupt 

collective enterprise 25 years ago ..................... one of the most successful 

companies in China . 

8 Their approach enables managers to understand interactions ................ .... various 

parts of the organisation and to spot opportunities .. ........... ...... productive 

collaboration. 

9 Most staff members expressed interest.. .................. participating ................... .. 

various training programmes. 

10 Very often, it is not just the sales staff that benefit .................. .. customer 

awareness training. 



Appendix 

Shadowing is a very effective way to make the most of the recorded material. 
1 Play a short section, i.e., a few words or one line of a dialogue, then pause. 
2 Without speaking, repeat internally what you heard. 
3 Play the same section again. Pause and speak the words in exactly the same way and 

at the same speed. Repeat this step until you are satisfied with your performance. 
4 Play the same section again and speak along with the voice on the recording. This is 

shadowing. 
5 Move on to the next short section of the recording and repeat the above procedure. 

◄>l) 37 Look, listen and repeat.

Vowel sounds 
hi quick fix 

/i:I clean sheet 

/e/ sell well 

/re/ bad bank 

/a:/ smart card 

/o/ top job 

h:/ short course 

/u/ good books 

/u:/ school rules 

/tJ much luck 

13:/ first term 

!:JI a'bout 'Canada 

Consonants 

Diphthongs 

/e,/ play safe 

/a1/ my price 

i':J1/ choice oil 

/au/ downtown 

!:Jul go slow 

h:JI near here 

le:JI fair share 

1 Contrasting voiceless and voiced consonants 
Voiceless Voiced 
/pl pay /bl buy 
/fl file /v/ value 
It/ tax Id/ deal 
/8/ think lo! this 
!tSf cheap /d3/ job 
Isl sell lz! zero 
/k/ card lg/ gain 

/J/ option /3/ decision 

2 Other consonants 

Im/ mine In/ net /rj/ branding 
Ill loss Ir/ rise /w/ win 

Tips 

/hi high 

/j/ year 

• Identify the sounds that you have difficulty recognising or producing and focus

mainly on these.

• Add your own key words in the tables above for the sounds you wish to focus on.

• Using the pause button on your CD player will give you time to speak or write when

you do the exercises.
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