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Anglais SHUG1 Semestre 8

BUSINESS ENGLISH and TOEIC

Responsable ; Isabelle BEN CHAABANE ECTS: 4

Compétences

A l'issue de cette unité d’enseignement les éléves ingénieurs seront capables :
e D'utiliser I'anglais dans le monde de 'entreprise
e  D’'atteindre le niveau B2+ au TOEIC

Processus pédagogique (programme)

1. ANGLAIS DE L’ENTREPRISE : 35h

¢ Activités diverses mettant en jeu ‘utilisation du vocabulaire et les savoir-faire nécessaires 2 la vie de Ventreprise
{accent mis sur la compréhension orale, la lecture et I'acquisition du vocabulaire car TOEIC en ligne de mire).

» Recherche d'emploi {rédaction de C.V., d'une letire de candidature et simulation d’entretien d’embauche.
Lettres et e-mails professionnels).

+ Le monde de I'entreprise. Organigrammes, description de postes. Portraits de chefs d’entreprise (styles de
management, cultures d’entreprise).

e  Réunions, telephoning

»  "Projet": lecture d'un livre en anglais sur le monde économique (création ¢'un glossaire)

2. TOEIC : 10h
*  Révision des bases grammaticales, du vocabulaire de I'entreprise, entrainement aux exercices type TOEIC.
{Conseils et ressources sur Céléne « Page Info TOEIC » et LCD/S8/autour du TOEIC)

Modalités d’évaluation

Contrble continu: Travaux écrits {C.V., lettres, résumés et scripting de vidéos, résumés d’articles et de vidéos,
guestionnaire de compréhension sur le livre, etc..). Oral (entretien d’embauche, présentation d’'une entreprise,
mémorisation/récitation d’extraits de vidéos, etc...)

Horaires
™ CM/TD D TP PEA Projet
45 h
Total heures / éldve : | 45h

Part de PYUE réalisable en anglais : ‘ 100%
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JOB HUNTING AND PROFESSIONAL WRITING

Objectives: to know how to write a CV, an application letter and to prepare
for a job interview

- Tips and models to help you :

http://Englishonline.free.fr (CV + letter)

http://www.emse.fr/~bsimon/CV/nouvel%20atelier%20CV.htm

http://www.extension.harvard.edu/hub/blog/extension-blog/how-write-great-
resume-cover-letter

http://www.extension.harvard.edu/sites/default/files/ext carc res.pdf

http://ocw.mit.eduw/high-school/humanities-and-social-sciences/leadershi
institute/lecture-notes/MITHFH resume tips.pdf

www.career.vt.edu (Virginia Tech's web site : check out
the sections devoted to CVs, letters, e-mails and job interviews.
\l) (( Watch all the "career spots” mini videos on home page, choose one, learn by
heart and perform})

PLUS as warm-up exercises: google "Get that job - bbc” for on-line vocabulary
exercises on job hunting






WARM-UP EXERCISE

Lexical reservoir :

Human resources manager/placement/trainee/to recruit/company/to carry
out/an interview/to apply for/to apply with/staff/job/a resume/a letter of
application/

1. Fill the gaps:

The students have to... .three... RN | (

the course of their studles bu’r it is thelr' r'e.sponSIblll’ry 'ro

placements................c....... the companies of their choice. In order- to do so, ’rhey

first have to write  TRUORUNON (1« I 311 T<] o g8

Then, they might be asked to come over to an ..o though it is

rarely the case with future........ococncane.

Usually, the person who is in charge of ... e NEW e

18 T e mssne s s s d€p@NAing on the size of the ...
.0 The importance of the.............comonncnenn.....0Ffered.

2. Find synonyms for the following words:

- Ad .
- oV "
- Cover letter

- Candidate

- To carry out (a placement)

- Placement

- staff

- Jjob

- to be in charge of

- Q company

- a production site

- to produce






. Give as many words as possible that belong to the same family:

To train:

An intern:
An interview:
To apply:



Letter writing

-Take a look at models and pay attention to the lay-out/format of
the letters (discuss details, differences between the format of
letters in French and in English)

- the body of the letter: use models as well and in particular in
www.career.vi.edu /job search/cover and other letters/cover
letter: types and samples (see "sample cover letter format
guidelines” to help you structure your letter) !

Some exercises:

Using polite expressions for correspondance

- We would appreciate...

- We hope this will not happen again...

- Encl.

- Please accept our apologies.

- Thank you for...

- We are enclosing...

- We look forward to..

- We regret to inform you that...

- Should you wish further information...

- We were sorry to...

- We have pleasure in letting you know that...
- Yours sincerely,

- We would also like to have your comments...
- We will be glad to...

- Would you be so kind as to acknowledge receipt...



Complete the following letter with the polite expressions listed
above

IPP Europe Inc.

ADF Chemicals
PO Box 465

34 ZD 67
Sheffield January 6™, 2012

Dear Mr Matthews,

...your letter dated
15T DECEMBEr. oo ereres e s sen e e N@QP That the

goods you received were damaged. ... s e

: ..in the
FUTUPE. oottt st e o et e s s s s e ThaT ‘rhese articles
are no longer ava:lable. Thank you however for your paymenf against invoice n°
386.

...we are sending similar models

INPEPlACEMENT.  ...ooovroe e et s snnsene oG pROTOCOPY OF The
WAYDIIL s s e e seennns 10 S€NA YOU The

instruction manuals |f you need fhem
.we are ready to

provide a Techmcmn to explam the first operations and routine maintenance.
et e ....of this new
shipment as S00N AS YOU GeT it. .c.ocoemcmurenmmssisssrmssssressons s s ressseens e ADOUT
the reasons why the first lot of goods was damaged.



e @ prompt reply.

e @0AING YOU.

YOUPS ..o cereeseessen s

John Steward

Sales Manager

: photocopy of the waybill



Format & most recurrent uses -Qf letters

Enquiry or request

Dear Sir,

a i iterature regarding the different softsare packages designed for stock
go:ggég b% Eiﬁigegeto §§§§é§e1§0;§uléouig sand_gg this inforaation in English and in French by return of mail,
Would véu please su gﬁy fell details/full particulars of the new high density disqueties your firm has just

t? . . .
%ggggh;guogetgg ;E;deas to send us a demo disquette on receipt of this letter.

Yours truly,

Reply & provide what was expected (enclose)

-

Dear Hadam,
urther to your letter dated 25th April, I aa sending you a sazple of our new ﬁioduct. o
g?ih ?Zfere;ce to your enquiry concgrniﬁg our new 3.D. disquettes, please find enclosed a deso disquette that

ou can try out an your P.C. . .
%hank you %or your %ax of 6th March. As requested, I am enclosing a booklet containing all the necessary

inforsation. I an sending our latest price list under separate cover.

Yours truly,

Inform
Dear Sir or Madam,

We are pleased/glad to inform you that we have in stock all the itess you require. _

4e have pleasure in letting you know that the replacement goﬁgonents have just been G;sgatc@ed by express
registered #ail. As you knou, lou should receive them within the mext two days. This létter is to confira that
our nev prices coae into effect as of st Hay. Ke would like to draw your attention on the fact that we shall
Tequire a wesk to cgmglete this order. '

We acknowledge receipt of your order and of your paynent. e

Yours truly, .

Complain -
Dear Mr Turner,

1 reqret to infora gou that the electrenic components you supplied were dazaged. I an afraid I will have to
refuse thea and send them back. ,

I was rether disaEpalnted to realise that your quality confrol is far from efficient. Had I aticipated that
problea, T would have contacted another supplier. Sholld the next batch be damaged as weil, we wo d bave to

take leqal action,

J

Yours sincarely,

H -




Apclogise
Dear Mrs Whits,

We were very sorry indesd to hear from your letter of 2nd May that you received the merchandise so late. We
sincersly apologise for the delay in delivering the goods and the lnconvenience caused. .

I reqret to sa that this was caused by a disruption in our work procedure, due to a series of strikes In the
dispatch departaent. | , . . i

Please accept our apologies. T can assure you that this is not likely to happen agaln.

Yours sincerely,

Thank

Dear Hs Black, - .

I thank you for your telex informing us about the shipment of chemicals that we have just received. We greatly
agpreciale your rongtnegs in dealing with this erder.

Thank you again for dealing with this satter so promptly. -

{We) tzank you in anticipation for organising our visit to your plant next July.

Yours sincerely,

End
Dear Sir or Hadas,

He would appreciate a prompt reply. . ) .
Should you wish further information, please do not hesitats io get in touch with us.
If you require furiber assistance, please contact the offlce.

| ¥e will keep you informed. . )

e look forward to doing further business w1th'¥ou.
We are looking forward to hearing from you sbortly.
We are looking forward-te reading you soon.

Yours faithfully

Enclosures : *

4

i ;




— Translation of '
Model Sentences
into English

T

i0.

1l.

'honneur de vous faire savoir gue nous avong
nde de machines-outils.

de vous informer gque nous SOommes en
gue les composants ‘demandés ne sont plug

Monsieur, jfai 1
bien regu votre comma
Nous avons le regret
rupture de stock et
fabrigués. .

Je vous serais cbligé(e) de b
du.courrier ou par télécopie
Auriez-vous l’obligeance de ne
facture 7 ) :
Veuillez trouver ci-joint la documentation présentant de
nombreux systémes de contrdéle. :

Pisces jointes : tarifs au 1.1.1992, et quelgues échantillops
Nous nous verrions dans 1l’cbligaticn de cessér tdutes transa.
tions avec vous .et d’entamer des poursuites pour obtenir upe
compensation.

Si vous souhaitiz de plus amples détalls concernant notre
procédé de recyclage de l‘aluminium, n’hésitez pas & prendre
contact avec nous. :
Si vous nous aviez informé plus tét, nous vous aurions aidé
plns efficacement.

Nous vous romercions & 1favance de bien voulnir traiter cetts
affaire dans les meilleurs délais. .

ien vouloir répondre par retour
a réception de cette lettre,

us envoyer une photdcopie de ),

¥

Veuillez agréer, Maddame, Monsieur, mes salutotions distinguéss |

Y s



E-mails

1. A video
Janette Rutterford on e-mail (p 16)

http://www.open.edu/openlearn/body-mind/ janette-rutterford-on-
email

(listen and discuss)
2. Type "How to write E-mail” into Google (do the exercises)

3. In www.businessenglishonline.net /business English skills/resources/E-
mail English worksheets : do #16 then choose a situation and write an

e-mail

“o



Boost your job hunting vocabulary
and reading skills

For classwork or self-study

- Job Advertising and Recruiting

- Applying and Interviewing

- Hiring and Training

- Salaries and Benefits

- Job Advertising

- Job Recruitment

- Selecting International Managers
- Recruiting Internationally

- Global Careers
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Lesson

11 Job Advertising and Recruiting

abundant ad]., plentiful, in large quantities; n., a large number
a. The computer analyst was glad to have chosen a field in which jobs were
abundant.
b. The recruiter was surprised at the abundancs of qualified applicants.
accomplishment n., an achievement, a success
a. The success of the company was based on its early accomplishments.
b. In honer of her accomplishments, the manager was promoted,
bring tegether v, to join, to gather
a. Every year, the firm brings together its top lawyers and iis newest recruits
for a training session.
b. Qur goal this year is to bring togsther the most creative group we can find.
candidate n., one being considered for a position, office, or award
a. The recrufter will interview all candidates for the position.
b. The president of our company is a candidate for the Outstanding Business
Award.
5. come up with v, to plan, to invent, to think of
a. In order for that small business to succeed, it needs to come up with a new
strategy.
b. How was the new empioyee able to come up with that cost-cutting idea
after only one week on the job?
6. commensurate adj., in proportion to, corresponding, equal to
a. Generally the first year's salary is commensurate with experience and
education level,
b. As mentioned in your packets, the number of new recruits wili be commen-
surate with the number of vacancies at the company.
7. match n., a fit, a similarity
a. ltis difficult to make a decision when both candidates seam to be a perfoct
match,
b. Finding a good match is naver easy.
8. profile n., a group of characteristics or traits
a. The racruiter told him that, unfortunately, he did not fit the job profile.
b. As jobs change, so does the company’s profile for the job candidate.
9. qualifications n., requirements, qualities, or abilities needed for something
a. The job seeker had done extensive volunteer work and, therefore, was able
to add this experiance to his list of qualifications.
b. The applicant had so many qualifications, the company created a new posi-
tion for her.
10. recruit v,, to atiract pecple to join an organization or a cause
a. The company's policy is to recruit new employees once a year.
b. When the consulting firm recruited her, they offered to pay her relocation
expenses.
11. submit v., fo present for consideration
a. Submit your résumé to the hurnan resources department. -
b. The applicant submitted all her paperwork In a professional and timely
manner.
12. time-consuming adj., taking up a lot of time, lengthy
a. Even though it was time-consuming, all of the participants felt that the open
house was very worthwhile.
b. Five interviews later, Ms. Lopez had the job, but it was the most time-con-
suming process she had ever gone through.

35
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36 600 ESSENTIAL WORDS FOR THE TOEIC TEST

Short Conversations
Read the following conversations and see how the new words are used,

iy
il .li

W

Have vou some up with any ideas for finishing vour job search?
it has been very time-consuming and draining, but { think it's coming to an end.

(Ml Does that mean that you've found & job that's the perfect match?

M Pve been looking at our company profile, and | don't know how we can et people interested in working here.

W] Let's bring together some people and see if they can stand us.

IM] That's one way to see If there's a good match.

W] As a candidate, maybe I'm asking for too much, but | do have a preference in job location.

[M] Tell me about your prefergnces and 'l see what | can do. Pl subrit your request to the human resources depart-
ment, but | car't guarantee anything.

W] 1would like to be on the West Coast and have a starting salary that is cormmensurate with my five years of work
axpsariencs.

[W] The job recruiter said that we shouid send in résumés highlighting our accompilishments.

[M] Then the company can see If we match with their list of gualifications.

[W] Fm confident that even if i don't match, marketing jobs are abundant and i find something soon.

Word Families

gualify

In order to qualify, you must have twa years of work experience.

qualifications

The manager made a list of qualifications for the vacant job position,

qualified

He found himself overqualified for the entry-level position.

recruit

Large accounting firms recruit on college campuses every spring.

recruitment

The company’s recruitment resulted in ten highly qualified new emplioyees.

recruitar

As 2 recruiter, he traveled around the country speaking fo recent coliege
graduates.

——

accompligh

You can accomplish-anything if you put your mind fo it.

accomplishment

The company is proud of our team's accomplishments.

accomplished

The accomplished artist had his paintings in alt the major galleries.

submit Anyone who is interested in the position should submit 2 résumé and wriling
samples.
1 submission I'm vary sotry, the submission date was last week. We car't take any more
applications.
1 submittal The submitial of his resignation prompted his colleagues to apply for his job.

13
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LESSON 11: JOB ADVERTISING AND RECHUITING &

Choose the word that best compleles the sentence.

1. Your résumé shows you have a great 3. The company hired a professionat ]
deal in your last position, fill the vacant positions.
{A} accomplish {A) recrufied
{B) accomplishmeant (B) recruiting
(C) accomplished {C) recruitment
{D) accomplishing {D) recruiter
2. After alf his materials, he had ho 4, Theapplicantswho ________ will be flown to
option but to sit back and wait for some response. the corporate office and interviewed there.
{A)} submitling {A) gualification
{B) submitted {B) quaiily
{C) submission (C} qualifying
{D) submit (D) qualifies
Short Taiks
Read the following passage and write the appropriate form of the new words in the bianks below.
abundant candidates match recruit
accomplishments coming up with protile submit
bring together commeansurate qualifications time-consuming
~ Recruiting employses is a (5.) and costly process. Thersfore, empioyers want to {6.) the
right person with the right job the first time around. There are many ways 10 {7.) good employees. adver-

fising in newspapers and professional joumnals, recruiting on college campuses or at conferences, or getting referrals
from headhuntars.
" Recruiting is a time for a company to brag about its 8.) and excile people about its future. Each com-
pany Is trying to (8.} the best and the brightest, but they are not alone. Their compstition is trying to dn the
same thing. When jobs are (10.) and there is low unemployment, employers may face higher demands
from job seekers. Conversely, when the economy is slowing down and jobs are few, employers are in a better posttion
for attracting the best (11.) .

- Empioyers look for certain characteristics and (12.) in their employees. (13} a very specific
{14.) that fits the company cuiturs and the specific job requirements is a difficult job. Ermployers want to see
a well-rounded candidate and someone who has related work experience. They are willing to offer a salary that is

(15 with that experience. Employers will make hiring and salary determinations based on the information
candidates (18.) throughout the application and interview process.

Choosa the underlined word or phrase that should be rewritten and rewrite il.
17. When Jobs are abundant, recrult are mors iflaxible and often try 10 maich job seakers with minimal
A B c

gualifications with any job.
o

18. Employers racruit candidacies whose academic accomplishments are commensurate with the naturs and
A B © D

demands of a job.

19. The human resources manager came up with such a specific profile for the entry-level job that it was
A B
impossible to find quality candidates.
c D

20. If we could bring togather the skills of thasa two candidates, we would have 3 parfect mgtféhing and this
A B

time-consuming process would come to an end.
|24

Ab



Applying and Interviewing

10.

11.

ta.

as

ability n., & skill, a competence

a. The designers ability was obvious when she showed the interviewer her
portiollo.

b. The ability fo work with others is & key requirement.

apply v., to look for; to submit an application

a. The college graduate applied for three jobs and received three offers.

b. Everyone who is interested should apply in person at any branch office.

background n., a person’s experience, education, and family history

a. Your background in the publishing industry is a definite asset for this job.

b. The employer did a compiete background check before offering him the job.

be ready for v., to be prepared .

a. The applicant had done all of her research and feli that she was ready for -
the Interview with the director of the program. :

b, The empioyer wasn’t ready for the applicant’s guestions.

cail in v., 1o request

a. The young woman was so excited when she was calted in for an interview
that she told everyone she knew.

b The human resources manager called in all the qualified applicants for a
second interview.

confidence n., a belist in one’s abilities, seli-esteem

a. Good applicants show confidence during an interview.

b. He had too much confidence and thought ihat the job was his.

constantly adj., on a continual basis, happening all tha time

a. The company is constantly looking for highly trained employess.

b. When my friend was tooking for a job, he constantly checked his messages
1o see if anyone had cailled for an interview.

expert n., a specialist _

a. The department head is an expert in financing and is known around the
world.

b. The candidate demonstrated at the interview that he was an expert in mar-
keting.

follow up v., lo take additional steps, to continue; n., the continuation of a pre-

vious action

a. Always follow up an interview with a thank-you note.

b. As afoliow up, the candidate sent the company a ist of references and pub-
lished works.

hesitate v., to pause; 1o be rsluctant

a. Dont hesitate to call if you have any questions concerning the job.

b, Wa shouidmi hesitate io offer the job to the best-gualified applicant; other-
wise she may not be available. o

present v., to introduce; to show; to offer for consideration

a.  The human resources director presents each candidate’s résumé to the
department supervisor for review.

b. The candidate presented her qualifications so well that the employer
offered her a job on the spot.

weaakness n., a fault; a guallty lacking strength

a, Interviewers often ask applicants about their strengths and weaknesses o
get a sense of thelr chatacters.

b, The candidate’s only weakness seems to be her lack of experience in fund-
raising.

A5



LESSON 12: APPLYING AND INTERVIEWING 298

Short Conversations
Read the following conversations and see how the new words are used.

M]

W
M]

M
(W

M

(M]
W]
vl

(M}
wi
M

Do you remember the first time you applied for a job?
| remember, | had absolutely no confidence In mysell.
And look where you are now: an expert in the field of computer networks.

"The two top candidates have very differsnt backgrounds.

Yes, but they both demonsirate a great ability to get the job done,
Let's see how well they present themselves in front of the group of directors.

1 blew the interview—I hesitated after every question. 'm sure fhey saw a wealkmess my inability to respond
quickly.

You should still follow up in a couple of days and ask them if they have made a decision.

No, | think | have to be ready for a rejection.

My job is to constantly look for qualified candidates.
Do you do a background check?
My assistants do that and then all the qualified candidates ¢all In for an interview.

Word Families

| apply Your chances are better # you apply for a job in the spring.

" applicant The manager selected him from all the applicants.

" application The department can’t process your application until all documents have been
received.

| present rd like to present my résumé for your consideration.

1 presentation The applicant’s presentation made a favorable impression.

: presentable The applicant was well dressed and presentable.

Don't portray yourself as an expert if you aren’t.

The worker gained expertise over the years and was promoted to a higher
position,

As an expert negotiator, she should have no problems getting what the .
company wants.

4| confidence it's refreshing to see 2 manager with so much confidence in her employees. -
confident Don't be too confidant until you actually have an offer.
confidently The applicant confidently walked into the interview, sat down, and began io talk
about himself.

16



40 600 ESSENTIAL WORDS FOR THE TOEIC TEST

Choose the word that best completes the sentence.

1. As the interview continued, the appficant’s 3. During an interview, it is important to
— - began to decline. your weaknesses in a way that
(A} confidently {C) confidence shows you are working to improve them.
{(B) confident {D) confidentizi (A) presentation (C) presentable
2. Somany well-qualifiedpeople | for the (B) present (D) presenting
position that we won’t be able to make a decision 4, The applicants unique __________ enabled her
for several weeks. 1o have almost any job that she wanted.
(A} apply {C) applicant (A) expertise - {C} expertly
{B) application (D) applied (B) experts {D} expert
Short Talks
Read the following passage and write the appropriate form of the new words in the bilanks below,
abilities hackgrounds constantly hesitant
apply called in experis prasent
are ready for confidence follow up weaknesses

How many times in your life will you search for a new job? The {5.) say probably mare times than you
think! Some people find the job search time-consuming and hard on their self- (6.) . The best job hunters
are those who never stop looking and don't dwell on their (7.) . They neiwork (8.} ~_: at meetings,
at social gatherings, and with pecple they mest on the street. They (2.) periodically with contacts and
acquaintances to keep up with new developments.

Good job huntars assess and update their (10.) and their (11.) all the time. Before they even
{(12) for a position, they have researched the field and the specific companies they are interested in. They
know where they could fit into the company and they tailor their résumés for each position. Therefore, when they are
(13, for an inerview, they're prepared. They (14.) anything!

At the interview, these job hunters know that they must {15.) themselves in the best way possible. This
is their opportunity to shine. 1t is also their opportunity 1o ses if this is truy the job that they want. If sither party is
{186.) at the interview, it may be a sign that it isn't a good fit.

Choose the underiined word or phrase that should be rewrltien and rewrite it.
17. The application’s hesitation at answering questions about her ability led the employer to bslieve that she
A ) c
wasn't [e%gy for the position.

18, Even though the applicant is an experfise in the field, he didn't seem to gzg;g_aﬂy by the interview and wasnt
A
very skilled at presgpting his achievements or background.
¢ D

19. Because the job hunter had evaluated his abllities. he was confidence that he would be called in to present his
A B c o
credentials.

20. My Q_K%eﬂ advice is, after you have subrmitted your application, follow yp constant to see if thers are
B c 0

any openings.

A7
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Lesson

Hiring and Training

10.

11.

12.

conduct v., to hold, to take place, to behave; n., one’s behavior
a. interviews were conducted over a period of three weeks.
b. The trainees’ conduct during iraining was unacceptable; something must be
done.
generate v., to create, to produce
a. The new training program generated a lot of interest among employees.
b. The job fair at the college campus should generate interest in our company.
hire v., to employ, to offer a job or position; n., an employee
a. She was hired after her third interview.
b. The new hire has integrated well with his colleagues.
keep up with v., to stay equal with
a. The workers were told that they must keep up with the changes or they
would find themselves without jobs.
b. Employees are encouraged to take courses in order to keep up with new
developments.
look up to v., to admire, to think highly of
a. Staff members looked up to the director because he had earned their
-respect over the years.
b. There are fow peaple in this world that | look up to as much as | look up to you.
mentor n., & person who guides and instructs, a resource
a. The mentor helped her make some decisions about combining career and
famiiy.
b. One problem with many programs is that the mentors den't feel invested in
the progress of the employees with whom they are working.
on track ad]., on schedule; focused
a. If we stay on track, the meeting should be finished at 9:30.
b. You have a lot of work; if you can’t stay on track, let me know immediately.
reject v., to tum down; to say no, to not accept
a. Even though Mr. Lukin rejected their offer, they remained in contact.
b. Ms. Gauchet rejected the offer because they could not cffer her the salary
that she requested.
set up v., fo establish, to arrange; adj., established, arranged
a. Set up a time and place for the meeting and then inform everyone who is
involved.
b. Check with your supervisor to make sure that your office is all set up before
you begin work.
success n., an accomplishment; reaching a goal
a. The directors success came after years of hiring the right people at the
right time. :
b. When the manager won an award, he attributed his success to his col-
leagues.
training n., the preparation or education for a speacific job
a. The new hire received such good training that, within a week, she was as
productive as the other workers.
b. The training is designed to prepare ali workers, new and old, for the
changes that the company will face.
update v., to make current; n., the latest information
a. The personnel officer updated the employees on the lajest personnel
changes.
b. Our latest update shows that business is down 15 percent.

4

Ag
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Short Conversations
Read the following conversations and see how the new words are used.

[M]

w}
M]

(M
Wi
M}

M]

How has the weel of training gone so far?
We have a large group, but we've been able to stay on frack and get a lot accomplished,

Everyone is commenting on the amount of excitement that your program has generated.

Finally, all the new employses have been hired.

It was difficult to keep up with their demands.
They asked for a lot, but 'm confident that they will be very successful and be an asset to the company.

f've been asked to be a mentor to a new hire for the first ime. Do you have any advice?
it's an important responsibiiity. Make sure you set up some guidelines for you and the employse.
O.K. | don’t want to disappoint him. | know he looks up to me.

Have you updated Ms, Lappat’s files yet?
Pm doing that now. | have to make a note about her conduct yesterday.
it was disappoirting and, of course, we’ll have 1o reject her request for a ralse.

Word Families

The personnel director needed to hire 15 peopie within a weak.

The new hire quickly gained a reputation for excellent work.

The hiring took the company much longer than expected.

reject

The candidate rejected the offer the first time, but the second time she
accepted it

rejection

Rejections are difficult, but you can learn something from them.

rejecting

Rejecting a job offer before you have it is not a smart thing to do.

T succeed

In order to succeed in this business, you must be persistent.

| success

Don't let success go o your headl

V1 guccessful

The trainers were very successiul with this last group of new hires.

—

& train

Even though you were trained on a Macintosh, you'll have to learn how fo use
apPC.

trainer

The trainer stayed after the meeting to answer any questions.

iraines

Each new employee spends six weeks as a trainee.

9



LESSON 13: HIRING AND TRAINING 48

Choose the word that best complates the serlence.

1. Unfortunately, not all candidates can be offared a 3. Afterhewas______ ____, he continued to ake
job; some have fo be . classes to upgrade his skills,
{A) rejected {C) rejection {A) hiring {C) hired
{B) rejecting (D) reject {(B) hires (D) hire
2. The of the program depends on the 4 inaimyyearsof 1 have never
active participation of everyone. ssen such a motivated group of new hires,
{A) successfully {C) successiul (A) irainee (C) trains
{B) succeed (D) success (B) training (D) trainer
-Short Tatks
Read the following passage and wrile the appropriate form of the new words in the blanks below.
‘conducted keep up with on track successfully
generate look up to rejected training
hires mentor setup update
- After the ads have been placed, and the interviews have been (5.} , dacisions have to be made. Who
should the company bring onboard? Job offers are extended and they are either accepted or {6.} . For
.those who accept the offer, the job search has been completed {7.) . But for both the employer and the
-_,.:new hirg, the job has just begun.
- Companies want new employees to (8. ) new busineas and new ideas as soon as possible. Before they
'fcan do that, the new (9.) need some {10.) . All companies have unique expectations and meth-
“ods .of operating. Company trainers conduct workshops and seminars for both experienced and new workers. All
-émployees must prepare for the future and continuously (11} themselves in their field. Nowadays, work-
ers are expected to {12.) the iatest trends and information. Otherwiss, they fall behind.
" Many companies {13.) a mentoring program for new employees. The (14.) is usually an
experienced manager or employee and should be someone whom the new employee can (15.) . Mentors

often review goals and objectives with their mentorees and help them to stay {16.)

Choocse the underlined word or phrase that should be rewritten and rewrite it.
17. The Mnmg session will be ggm_ug by someons the parficipants can jgok up to and who will generg;

mterest

18. The new hired felt rejected when his mentor didn't respond o his raquest for fraining.
A B [+ D

19. In order to stay on : rack and to _ggp,,u;;_mi_h the latest changes, he asked his newly I_1|re secretary to send
him upggtmg on the hour.

20, They ggt up the program so that the employees could Qgguc 1 regearch and ge g te materials and feel very
§ugg_,g§d when they were finished.




Salaries and Benefits

10.

1.

12,

basle n., the main reason for something; a base or foundation

a. The manager didn't have any basis for firing the employee.

b. On the basis of my ten years of loyalty to this company, | feel that | deserva
three weeks vacation.

be aware of v., to he consclous of; to be knowledgeabls about

a. The new staff member wasn't aware of the company’s position on working
a second job.

b. Are you aware of the new employee’s past work history?

benefits n., the advantages provided to an employee in addition fo salary;

v, to take advantage of

a. Although the analyst earned a better salary at his new job, his benefits werg
better at his previous job.

b, We all benefit from the company’s policy of semiannual reviews.

compensate v., to pay; 1o make up for

a. The company compensates employees for overtime by paying mare for
those exira hours worked.

b. The company will compensate empioyees for any travei expenses.

delicate adj., sensitive; adv., with sensitivity

a. Contract negotiations are very delicate and should be conducted by senior
management.

b. The manager delicately asked about the health of his client.

eligible adj., able fo participate in something; qualified

a. Some employees may be eligible for the tuition reimbursement plart.

b. [ don’t understand why 'm not eligible if | have been with the company for
over a year,

flexible adj., not rigid, able to change easily

a. Somelimes the manager is too flexibie and his workers take advantage of
him.

b. Younger workers iend to be more flexible with their work schedules.

negotiate v., 1o talk for the purpose of reaching an agreement, aspecially on

prices or conlracts

a. You must know what you want and what you ¢an accept when you negoli-
ate a salary.

b. The associate looked forward to the day that she would be abie to negoti
ate her own coniracts.

raise n., an increase in salary

a. The supervisor expected a substantial raise and was disappointed with the
2 percent increase she received.

b, With his raise, Mr. Drvoshanov was able to afford 1o buy a new car.

retire v., to stop working; to withdraw from a business or profession

a. She refired at the age of 64 but continued to be very active with volunteer
work.

b. Many people would like to win the lottery and retire.

vested adj., absolute, authorized

a. The day that Ms. Weng become fully vested in the retirement plan, she gave
her two weeks' notice.

h. The company has a vested interest In the happiness of its employees,

wage n., the money paid for work done, usually hourly

a. Hourly wages have increased by 20 percent over the last two years.

b. The intern spends more than half of her wages on rent.
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LESSON 14: SALARIES AND BENEFITS 45

Short Conversations
Read the following conversations and see how the new words are used,

fM] 1 don't quite understand when | will be ellgibie for vacation.
W) The supervisor is pretty flexible about that. You should talk to her.
iM] i thought it was a very strict policy. | wasn’t aware of that Hlexibiiity!

[M} We car't seem o make ends mest with my hourly wage.
W] Maybe you should ask for a raise.
M] But, | dor't want to ask for too much compensation; the company just offered me health coverage.

[M] After two years, am | partially vested in the 401(k) plan?
[W] 1 believe so, but you should speak with the benefits manager in the Human Resources Department.

fM] it's hard to imagine that I'll retire five years from now.

{M} How was your workshop on salary negotiation?
(W] I became very delicate because my boss and | didn’t agree.
M] On the basls of that experience, you should attend workshops by yourself in the future,

Word Familles

' compensate The company compensates its full-ime employees well.

1 compensation Compensation will be based on your work periormance over the past six
morihs.

compensatory Compensatory time is given in lieu of overtime pay.

benefit fn order 1o benefit from the plan, you must fill out the paperwork and submit it
to the personnel office.

benefits The new employee’s benefits went into effect three months after his start date.

| beneficial The service that the insurance has provided has been very beneficial.

negotiate The smployee prepared 2 list of her accomplishments to share with her supervi-
sor 50 that she could negotiate a higher salary. ‘

negofiation The director was very pleased that the negotiations brought about the end of

' the strike.

negofiator i should take lessons from Mr. Tarsa; he Is such a skitled nagotiator.

retire Many people don’t know what to do with all their ime when they retire from
work.

retirement The administrator added more money 1o the fund for her retirement.

retired The refired worker came back to the office from time 1o time to see his friends.
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Choose the word that best completes the sentence.

1. What is the company’s policy on 3. No one is sure what wili happen to the company
for part-time workers? when the president finally .
{A) benefited {C) benefits {A) retires (C) retired
{B) beneficial (D) benefit {B) retirement (D) retiree
2. When the continued into the 4. The tired employes hoped that she would be
evening, we decidad to break for dinner. for all the long hours she kept and week-
{A) negotiator {C) negotiate ends she worked.
(B) negotiations (D} negotiated (A) compensation {C) compensated
(B) compensates (D) compensate
Short Talks
Aead the folfowing passage and write the appropriate form of the new words in the blanks below.
basis. compensated flexibility retiremant
be aware of delicate negotiated vested
benefits eligible raise wage

An important part of the job search often comes after an offer has been made, Papers should not be signed until
you have successfully {5.) your salary and (6.) - You want to make sure you will be adequately
(7.) for your skills, work, and time. This is a (8.) and difficult area. You should (9.)
what the salary ranges are at the company and in the fisld.

Some workers are not on a salary; rather they work for an hourly (10.) . In some cases, workers who
earn an hourly wage have more (11.) _ with the hours they work. The trade-off is that the worker may not
receive any benefits. For those workers on a salary, the base salary that is negotiated is critical, because most sub-
sequent pay raises come in small incremental amounts. Most companies have a review process either on an annual
or semiannual (12.) - As a result of the review, an employee may receive a (13)

Each employee has a unique situation. Health insurance coverage and (14.) plans may be essential fo
some empioyees, whereas they are not important to others. Many companies will offer benefits in such a way that it
is to the employes’s advantage to stay with the company for a longer period of time. Employees may not be
{15.) to sign up for a refirement plan until they have been with the company for one year and employees
are not fully (18.) in these plans until they have five years of service under their palts. Some bonus plans
are paid out over a period of years. Vacation ime increases after more years of service.

Choose the underlined word or phrase that should be rewritten and rewrlte it.
17. He was not _aiv_a,{;a_gj ihe changes to the enefits pian, which placed a limit on the contributions he could make

B
to his [e_tu'_%mgm account; they had previously been very ﬂﬁleb‘_umz

18. The employees waited until they wers fully vest and then ;:teligB tely madse their boss aware of their plans for
A ¢
[efiroment.
D

19. Salary negotiation is a delicately matter, but necessary if you want fo be compensated well and get the raises
A B [+ D
you deserve.

20. Only employees who are paid on the basis of an hourty waagg are 911_:113_"51 for the [gingg.
A
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Job advertising

Exercise 1:
Match the words and expressions in the first box with one of the dictionary definitions in
the second box.

(1) advance  (2) application  (3) basicsalary  {4) benefits  (5) candidate (6} colleagues
(7) commencing  (8) commission  (9) cover letter  (10) drive {noun)  {11) experience
(12) incentive  (13) increment  (14) interview  (15) leading (adjective) (16) motivate

(17) post {(noun)  {18) qualified (19) relocation allowance  (20) responsibilities
(21) résumé  (22) rewards package  (23) team (24} vacancy

@ >
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To have the right qualifications.

Money which is given to a sales person for selling a certain amount of goods (usually expressed as
a percentage of the value of goods sold}.

To encourage somebody to do something.

Something which encourages you to work harder.

The different things you need to do as part of your job.

A letter that you send with a résumé, document, etc., which gives basic information about why
you are sending it.

{In a job) To reach a higher position with more money and more responsibility.

The collection of different things that you receive in return for doing your job.

The people you work with in a company.

A job.

A detailed list of your qualifications, work experience, etc.

The knowledge and skills that you get by doing a particular job.

A job which is not filled by somebody.

The things that you get for doing your job in addition to money.

The minimum amount of money you receive for doing a job.

A group of people who work together in one company or department.

The questioning of a person who is applying for a job.

Money which is sometimes paid to somebody when they leave one place to go and work in
another place.

A formal request (usualiy written) for a job.

A more formal word for beginning or starting.

The most successful or most important.

A regular pay rise, often based on how well an employee performs at work.

An energetic way of working.

A person who applies for a job.

Exercise 2:
Look at this conversation and complete the gaps with words or expressions from
Exercise 1. Try to do this without looking back at Exercise 1.

Bob:
Terry:
Bob:

Terry:

What are you reading?
The jobs pages in the paper.
Oh really? Anything interesting?

Well, there's something here | like the sound of. Modus Internaticnal, a (1) supplier of
auto parts, has a (2) for the (3) of Sales Manager in their Seattle office.

For reference see Easier English Intermediate Dictionary {0-7475-69839-4).
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Bob:

Terry:

Bob:

Terry:

Bob:

Terry:

Bob:

Terry:

Bob:

Tarry;

Bob:

Terry:

Bob:

Terry:

Bob:

Terry:

Bob:

Terry:

Bob:

That sounds like your kind of job. When does it begin?
Let me see. Er, (4) April 1st, it says here. That's in three weeks' time.
You'd better get your (5) in, if you're interested. What else does it say about the job?

It says that the successful (6) should be suitably (7) and should have had
extensive (8) in sales management.

That sounds perfect. You've got a University degree in Business Management, and you've been
working in sales for more than five years.

[ guess so. It also says that he or she should be able to work as part of a (9) . and should
have (10) and the ability to (11) and inspire his or her (12)

Well, that's great! You've always got on with the people you work with, and everyone is always
saying how you're able to encourage people to work harder.

That's true. It also says that the (13) include liaising with colleagues around the country,
training new staff and presenting a full report to the board of directors twice a year.

It all sounds quite good. What's the company offering in return?

The (14) they're offering looks very attractive. It includes a {(15) of $35000
per annum...

What does that mean?

Well, that's the minimum amount of money that you can earn during the year. in addition to that,
they're offering 10% (16} on all sales made.

Well, that's a good (17) . The morz you work, the more you sell. And the more you sell,
the more money you'li make!

Exactly. There's also a guaranteed annual (18) of $2500, and a (19) of
$4000.

What's that for?

To pay me for moving to the area, tinding an apartment, and so on. Ch, and there are other

20) , such as a company car, free medical and dental insurance and free meals in the
cafeteria. It also says that there is room to (21) . so | might end up with an even better
job within the company.

So what should you do if you're interested in applying for the job?
It says | should send my (22) together with a (23) . to their head office in Los

Angeles. If the company is interested, they'll contact me to arrange an (24) at one of
their offices nearer home.

Go for it! | can come and visit you. I've always wanted to see the Pacific Ocean!

Also see Contracts on pages 12 and 13, Earnings, rewards and benefits on pages 16 and
17, and Job recruitment on pages 25 and 26.
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Job recruitment

Look at the pairs of words and expressions in bold in this article, and decide which one is
best in each situation. In several cases, both words are correct.

Part 1

When a company has a {1) vacancy / vacant for a job, and it needs to {2} hire / recruit a new member of
(3) crew / staff, it usually (4) publicizes / advertises the {5) post / position. It does this (6) internally /
internationally (for example, in the company magazine or on a company notice board, so that the job is
only open to people already working for the company), or (7) extensively / externally in the 'situations
vacant' section of a newspaper. It might also use a recruitment (8) agency / agenda, which helps people to
find (9) job / work.

A job advertisement has to give an accurate (10) describing / description of the jok and what the company
needs and expects from the (11) applicant / application (the person who is (12} applying / appalling for
the job). These (13} requirements / requisitions might include {14} qualifications / qualities (academic,
vocational or professional), (15) experience / experiences in similar lines of work, and personal
{16} qualifications / qualities (for example, it might say that you need to be (17} practicing /
practical, (18) professional / professorial and have a sense of humor).

Most advertisements specify the (19) rewards / remuneration that the company can offer in return for your
work (including the basic annual (20) wage / salary, any commission you could receive, regular pay
(21) rises / increments, and so cn). Some advertisements will also tell you about other (22) benefits /
beneficial (including paid annual (23) leave / vacations, free medical care, a company car, free meals in the
cafeteria, etc.) that you might receive. If the (24) packet / package they are offering is very generous and
attractive, and is (25} commensurate / commendable with the work that is necessary, the company can
expect a lot of people to apply for the job.

Part 2

if somebody is interested in the job, they are usuaily asked to send to send their (1) resume / résumeé with a
(2) cover / covering letter. Alternatively, they might be asked to (3) fill in / fill out an (4) application /
applicant form and (5) submit / send it to the company. The managers of the company will read these and
then make a (6) short-list / small-ist of the people it wants to (7) attend / attempt an interview. At the
same time, it will {8) reject / turn down those who it feels are (9) unsuitable / unthinkable.

For reference see Easier English intermediate Dictionary (0-7475-6989-4).
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During and after the interviews, the managers will consider the different aspects of the (10) candidates /
applicants to decide whether they have the correct (11) potency / potential for the job. These might
include physical (12) apparition / appearance (are they smart and well-presented?), general
(13) disposition / disposal (for example, are they friendly and easy to work with?), special (14) skills /
abilities {for example, are they computer literate, can they drive, or do they speak any other languages?) and
{15) interests / hobbies (what do they like doing in their free time?). They might also consider their family
(16) backing / background (are they married, do they have children?) and (17) medicine / medical history.
The person who most closely (18} suits / matches the (19) profile / criteria decided by the managers will
then be accepted for the job.

Before somebody is (20) offered / suggested the job, s/he is asked to provide (21) referees / references
from people who know him / her {usually a former (22) employer / employee, a (23) colleague / co-
worker, and / or a close friend). Before s/he actually starts working, s’he may go through an (24) induction
/ introduction program to learn more about the company and the job. Sometimes, s’he may be
given a {25) temporary / tempeoral contract and obliged to complete a (26) trial / probationary period
{where his / her employers make sure that s/he is suitable for the job) before being offered something that is
more (27) permanence / permanent (a fixed-term or opan-ended contract, for example). After s/he has
been with the company for a while, there will probably be an (28) appraisal / appreciable, to assess how
s/he is getting on. These may be repeated on a regular basis throughout his / her time with the company.

Also see Contracts on pages 12 and 13, Earnings, rewards and benefits on pages 16 and
17, and Job advertising on pages 23 and 24.

For reference see Easier English intermediate Dictionary (0-7475-6989-4).



‘Discuss these questions.

1 What are the different methods a company can-use to find new employees? Which are you most
familiar with? Which do you think are most effective?

2 What are the most common selection methods used by comparies and organisations fn your cauntry,
{e.g. interviews, intelligence tests}’ Do you think selection methods vary from country to country?

Readin g tasks

A Understanding main points
Mark these statements T (true) or F (false) according to the information in the text on the
opposite page. Find the part of the text that gives the correct information.
1 Wiany intermational organisations have decentralised selection. T
2 They look for different personal qualities in different cultures.
3 The ‘SWAN’ criteria have International validity.
& The definition of some qualities can lead to cultural misunderstandings.
5 Mobility and language capability are ¢learly understood across ¢ulfures,

B Linderstanding details

The text states that different cultures look for different qualities when selecting personnel,
Match the cultures with the ealities or sttvibutes according 1o the texy,

1 Anglo-Saxon (UK, USA, Australia etc) ¢, f

2 Germanic

3 Latin

4 Far Eas‘tem

2} being able to At in with the organisation

b} having the relevant kind of education for the job

¢} having the right inteflectual of technical capabilities

d) having good interpersonal skills.

€) having atténded the ‘top’ universities in the country

f) being able 10 carry out relevant fasks and jobs

C Word search
Find at least five methods for testing or assessing a candidate’s suitability for a job (e.g. assessment
tentres) which are mentioned in the text,

27



Seiec_tin_g ipterqaﬁonal managers }

Reéruitmént and'Sélection

Approaches o selection vary sig-
nificantly across ctliures. There
are differnices not only in the pri-
orities fhat are given to téchnical
sor mterpersml capabilities, but
also in the ways that candidates
are tested and interviawad for the
fesired qualities.
In Angio-Sax6n cultures, what
1is generally tested is how much
the individunl can contribute to
the tasks of the nrganmatinn In
these “caltures, assessment cen.
trss, intelligance tests and mea-
1§ sutements of 'competencies are
thé norm. In Germanit culivres,
the emphasis is micte on the guali-
tv of education in a specialist
Finctics. The recruitinent process
20 in Laiin and Far Eastern cultures
is very often characterised by
ascertaining how well that person
‘figin withtheiargermny This
is determined in part by the elit-
25 ism of higher educational fnstitu-

tmns, soeh as the ¢ g:ramies ecolss™

in- France or the University of
Taokyo in- Jap&n, and in ‘part by
their interpersonal ‘style anid abili-
30 ty to network internally. If there
are tests in Latin r:uitures, they
will tend to be more about person-
ality, commivinicaiion and social
skills than abont tie Angln«Saxnn
35 notion of “intelligenive’.
Though there are few statistical
comparisons of selection practices.

e A g T

used geross cultures, one recent
study provides 2 useful example of
40the ftipact of cultiyre. A sorvey
conducted . by Shackleton and
Neéwell compared selection meth.
ods between France and the UK.
They found that there was a. strik.
a3ing contrast in the number of
interviews used in the selection
process, with France resorting to
more than one interview much
misre frequently. They also found
50 that fn the UK there was a muck
greater  tendenty to use penel
interviews than in France, where
pneto-one interviews are the
norm. In addition, while almiost
8574 per cent of companies in
the UK use refersnces from
previous’ employers, only 11 per
cent of the companijes surveyed
in France' used  them,
g0 Furthermore. French companies
rily much more on persdriality
tests and - handwriting analysis
thai their British chunterparts,
Many organisatiors operating

esacross cultuyies have tended to

decentralise seleciion in arder o
allow for local differences in test-
ing and for language differences,
while providing a set of personal
7 guatities or characteristics they
consider important for candidates:
Hewitt Associates, & US com-
pensation and benefits consuiting
firmn based in the Mid West, has

TN T e

AT T e

75 had difficuities extending its key
selection criteria cwiside the USA,
1t 1s kmown for selecting ‘SWANS™
people who &re Smart, Willing,
Able and Nice. These comceits, all

80 perfectly understandable to other
Americans, can have very differ-
ent eanlngs in other culiures,
For'exaraple, heing able may mean

being highly connected with col- -

85 ledgues, being socisble or being
able to command respect from a
_hmrsrcﬁy of subordinates, whare.
‘d5 the intended meaning i more
ghont ‘being techaieally coinpe-

“ab tent, ypoitte and relatively formal.
Similarly, what is nice in one cul-

‘ture may be considered naivé of

foppatare in goother  ft all
depends on the cultural context.

85 Some interngiional companies,
Yike Shell, me and LOréal,

have idenfified very specific quali-

ties that they considér strategical-
v important and that support

ion thet business requirements. For
‘ezample, the criteria’ that Shell
JHas entified ds most mlpurtant
in supporiingits. stmtegy inelnde
mobility and Eaniguidge ‘eapability

105 These are more 2asily anderstood
acrpssciltures bacatiss puopls are
either willmg to relocate or not.
There is less room for caltural
misunderstandings . with such
-qualities.

}N"W_'-u.%'{' v K'-

Feoim Manuging Culeural Differences, Feovarnist lotelligence Unit
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} Vocabutary tasks

A Synonyms
1 The word ‘selection’ is combined with a number of other words, all with similar meanings
{e.g. approaches to selection). Find four other combinations starting with ‘selection’.
2 Theword ‘skill’ is often used in connection with job performance. It can be defined as ‘the
ability to do something well, especially because you have leatned and practised iv’. In the text,
several other words are used with 4 similar meaning. What are ﬂgy’?

3 The acronym SWANs (line 77} stands for ‘peaple whe are Smart, W:ng, Able andl Mice':
Depending on the context, thesé words can have different meanings: Match each word with one

of the SWAN waords.
a) charming Mice ) weli-dressed
b) helpful P pleasant
€) clever K) eager
d} friendly 1) intelligent
€) sociable m) beatstiful
£) campetent n) neat
€} enthusiastic ©0) kind
b} eﬁsayah!e P} skitful
& Which words from the list have exactiy the same meaning as the SWAN words in the text?
B Linking

Usec an appropnate ward or phrase from the box to complete zach sentence.

furexample though whereas in addit:en similarly l

1 The Internet is changing the way that companies wark; Jer. example. | some use their website to
advertise job vacancies.

2 Some companies use newspaper advertisements in the recruitment Process, .....v.sssvanvess. Others
prefer to use consultants,

3 With the boom in hi-te¢h industries, well-qualified software specialists are difficult to find;

.............. s-+, N the automotive industry, there is a shortage of engineering graduates.

4 To get good management jobs, an MBA is now often a requirement; ........ ereererens ; knowledge of
two foreign languages including English is increasingly demanded.

5 Theinternet is being used more and more a5 a recruitment 100L, .o vivneenniinse there are few

statistics available yet about how successful it is,
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C Definitions
Match these werms with their definitions.

1 assessment {line13) a) linding out

2 the norm (ine 16) ' b) noticedble

3 ascertaining (line 22) . ¢} pay and conditions
&4 elitism (line 24} — d] evaiuation

5 striking (line 44) @) usual, standard

& compensation and bensfits (line 72) f) toncern for status

1 Make 4 list of qualities or skills that you think an international manager should have.
Divide your list Inte technical skills and interpersonal skills.

2 What are the best ways to measuie or evaluate techmc_a{ skills?
3 How can yon measure interpersonal skills?

F l.ook at the chart showing sgin;cﬁion methods in d_r‘ﬂ‘c‘r.:nt; countries.

Percentage use of selection methods in six difierent countries

Method of selaction UK - Franze 6ermany' lsrael  Norway Netheriands FY
interviews 82 a7 85 84 93 93 93
References/recommendalions 74 39 23 30 - 4 43
Cognitivé tesis 11 33 21 - 25 pi 22
Personiality tests 13 38. 6 - 18 - 18
Graphology a3 52 - 2 2 24 13
Work sample 18 16 13 - 13 5 13
Assessment cenires 14 8 10 3 10 - B
Biodata 4 1 8 1 8 - 4
Astrelogy - 8 ey | - - 2

Source: Fohortson and Makin {1953}
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ﬁ, Recruiting internationally

Jl Before you read

R?a_dng_taskf_ﬁ

Discuss these questions,

i+ What are the most popular subjects to study at universities and colleges in your country? Why?

2 Ifyou wanted to find out abouit job opportunities or vacancies at a large company or international
organisation, how would you do it?

A Undexstanding raain points
1 Which of these statements gives the best summary of the text on the opposite page?
a) A global company needs to recruit globally.

b} The Interriet will revolutionise the way new employees are retruited.

€) Engineering is the disciplior of the future.

Mark these statements T (trie) or F (false) according to the information in the text.
Fingd the part of the text that gives the correct information.

8) DaimlerCheysieris the largest employer In Baden-Wirttemburg, £

b} Daimler Chiyslér employs more people in Baden-Wuritemburg than in other parts of Germany,

¢) The company plans to increase its investment in research dnd development.
d) DaimierChryslers® policy Is to recruit engineers in Germany whenever possible.
¢} DaimierChrysler uses the Internet in its recruitment campaigns,

F) BMW is a more attractive company to work for.

g) WNotenough students study engineering in Germany,

1) DaimiérChrysler is planning to satup its own technicat university.
B How the text is organised
These phrases summarise the main idea of each paragraph. Match each phrase with the correct
paragraph.
a) the need to recyult engineers globally to meet it's business targets
b} the lack of engineering graduates generally
€) DaimlerChrysler's position in the state of Baden-Wurtiemburg paragr‘qph f
d) the need to compete with other companies to attract new recrults
€} DaimlerChrysler’s business targets
£} use of the [nternet for recruitment
g} DainilerChrysler’s plans to support private universities
h) anather recruitment approach
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EA%MLEBGHRYSLEH Star is reminder of proud auto heritage by Jeremy Grant

Where have all the engmeers gone‘?

For the past year Daimler has been part of the grouping with Amannan manufaebarer Chrysler. The German
company’s roots go hack to the' very first days of motoring.

f Germdns associate one com-
pamr with the siate of Baden-

L Wurttemberg it is the anfomo-
tive group ‘DaimIerChrysIer The
3 gmup was formed in 1993 through
the merger of DaimlerBenz and
Chrysler of the US. But the Jocal
assoeiation dates back to the Tate

18805, when Daimler and Benz.

1 hegan the automanveag,e by pro-
during the world’s first motor cars,
DaimlerChrysler is one of the
mainstays. of the PBaden
Wuritemberg economy, sustaining

15242000 people in empioyment
aerogs Gerraany - the bulk of them
in the state.

To extend its g]obal reach, the
company has ambitious plans to
ot grow in the automotive business,
ard: will invest £48bn developing
sixty-four riew cats and truck mod-
els In the next few Vears. Research
and development spending 15 5et to

25 soar to whata spakesman saysis‘a
market leading position”. This year

- the company sims for sales of
€148bn, compared with previous
forecasts of €138.8bn, -

a0 Gnaufthenwstnmwal jssnes
facing the group as it attempis to
achieve. thoze targets 1s where 1t
will find, in sufficierit rumbers,
people with the right qualifica-

sshmstumakeitallhappen Baden-
Wurttemberg and Germany alone
will not be able to provide enbugh
rocrits. "DainilerChrysiér needs
to hire 4,500 engineers and 1T peo-

4ople in the next three ¥ears,” says
Marc Binder of Human Resourées:
“That’s a big number and it will be
impossible to find enough of them
in’ Germany, let glone in one

45region. You have to hire them from
the top schools in theworld!
- “Pradjtionally,  Daimler-Benz
always. recruited engineers within

" Germany. In 1998, however, Hs

sorecruitment cmpai@ went glabal.
Part of the impetus was thet the
transatlantic merger had broad-
ened the spectrim of job opportu-
uitles. Usitg' the TIntérnet,

85 DaintlerChrysler issued a “bianket
invitation to college gradunates
around the world - thh emphasis
cn  mechenical ~ engineering.
process technology and aerospace

sgengineering - to attend an open

baund to increase Rivals such &s

BoBMW, - in :hefghbouring Bavaria,
have similar needs. But Mr Binder
says: ‘We try to. convince winild-be
recriits {hdt we're the most global
compaity and it's more interssting

83 to wark at DaimlerChryslar in this
excifing penoﬂ aftsr the merger’
Recruits are also offered opportu-
mties to work in dr[ferent anits of
the group.

80 - The recruitment yrahlem ‘has
been made worse by a steady
decling in the mumber of students
electing to study engineering sioce
‘the early 180s - when there wers

ss too many newlyquahﬁed engl
neers entering the market. Large
rnumbers of students chose to
study other. sn&;ects, leading to
today's s}lortaga

day at sleven Daimlerﬁhrysier 100 DaigglerChrysler ts supporting

loeations around the world. Of the
B0%-who attended, about 55 per cent
-wiere invited for interview — a far

.ﬁhlgimrmupoxﬁmthan in previous

recruitment drives,
| A fsw months later, the group
launched a nowel campa:gn to
attract recruaits - for . - dis
international Managemem

initiatives to try to énsore & stéady
flow of engineers and graduates
from sther teehnies] disciplines.
Over the course of the rmext fow

105 yEArs, the gronp will Be supporting

the esiablishment of two private
universities in Baden-
Viurtiemberg -~ the ‘Stutigart’
Institute of Management ahd

‘Associate Program. It advertised 110 Technology and the Internatianal

fr the hiterpational press, imr:tmg
wounld-be trainees to call a compa-
Ry hotline during a fourhour peri-
7808 over two days. Some 200 appli-
cants were interviewed.
Competition for talént from
other large industrial groups is

University of ‘Germany
Bruchsal.

World business newspaper.

DAIMLERCHRYSLER

3%




| Recruiting internationally

] Vocabulary ta.siﬁi:.s

A Synonyms

1 The writer uses three different words to describe an institute of higher educarion. What are
they? Are they exact equivalents?

2 Two words are used many times with the meaning of t6 find and employ new people’.
What are they?

3 The word ‘campaign’ is used twice in the article {lines 50 and 68). What other phrasc is used
with a similar meaning to ‘campaign’?

4 ‘about 55 per cent of graduates who attended DaimlerChrysler's apen day were invited for
intetview’ (linc 63).
a} What other word is used in the article with a similar meaning to ‘about'?
b) Think ofat least three other words or phrases to give the idea of approximation.

B Word search
1 The article deals mainly with the theme of recruitment. Find at least ten words or phrases in the
text connected with the idea of recruitment

2 The writer uses several phrases to express the idea of time,; either as an appmmmate date, e.z.
‘the late 18908 (line 8) or to describe when sam:rhmg will or did happf:n, e.g ‘in the next few
years’ (line 23}, How many similar time expressions <an you find in the article?

€ Complete the sentence
Use at appropriate word ar phrase from Exercise A or B 1o complete each sentence,

1 Due to rapid expansion the company had to carry out an extensive . FB&N#IH#J?? ;ampa:gn
to hire new employees

2 Nl VT few people knew much about the intemet,

G rcrnnneeresseeseesecrannemessenne-- the next few years the use of the Internet is bound to expand even
mare

& There are literally hundreds of busine_ss sevuartirasean g ieeereaiionnsnns ATOURA the world offering
MBAS,

§ MBRY COMPANIES NOW teevruivesresnsnnessrreeesiennrsnsss new job vacancies on the Jiternet and in the-
press simulianegusiy.

6 ettt e s e BTAAUALeS in subjects such as information technology have a lof of
oppartunit;es for their first job.

7 Our recruitment campaign was 50 successful that we had over100 ..
tar each mh

8 _We usually invite about 5 per cent of those who apply to come for ... e creiciniennnenss i
so we can meet them in person.

9 AnMBAis oneofthebest ............oooeeene. eerarenes ... for an international management job.
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D Expanding vocabulary
1 The article focuses on the subject of engineering. There are many different branches of
engmeenng Two are mentioned in the article -~ mechanical engineering and aerospace
engineering (line 58). What other branches of ;:ngineenng can you think of?

2 The article mentions that there is a *sweady decline’ in the numbers of engineering students,
leading to a ‘shortage’ of potential recruits {line 91).

a) Thinkof at geast two other words similar in meaning to ‘decline’.
:b} Think of at least tﬁree'words with the opposite meaning.
¢) Think of at léast one word eguivatent in meaning to ‘shortage’.
d) Think of at ieast one word with the opposite meaning.
E Definitions
Match these terms with their definitions.
1 mainstay (line 13) a} aninfluence that makes something happen

2 global reach (line 18) b} people who want to enter a training programme
3 setto soar (line 24) \ ¢} anew and imaginative way to recruit

& impetus (fine 51)' d} having a presence alt over the world

5 broadened the spectrum of job e) an offercpen to everyone
Qppgr.';_unﬁies fline 52) ) about tvincreased ot

& blanketinvitation (line 55) 'g) increased the fanige of possible jobs

7 & hovél campaign (line 68) h) most important part of something

8 would-be trainees {line 73)

 Over to you

4 Imagine you work in the Human Resources dcpamncnt of a Iarge international company such
a DalmlerChrysler You are attending a recruitment fair at a major university. Prepare and give
a presentation about the company and the career prospects for university graduates.

2 You have seen a list of jobs advertised on the Internet by an international manufacturing
company — they want to recruit people for technical, commercial and administrative positions.
Write a letter of application, specifying which kind of vacancy you are interested in and
nientiohing your relevant qualifications and experience,

3 Look at the websites of some well-known international companies. Describe their approach w
recruitment using the Internet.
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Discuss these questions.

1 What qualities do you think a person 1 needs in order to be a suecessful global manager?
Sunie examples may be'independence, or an interest in foreign cultures. Try to think of others.

2 What persanal and professional skills do you need for a'successful business career in your country,
.8, specialist training, knowledge of foreign languages, dutgoing personality?

| Reading tasks

A Understanding main points

1 Which of these statements gives the best summary of the text on the opposite page?
) A successful global manager needs many quaities.
b) The qualities required to become a top ﬁranager differ from country to country.
1:) Many young managers are not iiterested in a global career;

2 Mark these statemenits T (true) or F (false) according to the information in the text.
Find the part of the text that gives the correct information.
a) International experfence Is essential if you want a giubal caresr,
h) Subsidiasies of global companies use the same criteria when promoting managers.
¢) The demand for global managers is Increasing.
iﬂ Young managers want to work internatipnally:

B Linderstanding detals
1 Differenit gualitics for career siccess are described for different cultures and naticnalities.
Match the qualities from the fist below to the nationalities mentioned in the text

a) good communication skills  British
b) technical creativity
¢) ability to network
d) professional competence
e) entrepreneuﬂal skiils
f) knowmg how to work within a hierarchical structure
€) good interpersonal skills
2 Which national group considers communication and interpersonal skills to be more important
= the British or the Dutch?
3 According to André Laurent, German, British and French managers see organisations as
different kinds of networks. What words does he use to define these networks in each case?
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Ideatly, it seeins a globul m;mager should have the stamina of an. Olymipic runner, the meniol agitity
of v Einsteirs, the. conversational .skdt of o professor of languages, the detachment of 4 fudge, the
tact of a diplomat, and the perseverance of an Egypiian pyramid builder. And that’s notall, I they
are guing lo meusure upiothe dgmnﬁaflzmmd working i afmxynmunm they should also
5 have o feeling for the culture; their moval judgement should not be tap rigid; they should be able to

merge with the local mmmnmmt. and they should show no signs of prejudice:
Thomas Aitken

- -geording fo Colby Chandler, the forimer Chief Executive of Bastman Kodak Gempausg ’these
‘days there is not a Aiscussion or & decision {hat dtes not have an fhiernational mmenswn,
We would have to be biind Dot tosee how critically important international experience is."

W lnternational companies compets with each othey for global executives to manage their opera-
tioris arbund the world, Yet what i takes to reach the top of a company differs from one country to
the next, For example wherdas Swiss and German mmpam&s Tespect technical crestivity and corm-
petence, French and British companms often view managers with sich qualities as ‘mere technl-
cians’, Liletwise, Arrierican companies value entréeprensurs highly, while their British and French

15 counterparts often view entrepmneunai behaviour as highly disruptive: Similarly, whersds oy
just half of Dutch managers see skills in mterpersmta] relations and cummumcahon as critical to
career sutcess, almost 50 per cent of their British colleaguas doso,

Global management expert, André Lalwent, describes German, British and French managers’
attitudes to management careers as follows:

30 German managers,: ‘more than others, belfeve that creativity is essential for career suceess.
In their mingd, successful managers must have the right individual characteristics. German man-
agers have a ratiopal ontlook; they view the organisation as a co-ordinatad network of individuals
who maks appropriate demswns based on thelr professional competence and knowledge.

British menagets hold 4 more interpersonal and subjective view.of the organisational world,

25 According to thern, the ability to create the fight image and to get noticed for what they do is essen-
tial for eareer suceess, British managers viéw organisations primarily as a network of relatiom
ships between inﬁividuala wha get things done by'influencing each other through mmmumcatmg

and negotiating
French managers: loak at: org:amsaﬁuns as an authority network where the power to organise

s0-and control others comes from their position inthe hivrarchy, French managers focus on the organ-

isation as a pyramid of differentiated fevels.of power. They perceive the ability to manage power
felationships effectively and to ‘work the sygteny’ as eritical to their career siicress,
A companies integrate their uperanans glnbaﬂy theése different national approaches can send
uunﬂactmg mgssages to sticcess-criented managers. Subsidiarfes in different countries operate dif-
35 ferénily and reward different behaviours based on theif unigue culfural perspectwes The chal-
lenge for today’s global companies is torecoghise local differences; while at the same time creating
globally intégratetl carger paths for their future senior executives.
There is no doubt the new glohal environment démands more, not fewer, globally compatent
managers. Global experience, rather then side-tracking a mansaget’s career, is rapidly becoming the
45 only route to the Yop, But in spite of the increasing demand for globai managers, there ig a poten-
tially dxminishing interest in globa] asgighnments, especia}is among young managers. A big ques-
tion for the futire is whether global organisations will remain able to attract sufficient numbers of.
. voung managers willinig t6 work internationally.

Fromn Intermational Dimensions of Organisatienal Refaviour, Thomson Learnisg 1997
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B Undsrsta_nding_meani ngs

1 Choose the best explanation of the sentence ‘there is not a discussion or a decision that does not
have an international dimension’ (line 8)7
a) international issues are not aften discussed when companies take decisions
b) international issies must always be considered when taking a business decision

2 Choosa the bast expianat;on of the phrase ‘mere technicians’ (ine 13)-2s it is.used in the text?
a) pedple who have some technical skills but no management skills
b} people who are excellent engineers

] Vcahutaw tasks

A Definitions
Match these terms with their definitions,
1 stamina —\_‘ a) ability to think quickly and intelligently

2 mental agility b} physical or mental strength to continue doing something
3 detachnient €) ability to-be polite and carefut In what you say or do

4 tact d} determination to keep tryi’ng to do s0mething difficult

5 perseverance e) not becoming involved In things emationally

B Word search

Find a word or phrase in the text that has a similar meaning.

1 hehaviour which prevents things from wmkmg noemally-{para 3)
d.isruptive...... b ghaviour....

2 managers whe are ambiti_ous‘._(pa'ra‘s}
Surenvnrresarirsans s ecensimrnperincmrny S 1 T

3 ¢lear d:rections fhat people can fo[low to move up ina company (para 8}
Cormsaninisivininnns Puiarsinnis ey

&4 push a managet's career into.a dead end (para 9)
T P S SN

& when interest Is becoming less and less (para g)
N « SO ersnesidenessarnue

€ Prepositions
Match the verbs and prepositions as they occur together in the text:

1 based a) upto
2 cnmpet;\\ b} on

3 have afeeling c) from
4 differ d) with
5 measute e) for
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D Complete the sentence
Usc an appropriate phrase from Excercise C to complete each senternce.
1 German managers take decisions L based o0 theis professional knovwdedge,
2 The gualities most valued in Managers ......c............ cauntry to country,

3 Tooperate suctessfully in different countries youneed 1o .....coeeeyinnenn e 000 oo ivanininiinnns
differént cultures.

4 In 2 global company, managers from different countries .................. 2ach other for the top jobs.

5 Expatriates who don’t ...o.cinuieiins to the demands of workmg and living abmad sometimes
return from their foreign dssignment eariv

_ Over to _yoflj

1 Do you agree with the list of personal qualitics necessary to be a global managexr which are
quoted by Thomas Aitken at the beginning of the text? Can you add anything?
2 Ifyou have experience of companics in Germany, Britain and France, would you agree with

André Laurent’s analysis of what is essential for career success and how organisations work in
each country? Can you add anything?

3 Imagine that you wish to apply for the job advertised below. You have the right quahﬁ;:anons
and experience, and these are on your CV, Write a Jetter of apphcabon to accompany your CY,
emphasising your personal gualities and suitability for this position.

European Management Journal

Director, International Sales & Marketing

As a key member of our managerial team, you will direct the international busingss, promational,
and adverfising sales aclivities for The European Management Journal. You will determine the
prafitabifity and 'faasi’nmy of establishing new products and bulld strategies Tor delivering cument
products into new international markats. You will afso direct an independent sales force on three
continents and be responsible for the day-fo-day management and co-ordination of markeung
stratatjies between national and international divisions.

Requires a BA (or equivalent) in Marketing or Finance, and 7 years’ prodijct management or
-development experience, wilth 3+ yesrs' intemnational marketing/sales éxparience in publishing or
management development. An MBA, experience in start up ventures, and the ability to adapt io
different cutures areferrad. English 2nd one other European fanguage essential. Overseas fravel
is required, The post is based n Brussels. '
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Answer Key

Boost your job hunting vocabulary and reading skills

Lessons 11-15 Personnel

Lesson 11 Job Advertising and Recruiting: 1.C 2. A
3.D 4.B 6. time-consuming 8. match 7. recruit

8. accomplishments 9. bring together 10, abundant

11. candidates 12. qualifications 13, Coming up with

14, profile 15. commensurate 16. submit 17, B, recruiters
18. B, candidates 19. C, qualified 20, C, match

Lesson 12 Applying and interviewing: 1.C 2.D 3.B
4.A 5. experts 6. confldenca 7. weaknesses 8. cor.stantly
9. follow.up, 10, backgrounds (or abillties) 11, abilittes {or
backgrounds) 12.apply 13.called In 14. are ready for
15.present 16. hesitant 17. A, applicant’s 18. B, be ready for
19. B, confident 20. D, constantly

Lesson 13 Hiring and Tralning: 1.A 2.D 3.C 4.8
5. conducted 8. rejected 7. successfully 8. generate
9. hires 10. fraining 11. update 12. keep up with 13.set up |
14.mentor 15.look up to 16.on track 17.B, conducted |
18.A, hire 19, D, updates 20. D, successful o

Lesson 14 Salaries and Benefits: 1.C 2.8 3.A 4.C

5. negotiated 6. benefits 7. compensated 8. delicate 9. be
aware of 10.wage 11.flexibility 12. basis 13. raise

14. retirement 15. eligible 16, vested 17. D, flexible
18. A, vested 19. B, delicate 20. C, efigible

Job advertising.

Exercise 1: '

1.G283 04 N5.X6.17.T8.BO.F10.W11.L12.D13.V14.Q15.U16.C17. J18. A18.R

20.E21.K22. H23.P24. M

Exercise 2:

1. leading 2. vacancy 3. post (we can also say posiiion or job) 4. commencing 5. application (the verb is fo apply) 6. candidate
{we can also say appiicanf) 7. quailfied 8. experience 9. team 10. drive 11. molivate (the noun is motivation, the adjective is
motivated) 12. colleagues {we sometimes use the informal word workmates) 13. responsibilities {we can also say dufies) 14.
rewards

package (we can also say benefits package) 15. basic salary {note that a salary is the money, or pay, you receive every month
or year for

doing your job; a wage is money you receive every day or week for doing & job: see the section on Eamings, rewards and
bernefifs

elsewhere in this book for more information) 16. commission 17. incentive 18. increment 19. relocation allowance 20. benefits
{vwe can also say rewards) 24. advance 22, résumé {somstimes called a cuyriculum vitas, or GV, in Brifish English. A résumé
tists your

qualifications and experience in detsil, and also provides important personal information — name, age, contact detaiis, efe.) 23.
covering

letter 24. interview (A person attending an interview is called an inferviewee; a person conducting an interview is called an
interviewer)

Job recruitment (pages 25 — 26)

Part 1

1. vacancy 2. hire or recruit 3. staff 4. advertises 5. post or position &. intemally 7. extemally 8. agency 9. work (job is

countable, and should be preceded by an article or pronoun} 10, description 11. applicant 12. applying 13. requirements
14. qualifications 15. experience 16. qualities (we can also say affribufes) 17. practical 18. professional 19. rewards or
remuneration 20. salary (a wage is paid daily or weekly) 21. rises / increments (with a slight difference in meaning: a pay rise

might .
be the result of promotion or hard work, an increment is usually automatic and based on length of time with the company. y22.

benefits

23, leave or vacations (leave is more formal) 24. package (we often use the expression a rewerds and benefits packags)

25. commensurate

Part2

1. résumé (this is a French word, so it Is considered more comect to put the accent on both e's) 2. cover (in American English}
covering

{in British English) 2. fill in or fill out (we can also say complete} 4. application 5. submit or send (submit Is more formal) 6.
shortlist

7. attend 8. reject or tum down 9. unsultable 10. candidates or applicants 11. potential 12. appearance 13. disposition

14. skitls or abilities 15. interests or hobbies 16. background (we can also say circumstances) 17. medical 18. suits or matches
(although malches is the best word) 19. profile or criteria 20. offered 21. references (the referees in this situation are the paople

who
wrile the references) 22. employer {(although if you have come from a managerial position in another company, one of your

employees
might be asked to say what you are Jike as a manager) 23. colleague or co-worker {we can also use the less-formal workmaie)

24, induction 25. temporary 26. trial or probationary 27. permanent 28. appraisal '






e MOTE Reading tasks
T Ai1b .
23) 7 bj ¢ J71 9 F
B s b) Swiss, German €} Briti) ) Swiss, German
£) American ‘ g British

iy

3 German— @ eo-ordinated network of individuals whio make appropriate deci ions based on
professional competence arid knowledge. | '
Y P iisha network of relaionsHips betwesn indhviduals
Frerich - &h authority network with differentisted levels of power
W lhos Kébd €1 1 2.4
(Keu Vocabulary tisks .
o Aza " g, 4¢ 54
B 2 success-oriented managers 3 careerpaths 4 sidetrack 5 Hiinisti ginterest
f2d 3¢ ac  5a
- D 2 differ from 3 have a... feeling for 4 compete with

2b) T 97 d) F &) T f) ¢ T h) F
a) 3 M{ € @5 €) z 4 Bs h s
Vocabulaty tasks .
A 1 schools, coliége, uhiversiiies . ‘
university suggests a higher level or more prestiglous Institution; schoot Is ahways sssoclated with
Business Sthools, such as Harvard, INSEAD, London, Stanford: in France the Grandes Zcoje; arg
¢ more prestigious than mostuniversties !
3 reciullmen drive . T
423 somg By approximately, around, roughly, more or less '
B 2 gqualitications, TECIUILS, hire, recrult, recryltment Fampaign, recru'tment drive, intenéi.eLer.
intendew, ddvertise, traines, ppiicants, graduates, hewly qualified engineers, students,
open dfa),;_ Job oppartunities ' ' ‘
% In the next thtee years, the sarly onos, Bver the course of the next few years |
€ 2 the sarly 15908 3 Qverthe course of -f-stheals — ms'e’
6 Newly-qualified 7 applicants- - B interview 9 qualificatiohs

D 1 automative, electrical, matine, civii, nutlear, telécom, génetic
2 @) fall, drop, reduction 9) sise, intrease, jump

9 lack, shorsall, undersispply ) surplus; oveérsupply, excess

Exih 2d 3F 4 2 5% 6e 7¢c 8 b

2 F 3F 4T 57
B2 b 3 ade 4 2,d.¢ .
€ intelligence tests, panel interviews, references, one-to-one intefviews, persanality tests, handwriting
analysis, 1ests 6f Cormmunication, tesis of social skills
Vocabulary tisks o . -
A 2 sélection Practices, selection methods, sefection process, selection criteria
2 capabilities, qualities, competencies, ability, personal qualities or charscteristics.
3 Smart - clever, well-dressed, intelligent, neat
: helphul, enthysiastic. eager
| Competent sl |
friendly, sociable, enjayable, pleasant, beautiful, kind
cleverintelligent '
g9 - efithusiastic, eager
: Able - — competent, skilful
- charming, triendly, sociable, pleasant
B 2 whereas 3 similarly 4 inaddition 5 though .
Cae 34 & f 5h 6c {
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Boost your listening
comprehension...

Thanks to ..TED talks |

- Your Body Language Shapes Who You Are by Amy CUDDY
-  Why the Best Hire Might Not Be the Perfect Resume by Regina HARTLEY

Suggested activities:
- In class: summary writing or class discussion
Follow-up work: choose a 1' extract, iearn it by heart and recite

21:02 Amy Cuddy

10:31 Regina Hartley
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Project

What Money Can't Buy-The Moral Limits of Markets by
Michael J.SANDEL

1. Buy the book or use the PDF file [PDF Sandel 12]
2. Read one chapter per fortnight (check new vocabulary, feed your
personal glossary, write a short summary)

3. You'll be given a quiz in class to test your knowledge of each chapter

To introduce the project and know more about the author and

the book,

Take a look at www. justiceharvard.org

Plus in You tube:

- PBS News Hour : What Money Can't Buy and What It Shouldn't Buy
[7:437]

- Hardtalk: Michael Sandel Parts 1 and 2 [14':15"] [9':45"]

nlc fvfural z.l'"l] .
of Markets
T D







