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Rationale

Today, the demand for Business English is greater than ever. And with the increasingly globalised 
world of international business, it looks set to keep on growing. As a result, the teaching and 
learning of Business English is playing an increasingly important role in business studies and 
everyday corporate life. Although the need for Business English is the same for students at a 
business school as it is for employees in a company, their needs and learning circumstances are 
very different.

For students at a business school, the main challenge is often understanding business itself, not 
only the English language. Fortunately, the tertiary education environment usually provides 
enough classroom hours to deal with these challenges. For students studying business full time, 
the key is to learn business through the medium of the English language.

For people already active in the workplace and with some understanding of the world of business, 
often the challenge is finding the time to learn Business English. Furthermore, for managers with 
a very good business knowledge, their learning experience must reflect this understanding of 
business practices and reality. For these students language learning is not an academic exercise 
but a need to translate familiar business practices into English as quickly as possible. Here the key 
is to do business in English.

Intelligent Business is a range of Business English materials that includes components specifically 
designed to meet the needs of students who either need to learn business through English or 
perform familiar business tasks in English. These materials can be used individually or, as they 
share a core language and skills syllabus, can be used in a variety of combinations described later 
in this introduction. For an overview of all the Intelligent Business Advanced components, please 
see fig. 1.

As well as sharing a common demand for Business English, both institutional and corporate 
learning environments are experiencing an increased demand for measurability. Today, both 
course tutors and training managers are under increasing pressure to measure and demonstrate 
progress and a return on the investment in Business English learning activities. As this is most 
effectively done using external, standardised and globally recognised examinations, Intelligent 
Business Advanced is benchmarked against the Cambridge Business English Certificate (BEC) 
Higher level.

Finally, any Business English materials today need to draw on authentic sources and achieve 
a high degree of validity in the eyes of the learners and teachers who use them. Developed in 
collaboration with The Economist magazine, Intelligent Business draws on this rich source of 
authoritative and topical articles on the business world.

Introduction
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Learn Business

Learn Business refers to the components designed to be especially accessible to learners 
who may not have much business experience or knowledge. These components include 
the Intelligent Business Coursebook and Workbook. The Coursebook provides 100+ 
hours of classroom-based teaching material divided into twelve units. The course is built 
on an advanced grammar syllabus and uses plenty of authentic 
text to present grammar and vocabulary that is then extracted 
and practised in isolation. The texts are benchmarked against the 
word limits found at Cambridge BEC Higher. 

The Coursebook also includes a Career skills syllabus that 
develops key communicative skills to help people within any 
kind of organisational – not just a corporate – environment. 
These communicative skills are supplemented by a Culture at 
work feature that raises students’ awareness of how cultural 
differences can affect communication between people of 
different nationalities.

In addition, the Coursebook includes Dilemma & Decision (case 
study-style problem-solving activities) and regular reviews. 
These are designed to review the key grammar and functional 
language developed within the unit. 

Coursebook
Style guide
Audio CDs

Workbook
Audio CD

Skills Book
CD-ROM

Teacher’s Book

Fig. 1
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The Workbook consolidates the language of the Coursebook by providing further practice
of the key grammar, vocabulary and skills found in the core Intelligent Business Advanced 
syllabus. Throughout the Workbook there are Cambridge BEC Higher style tasks to 
familiarise students with the exam should they wish to take it. At the back of the Workbook 
is a complete BEC Higher Practice Exam including listening test. There is also a bank of 
additional texts and exercises. Finally, the Workbook includes an audio CD containing all 
the Workbook listening material.

INTELLIGENT BUSINESS (ADVANCED) TEACHER’S BOOK

6

At the back of the book there is a Grammar 
reference, a Glossary with test and a Style 
guide– a pocket-sized 32-page booklet 
providing support on common forms of 
business correspondence such as email, letters 
and memos, along with general notes on 
organisation, style and accuracy.
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Do Business

Do Business refers to the components developed especially 
for busy employees who are on a company English language 
training programme. These components include the Intelligent 
Business Advanced Skills Book and CD-ROM. The Skills Book 
is a self-contained intensive Business English programme 
providing 30 hours of classroom-based material divided 
into five days of training. The course is aimed at small 
groups and is built on a syllabus of key business skills such 
as negotiating, socialising and taking part in meetings. The 
language development work focuses on the functions and 
communicative strategies required to perform these skills 
effectively. Unlike in the Coursebook, target language is 
presented mostly through dialogues and other listening 
extracts. Students then perform similar tasks and are invited 
to analyse their own performance. The Skills Book follows the 
same core syllabus as the Coursebook so similar grammar and 
functions appear in the equivalent units of both books. 

The Skills Book has regular writing sections, a grammar 
reference with activities, and a Good business practice 
reference. There is also a Culture at work reference which 
links to each unit and outlines how national culture can 
affect international business communication. There is also an 
interactive CD-ROM with the Skills Book that contains extra 
language practice, all the listening material for the book and 
authentic video segments along with activities. There is also an 
extensive reference section for grammar.
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The Intelligent Business Advanced Skills Book 
CD-ROM video contains authentic business 
interviews with a range of international 
organisations and links with topics in 
the Coursebook. 

General support

The key Learn Business and Do Business 
components are supported by the Intelligent 
Business Advanced Teacher’s Book, covering 
both Coursebook and Skills Book and the 
intelligent-business.org website.

This Teacher’s Book is split into two 
sections: the first covering the Coursebook 
and Workbook; and the second covering the 
Skills Book. Both sections provide step-by-
step notes, key background information, and 
at the end of each section, there is a bank 
of photocopiable activities. There are also 
frameworks for students to use when they 
prepare for activities and for the teacher to 
help structure feedback.

The Intelligent Business website is an entirely 
free resource for both learners and teachers. 
Every month a lesson based around a recent 
Economist.com article is published on the site. 
For teachers there are handy notes on ideas 
for making the most of authentic texts. The 
Teacher’s Guide to Using Authentic Materials 
uses Economist texts to demonstrate useful 
teaching tips on how to exploit the authentic 
texts and similar articles from the press.

The Test Master CD-ROM

The Teacher’s Book includes a Test Master CD-ROM which provides 
an invaluable testing resource to accompany the course.

 The tests are based strictly on the content of the corresponding level of 
Intelligent Business, providing a fair measure of students’ progress. 

 An interactive menu makes it easy to find the tests you are looking for. 
 Keys and audioscripts are provided to make marking the tests as 
straightforward as possible. 

 Most tests come in A and B versions. This makes it easier for you to 
invigilate the test by making it harder for students to copy from each other.

 The audio files for the listening tests are conveniently located on the same 
CD-ROM.

Types of test

The Test Master CD-ROM contains five types of test.
  Placement Test/s 
  Module Tests 
  Progress Tests
  Mid Course Test 
  End of Course Test  

Flexible

You can print the tests out and use them as they are – or you can adapt them. 
You can use Microsoft® Word to edit them as you wish to suit your teaching 
situation, your students or your syllabus. Here are some of the things you may 
wish to do.

   Delete or add exercises to make the test shorter or longer.
   Delete exercises or items which relate to points which you decided to skip.
   Add in exercises to cover extra content you introduced into the course.
   Edit exercises to make them harder or easier, or to introduce key 

vocabulary.
  Edit the format of exercises so that they are consistent with other exams that 

you use.
   Personalise the content of exercises to bring them to life. For example, 

incorporate the names of students in the class, other teachers in the school, 
famous people and places from your country…

   Use the audioscripts to create extra listening exercises – for example by 
removing words to create gap fills, adding options to create multiple choice 
exercises or introducing deliberate mistakes for the students to correct.

   Add in the name and/or logo of your school at the head of the test.
 Finally, save your new version on your hard drive.

Using this CD

The ideal way to use this CD-ROM is to treat it as a master. Copy the tests to 
the hard drive of your computer and burn the audio files to CD or copy them 
on to cassette.

   Test files The installation wizard will copy the files to your hard drive.
   Audio files If you don’t have a CD burner or if you prefer to teach with 

cassettes, you can simply put the Test Master CD-ROM into the CD drive 
of an ordinary hi-fi and copy the audio files onto a blank cassette. 

Levels

Test Master CD-ROMs are available for all levels of Intelligent Business.
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The Language of Intelligent Business

All Advanced components of Intelligent Business are based on the same core syllabus. The syllabus 
is broken down into twelve units and covers four main strands: grammar, vocabulary, functional 
language and cultural awareness. Although the different components emphasise different strands, they 
recycle and reaffirm all four key syllabus strands. Furthermore, the different components focus on 
different language skills in order to present the core syllabus. The Coursebook, for example, focuses 
on reading skills by introducing key grammar and vocabulary through authentic text, whereas the Skills 
Book focuses on listening skills by introducing functional language through transactional dialogues 
and meetings. The key productive skills of speaking and writing are covered extensively in both the 
Coursebook and Skills Book.

1 Grammar
The grammar content of the core syllabus is benchmarked against Common European Framework level 
C1–C2 and Cambridge BEC Higher. The syllabus balances the need for grammatical accuracy required 
to pass exams with the need for the functional language required to develop fluency and communicative 
competence quickly.

Each unit of the core syllabus focuses on one grammatical structure. In grammar presentations, 
examples of the target structure are drawn from the previous reading or listening text. The grammar 
is then highlighted and reviewed. It is assumed that very few students will be seeing the structures 
for the first time and the approach is very much one of reviewing and consolidating what has been 
taught before. The main presentation of grammar is found in the Coursebook. The approach is one 
of review and students are often asked to demonstrate their knowledge before rules are given. After 
each grammar presentation there is both written and spoken practice with varying degrees of control, 
depending on the complexity of the grammar. The Workbook also provides plenty of self-study style 
grammar practice activities.

There is an extensive Grammar reference in the back of both the Coursebook and Skills Book and on 
the Skills Book CD-ROM. The reference covers all the grammar from the core syllabus and extends the 
notes provided in the classroom material. As the Skills Book focuses on fluency and communicative 
effectiveness, there is little explicit grammar presentation within the classroom material. However, 
this material follows and recycles the core syllabus and the Skills Book CD-ROM provides a wealth of 
interactive grammar practice. Furthermore, the Grammar reference at the back of the Skills Book also 
includes integrated practice activities.

2 Vocabulary
In line with the Learn Business, Do Business concept of Intelligent Business, vocabulary is dealt with 
according to the different needs of the various learners who use the course. For students needing to 
learn business, the vocabulary focuses on topics that describe the basic structures and functions of the 
business world. Key vocabulary and concepts are introduced in the keynotes, defined, used in context 
and tested throughout the units. Students are encouraged to activate the vocabulary through speaking 
and writing activities such as the Dilemma & Decision problem-solving tasks that end each unit. 
Furthermore, these key items are listed in the Coursebook glossary along with definitions, collocations, 
synonyms and alternative British and American English usage. There is also an end-of-glossary 
vocabulary test. The Workbook provides further extensive recycling and consolidation of the key 
vocabulary covered in the Coursebook.

For students needing to do business in English, the vocabulary focuses more on functional 
frameworks rather than individual topic-based items. The Skills Book What do you say? feature 
reviews communicative strategies and models effective examples through dialogues, presentations 
and meetings. These key phrases and frameworks are practised interactively on the CD-ROM and 
throughout the Skills Book classroom material.

INTRODUCTION

9
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3 Functional language
As with the vocabulary, the functional language of the core syllabus is dealt with according to whether 
students need to learn or do business. For students with little experience of hard business skills such 
as presenting, negotiating and taking part in meetings, the Coursebook presents functional language 
through the Career skills feature. Here the language is given general relevance to anyone within an 
organisation, be it an academic institution or commercial company. These functions include managing 
appraisals, presenting arguments, pitching and debating. As with the grammar, items are modelled in 
context, highlighted and then practised. Further practice can be found in the Workbook.

For students familiar with hard business skills, the functional language is presented in the context of 
traditional business skills such as negotiating and presenting. Each Career skill from the Coursebook 
is transferred to the Skills Book as one of the business subskills in each unit and given a more overtly 
in-work treatment. Managing resistance to change, for example, becomes Find a compromise. The 
basic functional language is drawn from the core syllabus in both cases but extended and practised 
more extensively in the Skills Book. As the functional language is so vital for achieving fluency 
and effective communicative competence, it is the key syllabus strand for the Skills Book and 
practised extensively throughout. The CD-ROM provides further interactive support and the Good 
business practice at the back of the Skills Book and on the CD-ROM provides further guidance on 
communicative strategies.

4 Cultural awareness
It is now widely accepted that simply learning a common language is no longer enough to prepare 
people to do business in the global market place. Equally as important as linguistic competence is 
the ability to understand and deal with the cultural differences that prevent mutually beneficial and 
rewarding long-term business relationships forming across international borders. Therefore, the final 
strand of the core Intelligent Business syllabus is cultural awareness.

In each unit a cultural aspect is explored and opposing attitudes are presented. Once more, the content 
is dealt with according to students’ needs and world knowledge. For students learning about business, 
each cultural aspect is briefly glossed as part of the Career skills feature in the Coursebook. Without 
naming nationalities, the opposing behaviours are briefly described and students are asked to consider 
which attitudes are more familiar to them. They are also invited to discuss how opposing attitudes 
could cause confusion and possibly conflict between people from different cultures. For students with 
knowledge of the working world and experience of cultural differences, the Skills Book contains a 
useful Culture at work reference section which gives students the opportunity to explore aspects of 
cultural awareness in more detail. As students consider each cultural aspect, they are encouraged to 
plot their own culture on the Culture profile at the back of the Skills Book. While working through the 
book this will create a culture curve plotting the values and behaviour of the students’ native culture. 
In multicultural classes the convergence and divergence of the various curves can provide further 
discussion and comparison. The culture reference notes are also on the CD-ROM at the back of the 
Skills Book.
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Using Intelligent Business

As all components are built on the core twelve unit advanced syllabus, 
the components can be used in various combinations that will consistently 
cover the same core grammar, skills and cultural issues at the same time. 
The following combinations are suggestions only and teachers may well 
wish to mix the various components differently or even all together.

1 Extensive use
Extensive courses delivered over a period of several weeks or even 
months are usually found in either tertiary institutes or weekly in-service 
programmes. Such courses can require over 100 hours of material and 
usually have linguistic knowledge as their goal – in the form of structures 
and vocabulary. The duration of these courses means that students 
require substantial practice and regular revision to consolidate what has 
already been processed. A typical Intelligent Business learning package 
for such students would include the Coursebook and Workbook. The 
Coursebook provides a large amount of language input, formal processing 
of grammar and plenty of written and spoken language practice. There 
are also reviews every three units. All key vocabulary items that students 
have to process in order to work through the Coursebook are collected 
in the unit-for-unit glossary at the back of the Coursebook. Each item 
includes synonyms and common collocations to help the student activate 
use of vocabulary. There is also a separate Glossary test at the end of the 
section to provide another tool for assessing students’ assimilation of the 
core language of the course. The Workbook provides further practice of 
the grammar, vocabulary and 
functional language presented 
in the equivalent Coursebook 
units. It also provides further 
skills work with many more 
Economist texts and listening 
exercises. There are BEC-
style tasks to prepare students 
either for the actual Cambridge 
exam or for the Practice test 
at the back of the Workbook. 
As the Practice test recycles 
many of the themes and 
vocabulary introduced in the 
Coursebook, it can be used as 
an end-of course assessment. 
The Workbook is designed as a 
self-study component with its 
own key at the back and audio 
CD inside the back cover.
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Alternatively, if the language programme provides enough hours of classroom tuition, the Coursebook 
and Skills Book can be used together. As they are based on the same core syllabus and share the same 
12-unit structure, the Skills Book can be used either immediately after the whole of the Coursebook 
or integrated on a unit-by-unit basis. The Workbook and Skills Book CD-ROM, which includes video 
segments, will both provide further practice and self-study.

2 Intensive use
As already mentioned, the trend in the corporate Business English sector is for increasingly intensive
tuition – but with even more pressure on measurable achievement. Typically, intensive courses are a
week long and delivered to small groups or even individual managers. However, even shorter courses 
of 2–3 days and less are becoming more common. Many schools also provide hybrid courses where 
an extensive programme delivered over a period of months can 
have an intensive component built in where students will have a 
full day of intensive tuition every so many weeks of extensive 
study. The Intelligent Business Skills Book follows the same core 
12-unit syllabus as the other components but groups them into 
four blocks of three lessons each – making it perfectly compatible 
with a standard 5-day intensive programme. The Writing units at 
the end of each block provide self-study consolidation as does the 
CD-ROM (with plenty of practice activities, listening practice and 
video). The CD-ROM also provides an option for programming 
in a self-access centre component to the course. The material 
is aimed at small groups of up to four students but can be used 
individually.

As the Skills Book is very much driven by speaking activities and 
performance of familiar business tasks, it is essential that students 
receive feedback on how well they complete these tasks in English. 
At the end of each unit students are asked to assess their own 
performance in very general terms and encouraged to discuss what 
difficulties they experienced. The Teacher’s Book also provides 
frameworks for assessing task performance. The teacher can use 
these to identify weaknesses and direct students to appropriate 
materials for further practice. 

INTELLIGENT BUSINESS (ADVANCED) TEACHER’S BOOK

12

Unit 7

Coursebook

Workbook

Skills Book

Language

Future perfect

Future perfect

Future perfect

Vocabulary

Resources

Resources

Managing 
resources

Communication

Debating

Debating

Making predictions
Allocating resources

Culture

Debating

Attitudes to the 
environment
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the end of each block provide self-study consolidation as does the 
CD-ROM (with plenty of practice activities, listening practice and 

receive feedback on how well they complete these tasks in English. 
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At the back of the Skills Book and on the CD-ROM there is an extensive grammar reference 
with practice activities (for students whose grammar is impeding their ability to complete 
the tasks successfully). The CD-ROM also includes many practice activities that target 
functional language – as well as authentic video clips accompanied by exercises.

3 Exam preparation
Although the Intelligent Business Advanced Coursebook is not an exam-specific 
preparation text, it has been developed to meet the criteria for length and difficulty of 
text applied to Cambridge BEC Higher exam papers. There are also certain tasks that 
are similar to typical exam questions. The Coursebook will not prepare students in terms 
of exam awareness but it will give them an effective command of Business English at 
advanced / BEC Higher level.

For students wishing to take an internationally recognised Business English exam at the 
end of their course, the Intelligent Business Advanced Workbook and intelligent-business.
org website provide a variety of exam-specific material. The Workbook in particular 
provides plenty of practice material specifically targeted at the Cambridge BEC Higher 
exam. Each Workbook unit contains at least one BEC-style exercise and there is a 
complete and authentic Practice test at the back of the book. The Listening test is included 
on the audio CD.

INTRODUCTION

13
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The intelligent-business.org website provides further BEC 
exam practice material.

In conclusion, Intelligent Business 
provides a wealth of language learning 
material especially developed for a 
wide range of students who share the 
same need for Business English but 
whose learning environments and ways 
of learning are very different. As all 
components are based on the same 
core 12-unit syllabus, they can be used 
individually or together in a variety 
of combinations to suit the learner’s 
needs, without losing any consistency or 
continuity of language progression.
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UNIT OBJECTIVES

Reading: Winning the war for talent;  
                                             Managing creative talent
Language: Contrast and similarity
Vocabulary: Human resources
Usage: Collocations with set
Career skills: Managing appraisals
Culture at work: Assessing colleagues
Dilemma & Decision: Getting back on track

This unit focuses on factors that are relevant for the 
modern HR (Human Resources) professional. Issues 
that are looked at include the challenge of managing 
talent, workforce diversity and aspects of an effective 
appraisal. The unit opens with an opportunity to 
consider what criteria are important when deciding 
which organisation to work for. Two articles consider 
how to recruit, manage and motivate talented staff. 
In the Dilemma & Decision section students have the 
opportunity to discuss the advantages and disadvantages 
of different types of appraisal system.

Keynotes
As a lead-in ask students: When a company has a job 
vacancy, what are some of the things that it might need 
to do? (advertise the job, evaluate CVs, select candidates, 
interview candidates, choose the best person for the job); In 
what external and internal ways can a company advertise 
a vacancy? (external: employment agencies, internet job 
sites, local and national newspapers; internal: intranet, 
notice boards, company publications or newsletters); What 
department deals with recruitment issues? 
(Human Resources/HR).

Draw students’ attention to the picture. Ask: What aspects of 
an HR department does it show? What’s the man reading? 
What do you think the ‘quality screening’ machine is 
for? Why are the man and woman shaking hands? The 
picture shows a line of candidates queuing for a job and 
indicates some of the factors involved in the hiring process 
(scrutinising a CV, checking the qualities and skills that 
candidates possess and finally the handshake that seals the 
offer of a new position). 

Before reading, ask students to list some of the 
responsibilities of an HR department (recruitment, training/
career development, performance management/managing the 
appraisal system, conduct issues (disciplinary/behaviour), 

industrial and employee relations, workforce personal 
data management, implementing systems for employee 
compensation/rewards/benefits). Get students to read quickly 
through the Keynotes to see if it mentions their ideas. Ask 
students to read the Keynotes again in more detail and check 
that they understand the terms in bold. Draw students’ 
attention to the glossary for this unit at the back of the book.

 Coursebook, Glossary, Unit 1, page 143

Preview
As a lead-in, write Pay and Holidays on the board and 
ask students to suggest other things which are important 
when considering whether to work for a company (e.g. 
pension, flexible working hours, maternity/paternity leave, 
environmental outlook, opportunity to work from home). 
Focus students’ attention on the list in the Coursebook. Check 
that they understand all the items. Ask students to rank the 
items in order of importance. Get students to compare their 
ideas with a partner and have a feedback session with the 
whole class. 

Optional activity
You could bring in a selection of job advertisements from 
newspapers/the internet and ask students to look through 
to find those that match the criteria that they thought were 
most important in the Preview.

Listening 1
Ask students to listen to the three speakers and say which 
criteria they refer to.

1 career opportunities and performance-related pay
2 performance-related pay
3 international assignments; ethics

Speaking
Students now have the opportunity to discuss how HR 
managers decide which employees have the most potential. 
To introduce the topic you could brainstorm personality traits 
or skills that an HR manager might value in an employee 
(e.g. punctual, reliable, able to work in a team, motivated). 
Ask students to work in pairs or small groups to consider the 
question. Encourage students to think of ways that potential 
can be accessed (e.g. tests, task observation, appraisal, 
feedback from line-manager). Have a brief feedback session 
with the class.

UNIT 1

15

UNIT 1

Unit 1: HR
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Reading 1
Draw students’ attention to the title of the article on page 9. 
Ask students: What does ‘the war for talent’ refer to? (the 
fact that competing organisations in the same industry want to 
recruit the highest quality workers), Can you name any of the 
‘Big Four’ accountancy firms referred to in the introduction?

Start by asking: What sort of things are companies doing to 
try and win the war for talent? Get students to read the text 
quickly to find out. Then ask students to read the statements 
on page 8 and read the text again carefully to find information 
which will explain or expand on the statements. 

Check that students understand terms such as baby boomer 
(someone born during the post World War II demographic 
‘baby boom’ between 1946 and 1964). You could follow 
up by asking: What is the significance of baby boomers 
going into retirement? (following the baby boom there 
was a decline in the number of births, so when the baby 
boomers retire, a skill shortage may ensue). You may wish 
to tell students about the Sarbanes-Oxley Act or ask them to 
research information on the internet for homework and share 
it with the class. (The Sarbanes-Oxley Act (SOX) was a law 
passed in the USA in 2002. It outlines the duties and penalties 
for corporate boards, directors and executives of public 
companies. The law was passed in an attempt to ensure the 
reliability of financial information after a loss of confidence 
by American investors.)

1 Recruiting and keeping good people is particularly 
important for the Big Four because their actual product 
is employees’ knowledge and the success of the 
business depends on client/staff relationships. People 
are the key to their business.

2 Partners are measured and rewarded as managers of 
people rather than on how much money they bring in. 

3 Regulatory changes such as the Sarbanes-Oxley Act 
have increased demand for the services of highly-
skilled people such as accountants. The result is a 
shortage of good people in the market.

4 They have introduced very detailed selection 
procedures to ensure that new recruits fit into the 
company culture. 

5 They keep in touch with ex-recruits through special 
programmes in case they want to come back to the 
company some day.

6 Women often leave to have children or care for an 
elderly relative. The Big Four have introduced career 
breaks and the possibility to do part-time work in order 
to entice women back into the workforce.

7 Young graduates want an international career with 
travel opportunities. They consider a company’s ethics 
to be important and may use that as a criterion when 
applying for a position. 

Speaking
Give students a moment to think about their answer. 
Ask students to share their ideas in pairs or small groups. 
Encourage students to give reasons for their choices. 
You could ask students to be specific and think of a particular 
city that they would like to work in. Ask students: What 
would you expect your company to pay for? (language 
lessons, accommodation, car, schooling, etc.)

Vocabulary
Ask students to refer to the article to complete exercise 1 and 
then compare answers with a partner.

Do the first item of exercise 2 with the class to demonstrate. 
Ask students to refer to the article to complete the rest of 
the exercise.

1
  1 staff turnover
  2 scorecard
  3 shortfall
  4 selection procedures
  5 job-hopping
  6 payroll
  7 reward schemes

2
  1 annual staff survey
  2 pay rises, promotion
  3 job cuts
  4 regulatory changes
  5 retirement
  6 corporate knowledge
  7 alumni programme 
  8 career ladder
  9 career break
10 international assignment 

Usage
This section looks at nouns that can be used to form 
collocations with the verb set. Briefly check that students 
understand the meaning of the collocations which use the 
words in the box. Ask students to replace the underlined 
words in each item with one of the collocations. Check that 
students use the correct article. You may wish to photocopy 
the Vocabulary record sheet on page 173 of this teacher’s 
book for students to record different collocations for set using 
the spidergram at the top of the page.

INTELLIGENT BUSINESS (ADVANCED) TEACHER’S BOOK: COURSEBOOK
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1 set a date
2 set deadlines
3 set the goal/target
4 set the agenda
5 set a precedent/a trend
6 set a record
7  set the task

Optional activity
Ask students to close their books. Write the nouns that 
can be used in collocations with set on the board and 
elicit any others that students know. Get students to work 
individually to choose one of the collocations and give a 
definition or example sentence showing how it is used. 
They can then read their definition to a partner, who 
guesses the collocation. 
You may wish to extend the activity by introducing 
phrasal verbs with set. 

Write on the board:
1  set about a  to establish
2  set aside b  start doing something
3  set back  c  cause something to happen
4  set down d  to delay
5  set off e  save or keep something
6  set up f  present information in writing

Ask students to work in pairs and match the phrasal verb 
and definition. 
(Answers: 1b, 2e, 3d, 4f, 5c, 6a)

Language check
Ask students to read the information about contrast and 
similarity. Refer students to the Grammar reference at the 
back of the book.

 Coursebook, Grammar reference, Contrast and similarity, 
page 154

 Workbook, page 6

Practice
Draw students’ attention to the title of the text. Ask students 
what they think ‘workforce diversity’ is. Ask students to scan 
the text to find out. Get students to complete the text. Have 
a feedback session and highlight the various alternatives that 
can be used. 

1 alike, similar
2 Although, While, Whereas
3 However, Nevertheless
4 Likewise, Similarly
5 on the one hand
6 on the other hand
7 On the contrary
8 alike 

Listening 2
Students are going to hear Sharon Fraser from Deloitte 
Touché Tohmatsu talk about managing talented employees. 
Ask students to read through the questions before listening. 

1 Managing Partner for Talent
2 looking after talent strategies for Deloitte’s people in 

the UK
3 people development, retention, looking after 

appraisals, promotion processes, rewards and benefits
4 to be the pre-eminent professional services firm; by 

having the best people working for them, to have them 
engaged, to retain them and to make them even better 
at doing what they’re doing

5 very successful – the company has won (a number of) 
awards

6 development
7 a Deloitte wants people who are looking for an
  intellectual challenge and who enjoy challenging  

 work.
 b Business today is more complicated because of the 

regulatory environment.
 c Deloitte wants people to know that they consider 

every employee as a unique individual. At Deloitte 
there is a supportive environment which helps every 
individual to grow and reach their potential.

Reading 2
Before reading, ask students to work in pairs or small groups 
and outline how companies can motivate and retain talented 
employees. Ask students to quickly read the article to see if 
their ideas are mentioned. Get students to read again and list 
the policies that Jim Goodnight mentions. 

Ask students: Would you like to work for SAS? Which 
facilities do you think are most attractive? Encourage 
students to give reasons for their answers.

UNIT 1
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Policies: leafy campus, individual offices, free snacks, 
subsidised cafés, sports facilities, subsidised child care, 
early schooling (for employees’ children), free health 
care centre, ‘wellness’ programme with nutritionists and 
lifestyle education, intellectual challenges.

Speaking
Ask a student to read out the quotation. Ask students to 
discuss the question in pairs or small groups. Have a brief 
feedback session. 

Suggested answer
Potential problems: If everybody comes and goes 
whenever they please, it might be difficult to schedule 
meetings. Teamwork could also be disrupted by this kind 
of flexible work day. Clients and suppliers could find it 
frustrating. 

 

Ask students to find a test and complete it. Depending on the 
facilities available, they can do this in class or for homework. 
Were they surprised with the findings? Students can compare 
their ideas with a partner. 

Career skills
Ask students to read the information in the box. Ask: Do 
you agree with the guidelines? Do they reflect the way 
that appraisals are carried out in your country? Nominate 
a student to read the first pair of questions. Ask students 
to choose the most appropriate question for an appraisal 
interview. Then allow students to continue in pairs to 
complete the rest of the task. Check answers with the class. 
In pairs or small groups, ask students to suggest other 
questions that could be used in an appraisal interview. Have a 
feedback session with the whole class.

1 Shall we discuss how you could go about improving 
your performance?

2 Why have you sometimes found it difficult to meet 
your deadlines?

3 Is there anything that you’d like to mention about your 
working relationship with your colleagues?

4 How could we help you to manage your life outside 
work? 

5 Are there any areas where you could use some extra 
training or support?

6 Would you like to receive some training to help you to 
manage your stress more effectively?

Optional activity
You could also use this as an opportunity to highlight the 
importance of tone. Read out one or two of the questions 
in different styles (e.g. confrontational, kindly, irritated, 
concerned). Get students to read some of the questions 
in different ways to their partner. Discuss how the 
change of tone affects the way that the question could be 
interpreted.

Listening 3
Tell students that they are going to hear two extracts from 
appraisal interviews. Play the first interview and elicit 
answers. For items 1 and 2, encourage students to identify 
what it was in the listening which lead them to form these 
conclusions. Play the second interview and elicit answers. 
Get students to compare the two appraisals and discuss the 
different approaches that made the appraisals succeed or fail. 

interview 1
1 tense, uncomfortable, negative, not conducive to 

communication, disagreeable
2 unprofessional, conflict-ridden, discordant, frank
3 little or nothing: unproductive meeting

interview 2
1 conducive to communication, positive, professional
2 professional, formal, open, productive, constructive
3 identified problems and causes, found solutions, fixed 

objectives

Speaking
Ask students: What other types of problems might be 
discussed in an appraisal meeting? (timekeeping, attitude, 
performance, attendance record, etc.). Ask students to work 
in pairs. In one-to-one classes the teacher can take one of the 
roles. Get students to read the three descriptions. Check they 
understand the meaning of frayed, erratic and of late. 

Divide pairs into A and B roles. Ask each pair to choose a 
description and role-play the interview. Point out that students 
can choose how they approach the interview. Some students 
may have fun with a more confrontational attitude, while 
others may favour a more accommodating approach. When 
they finish, ask students to compare their interview with 
another pair. Ask: Which interview in the listening did your 
outcome most resemble? If time allows, students could choose 
another situation to role-play and change roles. 

Get different students to read out the sample questions from 
a self-appraisal questionnaire. Ask students to consider how 
they would answer the questions. If appropriate, students 
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can compare their answers with a partner. Alternatively, you 
could ask students to answer the questions for homework. 
Encourage them to give specific examples in their answers.

Culture at work
Ask students to read the information about attitudes to 
performance appraisal. Encourage them to give examples 
from their own experience. You may find it helpful to look 
at the Culture at work table from page 68 of the Skills Book 
(this is reproduced below). You may also find it useful 
to refer to the relevant section on Culture at work in the 
teacher’s notes supporting the Skills Book.

Autonomy 
cultures 

Consensus cultures 

Motivators A desire to 
achieve as an 
individual.

A desire to be 
recognised as a 
valuable part of the 
group. 

Feedback style Formal and 
direct. The 
focus is on 
performance 
and the personal 
strengths of 
the individual. 
Two-way 
communication 
is expected in the 
context of a one-
to-one meeting.

Indirect: ‘face’ is 
very important. 
Feedback is usually 
to the group rather to 
the individual. The 
style is informal and 
continuous rather 
than formal.

 Skills Book, Culture at work, page 68

 Teacher’s book, page 114

Dilemma
Ask students to read the Dilemma brief. Ask comprehension 
questions such as: What was John Curry’s objective for the 
company? (to double growth in ten years); What effect did 
this have on work conditions for staff? (cost-cutting strategies 
meant staff worked longer hours, closure of the child care 
facility meant many of the female staff went part-time); How 
did he reward senior management? (exclusive privileges, 
bonuses and promotions); How was this perceived by staff? 
(they saw it as unfair and felt he was rewarding friends); 
What impact did it have on the company? (sales fell and the 
company lost staff).

Task 1: Ask students to work in groups of three. Each student 
reads about one of the appraisal systems. Give students 
sufficient time to prepare their profile to present to the rest of 
the group.

Task 2: Ask students to hold a meeting to present each 
appraisal system and discuss the pros and cons of each one 
for this particular company. 

Task 3: Ask students to choose the appraisal systems that 
they like best. Give students a short time to prepare their 
presentation to the class to explain why they think their 
system is most effective.

Decision
Ask students to listen to the HR expert give his opinion as to 
which system should have been chosen. Ask students to make 
notes of the key points. Ask them what they think of 
his views.

Write it up
Ask students to write a memo to Patricia Donohue explaining 
which system they chose and why. Alternatively, you may 
wish to ask students to prepare their memo in class and then 
complete it for homework. When they have finished, students 
should ask a partner to read their work and check that the 
memo has achieved their objectives. Does it explain the 
reasons for their decision in a clear and concise way?

Give each student a photocopy of the Writing preparation 
framework on page 174 of this Teacher’s Book, then use the 
Writing focus (Writing focus: Memos) to link the use of the 
framework and the style guide as students plan their writing. 
It may be useful to use the Writing feedback framework on 
page 175 when giving feedback on students’ writing. 
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Writing focus: Memos

1  First decide who you are.
 (In this case, students are members of CSC’s HR 

department.)

2  Every time you start to write you need to ask yourself 
two questions: 

 a What is the purpose of this piece of writing?
 b Who am I writing to?
 (Here students are writing to Patricia Donahue, the 

CEO of CSC.)

3 Look at the section on memos on page 18 of the Style 
guide. Notice the suggested structure of a memo:

 Date/To/From/Subject
 Introduction
 Main points
 Conclusion and recommendations
 Initials of the writer
 Is this structure appropriate for this memo? What are 

you going to put in the subject line? Plan the sections 
you are going to divide the memo into. Then note 
down the points you might cover in each section.

4  What style should the memo be written in?

 (As it says in the Style guide, memos tend to be less 
formal than business letters. They are usually short 
and clear. The language is simple and straightforward 
and the tone is normally neutral.)

5  What phrases might be appropriate in your memo?

 (See the Style guide, particularly the phrases for giving 
information on page 18. Examples of useful phrases 
are underlined in the suggested answer opposite.)

6 Now go ahead and write the memo.

7 When you have finished, check your writing for: 
logical structure, clarity of ideas, clear communication, 
accuracy of language, appropriateness of style.

 Style guide, Memos, page 18

 Style guide, General rules, page 3 

 Style guide, Organising your writing, page 4 

 Skills Book, Writing 1, Memos, page 18

 Teacher’s book, page 123

 Teacher’s book, Writing preparation framework, page 174

 Teacher’s book, Writing feedback framework, page 175

Memo: Suggested answer (220 words)
Date: 8th April
To: Patricia Donahue, CEO
From: Anges Newton, Human Resources
Subject: Performance appraisal system
Our aim was to select the most appropriate performance 
appraisal system for our staff. To that end, we explored 
the following three tried and tested methods:
Top-down employee performance evaluations
These were deemed unsuitable as relationships between 
managers and staff are understandably frayed at the 
current time.
Peer-to-peer evaluations
In light of the problem with top-down evaluations, we 
found that this approach might have been viable, if not 
for the recent increase in turnover of staff: teams simply 
aren’t sufficiently established for colleagues to offer each 
other feedback. We are keen to nurture group dynamics at 
this current time. 

360-degree performance reviews
This method would allow us to obtain comprehensive 
feedback on all levels of staff, in every aspect of their 
work, including peers, superiors and subordinates, clients 
and suppliers. The main drawback in this method is that 
employees often feel uncomfortable giving feedback 
about their manager. However, this can be alleviated 
slightly by conducting upwards appraisals anonymously 
through the HR department. 
Having considered all the alternatives, we would 
like to put forward a recommendation of 360-degree 
performance reviews, as this method most clearly 
demonstrates that we are committed to a fair and 
thorough appraisal of all our staff. With your 
approval, we would be able to start implementing our 
recommendation immediately. 
If you have any questions relating to the above proposal, 
please contact Anges Newton in Human Resources, who 
will be pleased to provide any further information. 
AN
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UNIT OBJECTIVES

Reading: Making music; The business of
                                        survival
Language: Determiners
Vocabulary: Coined expressions
Usage:                           Metaphors and similes
Career skills: Team building
Culture at work: Working across cultures
Dilemma & Decision: Bullies on the team

This unit looks at the organisational structure of 
companies. There are a variety of ways of classifying 
the structure of an organisation. Some of these include:
•  Functional: The organisation is centralised. Sections 

are defined by their activity (production, marketing, 
HR, etc.). They have clear lines of hierarchy and 
clearly defined responsibilities.

• Divisional: The organisation is split into self-
contained units, defined by region or product, which 
operate as small companies within the group. 

•  Matrix: The organisation is less centralised and 
focuses on teamwork, bringing individuals together 
from across the company.

The first reading in the unit considers the business 
model for companies in the 21st century and the 
potential challenges that firms may face. The second 
reading looks at family firms and the secret of corporate 
longevity. The Career skills section explores the 
challenges involved in team building when the team 
members in an organisation are based in multiple 
locations and from diverse cultures and backgrounds.

Keynotes
Introduce the topic of organisations by eliciting different 
levels of hierarchy that can be found in some organisational 
structures (e.g. CEO, board of directors, managers, 
supervisors, workers). The type of structure will differ 
depending on the experience of individual students. Refer 
students to the title More like orchestras than armies. Ask: 
What would a company organised like an army be like? 
(strong leader, clear hierarchy, orders and decisions are made 
at a high level, etc.); What would a company organised like 
an orchestra be like? (small groups work within a larger 
structure, parts respond to each other, following the same 
objective, etc.). This will be looked at in more detail in 
Reading 1 on pages 18–19.

Ask students to read the keynotes, checking that the terms 
in bold are clear to them. As a follow-up, ask students about 
the issues raised in the keynotes: What is the organisational 
structure like in your company? Have technical advancements 
affected how your company operates? How are working 
environments changing? Would you prefer to work in a more 
traditional office or the new style of workspace mentioned in 
the keynotes? Draw students’ attention to the glossary for this 
unit at the back of the book.

 Coursebook, Glossary, Unit 2, page 143

Preview
Ask students to work in pairs. First, get students to brainstorm 
the advantages and disadvantages to having their own office 
and hot desking. Encourage students to think of the issue both 
from an employee’s perspective and also at an organisational 
level in terms of cost and productivity. Ask students to 
answer the question and have a brief feedback session with 
the class. Ask students to suggest other types of work space 
that they have experienced or know of (e.g. open plan offices, 
teleworking). 

Optional activity
As a lead-in to the listening to activity, you may wish to 
write on the board: 
ubiquitous
invasive 
authenticating
infrastructure
Play parts 1 and 2 of the listening and ask students 
to listen for the words. Then ask students to write 
definitions for the words, using the context in the 
listening. You could ask the class to compare their 
definitions with a partner before looking up the words in 
dictionaries.
(Suggested answers: ubiquitous (being everywhere, 
omnipresent), invasive (aggressive), authenticating 
(confirming identity), infrastructure (features of an 
organisation or system)

Listening 1
Tell students that they are going to listen to Jonathan 
Schwartz, former CEO of Sun Microsystems. The computer 
company is now a subsidiary of Oracle Corporation. Run 
through the topics and check understanding (‘SMS’ stands for 
‘short message service’, i.e. text communication). Students 
listen and number the topics in the order that they hear them. 

Unit 2: Organisations
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Ask students to read through the questions before listening. 
Students listen again and take notes to answer the questions. 
Ask students to compare their answers with a partner.

1
f 1       a 2       c 3       d 4       g 5        e 6       b 7

2 
1 pen and Blackberry
2 because it is less invasive
3 access his home directory and infrastructure wherever 

he is
4 much smaller
5 very positively, they viewed it as a huge asset
6 connect to the network, work, socialise
7 to connect with customers and employees around the 

world
8 to communicate the company’s vision to the 

marketplace, customers, shareholders and employees

Speaking
Ask students to work in pairs/small groups to consider the 
question. Have a brief feedback session with the whole class. 
Ask students if they like the idea of other aspects of working 
for Sun Microsystems that Jonathan Schwartz mentions 
(such as working from home, having a locker rather than an 
office, using a company café both as a place to network and 
to work). Encourage students to suggest the benefits and 
drawbacks of each of these ways of working.

Reading 1
As  a lead-in, write on the board:
Manpower (company)
Peter Drucker (conductor)
Ask students what they know about each of these. Get 
students to read the article quickly and elicit information 
(Manpower is one of the world’s biggest temporary 
employment agencies, Peter Drucker (1909–2005) was an 
influential business thinker who invented the term knowledge 
worker and a conductor is the person who leads an orchestra). 

Draw students’ attention to the glossary on page 19. Then 
ask students to read the article again in detail to answer 
the questions. During feedback draw students’ attention 
to paragraph 2. The Starfish and the Spider provides an 
opportunity to discuss if these are good comparisons or not. 
Encourage students to come up with other analogies for the 
modern business organisation both from the animal world and 
from other areas (e.g. theatre, music, military, sport). 

Ask students: What instrument is a Stradivarius? (a violin); 
What is its significance in the article? (It is the best violin 
there is and the article suggests that each player might not 
need such a high quality instrument but instead requires one 

that meets certain minimum requirements.) Get a student to 
read paragraph 8 in the article. Ask students to discuss the 
meaning of the paragraph in pairs. Do they agree?

1 The model for the 21st century will be decentralised 
structures with all the different parts communicating 
laterally.

2 They will have to find ways of getting people to work 
together in a systematic way. 

3 They will also need to find enough skilled people and 
give them the equipment, environment and motivation 
to produce top quality work; to persuade people to 
become leaders.

4 It requires too many personal sacrifices that they are 
not willing to make.

Speaking
Give students a moment to think about their answer. Ask 
students to share their ideas in pairs or small groups. 

Vocabulary 1
Check that students understand the meaning of antonym 
(a word opposite in meaning to another). Do the first item 
together to demonstrate. 

1 temporary 
2 tenacity
3 systematic
4 adequate 
5 peak
6 shrunk
7 appropriate 
8 regimented 

Optional activity
Ask students to work in groups. Give each group three 
words and challenge them to come up with sentences 
using the word or its antonym (e.g. The report was so 
disorganised that it was impossible to read./A systematic 
approach can help a team achieve their objectives.). 
Award points for speed and accuracy.

Vocabulary 2
Ask students to match words from columns A and B to make 
coined expressions. Get students to check their answers with 
a partner. Ask students to match the coined expressions with 
definitions 1–8. During feedback ask students if they can 
think of any other coined expressions.
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Coined expressions from columns A and B:
team player 
best practice 
core competency
information overload 
social networking 
net speak 
bottom line
credit crunch 

1 net speak
2 information overload
3 credit crunch
4 core competency
5 best practice
6 team player 
7 bottom line
8 social networking

Usage
Read about metaphors and similes together. Ask students to 
identify one or two examples of each in the article on page 
19. Ask students to complete exercise 1 and compare their 
answers with a partner. Get students to note which are similes 
and which are metaphors. Ask students to work in pairs/small 
groups and discuss exercise 2. Have a feedback session with 
the class.

1
1 theatre troupes (simile); players (metaphor)
2 a performance (metaphor)
3 players, musicians (simile)
4 conductors (simile)
5 audiences (metaphor)
6 orchestra, ensemble (metaphor)
7 better music (metaphor)
8 Stradivarius, instrument (metaphor)
9 musical score (metaphor)

2
starfish, spider, neural network 
They illustrate different types of complex organisations 
and different degrees of operational autonomy and 
interdependence. Both starfish and neural networks 
are capable of regeneration and can operate without a 
central point of control or ‘brain’. A spider represents 
an organisation where all the components depend on the 
central nervous system for survival. 

Optional activity
Photocopiable resource 2.1 (page 101)

Put students into pairs/small groups and give each pair/
small group a photocopy of the activity on metaphors and 
similes on page 101. Read the instructions through as a 
class and check students understand the activity.

Reading 2
As a lead-in, ask students to name any family firms that they 
know. Ask: What size are these companies? Are they global 
companies or do they operate in a local area? Before reading, 
ask students to look at questions 2–4. Ask students: In your 
opinion, what do you think the answers may be? Get students 
to read the article and answer the questions. 

1 They have grown through multiple acquisitions, which 
makes it difficult to identify which parts originated at 
what point and therefore which is the oldest part.

2 They come from old-economy industries, such as 
agriculture, hospitality and building.

3 Most businesses that fail do so in their first year.
4 primogeniture, ensuring that there are no family feuds 

about succession leading to companies being 
 broken up
5 trust, pride and money; evolution-expansion into new 

areas; a good grasp of the firm’s core competence

Speaking
Ask students to work in pairs or small groups and discuss 
the questions. Have a feedback session with the whole class. 
You could extend the exercise by asking students to research 
and write a profile about a company that they consider to be 
remarkable. 

Listening 2
Draw students’ attention to the picture. Check whether they 
know who the people are and what they know about their 
company (the car company Fiat, one of the best known 
family-run businesses). The Agnellis are a large and complex 
family. The picture shows Giovanni (Gianni) Agnelli and 
John Elkann. Although Fiat is mentioned in the listening, the 
Agnellis are not named.

Tell students that they are going to listen to an interview with 
Barry Cosgrave, an expert on family business. Ask students: 
What nationality and type of business is the oldest family 
business mentioned? (Japanese, hotel); When was it founded? 
(718). Play the interview and elicit the answers. Give students 
time to read through the questions before listening to the 
interview again. You may wish to ask students to compare 
their answers with a partner.
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1 50% of the UK private sector workforce is employed 
by family businesses. 95% of businesses in Asia, the 
Middle East, Italy and Spain are family controlled, as 
are over 80% of the companies in France and Germany 
and 60–70% in the US.

2 Ikea, BMW, Sainsbury’s, Fiat, Hoshi Ryokan
3 The tensions and strains of family life can interfere 

with the running of the business. Pitfalls are dealing 
with marriages and divorces, routine issues such as 
shareholder control, compensation, decision-making 
processes and succession planning.

4 It puts the business relationships on a contractual basis 
by having legally drawn up formal agreements.

5 It is signed by spouses who become part of the family 
through marriage and who may have little knowledge 
of the way the business operates. It avoids such people 
having a say in the running of the business.

6 It allows the family to pass on its values to the next 
generation.

7 It should be carried out early and should deal 
separately with ownership and management.

8 13%

Speaking
Ask students to work in pairs/small groups and discuss the 
questions. Have a feedback session with the whole class.

 
Ask students to prepare a mini presentation on the 
information they found. Did they agree with the advice? 

Language check
Ask students to read the information about determiners. Refer 
students to the Grammar reference at the back of the book. 
Nominate a student to read each of the sentences 1–8 and 
ask students to complete the table with the underlined words. 
Give students time to read the sentences again and identify 
more determiners.

1
Articles: the, an, a
Possessive adjectives: our, its
Demonstrative adjectives: those, this
Quantifiers: next six, few, all, three, some, half, each
Wh-determiners: whatever, whose
Negative determiners: neither, no more, no

2
1 the, so 2 the (x 3) 3 - 4 - 5 - 
6 - 7 the  8 a

 Coursebook, Grammar reference, Determiners, page 154

 Workbook, page 11

Practice
Ask students what they know about Ikea. Elicit ideas and 
write them on the board. Get students to complete the gaps 
using the determiners in the box. Check answers together. 
There is more information about Ikea in the video in the 
Skills Book CD-ROM.

  1 whose
  2 the
  3 Whatever
  4 No
  5 neither
  6 few
  7 its
  8 any
  9 a
10 one

Career skills
Before asking students to read the information in the box, ask 
them to close their books and tell you about their experience 
in teams. Ask: What sort of teams have you been in (at work, 
college or in sport)? Have you experienced working in teams 
with people who were in different geographic locations or 
who were from diverse backgrounds? Was the experience 
positive? Why/Why not? Ask students to work in pairs/groups. 
Set a time limit and ask students to talk about how a team 
leader can help build a team when the members are from 
multiple locations and diverse backgrounds. Have a brief 
feedback session. 

Ask students to open their books and read the information. 
Does it mention any of their ideas? Get students to complete 
the information by matching sentences a–e with points 1–5 
in the box to complete the second paragraph. You could 
ask students if they agree with the team-building practices 
described.

1 b
2 e
3 a
4 d
5 c

Speaking
Draw students’ attention to the pictures. Ask them to name 
the activities (racing, climbing/rock climbing, sky diving). 
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Ask students to answer the questions in pairs/small groups. 
Encourage students to think of more outdoor activities that 
might be used as a team-building exercise (e.g. paintball, 
orienteering, abseiling, camping, etc.).

Listening 3
Before listening, ask students if they think social events are 
a good way to develop a team. Ask students to look at the 
activities listed. Ask students: Which do you think would be 
most/least effective? Can you add any other activities to 
the list?

Tell students that they are going to take notes as they listen 
to a team leader talk about team-building activities. The 
feedback session would be a good opportunity to revise note-
taking skills.

Suggested answer
Food and refreshments for meetings: always welcome 
and will help encourage people to attend at inconvenient 
times; observe cultural differences
Evening drinks and meals: remember not everyone 
wants to drink alcohol; observe cultural differences
Clubs, dancing, theatre: ensure alternatives are provided 
as these are minority interests
Away days: most effective for achieving a specific goal 
or simply having fun
Challenging sports pursuits: may be perceived as 
macho, not for everyone; have good insurance cover
Games and ‘fun’ activities: can work well but generally 
only once, so choose something different next time
Charity events: most successful as everyone works to a 
common goal; choose a charity that appeals to everybody.
Training courses: very successful and highlights 
company’s values

Speaking
Ask students to work in pairs/small groups and discuss the 
question. Encourage students to give reasons for their answers. 

Culture at work
Ask students to read the information about working across 
cultures. Encourage students to give examples from their 
own experience. To give a different perspective, you could 
ask students to look at the Culture at work information from 
page 68 of the Skills Book. In collectivist cultures, consensus 
and the harmony of the group is important. In individualist 
cultures, participants are more likely to compete. Ask students 
to consider which approach is closer to their culture. You may 
also find it useful to refer to the relevant section in Culture at 
work in the teacher’s notes supporting the Skills Book.

Collectivist: Emphasises ‘we’
Our main consideration is to be good group members. We 
may be reluctant to offer direct opinions in case it reflects 
badly on other members of our group. We try to avoid 
situation where we have to criticise others. We’re also likely 
to avoid direct confrontation because we do not want to lose 
face with others.

Individualist: Emphasises ‘I’
In meetings I usually try to promote myself and my ideas in 
the best possible light. If others interrupt my ideas or disagree 
with me I don’t take it personally; likewise, if I interrupt 
others or express disagreement it is not personal. When 
necessary, I’ll act competitively and deal with confrontation 
in order to protect my self-respect.

 Skills Book, Culture at work, page 68

 Teacher’s Book, page 117

Optional activity
Photocopiable resource 2.2 (page 102)

In task 1 of the Dilemma & Decision section students are 
asked to evaluate options. You may wish to photocopy 
the Evaluation framework on page 102 for each pair/
group to use.

Dilemma
As a lead-in, ask students to consider what behaviour 
constitutes bullying in the workplace. Ask students: Who can 
be the perpetrator? (an employer, manager or colleague); 
What advice would you give to someone who was being 
bullied at work? Is it a good idea for organisations to have 
written policies to deal with bullying? Ask students to read 
the Dilemma brief and answer any questions they might have. 
Ask students to summarise the key information in the brief. 

Task 1: Students work in pairs/small groups and evaluate the 
advantages and limitations of each of the four options. You 
may wish to use the Evaluation framework on page 102. Set a 
time limit for the discussion.

Task 2: Pairs/Groups use the information from task 1 to 
choose the option that they think is best. Point out that they 
can combine options (or think of other alternatives). Once 
they have decided which option(s) to choose, tell students that 
they should prepare to present their arguments to another pair/
group. In one-to-one classes or small classes, students can 
prepare individually and present to you or a partner.
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Task 3: Put each pair/group together with another group. 
Each pair/group tells each other what they have decided and 
gives reasons why. After each group has spoken, encourage 
the other group to ask questions about the proposed action.

Decision
Ask students to listen to Naomie Dreiblatt, who runs a 
consulting firm that deals with the issue of bullying. Ask 
students to take notes to answer the four questions. Have a 
feedback session and ask students what they think of 
her views.

1 It affects motivation, productivity and therefore profit.
2 Warnings and a follow-up meeting are the most 

likely to succeed. Dismissal may remove a key team 
member who is difficult to replace. Organising help 
for the victim puts the onus on the victim to solve the 
problem. Transferring bullies merely transfers the 
problem.

3 Be direct but not emotional or confrontational, be clear 
that the behaviour must stop, set a date for a follow-up 
meeting and document everything carefully.

4 Create a policy in collaboration with team members. 

Write it up
Tell students that they are going to write a memo as Anna 
Kidder. They are going to write to a senior director to inform 
her of the decision that they have taken. Give each student 
a photocopy of the Writing preparation framework on page 
174 of this teacher’s book. Then use the Writing focus 
(Writing focus: Memos) to link the use of the framework and 
the Style guide as students plan their writing. You may wish 
to set a word limit (no longer than the suggested answer) and 
set the task as homework. It may be useful to use the Writing 
feedback framework on page 175 when giving feedback on 
students’ writing. 

Writing focus: Memos

1 First decide who you are.
 (In this case, students are Anna Kidder.)

2 Every time you start to write, you need to ask yourself 
two questions: 

 a  What is the purpose of this piece of writing?
 b  Who am I writing to?
 (Here students are writing to their senior director to 

inform him/her of their decision.)

3 Look at the section on Memos on page 18 of the Style 
guide. Notice the suggested structure of a memo:

 Date/To/From/Subject
 Introduction
 Main points
 Conclusion and recommendations
 Initials of the writer
 Is this structure appropriate for this memo? What are 

you going to put in the subject line? Plan the sections 
you are going to divide the memo into. Then note 
down the points you might cover in each.

4 What style should the memo be written in?
 (As it says in the Style guide, memos tend to be less 

formal than business letters. They are usually short 
and clear. The language is simple and straightforward 
and the tone is normally neutral.)

5 What phrases might be appropriate in your memo?
 (See the Style guide, particularly the phrases for giving 

information on page 18. Examples of useful phrases 
are underlined in the suggested answer on the next 
page.)

6 Now go ahead and write the memo.

7 When you have finished, check your writing for: 
logical structure, clarity of ideas, clear communication, 
accuracy of language, appropriateness of style.

 Style guide, Memos, page 18

 Style guide, General rules, page 3

 Style guide, Organising your writing, page 4

 Skills Book Writing 1, Memos, page 18

 Teacher’s Book, page 123

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175
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Memo: Suggested answer (250 words)
Date: 5 May
To: Peter Regan, Senior Director
From: Anna Kidder, Head of Department
Subject: Bullying in the department
I have recently been informed of a case of bullying within 
the department, a situation that cannot be tolerated under 
any circumstance. Regrettably, my own efforts to appeal 
to the instigators appear to have gone unheeded and the 
situation continues to affect the victim concerned as well 
as general morale within the department.
After careful deliberation, I propose a formal meeting 
with the three members of staff responsible, insisting on 
an immediate halt of all bullying behaviour. The meeting 
will include the following:
–  a dictation of specific examples of the kind of 

intimidation observed, which we as a company cannot 
tolerate

–  a written warning, insisting on an immediate cessation 
of any negative behaviour in the workplace

–  an overview of the course of action that will be taken 
if the written warning is not observed

–  a recommendation for an anger management course to 
be funded by the individuals 

–  an offer of counselling by the HR department.
It is recommended that the victim not be involved in any 
of these proceedings, in order to avoid associating her 
with the problem. An example should be made to the rest 
of the workforce that bullying is ultimately a problem for 
the bullies and no one else.
Finally, I would like to suggest a meeting between the 
heads of department and Human Resources in order to 
brainstorm clear and strict guidelines on the subject of 
bullying in the workplace. It would be in the best 
interest of all departments to have a written policy in 
these matters. 
AK
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UNIT OBJECTIVES

Reading: A sweet success; Getting back 
on top

Language: Continuous forms
Vocabulary: Prefixes with verbs
Usage: Idioms with track
Career skills: Managing resistance to change
Culture at work: Attitudes to change
Dilemma & Decision: The disorganised organisation

This unit looks at the way individuals and organisations 
react to change. In recent years the question of how a 
company prepares for and manages change has become 
a crucial factor in its success or failure. Change can 
come in a variety of forms in business, including 
company restructuring, mergers and takeovers. In 
each of these situations fundamental changes may 
occur in the way that the company is run. Departments 
and divisions may join together or cease to exist and 
management structures may change. In some situations 
staff may be made redundant or they may be required 
to take on new roles and responsibilities. Technical 
innovation in an industry may require employees to 
adapt their work practices or update their skills through 
training. Whether positive or negative, any change 
may encounter resistance, and in most situations a 
clear strategy and good communication is vital. The 
first reading looks at the Italian ice-cream equipment 
manufacturer Carpigiani, which went through a period 
of change in order to improve its competitiveness. The 
second reading looks at the diversification measures 
that Dell made to its computer company. Two listenings 
in the unit consider change management and different 
models for change. The Career skills and Dilemma & 
Decision sections build on this theme by considering 
how to anticipate and manage resistance to change. 

Keynotes
Introduce the topic of change by asking students to 
suggest changes that can happen to employees in their 
working life (e.g. new jobs, promotion, new managers/
colleagues, transfers, takeovers, restructuring, redundancy, 
unemployment, retirement). Ask students to put these in 
order, from most to least stressful. You could choose one or 
two changes and ask students to suggest strategies that would 
help in the situation. 

Ask students to read the keynotes, checking that the terms in 
bold are clear to them. As a follow-up, ask students briefly 
about the issues raised in the keynotes. Elicit reasons why 
a company might require a change (e.g. due to a merger, 
takeover, restructuring or technical innovation). Ask students: 
Have you ever worked for an organisation that underwent 
a major change? Do you think it is essential for a company 
to change in order to survive? Why/Why not? If you were 
restructuring a company, what factors would you need 
to look at? (e.g. the responsibilities of each division and 
department, how processes and procedures may be required 
to adapt, the management structure and whether certain 
roles are duplicated, which may result in changes to line 
management or the company hierarchy, identifying the roles, 
responsibilities and skills of employees and whether they are 
necessary to the new structure. There may also be human 
resources implications such as redundancies and training 
requirements.). Draw students’ attention to the glossary for 
this unit at the back of the book.

 Coursebook, Glossary, Unit 3, page 144

Preview
Ask students to work in pairs. Read through the questions 
together and clarify where necessary. Students answer yes or 
no to each of the questions. Ask students to turn to page 135 
to work out their scores and discover what they mean. Ask 
students if they agree with the analysis. 

Listening 1
Tell students that they are going to listen to Harrie Barron talk 
about change. Before reading, look through the questions and 
ask students to suggest some things that they think Harrie will 
talk about. Play the first part of the recording and ask students 
if their ideas were mentioned. Play it again and ask students 
to answer the questions.

Ask students to listen to part 2 and answer the questions. 
Get students to compare their answers with a partner. Ask 
students: Do you agree with Harrie’s ideas? Why/Why not? 

Unit 3: Change
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Part 1
1 a structured way of getting people to do what the 

manager wants
2 They resist change because they think that the manager 

has not thought things through and does not fully 
understand their jobs or what the real world is like. 

3 thinking and brainstorming; planning; implementing

Part 2 
1 Inform the people who will be affected by the change 

and allow time for them to talk and express their 
negative feelings. Listen to their worries and try to 
address those issues.

2 Managers might announce changes too soon, or do not 
take care to inform the right people at the right time.

Reading 1
Draw students’ attention to the title of the article. Ask 
students: What do you think the article will be about? Which 
country is associated with ice cream? (Italy).

Ask students to read the article and match each question to 
a paragraph. Check answers briefly and then ask students to 
answer the questions. 

1 Paragraphs 3 and 4. He revamped customer service 
and reduced the workforce, which led to cost cutting 
and simplification of the structure. He scrapped TV 
advertising and outsourced to cheaper manufacturing 
markets. He renewed focus on research and 
development and introduced strict quality controls. 
Their staff university has developed many new more 
efficient materials.

2 Paragraph 5. Developing high performance materials 
helped them increase market share because they were 
able to meet strict hygiene demands in the US.

3 Paragraph 2. Complacency set in after the death in 
1982 of Poerio Carpigiani, a smart marketing man 
and one of two brothers behind the firm. Quality fell, 
complaints rose and Carpigiani’s share of world sales 
slipped from 25% in 1980 to 15% in 1990.

4 Paragraph 6. Globalisation led to stiffer competition 
but also provides new market opportunities (helping to 
propagate a taste for genuine Italian ice-cream among 
China’s swelling middle class).

5 Paragraph 1. The firm is doing well with around half 
of the global market (over 100 countries) for ice cream 
makers.

6 Paragraph 3. He said the company had forgotten the 
importance of customer service and quality control and 
of being ahead of competition with new products.

Speaking
Give students a moment to think about their answer. Ask 
students to share their ideas in pairs or small groups. Then 
ask students to work with another pair or group and present 
their ideas. 

Suggested answer:
Advantages:
• Operating globally means having a bigger choice of 

suppliers and employees which may be better, cheaper 
and more efficient. 

• Being on the global market pushes firms to learn new 
competencies.

• Outsourcing to other markets can be cheaper.

Disadvantages:
• Some firms will not be able to compete with global 

competition and may close. 
• Outsourcing manufacturing and/or using foreign 

suppliers can cause a company to lose touch with its 
product. 

• Some customers will only buy locally produced 
products.

• It is difficult to be continually innovative if you are 
relying on global partners.

• Adapting quickly to changing market trends becomes 
more difficult.

Managers need to develop collaborative skills.
Organisational changes will have to be made.

 
Draw students’ attention to the Websearch symbol. You 
could ask students to research and prepare this in class or for 
homework. You may wish students to present their chosen 
company to the class. Students could then vote on which 
company has introduced the best changes. Alternatively, ask 
the class to work in two groups, A and B. Ask group A to find 
examples of companies where the changes were successful 
and group B to find examples of companies where the 
changes met resistance or failed. Then ask students to work 
in A/B pairs and present information about their findings. 
Encourage students to identify reasons why the changes were 
successful/unsuccessful.

Vocabulary 1
Demonstrate the activity by doing the first word together. Ask 
students: Is the word ‘simplified’ identified with the problems 
which provoked Carpigiani’s changes or with the change 
process? (with the change process; Mr Cocchi simplified the 
Carpigiani structure by cutting the workforce by half.). Ask 
students to work in pairs and complete the exercise. Give 
students time to refer back to the text to locate the words and 
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check. Write A and B on the board and elicit answers. You 
may also wish to check pronunciation of the words in the 
box and highlight the word stress, particularly extravagance, 
complacency and overhaul. 

A: stiffer competition, extravagance, complaints, 
complacency, stagnated

B: simplified, reinforce, scrapped, overhaul, cost-cutting

Vocabulary 2
Read through the information with students and check that 
they understand. Ask students to suggest an example for each 
of the prefixes.

Ask students to work in pairs and form as many new verbs as 
they can, using words in the box and prefixes. You may wish 
to give students a time limit and see which pair has the most 
words. If it is appropriate to make it competitive, you could 
also award one point for each word which no other pair has.

counteract, overcome, reconsider, subcontract, outdate, 
redesign, subdivide, underestimate, degrade, relocate, 
undermanage, cooperate, underperform, undervalue 
devalue, mismanage, outperform, overact, overestimate, 
overvalue, react, 

Practice
Ask students to complete the text using words from 
Vocabulary 1 and 2. Ask students to compare their answers 
with a partner and have a feedback session with the class. Ask 
students: What age group do you think these changes might 
appeal to? Why?

1 counteract
2 complaints
3 stiffer competition
4 redesigning
5 relocating
6 reconsidering
7 underestimated
8 complacency
9 react

Speaking 
As a lead-in, ask students to say what services their bank 
offers. Ask students to work in pairs/small groups. Get 
students to briefly discuss the first part of the question. 
Encourage students to give reasons for their responses. Ask: 
Which facilities mentioned do you think would be most/least 
useful? Why?

When students discuss the second part of the question 
(students advise their bank about what changes to make in a 
complete overhaul), give them time to discuss the question in 
detail. Pairs/groups could make a note of the best ideas and 
present them to the class.

Optional activity
Photocopiable resource 3.1 (page 103)

If you wish to extend the activity with your class, give 
each student a copy of the Banking services questionnaire 
on page 103. Ask students to answer the questions, 
then work in pairs/groups and use their ideas in the 
speaking activity to talk about how to improve customer 
satisfaction.

Usage
Ask students to match the idioms with the definitions and 
compare their answers with a partner. 

Draw students’ attention to the underlined words in exercise 
2. Ask students to replace these with one of the idioms from 
exercise 1. Remind students that they may need to change the 
form of some of the idioms. 

1
1 d
2 f
3 c
4 a
5 h
6 e
7 b
8 g

2
1 covering their tracks
2 to track him down 
3 lost track of
4 a proven track record
5 are on the right track
6 back track 
7 fast track
8 keep track of
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Optional activity
Ask students to work in pairs. Choose one of the 
scenarios below and ask students to role-play the 
conversation. Students should try to use as many idioms 
with track as possible. You may wish to give students 
a time limit. Go round the class and find out which pair 
included the most idioms. Encourage students to give 
examples of the sentences in which they used the idioms.

Scenarios:
1  Role-play a conversation between two managers 

talking about career development plans for a new 
graduate trainee. One manager thinks the trainee has 
lots of potential while the other thinks it was a mistake 
to employee him/her. 

2  Role-play a conversation between two friends about an 
old school friend that you want to get in contact with 
for a reunion.

3  Role-play a conversation between a manager and 
an employee about a project that has had serious 
problems but which is now progressing well.

4  Role-play a conversation between two detectives 
discussing a case about a gang of white-collar 
criminals.

Listening 2
Explain that students are going to hear a change consultant 
talk about different models for change. Ask students to read 
the introduction and then refer them to the diagram on page 
140.

Ask students to look at the diagram while they listen to Ewa 
Baczynska describe the models for change. Pause after each 
part of her talk and ask students: Which model for change is 
she describing? Ask students to listen again and note what she 
says about resistance to change for each of the change models. 

If students would like to read further on this subject, you 
could point out that some of these ideas are adapted from 
Managing Change by Bernard Burnes. Ask students which 
approach they would prefer to use. Encourage them to give 
reasons for their preference. 

1
1 Model B: This refers to a company that finds itself in a 

time of crisis or a future crisis which will require major 
changes if they are to survive. Because it involves 
major structural changes, it will be imposed from the 
top down. This could lead to resistance and a shift in 
power within the organisation and/or job cuts.

2 Model D: This model outlines the case of small 
technical changes being made at the level of individual 
or teamwork. How these changes are managed will 
depend on the culture of the company, but they can 
generally be achieved quickly, without resistance.

3 Model C: This covers relatively small-scale initiatives, 
whose main objective is performance improvement 
through changes in attitude and behaviour. The 
changes are planned with an emphasis on collaboration 
and participation and resistance is not usually an issue.

4 Model A: This relates to situations where the change 
focus is on culture at the level of the organisation or 
large parts of it. Although the company may badly 
need a transformation, a cultural change is likely to 
be a slow process. There may be some guidance from 
senior managers but success usually relies on there 
being a host of initiatives at all levels of the hierarchy, 
emerging from the necessity to adapt to a changing 
environment.

2
Model A: Change is likely to be a slow process and 
depends on initiatives at all levels of the hierarchy.
Model B: It could lead to resistance within the 
organisation because getting everyone on board is a 
difficult task.
Model C: The changes are planned with an emphasis 
on collaboration and participation, and resistance is not 
normally an issue.
Model D: Changes can generally be achieved quickly, 
without resistance. 

Reading 2
As a lead-in, ask students what they know about Dell 
computers. Draw students’ attention to the glossary. Ask 
students to read the article and answer the questions. Get 
students to compare their answers in pairs/small groups 
before having a feedback session with the class.

M01_INBU_TB_ADVGLB_7788_U01.indd   31 1/3/11   15:38:39



Pe
ars

on

INTELLIGENT BUSINESS (ADVANCED) TEACHER’S BOOK: COURSEBOOK

32

1 Dell’s original strategy of providing a customised 
product, allowing customers to choose the features 
they liked, was very popular with corporate clients, 
particularly in the US. They kept supply chain costs to 
a minimum by only selling online.

2 Market forces changed. There was a shift in demand 
to the consumer market. New markets in the merging 
developing world were less comfortable with buying 
online. As PCs became more powerful, buyers could 
no longer be persuaded to add extra processing power 
or a bigger hard drive when they bought them – one of 
the firm’s specialities. Internal problems with customer 
service and accounting problems also contributed to 
the firm’s problems.

3 Set up a corporate website and blog, started selling in 
shops again.

4 Dell is making major cultural and process changes, 
which means its transformation corresponds to models 
A and B in the change matrix. 

Language check
Ask students to identify examples of continuous forms in 
the article (paragraphs 2, 3, 5). Ask students to read the 
information and match the sentences and explanations. Refer 
them to the Grammar reference at the back of the book. You 
may wish to ask students to identify which continuous form is 
used in each of the examples.

1  b         2  e         3  a         4  f         5  c         6  d

 Coursebook, Grammar reference, Continuous forms, 

 page 155

 Workbook, page 13

Practice
Ask students: What is nanotechnology? (the science and 
technology of manipulating materials on a very small scale or 
the engineering of microscopic machinery). Tell students that 
they are going to complete a text about nanotechnology. Ask 
students to use an appropriate continuous form of the verbs 
in the box to complete the two paragraphs. Point out that 
sometimes more than one tense is possible.

  1 have been emerging/have emerged
  2 is beginning
  3 will be operating/will operate
  4 was working/had been working
  5 had become
  6 have been pouring
  7 have been soaring/are soaring
  8 is coming
  9 are reinventing/have reinvented
10 are looking
11 will be living

Speaking
Put students into pairs. You could get students to ask you 
the questions first. Ask students to take turns asking and 
responding to the questions. Monitor the students’ use of 
tenses and check for common errors. After students have 
finished the exercise, have a feedback session to address the 
types of error with the class.

Career skills
Before asking students to read the information, write 
Restructuring a company on the board. Tell students that two 
departments are going to merge. Ask students: What changes 
might this mean for the departments? (changes to work 
practices or procedures, possible redundancies, sharing office 
space, changes to line management, etc.); What concerns 
might staff have about the changes? (job security, moving, 
getting on with new colleagues/new boss, etc.). What do 
students think the management does to make sure that there 
isn’t resistance to change?

Ask students to read the information about managing 
resistance to change. Ask students: Does the checklist include 
any of the ideas you mentioned? Get students to compare their 
answers with a partner.

Ask students: Have you been in a situation where there was a 
major change? Were any of these ideas used? Was the change 
managed effectively? Do you agree with the ideas on the 
checklist?

1  b      2  a      3  d      4  f      5  c      6  e

Listening 3
You could nominate students to read the scenarios to the 
class. Then ask students to work in pairs/small groups to 
answer the questions in exercise 1. Give students a time limit 
to discuss the questions. Have a brief feedback session with 
the class.

Optional activity
Photocopiable resource 3.2 (page 104) 

You may wish to photocopy the table on Managing 
change to help students organise their ideas in the first 
part of listening 3.

Tell students that they are going to listen to three change 
managers discussing Scenarios 1 and 2. Get students to read 
through the questions. If students need more support, you 
could ask them to make notes. Students answer the questions 
in exercise 2 individually and then discuss in pairs.
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1 Scenario 1: Because the managers didn’t get the right 
training to the staff at the right time

 Scenario 2: They should have organised training before 
announcing the changes.

2 Scenario 1: The manager should have been expecting 
resistance to change.

 Scenario 2: She should have organised brainstorming 
sessions and asked the staff what changes they would 
like to see introduced.

Culture at work
Ask students to read the information about attitudes to change 
and consider the question. Ask students whether their own 
culture fits into a high or low level of tolerance to ambiguity. 
You may find it helpful to look at the Culture at work table 
from page 69 of the Skills Book. This is reproduced below. 
You may also find it useful to refer to the relevant section on 
Culture at work on page 120 in the teacher’s notes supporting 
the Skills Book.

Uncertainty avoiding cultures use rules, laws and contingency 
plans to minimise the risk of unknown situations. Uncertainty 
accepting cultures prefer to have as few rules as possible and 
tend to be tolerant of ideas and opinions that are different 
from their own. After going through the Dilemma & Decision 
section, ask students to consider whether the example of 
Denmark fits with one of the categories in the table. Ask 
students how the table compares to attitudes to uncertainty in 
their culture. You could ask students to discuss whether they 
can think of exceptions to the models shown. Ask students: 
How would you approach making changes in a team that was 
predominantly uncertainty avoiding or uncertainty accepting?

Uncertainty avoiding Uncertainty accepting

New ideas and concepts 
can be difficult to 
introduce.

Innovation and 
experimentation is 
encouraged.

In business, risks are 
generally avoided.

In business, risk is embraced. 

The country or culture 
often has a long history 
with a homogenous (non-
multicultural) population.

The country or culture 
often has a younger history 
with diverse (multicultural) 
population.

 Skills Book, Culture at work, page 69

 Teacher’s Book, page 120

Dilemma
Ask students to read the Dilemma brief and answer any 
questions they might have. You may wish to ask students to 
summarise the situation to check understanding. 

Task 1: Students work in pairs and discuss Lars Kolind’s 
vision for the company. Give students time to discuss what 
resistance they think the change could meet. Have a brief 
feedback session with the class.

Task 2: In this task students prepare for the discussion in task 
3. Students work in pairs, A and B. Refer students to pages 
136 and 138 and ask them to study the information related to 
their role. Give students time to build arguments to support 
their case. Encourage students to make notes to help them. If 
students need more support, divide the class into A/B groups. 
In groups, students discuss their role.

Task 3: Ask students to work in pairs and discuss what they 
think will happen to Oticon if the changes are introduced. 
Alternatively, students can have the discussion in mixed 
A/B groups.

Decision
Tell students that they are going to listen to Duncan Hobbes, a 
change consultant, talk about what happened at Oticon. Have 
a feedback session and ask students whether they predicted 
any of the things that Duncan mentioned.

1 Most people thought he was ‘mad’, or misguided.
2 closed down the factory
3 Staff were offered training and coaching.

Write it up
Tell students that they are going to write a formal email to 
Lars Kolind. Students should state the case that they prepared 
in task 2. Give each student a photocopy of the Writing 
preparation framework on page 174. Then use the Writing 
focus (Writing focus: Formal emails) on page 34 to link the 
use of the framework and the Style guide as students plan 
their writing. You may wish to set a word limit (no longer 
than the suggested answer) and set the task as homework. It 
may be useful to use the Writing feedback framework on page 
175 when giving feedback on students’ writing. 
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Writing focus: Formal emails

1 First decide who you are.
 (In this case, students are an employee at Oticon.)

2 Every time you start to write, you need to ask yourself 
two questions: 

 a  What is the purpose of this piece of writing?
 b  Who am I writing to?
 (Here students are writing to Lars Kolind, the 

president of Oticon, to say whether they agree or 
disagree with the proposed changes.)

3 Look at the section on Emails on page 16 of the Style 
guide. Notice the suggested structure of a formal 
email:

 Information about the content of the email
 Opening
 Body of the email
 Closing
 Name and job title
 Is this structure appropriate for this email? What are 

you going to put in the subject line? Plan the sections 
you are going to divide the email into. Then note down 
the points you might cover in each. Note that formal 
emails can have the same salutation and closing as a 
formal letter.

4 What style should the email be written in?
 (Although this is an email, the tone is formal. 

Therefore, it would be advisable to use a similar style 
as a formal letter.)

5 What phrases might be appropriate in your email?
 (See the Style guide, particularly the example of a 

formal email on page 17. Examples of useful phrases 
are underlined in the suggested answer opposite.)

6 Now go ahead and write the email.

7 When you have finished, check your writing for: 
logical structure, clarity of ideas, clear communication, 
accuracy of language, appropriateness of style.

 

 Style guide, Emails, page 16

 Style guide, General rules, page 3 

 Style guide, Organising your writing, page 4 

 Skills Book, Writing 2, Formal emails, page 32

 Teacher’s Book, page 134

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175

Formal emails: Suggested answer 
(244 words)
To: Lars Kolind, Oticon
From: Gregory Peters, Project coordinator
Subject: Proposed structural changes
Dear Mr Kolind
I am writing in reply to your email outlining the proposed 
restructuring of Oticon. Thank you for taking the time to 
address each employee individually. I am very pleased 
you are interested in everyone’s views and delighted to be 
able to offer my personal response.
It was with great interest that I read your innovative ideas. 
It is true that Oticon is struggling for a sizeable market 
share when faced with competition from giants like 
Siemens, Phillips and Sony as direct competitors. 
We simply cannot compete on size unless we change the 
rules of the game and introduce speed and agility.
In my role as Project Coordinator, variety is my routine 
and I am kept constantly motivated by change. It seems, 
however, that members with more specific duties of the 
team are sceptical of the changes. But it is precisely this 
kind of routine that inhibits innovation and imagination 
and I do believe that after a brief initial period of shock, 
the freedom to take on tasks that suit each individual’s 
professional needs will nurture their talents and produce 
excellent company-wide results, propelling Oticon into a 
league of its own.
On a personal level, although my current role is Project 
coordinator, I majored in Design technology, so I am 
very much looking forward to having the opportunity to 
contributing in a more creative role. I think you will agree 
that an interesting voyage in unchartered territory lies 
ahead for everyone involved.
Yours sincerely
Gregory Peters
Project coordinator  

Review
On the next two pages of the Coursebook you will find 
Review 1, which reviews language, vocabulary and functional 
language from Units 1, 2 and 3. It can be used in a number of 
ways that can be adapted to suit your class, for example:

– Students can do selected exercises for homework.

– Use in class and guide students to particular exercises 
according to their individual needs. Alternatively, if your 
class has similar needs, focus on exercises where they can 
have more practice together (students can work individually 
or in pairs).

– Use as a short progress test and review any necessary points 
before moving on to Unit 4.

 Teacher’s Book, Coursebook review 1: answers, page 97
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UNIT OBJECTIVES

Reading: Just good business; 
Greenwashing

Language: Paired structures
Vocabulary: Compound nouns
Usage: Synonyms
Career skills: Taking responsibility
Culture at work: Variations in values
Dilemma & Decision: Called to account

This unit looks at the concept of corporate social 
responsibility (CSR). CSR has become increasingly 
important in the world of business. Modern 
organisations wish to be seen to be internally 
monitoring their legal and ethical obligations to 
employees, shareholders and the community, and 
environment. The positive view of CSR is that it is 
an effective means of incorporating the interest of the 
wider public into corporate decision-making. Critics 
of CSR argue that it is a strategy to avoid governments 
or official bodies interfering in big business. Others 
say that businesses should focus purely on profit. 
Companies which adopt CSR can potentially benefit 
from an enhanced public image. Conversely, incidents 
of poor CSR are now more likely to be highlighted 
in the media or on the internet and may damage a 
company’s reputation.
The first reading looks at how CSR has been adopted 
by mainstream businesses and later in the unit there is 
an interview with the journalist who wrote the article 
for The Economist. The second reading looks at ways 
in which some companies use environmental issues 
to improve their image. In the Dilemma & Decision 
section, students consider communication strategies to 
use in a crisis and prepare a press release to deal with a 
company problem. 

Keynotes
Introduce the topic of corporate social responsibility by 
writing on the board: people, planet, profit. Ask students: 
Should companies consider these when conducting their 
business operations? What obligations do companies owe 
to each? (working conditions for employees, environmental 
policy, profits for shareholders, etc.). 

Ask students to read the keynotes, checking that the terms in 
bold are clear to them. As a follow-up, ask students briefly 
about the issues raised in the keynotes. Ask: Would you prefer 
to work for a company that promotes CSR? Why/Why not? 
Do you know any companies that have a good reputation 
for CSR? (possible examples include Japanese firm Sony, 
which has a Sony supplier code of conduct to ensure that 
the companies it works with follow guidelines for health 
and safety, human rights and the work environment; BASF, 
the German chemical company which runs programmes for 
disadvantaged children; the American company Timberland, 
which allows its employees to take off one week a year with 
pay to work with local charities; coffee retailers such as 
Starbucks (USA) and supermarkets such as the Co-operative 
Group (UK), which increasingly promote ‘fair trade’ brands). 
Draw students’ attention to the glossary for this unit at the 
back of the book.

 Coursebook, Glossary, Unit 4, page 145

Preview
Draw students’ attention to the pictures. First, get students to 
identify the type of problem (e.g. oil spill, fire). Ask students 
to answer the questions. Encourage students to say what they 
know about the stories behind the pictures. The pictures show 
three corporate environmental disasters: a 2007 fire at the 
Aztec chemicals plant in Crewe, UK, where many residents 
living near the plant had to be evacuated, an underwater shot 
of a leak being capped in a BP oil leak in 2010 after more 
than 205 million barrels of oil escaped into the sea and the 
Exxon Valdez oil tanker, which struck a reef and spilled up 
oil into the sea in Alaska in 1989. Ask students how they 
think these disasters and the company response affected the 
corporate image in each case. You could ask students to talk 
about any other corporate environmental disasters that they 
know of. The listening will give details of the Exxon Valdez 
oil leak and also the Bhopal disaster. The Bhopal disaster 
occurred in 1984, when the Union Carbide pesticide plant in 
Bhopal, India, had a gas and chemical leak which poisoned 
thousands of people living in the area.

Listening 1
Tell students that they are going to listen to David Du 
Cane talk about two corporate disasters which lead to CSR 
becoming more important in business. Ask students to read 
through the questions before listening. 

Unit 4: Responsibility
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1 The media are subjecting businesses to greater 
scrutiny.

2 the gas leak in 1984 at the Union Carbide pesticide 
factory in Bhopal, India, where the population was 
exposed to toxic gas, and the Exxon Valdez oil spill 
in Alaska in 1989, when an oil tanker ran aground, 
causing massive pollution

3 Payments were made in both cases: in Bhopal $470 
million, the equivalent of $400 per person, and in 
Alaska $500 million.

4 Companies are more aware of the potential dangers of 
some business activities and have to put strategies in 
place to minimise risk.

Optional activity
You could ask students to work in two groups and 
listen to David Du Cane again. Ask group A to note 
information about the Bhopal disaster and group B to 
note information about the Exxon Valdez oil spill. If 
appropriate, students could use the internet to find out 
more background information about the disasters. Then 
ask students to work in A/B pairs or small groups and 
discuss what strategies could have been put in place to 
prevent or deal with the disasters. In each case, how 
should the company have been held to account for the 
situation? 

Speaking
Ask students to work in pairs or small groups and discuss the 
questions. Have a feedback session with the whole class.

Reading 1
As a lead-in, ask students to suggest activities that companies 
can use to help their local community or the environment. 
Ask students to read the article quickly to see if it mentions 
any of their suggestions. Draw students’ attention to the 
glossary. Get students to read the paragraph headings in 
exercise 1 and scan the article to find the order in which the 
paragraphs appear. Write on the board:
Paragraphs 1–3
Paragraphs 4–6
Paragraphs 7–9
Paragraphs 10–12

Ask students to match the paragraph headings with the groups 
of paragraphs. 

Then ask students to read the article again in detail. Get 
students to compare their answers with a partner. 

1
Paragraphs 1–3: Setting objectives; The name of the 
game; A little bit of everything
Paragraphs 4–6: Growth sector; Keeping watch; Getting 
greener
Paragraphs 7–9: Giving it away; Dealing with danger; 
Getting together
Paragraphs 10–12: Opportunity knocks; Unanswered 
questions; Making business sense

2 
1 Nobody likes the label CSR; CSR includes a vast range 

of activities; CSR is booming.
2 Three components are mentioned: corporate 

philanthropy: allocating a percentage of profits to 
a worthy cause; risk management: companies can 
prepare strategies to minimise exposure to risk and to 
protect their reputations; business opportunity: CSR 
offers opportunities for businesses to develop new 
products and services.

Speaking
Ask students to work in pairs and discuss the questions. 
Encourage students to give reasons for their opinions. You 
could ask students to do the internet search individually for 
homework or as part of a group project.

 
Ask students to and prepare a mini presentation on a company 
that uses CSR. They can do this for homework and give their 
presentations at the beginning of the next lesson.

Vocabulary 1
Point out the paragraph number in brackets after each 
definition. Students could suggest answers before looking at 
the article again to check.

1 sustainable
2 accountability
3 triple-bottom-line
4 citizenship
5 carbon-neutral
6 transparency

Vocabulary 2
Check that students understand the examples. Ask them to 
find more examples of compound nouns in the article. You 
may wish to set a time limit. Examples in the article include: 
good citizenship, local community, sustainable business, 
financial pressures, financial results, external pressures, 
good works, environmental disaster, competitive advantage, 
green strategy.
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Ask students to work in pairs and form as many compound 
nouns as they can using the adjectives in the box. Again, you 
may wish to time the activity. Have a feedback session with 
the class. You may wish to award points (one point for any 
compound noun that no other pair in the class has). Check 
that students know the meaning of the compound nouns. You 
could ask students to choose two compound nouns from each 
of the four groups and write a sentence for each.

Suggested answers
environmental: activist, group, issue, safety, policy, 
pollution, protection
financial: advisor, aid, analysis, highlights, institution, 
performance, service, year
corporate: culture, earnings, finance, governance, 
hospitality, identity, life, office, officers, planning, 
strategy
competitive: advantage, edge, field, position, price, sport, 
market, strategy

Usage
Draw students’ attention to the example. Point out that the 
paragraph is indicated. Ask students to find the synonyms in 
the article and compare answers with a partner.

1 commonly known as 2 comes under
3 do battle with 4 take a serious look at
5 made up of 6 put to good use
7 shape opinion 8 get ahead of the game

Optional activity
Ask students to identify which words or phrases in 
paragraph 5 of the article could be replaced with the 
following synonyms:
1  upsurge
2  several
3  good name
4  compromised
5  least
6  wrongdoing
7  ratings
8  increasingly
9  monitored
(Answers: 1 boom, 2 a number of, 3 reputation, 
4 undermined, 5 slightest, 6 misbehaviour, 
7 rankings, 8 more than ever, 9 watched)
Students can do this individually or as a competitive 
activity between pairs/groups to see who can find all the 
words first.

Listening 2
Ask students to read the information about Daniel Franklin 
and write 4–6 questions about CSR. Students listen to the 
interview and check whether any of the questions are similar 
to their own. 

Ask students to listen to parts 1–4 again and answer the 
questions. Play the recording again, pausing after each part to 
elicit answers.

Part 1
The internet: has led to increased scrutiny, risk to 
reputation
Environmentalism: the most dynamic area of CSR

Part 2
1 because it is perceived as being just a part of corporate 

communications
2 charitable works, volunteering, environmental 

activities
3 There is no real focus on what is relevant to the 

business or to shareholders.

Part 3
1 Businesses could fail as a result of concentrating on 

activities that aren’t profitable.
2 improve productivity to balance the impact of 

increasing wages and improving working conditions

Part 4
They may not be aware of the pressures that they are 
likely to face if they do not take CSR seriously; they may 
be in a business sector that is not currently under pressure 
to apply CSR and feel they have nothing to gain from it. 

Language check
This exercise builds on different types of paired structures. 
Tell students that some structures consist of pairs of words (or 
phrases) which are used together but which appear in different 
parts of a sentence. Refer students to the Grammar reference 
at the back of the book. Write on the board: We can either 
donate money to a large charitable project or give smaller 
donations to a number of projects. Ask students to match 
one of the uses 1–6 with this paired structure (3). Students 
match the remaining examples with uses 1–6. Get students to 
compare their answers with a partner. Tell students that not 
all the uses will have the same amount of paired structures.

1 on the one hand … on the other hand
2 not only … but also; both … and; one … another 
3 either … or; whether … or
4 once … then
5 as … so
6 neither … nor
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 Coursebook, Grammar reference, Paired structures, 
 page 156 

 Workbook, page 16

Practice 1
To demonstrate, write on the board: _____ has CSR affected 
business strategy, it has _____ influenced consumers buying 
habits.

Get students to suggest a paired structure to complete the 
sentence (not only, also). Then ask students to complete the 
sentences using the other paired structures in the list.

1 either … or
2 Once … then
3 As … so
4 neither … nor
5 whether … or

Practice 2
Read the information about paired comparatives with the 
class. Refer students to the Grammar reference at the back 
of the book. Draw students’ attention to the example. Do 
the first one together to demonstrate, then ask students to 
complete the exercise and compare answers with a partner.

1 The more cars there are on the road, the greater the 
impact of pollution.

2 The more expensive fuel is, the less people use their 
cars.

3 The more responsible companies are, the more 
attractive they are to job applicants.

4 The lighter a vehicle is, the less energy it uses.
5 The lower the per capita income, the harder it is to 

implement sustainable policies. 

Reading 2
Get students to read the text quickly and ask them to 
define the terms whitewashing and greenwashing in their 
own words. Ask students to identify some examples of 
greenwashing described in the article. Then ask students 
whether they know any companies that do these things. Ask 
students to work in pairs and answer the questions. Encourage 
students to give reasons for their answers.

1 a campaigning organisation, to inform people about 
responsible green claims and to make them more aware 
of potentially misleading claims

2 Companies might be more careful about the claims that 
they make. 

Speaking
Ask students to read the examples individually and decide 
whether they think they are examples of greenwashing or 
not. Then ask students to work in pairs or small groups and 
compare their ideas. Ask students whether they think that 
greenwashing is an acceptable business strategy. As an 
extension, students can use the internet to do a search using 
the keyword greenwashing. In pairs or groups, they could 
gather information about one of the companies/products 
accused of greenwashing and present it to the class. 

 
Ask students to research greenwashing on the internet. They 
can do this for homework and choose an example to discuss 
at the beginning of the next lesson.

Career skills
Ask students to close their books. Tell students that a famous 
company has had an environmental crisis which will result 
in negative stories in the press and on TV. Ask students to 
suggest strategies that the company could use to minimise 
damage to their image. Ask students to open their books 
and read the information. Ask: Does it mention any of your 
ideas? Do you agree with the advice? Is there anything that 
you would add or do differently? Ask students to match the 
examples with the strategies.

1 d, j        2  c, f        3  a, h        4  b, i        5  e, g 

Optional activity
You could research information about a recent company 
crisis that has been in the media (or ask students to do the 
research for homework). Put students into groups and ask 
them to analyse how the company responded to the crisis 
in the media. Ask students: Was their approach effective 
or damaging? Did they use any of the strategies outlined 
in the Career skills section? What could have been 
handled differently?

Listening 3
As a lead-in, ask students to name some pharmaceutical 
companies and what country they are from (e.g. 
GlaxoSmithKline (UK), Pfizer (USA), Novartis 
(Switzerland), Sanofi-Aventis (France), Bayer Healthcare 
(Germany), Taj Pharmaceuticals (India), Takeda 
Pharmaceutical Co (Japan)). Check that students understand 
the term whistleblower. If necessary, explain that it is 
someone who reports dishonest or illegal activities within 
an organisation either to someone in authority or to the 
media. Ask students to listen and note the questions the 
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interviewer asks. Then ask students to listen again and answer 
the questions in pairs. It may be useful to spend some time 
analysing question 2. Highlight the spokesman’s tone and 
use of phrases. Ask students how he could have handled 
things better (use of a calmer/more neutral tone and more 
appropriate expressions).

1 1, 3, 4, 5. He bought time and used some convincing 
arguments.

2 He did not handle the situation well. He did not 
address the issues or accept responsibility (strategy 
2) and was too aggressive (his tone and use of 
inappropriate expressions such as that’s absolute 
nonsense).

Speaking
To prepare, divide the class into two groups A and B. The 
interviewers discuss possible questions and prepare those 
that they would like to ask (you may wish to set a limit on 
the amount of questions or a time limit for the interview). 
The spokespeople discuss the questions that they may be 
asked and prepare their responses. Ask students to work in 
A/B pairs and role-play the interview. It might be useful for 
students to record the interview, play it back for analysis and 
then role-play again.

Culture at work
As a lead-in, ask students if they think that ideas of ethical 
and unethical behaviour are universal or if they differ from 
country to country. Ask students to discuss the following: 
What ethical challenges can be caused by cultural differences 
and differences in business practices around the world? 
(differences in accepted behaviour towards the treatment 
and pay of workers, attitudes to the environment, financial 
incentives to officials, etc.). You may find it helpful to look 
at the Culture at work table from page 69 of the Skills Book. 
This is reproduced below. You may also find it useful to refer 
to the relevant section on Culture at work in the teacher’s 
notes supporting the Skills Book.

Ask students to read the information about variations in 
values and then discuss the questions in pairs/small groups.

Facts and figures Feelings and intuition

Believe that truth is the 
same as facts and figures. 
The facts and figures 
may be open to different 
interpretations and analysis 
but good decision making 
is based on provable, 
measurable data.

Facts and figures only 
represent truth if they feel 
right. Intuition and emotions 
are as important as data.

The decision-making 
process is based on a 
combination of logic, theory 
and lessons learnt from 
practical experience.

It is not unusual for the 
decision-making process to 
take into account influences 
such as astrology and feng 
shui.

Presentations are structured. 
Formal presentations usually 
keep audience interaction 
and questions until the end.

Presentations are fluid 
and allow for spontaneous 
interaction with the 
audience.

 Skills Book, Culture at work, page 69

 Teacher’s Book, page 125

Dilemma
Ask students to read the Dilemma brief and summarise the 
situation. 

Task 1: Put students into small groups. Give students time 
to read the information on page 136. You may wish to set a 
time limit for the discussion to decide which communication 
strategy to adopt during the crisis.

Task 2: Give groups time to prepare a short statement for 
a press conference and choose who will deliver it. Refer 
students back to the strategies in the Career skills section. 
You may wish to record or video the press conferences. 

Decision
Tell students that they are going to listen to Daniel James, a 
public relations consultant, commenting on the dilemma. Get 
students to answer the questions and have a feedback session 
with the class.

1 The company had already prepared a plan to deal with 
exactly this sort of situation.

2 It focused on how the company was contributing to the 
country’s economy by providing an essential service.

3 They did not wish to give in to demands made by 
protesters who advocated using illegal means to 
promote their cause.

4 common sense, good forward planning and good risk 
management

Write it up
Tell students that they are going to write a short press release. 
Give each student a photocopy of the Writing preparation 
framework on page 174, then use the Writing focus (Writing 
focus: Press releases) to link the use of the framework and 
the Style guide as students plan their writing. You may wish 
to set a word limit (no longer than the suggested answer) and 
set the task as homework. It may be useful to use the Writing 
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feedback framework on page 175 when giving feedback on 
students’ writing. 

Writing focus: Press releases

1 First decide who you are.
 (In this case, students are members of Alicia Fry’s 

communications team.)

2 Every time you start to write, you need to ask yourself 
two questions: 

 a  What is the purpose of this piece of writing?
 b  Who am I writing to?
 (Here students are writing a press release explaining 

Progenerra’s position in relation to the Marsdale 
protest.) 

3 Look at the section on press releases on page 24 of the 
Style guide. Notice the suggested structure/layout of a 
press release: 

 Headline or title (in the present tense)
 Information about when the release can be published: 

‘For immediate release’ if the news can be published 
now.

 Date when the release was sent
 Main text of the release with paragraphs
 Headings where necessary
 Contact details of the person who wrote the release 

and information about who to contact for further 
information

 Is this structure appropriate for this press release? 
What are you going to put in the headline or title? 

 Plan the sections you are going to divide the press 
release into. Then note down the points you might 
cover in each. Note that the press release should be 
less than two pages. 

4 What style should the press release be written in?
 (As it says in the Style guide, press releases should 

communicate to the media in an interesting way. The 
most important information should be at the start of 
the press release (Who? What? When? Where? How?). 
Note that press releases are rarely longer than two 
pages.)

5 What phrases might be appropriate in your press 
release?

 (See the Style guide, on page 24 for useful phrases 
such as: For immediate release ...)

6 Now go ahead and write the press release.

7 When you have finished, check your writing for: 
logical structure, clarity of ideas, clear communication, 
accuracy of language, appropriateness of style.

 

 Style guide, Press releases, page 24

 Style guide, General rules, page 3 

 Style guide, Organising your writing, page 4

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175

Press release: Suggested answer 
(260 words)
Progenerra
Press release
Progenerra condemns protest camp threats
For immediate release 
10 May 201_
Progenerra, the owner of Marsdale power station, 
has condemned local activists’ calls to break into the 
Marsdale facility and force the company to close the plant 
down as anti-social and ill-informed.
Alicia Fry, Communications Director, said: ‘In this 
current climate of change, we respect the right of any 
individual to protest peacefully but threats of action of an 
illegal nature are unacceptable and we certainly are not 
taking them lightly.’ 
The Marsdale team has warned the protestors, who are 
currently camping just outside the perimeter, to keep 
out of the power station in order to safeguard 300 men 
and women who work at the facility. The company is 
concerned about extremist intruders who may be poised 
to attempt to shut the plant down and cause power cuts 
across the southern counties.
Progenerra plans to build a new generation coal-fulled 
power station next to the current site at Marsdale. It will 
be the most energy efficient plant in the UK and will 
supply power to cover the needs of over 1.5 million 
families and businesses across the south of England. 

# # #
For more information contact Alicia Fry, 
Communications Director: alicia.fry@progenerra.com
Notes to editors:
–  Progenerra is one of the UK’s leading green energy 

companies in the UK, with fifteen wind farms located 
across the country.

–  Our company is deeply committed to sustaining bio-
diversity and we fund conservation schemes at nine of 
our plant sites nationwide.

–  We have invested £50 million in energy efficiency in 
the last three years. 

–  We are investing £50 million in new technologies and 
approaches over the next five years.  
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UNIT OBJECTIVES

Reading: Message in a bottle of sauce; 
Let the fight begin

Language: Discourse markers
Vocabulary: Adjective + past participle
Usage: Idioms
Career skills: Presenting arguments
Culture at work: Giving an opinion
Dilemma & Decision: When to listen to the 

shareholders

This unit looks at aspects of corporate governance. 
Corporate governance concerns the relationship 
between the management, board of directors, 
shareholders and stakeholders. It specifies the duties, 
rights and responsibilities of those involved in running 
an organisation and incorporates policies, rules and 
procedures that one must adhere to when making 
decisions on behalf of the company. The board of 
directors is entrusted to run the company in a way that 
complies with legislation and takes the shareholders’ 
and stakeholders’ best interests into account. Corporate 
governance is the system that ensures that this takes 
place and that an organisation is as transparent and 
accountable as possible. One of the aims of corporate 
governance is to balance the goals of an organisation 
with those of the wider community. The first listening 
is an authentic interview which considers Japan’s 
attitude to American style corporate governance. This 
is complemented by a reading which examines the 
way that corporate governance is changing in Japan. 
A later listening focuses on the controversial issue of 
CEOs’ pay and leads into a reading which asks whether 
shareholders should have the power to put restrictions 
on levels of pay. 

Keynotes
Draw students’ attention to the picture. Ask students what 
they think it represents (the concept that the actions of a board 
of directors are watched by different groups including the 
law, the media and shareholders). 

Ask students to read the keynotes, checking that the terms in 
bold are clear to them. The Sarbanes-Oxley Act (SOX) is a 
United States federal law from 2002, which set new standards 
for public company boards of directors in the USA. The act 
came about after a series of corporate and accounting scandals 
(such as Enron and Worldcom). It was named after the bill’s 

sponsors: US senator, Paul Sarbanes and US Representative 
Michael. G. Oxley. 

Check that students have heard of SEC or the FSA and 
understand their role. The FSA is an independent, non-
governmental body which regulates the financial industry in 
the UK. SEC is an independent agency of the US government 
which administers federal securities laws.

Draw students’ attention to the glossary for this unit at the 
back of the book.

 Coursebook, Glossary, Unit 5, page 145 

Preview
As a lead in, ask students what they think the role of the board 
of directors is. (The role can differ from company to company 
but generally includes some of the following functions:
–  establishing/approving policies and objectives 
–  selecting, appointing and reviewing the performance of the 

CEO
–  approving annual budgets
–  accounting to the stakeholders for the organisation’s 

performance.)

Draw students’ attention to the company names in the 
margin. Ask students: What type of company are these? 
What nationality are they? What do you know about these 
companies? (Pfizer is an American pharmaceutical company. 
In 2009 it was involved in the biggest healthcare fraud in 
US history. Nokia is a Finnish communications corporation 
which manufactures mobile devices. Microsoft is an 
American multinational company involved in various aspects 
of computing.) 

Ask students to work in pairs and match each committee with 
a description from exercise 1. 

1
1 compensation committee (Pfizer)
2 nomination committee (Microsoft)
3 audit committee (Nokia) 

 
After students have looked at the websites for Pfizer, Nokia 
or Microsoft you could ask them to share the information that 
they found out about other governance committees in each 
company. You may wish to set criteria for the other company 
websites that students research, for example choosing a 
company from within the industry that they work in or would 
like to work in. 

Unit 5: Governance
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Nominate students to read the headlines in exercise 2 aloud. 
Check that students understand rogue trader, irregularities 
and severance.

2
audit committee: 5, 3
compensation committee: 2, 6
nomination committee: 1, 4 

Optional activity
Listening 1 is an authentic interview with Tom Standage 
from The Economist. You may wish to review listening 
strategies with your class before students attempt the 
listening task. Ask students to work in pairs. Ask them 
to discuss what opportunities they have to listen to 
English at the moment (news, podcasts, face-to-face 
conversations, telephone calls, etc.). Then ask students 
to discuss what strategies they use to help them when 
listening to something long or complex. When doing 
listening activities in class, the following strategies might 
be useful: using the context to predict words or phrases 
that might be used, reading questions and highlighting 
key words, listening for general understanding (rather 
than trying to understand every word), listening for 
key words to gain understanding from context and 
summarising key information.

Listening 1
As a lead-in, ask students: Do you think the Japanese style of 
governance would prefer changes to be quick or slow? Would 
you expect the American model to be the same or different? 
Check that students understand the following: lobbying, 
brake, equity stake, dividend, asset. 

Tell students they are going to listen to an authentic interview 
with Tom Standage from The Economist talking about 
corporate reform in Japan. Before they listen, ask students to 
suggest what concerns a Japanese company might have about 
the American model of reform (e.g. that the American model 
might introduce too many reforms too quickly, that it might 
not respect traditional ways of doing business, that there might 
be differences in attitudes to shareholders and investors). Ask 
students to listen to the interview and see if it mentions any of 
their ideas. Draw students’ attention to the questions and ask 
them to highlight key words. Then play the interview again 
while students answer the questions. If your class needs to 
listen to the interview again, you could pause after a section 
that answers each of the questions and elicit responses. 

Write on the board: Why are you sitting on so much cash? 
Ask students what the verb to sit on means in this context (not 
using the money; not passing it on in dividends to investors).

Ask students: What is the significance of saying that the boss 

of Steel Partners is like someone who walks into a Japanese 
home without removing his shoes? What does this imply about 
him? (In Japan it is customary to remove shoes when entering 
a person’s home. This statement implies that he was not 
respecting Japanese customs and etiquette.) 

1 They are adopting the US model secretly.
2 They see it as a way to become more competitive.
3 Why are you storing cash and not paying bigger 

dividends?
 Why are you financing in an old-fashioned way and 

not making the best of your assets?
4 They compared him to someone who walks into a 

Japanese home without removing his shoes. 

Reading 1
The reading continues the theme of the listening by looking in 
more detail at the case of Bull-Dog Sauce and Steel Partners. 
Ask students to read the text quickly to answer the following 
questions: 
What is a greenmailer? (Someone who buys a large share of a 
company, threatens to take it over and then agrees to drop the 
bid and sell it back to the company at a premium.); What two 
models of corporate governance did the Japanese government 
give companies? (Japanese companies could choose from 
the traditional Japanese system with statutory auditors or 
the American system with separate committees for audit, 
remuneration and nomination.)

Ask students to read the questions and then read the article 
again carefully to answer them. The phrase poison pill is 
included in the Vocabulary section but you may wish to elicit 
a definition from context.

Ask students: What do you think of the way Warren 
Lichtenstein handled the situation? What effect would his 
comments about planning to ‘educate’ and ‘enlighten’ 
Japanese managers about American style capitalism have 
had on Bull-Dog’s management?

1 Their biggest problem was the superior attitude of their 
CEO, Warren Lichtenstein. It was a mistake to say he 
was in a position to ‘educate’ or ‘enlighten’ the Japanese.

2 They used a ‘poison pill’ to dilute the bidder’s shares.
3 Shareholders used their influence to stop a merger plan 

between Japanese companies; some companies have 
recently adopted the American, committee style form 

 of governance.

Speaking
Ask students to work in pairs or small groups and discuss the 
questions. Have a feedback session with the whole class.
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Suggested answers
2 Time is money in the Anglo-Saxon business culture, 

so meetings start on time. Punctuality is considered 
important. Business people get to the point quicker. In 
negotiations they want to talk about deals quicker, so 
there will be less small talk and less ‘getting to know’ 
each other better before doing business. 

 Money is the most important driving factor for most 
aspects of business. Products and people are perhaps less 
important than in other cultures. In the US relationships 
may appear less formal. People are often on first name 
terms. They are frank and to the point, which may be 
perceived as aggressive by some cultures.

Vocabulary 1
The four exercises build on vocabulary from the article. Ask 
students to complete the exercises and compare their answers 
with a partner. 

1
1 greenmailer
2 poison pill
3 share swap

2
1 A merger plan is the plan for how and on what aspects 

companies can cooperate in a future merger.
2 Shareholder value is the amount of money a 

shareholder makes in dividends.
3 Shareholder capitalism is the theory that companies 

should be run with the sole purpose of maximising 
shareholder returns.

3 
1 give
2 accept
3 pass
4 mount
5 uphold
6 hold

4
claim a right
face a challenge
have a right
have a view
issue a challenge
issue a warning
table a motion
establish a right 

Vocabulary 2
Read the information with the class and clarify where 

necessary. Check that students understand that the verbs in 
column B need to be past participles. Do the first one together 
to demonstrate. Check answers before moving on to 
exercise 2. 

1
close-run
deep-rooted
far-fetched
fast-paced
hard-hit
long-forgotten

2
1 hard-hit
2 deep-rooted
3 close-run
4 far-fetched
5 fast-paced
6 long-forgotten

Usage 
Read the information and ask students to match the idioms 
with the definitions. Ask students to translate some idioms 
that are used in their language.

1 d
2 f
3 e
4 a
5 b
6 c

Optional activity
Ask students to work in pairs or small groups. Each 
group/pair writes a dialogue that uses as many of the 
idioms as possible. This is a light-hearted exercise and 
encourages students to use humour. Before students 
role-play their conversation to the class, ask them to give 
information about the context of the conversation.

Listening 2
Ask students: When a new CEO negotiates a contract to 
work for a company, what topics would be included in the 
negotiation? (salary, bonus, stock options, perks such as 
healthcare, relocation package, school fees, accommodation 
allowance, etc.). Before listening, ask students: What are 
some reasons why people are angry about CEO pay? Have 
attitudes to CEO pay changed in recent years? Why? Play the 
first part of the interview and ask students to listen and see 
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if any of their ideas are mentioned. Play it again as students 
answer the questions. 

Before playing part 2, ask students to predict some of the 
arguments to justify high salaries for CEOs. Play the second 
part of the interview and ask students to say how the speaker 
justifies high salaries.

1
1 The gap between executive pay and workers’ pay 

has widened. People are angry about the fact that 
underperformers are being paid very high salaries.

2 Shareholders believe that if you control pay, you have 
greater control over people and can therefore influence 
the way they perform. 

2 
He sees high salaries as the main motivation for better 
performance.

Speaking
Ask students to work in pairs or small groups to discuss the 
questions. Have a feedback session with the whole class. 

Optional activity
You could ask students to prepare arguments for a debate 
with one pair/group arguing for high CEO salaries and 
another pair/group arguing against. Give students time to 
prepare their argument.
Ask each group to present their arguments and have a 
class debate on the topic. 

Reading 2
Ask students to look at the title (Let the fight begin) and 
the picture. Draw students’ attention to the glossary box at 
the top of the page and remind them of the glossary for this 
unit at the back of the book. Ask students to read the text 
quickly to see if they were correct about the writer’s attitude. 
Have a brief feedback session where students explain any 
differences between their ideas and what the journalist wrote. 
Then ask students to read the article again slowly and answer 
the questions. Ask students if they agree with the writer. 
As an extension, you could ask students to summarise the 
journalist’s key points. 

1 The author doesn’t think that pay is too high.
2 He/She doesn’t think that bad governance is to blame. 

The author points out that pay has increased in spite of 
shareholder monitoring and linking pay to performance 
in Europe.

3 The author is against the idea of legislative control on 
pay which he/she says will make pay too complex and 
therefore even more difficult to control and that it will 
drive good managers away from listed companies.

Optional activity
Photocopiable resource 5.1 (page 105)

Put students into two groups: group A are board members 
and group B are shareholders. Give each student a copy 
of the information on page 105. Ask students to read the 
information and discuss the situation in their groups. 
Then students work in groups and role-play a meeting 
between the board and the shareholders. Have a feedback 
session with the class to discuss the outcome of the 
meeting.

Language check 
Give students a moment to read through the information about 
discourse markers. Refer students to the Grammar reference 
at the back of the book. Ask students to work in pairs and 
answer the questions. Have a feedback session before students 
move on to the practice exercises. You may wish to point 
out that we often stress discourse markers in spoken English. 
Highlight the fact that discourse markers can be used to vary 
pace and rhythm when presenting arguments.

1
1 anyway, actually, first of all, by the way, by and large
2 to sum up, on the whole, furthermore
3 for instance, then, unfortunately, so, finally, such as, 

luckily

2
1 to sum up, by and large, on the whole
2 for instance, such as
3 unfortunately, luckily, so 
4 finally, then, furthermore, first of all
5 anyway, actually, by the way 

 Coursebook, Grammar reference, Discourse markers, 
 page 156 

 Workbook, page 21
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Practice
Ask students to read the headline and suggest some 
advantages in having different nationalities on a board of 
directors. Ask students to read the text to see if it mentions 
any of their ideas. Ask students to read the text again and 
underline the most appropriate discourse markers.

  1 Generally speaking
  2 such as
  3 for instance
  4 In fact
  5 surprisingly
  6 Frankly
  7 especially
  8 As a matter of fact
  9 for example
10 ultimately
11 so

Career skills
Ask students to think of a situation where they have 
presented arguments (e.g. in a meeting or seminar). Ask: 
What strategies did you use to present your case? Where they 
effective? 

Ask students to read the information in the box. Does it 
mention any of the strategies that they mentioned? Get 
students to complete the information by matching sentences 
a–d with headings 1–4. Then ask students: Which strategy do 
you find most effective? Why? 

1 c
2 b
3 d
4 a

Speaking
Ask students to work in pairs decide which strategy they 
would use in each situation. Encourage students to give 
reasons for their choices. You could then ask students to 
choose one of the situations and do a role-play where they 
present arguments. 

Listening 3
Tell students that they are going to hear three arguments 
being presented. Ask: Do you find the arguments persuasive? 
Which approach do you think works best? Play the first 
recording and ask students to answer the questions. Pause 
while students make notes and then move on to the second 
recording. Pause again for students to make notes and move 
on to the third recording. 

Play the recordings again and ask students to note how each 
speaker uses discourse markers for effect, pace and rhythm. 
Ask students to comment on each speaker’s voice and level 
of confidence.

Speaker 1
1 The first speaker wants the listeners to promote good 

governance.
2 She uses the following three arguments: 

– Good governance can keep you out of trouble with 
activists. 
– It can attract lenders and investors. 
– It can lead to faster sales and higher profits.

3 She creates a sense of common purpose (1): ‘my next 
point is one of interest to you all.’ 

 She bases her arguments on research and examples (2).
4 actually, subsequently, to put it more simply, take it 

from me, for example, and that’s not all, obviously, by 
the way

5 Students should be encouraged to think about how 
discourse markers can help to make a speaker sound 
more emphatic and convincing. Also, when there is a 
lot of information for the listener, discourse markers 
can break up the flow of facts and give the listener 
more time to digest and understand what the speaker 
is saying. They can help create pace and rhythm in 
speech. They can add humour or sarcasm. They can 
help listeners understand subtext (hidden meaning).

Speaker 2
1 The second speaker wants the listener to sign a petition 

calling for the resignation of a CEO. 
2 He presents a dark picture of the current situation; 

falling prices, low staff morale, etc. and gives his own 
very negative and pessimistic view of the future.

3 First he presents logical reason (2) and then he uses his 
power to present an ultimatum (4).

4 frankly, as a matter of fact, actually
5 Students could be encouraged to think about how these 

discourse markers can be used to add sarcasm and a 
certain tone of superiority.

Speaker 3
1 The third speaker wants the listeners to vote ‘yes’ to a 

proposal to allow a shareholder onto the board.
2 He creates a sense of common purpose (1): ‘it is not in 

our interests to refuse.’
3 He uses reason and logic and gives examples (2): ‘this 

may be a way to avoid further conflict and litigation, 
the biggest names in the industry have done the same.’ 
He offers a counter argument (3): ‘I’m inclined to 
agree with you on ...’.

4 as you know, now, on the whole, finally
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Speaking
You could divide the class into two groups (A and B) and ask 
group A to brainstorm arguments for the first issue and group 
B to brainstorm arguments against the issue. Individually, 
students prepare their argument for or against the issue. Ask 
students to work in A/B pairs and present arguments. Students 
swap roles (for/against) for the second issue. Students can 
prepare their arguments for the final two issues individually. 

For homework, you could ask students to use the internet to 
research other issues which could be used for debate.

Culture at work
Ask students to read the information about giving an 
opinion and discuss the questions. Encourage students to 
give examples from their own experience. In cultures which 
have a high power distance there tends to be greater respect 
for authority. This may mean that workers would be more 
obedient with their superiors and defer to their opinion. 
Direct disagreement might be regarded as a challenge to 
authority and differences of opinion may be taken personally. 
In contrast, in cultures which display a low power-distance 
employees would expect a more equal relationship with their 
superiors. In meetings and brainstorming sessions a free 
exchange of ideas would be encouraged and disagreement 
would not be taken personally. In multinational teams, 
those from cultures which display high power-distance 
relationships may appear to be reserved, unassertive or 
unforthcoming with ideas and opinions. The behaviour of 
those from low power-distance cultures may be interpreted 
as being confrontational, aggressive or domineering when 
exchanging and challenging opinions. You may find it 
helpful to look at the Culture at work section on page 70 of 
the Skills Book. You may also find it useful to refer to the 
relevant section on Culture at work in the teacher’s notes 
supporting the Skills Book.

 Skills Book, Culture at work, page 70

 Teacher’s Book, page 128

Dilemma
Ask students to read the Dilemma brief and answer any 
questions they might have. Ask students to summarise the key 
information in the brief. 

Task 1: Divide the class into two groups (A and B). Group 
A prepare arguments to support the case for doing what the 
shareholders advise. Group B prepare arguments to ignore the 

shareholders’ demands and build their own strategy for future 
growth. Remind students to use discourse markers (page 55) 
and the approaches discussed in Career skills (page 56) in 
presenting their arguments. You may wish to set a time limit 
for preparation.

Task 2: Ask students to work in A/B pairs and present their 
arguments. You could record or film students’ presentations 
to analyse their performance. Students could then make any 
necessary changes and present their arguments again.

Task 3: After presenting their arguments, students discuss 
which course of action the board should take. This could be 
done in pairs or with the whole class. 

Decision
Tell students that they are going to listen to business 
journalist Jerry Adams. Ask students: Do you think that this 
was the right decision? Play the recording again and ask 
students to answer the questions.

1 At first, the board decided not to take the shareholders 
suggestions on board.

2 This appeared to be a good decision because financial 
experts predicted a rise in share prices.

3 The company won the ‘Most Innovative Retailer of the 
Year’ award.

4 This case illustrates that when shareholders play an 
active part in policy-making, it can help improve 
performance.

Write it up
Tell students that they are going to write a press release to 
explain their decision. Ask students: When do companies 
issue a press release? (to inform about changes to a company, 
to deliver news, to refute or respond to problems, etc.); Who 
will use this information? (newspapers, business magazines, 
business websites, etc.). Give each student a photocopy of 
the Writing preparation framework on page 174. Then use 
the Writing focus (Writing focus: Press releases) to link the 
use of the framework and the Style guide as students plan 
their writing. Students may wish to prepare the press release 
in class and write it as homework. It may be useful to use 
the Writing feedback framework on page 175 when giving 
feedback on students’ writing. 
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Writing focus: Press releases

1 First decide who you are.
 (In this case, students are members of the 

communications team.)

2 Every time you start to write, you need to ask yourself 
two questions: 

 a  What is the purpose of this piece of writing?
 b  Who am I writing to?
 (Here students are writing a press release explaining 

their decision. It will be seen by the media.)

3 Look at the section on press releases on page 24 of the 
Style guide. Notice the suggested structure/layout of a 
press release:

 Headline or title (in the present tense)
 Information about when the release can be published: 

‘For immediate release’ if the news can be published 
now.

 Date when the release was sent
 Main text of the release with paragraphs
 Headings where necessary
 Contact details of the person who wrote the release 

and information about who to contact for further 
information

 Is this structure appropriate for this press release? 
What are you going to put in the headline or title? Plan 
the sections you are going to divide the press release 
into. Then note down the points you might cover in 
each. Note that the press release should be less than 
two pages. 

4 What style should the press release be written in?
 (As it says in the Style guide, press releases should 

communicate to the media in an interesting way. The 
most important information should be at the start of 
the press release (Who? What? When? Where? How?) 
Note that press releases are rarely longer than two 
pages.)

5 What phrases might be appropriate in your press 
release?

 (See the Style guide on page 24 for useful phrases such 
as: For immediate release ...)

6 Now go ahead and write the press release.

7 When you have finished, check your writing for: 
logical structure, clarity of ideas, clear communication, 
accuracy of language, appropriateness of style.

 

 Style guide, Press releases, page 24

 Style guide, General rules, page 3 

 Style guide, Organising your writing, page 4

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175

Press release: Suggested answer 
(181 words)
Joe McKenna & Sons 
Press release
Joe McKenna & Sons announces company restructure 
and sale of insurance subsidiary
Embargoed until July 20
July 17 201_
Joe McKenna & Sons are very pleased to announce 
the appointment of a new CEO and a restructuring of 
the company for the purpose of updating its image and 
increasing its competitive capabilities. 
Rob Kenny will take up his new position as Joe McKenna 
& Sons Chief Executive Officer on July 20th. Ed 
McKenna will remain Chairman of the Board and CEO of 
McKenna Holdings.
In addition, Joe McKenna & Sons would also like to 
announce the sale of its insurance subsidiary, McKenna 
& Sons Insurance. The Board and Shareholders agree 
that this move will allow it to concentrate energies on 
updating the core business of DIY stores, which they feel 
is the cornerstone of the business.
A spokesman said: ‘Our company has always been deeply 
committed to maintaining its century-old family traditions 
and will continue to do so in the future, while at the same 
time allowing it to update its image for a greater shopping 
experience for the modern American consumer.’

###
For more information about the changes, please log on to 
www.mckenna&sons.com/news
or contact Percy Stewart in Communications: 
stew_percy@mckenna&sons.com  

M01_INBU_TB_ADVGLB_7788_U01.indd   47 1/3/11   15:38:41



Pe
ars

on

INTELLIGENT BUSINESS (ADVANCED) TEACHER’S BOOK: COURSEBOOK

48

UNIT OBJECTIVES

Reading: Spreading the word; The 
business plan

Language: Third conditional
Vocabulary: Verbs with prepositions
Usage: Expressions with and
Career skills: Pitching
Culture at work: Pitching styles
Dilemma & Decision: Finding the funds

This unit looks at entrepreneurs in both the West and in 
the developing world. It considers the role of creativity 
and the qualities that an entrepreneur possesses. 
Practical steps involved in developing an idea into 
a start-up are also considered, such as pitching and 
business plans. 

Keynotes
Introduce the topic by asking students what they think 
the picture represents. The chick could represent a new 
business or a business idea. You may wish to teach the 
idiomatic expression to hatch an idea. Ask students to read 
the keynotes. Check that they understand the terms in bold 
and demonstrate pronunciation of entrepreneurs, feasibility 
and incubators. Highlight any useful collocations (business 
venture, business model, business plan, established business, 
business approach). Brainstorm other words that collocate 
with business. Draw students’ attention to the glossary for this 
unit at the back of the book.

 Coursebook, Glossary, Unit 6, page 146

Preview
In line with the topic of new ideas, write on the board: 
Necessity is the mother of invention. Ask students what they 
think it means (that people are creative and inventive at times 
when they don’t always have all the tools or material things 
they need). Ask students whether they have any similar 
sayings in their language. Ask: How do you think of ideas? 
What tips would you give to someone to help them to be 
creative? (e.g. brainstorming, mind mapping, doodling). Ask 
students to complete the quiz questions in exercise 1 and look 
at the analysis on page 139 of the Coursebook. 

Ask students to work in pairs and compare answers. Get 
students to identify the objects in the pictures (laser, 
microwave, zip, telephone, vacuum cleaner). Then ask them 

to put the inventions in chronological order, based on when 
they were invented. Ask students to say who they think 
invented each one. In pairs, ask students to discuss what they 
know about each person and how they got their ideas. 

Most of the inventions pictured are contested (more than one 
person has sometimes sought credit for their development). 
Students could do research to find out more about each one 
and present their ideas to the class. You could have a debate 
where students choose the invention that they think has been 
most useful. 

Optional activity
Ask students to work in pairs/small groups. Ask: What 
things can you do to encourage your creativity? Give 
students five minutes to discuss and then have a feedback 
session with the class. Encourage all contributions. Some 
ideas might include:
–  Brainstorm ideas.
–  Ask ‘What if …’ questions.
–  Look at things from another point of view.
–  Open a dictionary at any word and try to incorporate it 

in a sentence.
–  Don’t dismiss any idea as silly. Feel free to think of 

unusual or strange ideas. 
–  Let your mind wander and don’t try to focus on one 

thing. Let ideas come from all directions.
–  Look at something blue. Experts say it boosts 

creativity.
–  Work in a team. Talking about ideas makes them 

develop in new ways.
Some experts say that having too much choice and too 
many possibilities can sometimes inhibit creativity as we 
usually need a framework for ideas. For example, ‘create 
a new product’ is more difficult to achieve than ‘create 
a new product that can be used in the kitchen.’ Ask 
students if they agree. Then ask groups to find as many 
uses as possible for either (a) a tennis ball or (b) old CDs.
Set a time limit. Ask students to present their ideas to the 
class. Finally, you may wish to ask students to use the 
internet to research lateral thinking, mind-mapping and 
other techniques for boosting creativity for homework 
and then share their findings with the class.

Listening 1
Tell students that they are going to listen to Howard Wiseman 
talk about how three ideas originated. Students listen and 
complete the table. Ask students: Which qualities do you 

Unit 6: Start-ups
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think are most important? Can you add any others? Check 
that students understand the difference between logical 
thinking and lateral thinking (Logical thinking attempts to 
solve problems by meeting them head on. In contrast, lateral 
thinking tries to use fresh approaches or change the frame of 
reference to find new solutions.)

Product/
Idea

Creator(s)/
Inventor(s)

Qualities

1 Velcro George de 
Mestral

observation
perseverance
luck

2 Scuba equipment Jacques 
Cousteau

lateral thinking
networking

3 Segway
Ibot wheelchair
Insulin pump
Mobile medical 
system

Dean Kamen market research

Reading 1
Ask students if they have heard of Endeavor, a non-profit 
group dedicated to helping entrepreneurs in emerging 
economies. Ask students to read the article and answer the 
questions. Ask them to compare their answers with a partner 
before checking with the class. As a follow-up, ask students 
to imagine that they are on the international panel screening 
entrepreneurs for Endeavor. What criteria would they use to 
say whether an entrepreneur should be selected? 

1 … took the decision not to enter the US market.
2 correct
3 … donated by a philanthropist.
4 correct
5 Business that have been promoted by Endeavor have 

revenues …
6 correct
7 One of the companies has signed a major contract with 

General Electric …
8 Endeavor has decided to expand its activities …

 
Students can do more research on the company by using 
the keywords Endeavor and Linda Rottenberg and find an 
interview with the co-founder of the project. Ask students to 
share their information with a partner. Alternatively, students 
could watch the interview with Linda Rottenberg on the Skills 
Book CD-ROM, Unit 12.

Optional activity
Photocopiable resource 6.1 (page 106)

Tell students that they are taking part in a programme to 
find new entrepreneurs. Ask students to work in groups. 
Give each group a copy of the Entrepreneurs sheet. Ask 
groups to think of an idea to present to a panel of judges. 
It can be a product or a service. Set a time limit for 
students to think of ideas. Tell students that they will be 
presenting their concept to judges to ask for investment. 
Then groups take it in turns to be the entrepreneurs and 
present their ideas. The other groups are the judges. They 
listen and decide whether to invest in the idea and, if so, 
how much. Tell the judges that they have $200,000 to 
promote ideas and they can invest all, part of or none of 
the money. The groups that are judging the idea should 
consider the following:
–  What do you like about the idea?
–  What don’t you like?
–  Would it appeal to the target market mentioned?
–  Are you prepared to invest? How much?
–  What percentage of the entrepreneurs’ company will 

you want in return for your investment?

Have a feedback session with the class. Ask students: 
When you were judges, did you invest in the idea? 
Why/Why not? When you were entrepreneurs, how did 
you come up with your idea? Do you think it could be 
developed? How?

Speaking
Ask students to work in pairs and discuss the questions. 
Encourage students to give reasons for their opinions. Ask: 
What do you think could be done to help entrepreneurs? 
Should governments help support entrepreneurship? If so, 
how could they help them? (e.g. with tax breaks); Why/
Why not?

Vocabulary 1
Ask students to read the article again quickly to find 
synonyms for the words. 

1 entrepreneur
2 mentor/advisor
3 business tycoon/business elite
4 venture capitalist/investor
5 industrialist
6 social entrepreneur
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Vocabulary 2
Ask students to read the instructions and complete exercise 1. 

Then ask students to complete the text in exercise 2 with 
verbs and prepositions. Ask students: What do you think of the 
concept of social entrepreneurs? Can you think of examples 
of any social entrepreneurs in your country? 

1
account for  amount to
benefit from  differ from
focus on   rely on
result in/from  succeed in/to
suffer from/with

2
1 differ from
2 result in
3 relies on
4 succeeds in
5 benefit from

Usage
Draw students’ attention to the example. Ask students to 
complete the expressions and compare answers with a partner. 
Check answers and get students to say whether each one is 
an adjective, noun or verb. Then ask students to complete the 
sentences using the expressions. Ask students if they know 
any other expressions with and.

1
  1 give and take (adj or n)
  2 dos and don’ts (n)
  3 bits and pieces (n)
  4 far and away (adv) 
  5 ups and downs (n)
  6 over and above (adv)
  7 profit and loss (n or adj)
  8 pick and choose (v)
  9 ins and outs (n)
10 trial and error (adj or n) 

2
1 trial and error 2 far and away
3 ins and outs 4 over and above
5 ups and downs 6 pick and choose

3
Other possible expressions:
touch and go  wear and tear
nuts and bolts  wait and see
cut and paste  ebb and flow
odds and ends  bells and whistles
rough and ready

Listening 2
Tell students that they are going to listen to an interview 
with an entrepreneur talking about his company, Comptoir 
Atlantique. Ask students to look at the pictures and say what 
they think the company does. Play the interview for students 
to listen and see if they were right. Play the interview again 
and ask students to answer the questions. Get students to 
compare their answers with a partner.

1 He was a biochemist and had scientific experience of 
working in a laboratory.

2 importing Brazilian products
3 He was given the chance to work for the family 

company and the use of the company laboratory for 
experimentation.

4 Bruno’s apartment
5 Cash was generated from sales.
6 problems with customers who went out of business, 

leaving unpaid debts
7 It has built its own premises and now has a production 

facility.
8 developing new products and ideas

Language check
Ask students to read the information about the third 
conditional and answer the questions. Refer students to the 
Grammar reference at the back of the book and ask them to 
summarise any other key points about the third conditional.

1 , a
2 , b
3 , d 
4 , c 

 Coursebook, Grammar reference, Third conditional, 

 page 157

 Workbook, page 24

Practice 
Tell students that they are going to read a text about an 
entrepreneur called Andrea Sabatini. Ask students to 
complete the passage using the appropriate conditional form. 

Ask students to summarise the article using the third 
conditional:
If Andrea had/hadn’t ...
If his boss had/hadn’t ...
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1
  1 had found
  2 would have paid
  3 had taken
  4 would have meant
  5 had done
  6 had not accepted
  7 would have ended up
  8 had wanted 
  9 could have developed
10 might/could have turned out

Optional activity
Photocopiable resource 6.2 (page 107)

For extra practice with the third conditional, give each 
student a copy of the exercise and ask them to complete 
it in class or for homework. Tell students that more than 
one answer is possible.

Answers: 
1 He would have had more customers if he had rented 

more expensive premises in a busier neighbourhood.
2 He might have had better results if he had chosen a 

more effective advertising campaign.
3 He would have lost less money if he had closed the 

business sooner.
4 If he had had better financial skills, he might have 

detected potential problems earlier. If he had sought 
expert advice, he would have identified the problems 
that the business was having sooner.

5 If he hadn’t raised prices, he wouldn’t have lost 
customers.

Speaking
If you think that your students would be uncomfortable 
talking about their own experience, they can talk about 
someone they know or someone who has recently featured in 
the media.

Reading 2
Ask students to close their books. Then ask: What is a 
business plan used for? Who reads it? What information 
should be included in the plan? Ask students to open their 
books and read the information about business plans. Does 
it include any of their ideas? Ask students to work in pairs 
and insert the appropriate headings in the business plan. Tell 
students that they are going to read some extracts from a 
business plan. Draw students’ attention to the picture and ask 
them what sort of company they think it is (fashion/clothes 
manufacture). Ask students to read the extracts and say what 
sections of the plan they would appear in.

1
1 b
2 g
3 d
4 i
5 f
6 e
7 h
8 a
9 c

2
1 Company structure, ownership and intellectual 

property
2 Management team
3 Marketing plan
4 Operations plan
5 Financial plan

Career skills
Ask students to suggest situations where they might need to 
pitch ideas. Ask: Have you ever had to make a pitch? Was 
it successful? Tell students to read the information about 
pitching. Ask students to match the guidelines for an effective 
pitch to the points in exercise 1. In pairs, ask students to draw 
up a list of dos and don’ts for pitching. Get students to present 
their ideas to the class.

1
1 d
2 c
3 a
4 e
5 b

2
Suggested answers
Do: use a catchy slogan, prepare and research, be 
passionate, tell a story, outline special features, capture 
people’s interest in the first minute, organise a follow-up 
meeting
Don’t: talk about yourself and background, walk away 
without an appointment

Listening 3
Ask students to do exercise 1 individually. Play the CD for 
students to answer the questions. For exercise 2, ask students 
to work in pairs/groups. Tell students that they are a panel 
who will decide which idea to invest in. Play pitch 1 and 
pitch 3 again and ask students to say whether they would 
invest in either project. Encourage them to give reasons for 
their answer.
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Pitch 1
1 a product (home services)
2 a potential customer
3 a, b and c

Pitch 2
1 a service (lunch vouchers)
2 a colleague
3 b, c and e

Pitch 3
1 a proposition (a business start-up plan for a novel 

restaurant concept)
2 a potential investor
3 a, b and e

Speaking
Ask students to work in pairs. Students each choose a 
different start-up. Give students time to plan and prepare 
their pitch. Then students give the pitch to their partner. 
Afterwards, students discuss their reactions to the pitch. 
Encourage students to consider the following:
–  Did the pitch ‘sell’ the idea?
–  Did the speaker capture your interest? How? 
–  Did it mention competitors?
–  What was the strongest part of the pitch? 
–  What could be improved on? How?

Writing
Ask students to make notes about the feedback that they 
received from their partner. For homework, students could 
write their pitch again and use the notes to improve it. You 
could ask students to then deliver their pitch in class during 
the next lesson and, if appropriate, record it.

Culture at work
Before reading, ask students what problems might arise if 
people don’t learn about their audience before making a 
pitch. You may find it helpful to look at the Culture at work 
table from page 70 of the Skills Book, which discusses 
attitudes to presenting information. The table is reproduced 
opposite. The way in which individuals present information 
can differ from culture to culture. One key difference is how 
much information is perceived to be required by the listener. 
In relationship-orientated cultures communication is often 
‘high context’. This means that the person presenting an 
argument can assume that certain content is understood and 
does not need to be explicit because it is based on mutual 
understanding. In a high-context exchange non-verbal 
communication can be as important as the words spoken. In 
contrast, in low-context communication the key message is 
carried verbally. Clarity is important and the speaker may fill 

in background details and emphasise key points. Which way 
of communicating, high-context or low-context, is closest to 
your own?

High-context 
communication

Low-context 
communication

An exchange may begin 
with general conversation 
to build the relationship.

The speaker gets down to 
business quickly; small talk 
is not encouraged.

The message is delivered 
non-directly.

The message is delivered 
directly and gets to the point 
quickly.

Context and background 
information is implied.

Context and background 
information is explicit.

Non-verbal communication 
is integral to the message 
being communicated.

Words carry more 
weight than non-verbal 
communication.

The listener relies on 
the speaker’s verbal and 
non-verbal cues in order to 
interpret meaning.

The listener will focus on 
the information, facts and 
opinion being communicated.

The listener is alert to 
implied as well as explicit 
content of the message.

The listener expects meaning 
to be overt.

Conflict of opinion is taken 
personally.

Conflict of opinion is non-
personalised.

Explicit conflict of 
ideas will be avoided or 
differences will need to be 
resolved before moving on.

In situations where there is a 
conflict of opinion, the focus 
is on open discussion and the 
search for rational solutions.

 Skills Book, Culture at work, page 70

 Teacher’s Book, page 131

Dilemma
Ask students to read the Dilemma brief and the information 
about funding on the right. Some of the types of funding (e.g. 
crowdfunding) may be new to students. Ask students what 
they think the pros and cons of each type of funding might be. 

Task 1: Ask students to work in small groups and read the 
three ideas for a start-up venture. First, groups choose one of 
the ventures and then they use the questions to develop their 
idea. You may wish to set a time limit for this stage.

Task 2: Encourage groups to think about the amount of 
money that they will need to raise. Then groups discuss which 
funding method will be best for their venture. 

You could also ask students if they can think of any an 
alternative methods of funding/developing a business. One 
alternative is bootstrapping. This means that with a very 
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small investment, you get the business going and then use the 
profits from each sale to grow the business. This approach 
works well in the service industry, where start-up expenses 
are sometimes low and you do not need employees initially.

Have a brief feedback session at this point and encourage 
students to give reasons for their choices. 

Task 3: Tell students that they are going to pitch their 
business to potential funders. Give students time to 
prepare their pitch. Then students work with another group 
(preferably one which has been working on an alternative 
business venture) and present their pitch. When students 
are listening, ask them to imagine that they are funders. 
Encourage groups to give feedback on the pitch that they 
listen to. Ask groups to give reasons why they would/would 
not invest in the idea.

Decision
Tell students that they are going to listen to Oliver Peters, 
a venture capitalist, talk about the ideas and funding. Ask 
students to predict which type of funding he will recommend 
for each of the business ideas. Ask students to listen and see if 
he mentions their ideas. Then ask students to listen again and 
answer the questions. Finally, ask students if they agree with 
Peters’ ideas. 

1
1 venture capital
2 crowdfunding
3 commercial partnership

2
It’s difficult to attract VC funding even for very good 
ideas as they prefer businesses which will ‘float’ (on the 
stock market) and swiftly become public corporations.

3
Crowdfunding: In Ireland some designers ran a campaign 
on the internet and raised 70,000 Euros within six months 
in return for a designed piece for each of the supporters 
and a share of the profit. 
Commercial partnership: Italian developer Grand Stazioni 
publish contract notices and send out invitations to 
tender to eligible businesses looking for commercial 
partnerships. 

Optional activity
Ask students to come up with their own business idea and 
prepare a pitch. Students could pitch their idea in front of 
the class. Students then vote on which venture they would 
rather give money to. Or the judges could be given a ‘pot’ 
of money (students can decide how much) and invest 
varying amounts in a variety of ventures.
For homework, students could prepare notes for a 
business plan for their venture.

Write it up
Tell students that they are going to write a formal letter. The 
letter is to a venture capitalist to request an appointment 
to discuss funding for the business venture that they 
presented in the pitch. Give each student a photocopy of 
the Writing preparation framework on page 174. Then use 
the Writing focus (Writing focus: Letters) to link the use 
of the framework and the Style guide as students plan their 
writing. You may wish to set a word limit (no longer than the 
suggested answer) and set the task as homework. It may be 
useful to use the Writing feedback framework on page 175 
when giving feedback on students’ writing. 

M01_INBU_TB_ADVGLB_7788_U01.indd   53 1/3/11   15:38:41



Pe
ars

on

INTELLIGENT BUSINESS (ADVANCED) TEACHER’S BOOK: COURSEBOOK

54

Writing focus: Formal letters

1 First, be clear about the perspective you are writing 
from.

 (In this case, students are entrepreneurs.)

2 Every time you start to write, you need to ask yourself 
two questions: 

 a  What is the purpose of this piece of writing?
 b  Who am I writing to?
 (Here students are writing to a venture capitalist to 

ask for an appointment to discuss the funding of a 
venture.)

3 Look at the section on Letters on page 14 of the Style 
guide. Notice the suggested structure and layout of the 
letter. Is it appropriate for the letter in this situation? 

 (Students will need to explain why they are writing, 
introduce their company and give brief information 
about their venture. Students should decide what 
information should go in the body of the letter and 
plan the paragraphs needed.)

4  What style should the letter be written in?
 (The style should be formal and contractions should be 

avoided.)

5  What phrases might be appropriate in the letter?
 (It is appropriate to use a number of typical letter 

phrases, e.g. Dear …, I am writing to …, I look 
forward to hearing from you …, Yours sincerely. 
Examples of useful phrases are underlined in the 
suggested answer opposite.)

6  Now go ahead and plan the letter. Then write the letter.

7  When you have finished, check your writing for: 
logical structure, clarity of ideas, clear communication, 
accuracy of language, appropriateness of style.

 

 Style guide, Letters, page 14

 Style guide, General rules, page 3 

 Style guide, Organising your writing, page 4 

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175

Formal letter: Suggested answer 
(184 words)
    Andrew Hardings
    2 Edgeway Drive  
    Pondstanton
     Dorset
    PO17 4FE
Mr Jeff Maxim
Peanut Investments
Greyshott
HP1 7PN
13 March 200_
Dear Mr Maxim,
I am writing to you to introduce Cult, an exciting new 
collection of street clothing. Please find enclosed our 
catalogue for the coming season. I think you will agree 
that the clothing line is unique and shows great potential.
As such, I am writing to request an appointment 
to discuss with you the possibility of funding with 
a view to launching the brand on the high street. 
A highly successful high street chain has already 
expressed its interest in launching our collection in its 
shops nationwide, and we have found a local textiles 
manufacturer to produce the line at a reasonable price. 
Please refer to the enclosed business plan for a detailed 
breakdown of manufacturing costs, the proposed mark 
up and our projected sales for the first year. The initial 
costs for materials and manufacturing are currently the 
only obstacle prohibiting us from moving forward and 
achieving great success. 
I am available for an appointment at your convenience 
and very much looking forward to hearing from you in 
the near future. In the meantime, please do not hesitate to 
contact me if you need further information.
Yours sincerely,
Andrew Hardings
Andrew Hardings
enc

Review
On the next two pages of the Coursebook you will find 
Review 2, which reviews language, vocabulary and functional 
language from Units 4, 5 and 6. It can be used in a number of 
ways that can be adapted to suit your class, for example:
–  Students can do selected exercises for homework.
–  Use in class and guide students to particular exercises 

according to their individual needs. Alternatively, if 
your class has similar needs, focus on exercises where 
they can have more practice together  (students can work 
individually or in pairs).

–  Use as a short progress test and review any necessary 
points before moving on to Unit 7.

 Teacher’s Book, Coursebook review 2: answers, page 97
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UNIT OBJECTIVES

Reading: Running dry; The power and 
the glory

Language: Future perfect
Vocabulary: Adverb–adjective collocations
Usage: Like and as
Career skills: Debating
Culture at work: Debating styles
Dilemma & Decision: The nuclear debate

This unit considers issues surrounding the challenge 
of managing the planet’s resources. Some of the 
challenges that affect the planet include industrial 
pollution, greenhouse gas emissions, population growth, 
changing weather patterns, growing scarcity of water, 
depletion of natural resources such as oil and the search 
for viable new sources of energy. Many experts assert 
that current levels of natural resources used by industry 
and consumers is unsustainable. The first reading looks 
at how the business world is dealing with the future 
prospect of dwindling reserves of water. Later in the 
unit the second reading discusses alternative energy 
sources and is followed by an interview with The 
Economist’s Science editor. In the Dilemma & Decision 
section students debate whether nuclear energy can be 
considered a viable supply of alternative energy. 

Keynotes
Introduce the topic of resources by asking students: What 
resources do businesses need access to? Ask students to 
read the keynotes and see if they mention their ideas. Check 
that the terms in bold are clear to students and that they 
understand the meaning of the title Vital assets. Ask students 
how the title relates to the keynotes.

Cap and trade schemes are also known as emissions trading. 
A central authority sets a limit (cap) on the amount of 
pollutants that a company may emit. The permits are sold 
to a company. If the company requires the use of more than 
its allocated emissions, then it can buy (trade) additional 
allowance from companies that intend to use less than their 
allocated amount of emissions. It is a means of making the 
firm that is using more polluting emissions pay a charge, 
while the firm that is using less can ‘sell’ their permit and be 
rewarded for using less emissions. Ask students: Do you these 
schemes in your country? Do you think it is a good idea? 
Which resources do you think there is a scarcity of now/there 

will be a scarcity of in the future (e.g. oil, water, food); What 
problems might this cause? Do you think that governments/
businesses are addressing these problems effectively?

Draw students’ attention to the glossary for this unit at the 
back of the book.

 Coursebook, Glossary, Unit 7, page 147

Preview
Run through the questions briefly to check understanding. 
Point out that more than one answer is possible for question 
6. Ask students to complete the quiz individually and then 
compare their answers with a partner. 

Optional activity
As an alternative, you could ask students to work in 
groups and answer the questions as a team. Students start 
with 100 points and they can ‘bet’ the amount of points 
that they wish on the question. The group that places the 
highest bet on the question is given the chance to answer. 
If it is correct, they win the same amount of points as 
they bet and if they lose, they lose their points. The group 
with the highest amount of points at the end wins.

  1 b
  2 b
  3 a
  4 b
  5 c
  6 a, b c
  7 b
  8 b
  9 c
10 c

Speaking
Draw students’ attention to the picture. Ask students if they 
think a footprint is an effective image to describe the impact 
of an individual or organisation on the environment. Ask 
students: What type of activities do people/organisations 
do that produce greenhouse gases? (using electricity for 
household appliances/at work, planes, cars, manufacturing, 
wasting water, etc). Ask students to work in pairs or groups to 
discuss the question.

Unit 7: Resources
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You could ask students to do the internet search with the 
keywords ‘carbon footprint’ in class or for homework. 
Afterwards have a feedback session and ask students if they 
were surprised at their carbon footprint? Was it more or less 
than they expected it to be? Has the information made them 
change anything they do at work/home?

Reading 1
Ask students to look at the picture and predict what they 
think the article will say about water. Ask students to quickly 
read through the first two paragraphs of the article and find 
out what the similarities and differences between the oil and 
water situation are (similarities: they are both critical for 
the global economy, the supplies of both are coming under 
enormous strain; difference: there is no substitute for water). 
Draw students’ attention to the glossary box. Ask students to 
read the article and answer the questions.

1 Climate change is altering freshwater availability. 
Industrialisation is contaminating rivers and aquifers. 
Crops used for biofuels are water-intensive. Water is 
cheap and therefore squandered.

2 They are being attacked for depleting groundwater. 
They are having to introduce water conservation 
measures and conform to government restrictions on 
wastewater. They are having to communicate more 
with local communities.

3 because more biofuels are being made from subsidised, 
water-intensive crops

4 The water conservation efforts by companies are just 
‘public relations’.

5 They need to get a ‘social licence’ from the 
community.

6 Beijing has imposed ‘zero-liquid discharge’ rules and 
companies are not allowed to dump wastewater.

7 because the amount of water used inside a factory is a 
lot less than the total used to grow the products that are 
used

Speaking
Ask students to work in pairs/small groups and discuss the 
questions. Ask each pair/group to present their ideas to the 
class. In larger classes, students could vote on the best ideas.

Vocabulary
Draw students’ attention to the examples of adverb–adjective 
collocations. Explain that collocations are words or phrases 
that are frequently used together as a pair. Ask students to 
make adverb–adjective collocations from the two boxes in 
exercise 1 and use them to complete the sentences. 

For exercise 2 ask students to work in pairs and add two 
adjectives that could be used with each adverb. As a follow-
up, you could ask students to write six sentences using an 
adverb–adjective collocation.

1
1 hardly sufficient
2 highly impractical
3 hotly debated 
4 widely accepted
5 heavily subsidised

2
Suggested answers
1 untrue, free, unfair
2 informed, meaning, established
3 damaged, managed, behaved
4 hostile, accessible, criticised
5 successful, important, overrated
6 ill, injured, worried

Usage
Ask students to read about like and as. Write on the board:

Stephanie Carver will be taking over 1____ director of the 
foundation. 2____ her predecessor, she is also a qualified 
engineer.

There is a possibility that some gas-exporting countries 
may interrupt deliveries, 3____ they have done in the past.

Ask students to complete the sentences using like or as and 
compare their answers with a partner (Answers: 1 as, 2 like, 
3 as). Refer students to the Grammar reference at the back of 
the book.

1 like
2 As
3 as
4 like
5 As

 Coursebook, Grammar reference, Like and as, page 157

Reading 2
Draw students’ attention to the picture. Ask what sort of 
alternative energy it shows (wind turbines). Ask students to 
brainstorm other forms of alternative energy. In pairs, ask 
students to say which form of alternative energy they think 
will be most important in the next ten years. Encourage them 
to give reasons for their answers.

Ask students to read the article quickly and see if any of their 
ideas are mentioned. Then ask students to read the article 
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again in more detail and answer the questions.

1 Many past booms have been ‘energy-fed’ or dependent 
on energy.

2 Oil is becoming more expensive, supplies are reaching 
their maximum levels, oil reserves are becoming 
harder to find.

3 The cost of electricity is rising – there is renewed 
interest in alternative energies. China is building 
coal-fired power stations and is the second largest 
manufacturer of solar panels. Countries like Brazil are 
developing biofuels.

4 because of the scale of the industry and because the 
replacement process of old technologies with new ones 
is not disruptive

5 They will have to become competitive in terms of cost.

Optional activity
Ask students to work in pairs. Ask them to discuss the 
meaning of the following words from the reading:
1 run out
2 sweep away
3 go off the rails
4 be riddled with
5 level the playing field

Then write on the board/dictate the following definitions 
and ask students to match them with 1–5 above:
a to behave in a strange or uncontrolled way
b to reach the point where supplies are exhausted
c to be full up, especially with something undesirable
d to produce a situation where everyone has an equal 

change of success
e to eliminate or get rid of
(Answers: 1 b, 2 e, 3 a, 4 c, 5 d)

Speaking
Ask students to work in pairs/small groups and discuss the 
questions. Have a brief feedback session with the class. If 
students have calculated their carbon footprint (Websearch 
section, page 72) they could consider this when discussing 
the question.

Listening 1
Tell students that they are going to listen to an interview with 
Geoff Carr, the science editor of The Economist who wrote 
the article on page 75. Ask students to prepare some questions 
for him about the future of energy. You may like to set a time 
limit for this activity. Play the recording for students to see if 
he answers any of their questions. 

Read through the questions with the class. Check students’ 
understanding and get students to underline keywords. 
Students then listen to the each of the six parts of the 
interview and answer the questions. Pause the recording after 
each part to elicit answers. 

Part 1
1 biofuels and solar energy 
2 rising fuel prices, security of supply, climate change 
3 whether they can be scaled up to provide energy at an 

acceptable price
4 New technologies are available, they work and there is 

demand for them.

Part 2
1 policy reason: introduction of cap and trade system 

(system in which the government sets a cap, or limit, 
on emissions. Companies then buy the right to create 
emissions up to that limit and those that wish to 
increase their emissions buy permits from those who 
need fewer.)

 economic reason: high price of traditional fuels

Part 3
1 start-up firms, engineering firms, chemical firms, oil 

companies
2 the introduction of battery-powered electric cars

Part 4
1 It is a gas, it’s leaky and there is no existing 

infrastructure for hydrogen.
2 because you can plug your car into an existing mains 

supply (the infrastructure already exists)

Part 5
1 Second generation biofuels will be made from 

complete plants, grasses or trees, which might be 
genetically engineered to grow quickly.

Part 6
1 Solar and wind energy is scalable, nuclear energy 

generation is expensive and takes time to install.
2 to store nuclear waste underground in a geologically 

stable area

 
Students do a websearch with the keywords new energies 
to find examples of new programmes or discoveries in the 
energy field. Ask students to choose one of the items that they 
find and present it to the class.

Speaking
Ask students to work in pairs/small groups and discuss 
the question. 
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Writing 
As a lead-in, bring in some local newspapers and show 
examples of the letters it publishes. Ask students: What 
differences do you note between these letters and the formal 
letter you wrote in Unit 6? 

Ask students to use the ideas from their discussion to write an 
email to a local newspaper. Students can do this individually 
or in pairs/groups. Refer students to the Style guide section on 
emails, page 16. If appropriate for your class, you could get 
students to exchange letters and comment/make corrections. 

Suggested answer 
From:  Judy Hart
To: Editor-in-chief, The Greenwood Post
Subject: Installation of nuclear reactor in Greenwood
Dear Sir/Madam
As a resident of Greenwood, I was very concerned to 
learn about the proposed plan to install a mini nuclear 
reactor in the local area.
This proposal is unacceptable on environmental grounds. 
Of course, natural energy resources have been depleted 
and we must look to sustainable alternatives but the 
dangers of nuclear power are well documented. As a 
parent, I am extremely concerned for the health of my 
children.
Furthermore, we cannot leave a legacy of nuclear waste 
for our children without so much as providing them with 
the means to clean up after us. Therefore, until such a 
time as the technology is firmly in place to dispose of 
nuclear waste effectively, it is my strong opinion that the 
residents of Greenwood should stand united and oppose 
the proposal in favour of exploring cleaner and safer 
alternatives.
I would be most grateful if you would print this email 
in the next edition of your newspaper, as I would be 
interested to hear other readers’ views on this matter.
Yours faithfully
Judy Hart

 Style guide, Emails, page 16

Language check 
Ask students to read the information about the future perfect. 
Refer students to the Grammar reference at the back of the 
book. Ask students to work in pairs and answer the questions.

a 4
b  3 
c  2 
d  1 

 Coursebook, Grammar reference, Future perfect, page 158

 Workbook, page 28

Practice
Ask students to complete the introduction to the presentation 
and compare answers with a partner. Then ask students to 
take turns reading the presentation.

  1 will have had
  2 won’t have heard
  3 shall have
  4 won’t have succeeded
  5 will have been published
  6 will have lost
  7 will be compromised
  8 will be facing
  9 will have provided
10 will have been avoided

Speaking
Ask students to work in pairs and answer the questions. Then 
students join with another pair to exchange their ideas. Have a 
brief feedback session with the whole class.

Career skills
Students will have had discussions and informal debates in 
lessons but this section looks at the structure and content 
of a formal debate. So, as a lead-in you could ask students 
if they have ever listened to a formal debate? Ask what 
features differ from an informal discussion. (A debate has 
a chair or moderator, whose role is to introduce the debate 
topic, oversee allocated speaking time, check that the rules 
of the debate are being kept; the speakers present their case 
individually and are not allowed to interrupt each other as 
they speak.) 

Ask students to read the information about debates. Check 
that students understand terms such as counter, discredit, 
rebut and repudiate. Ask students to think of other situations 
where these techniques might be useful (e.g. negotiations, 
presentations, meetings). Students should pay particular 
attention to the rhetorical techniques. Check that students 
understand what a rhetorical question is. (It functions as 
a statement rather than a question. No answer is required 
either because there is none or because the answer is obvious 
enabling the person asking it to retain the last word.) The 
question is asked for stylistic effect (e.g. Why would anyone 
support such a flawed argument?). Then ask students to 
match the rhetorical techniques to the extracts from a debate 
on the following page.
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1 rhetorical question 
2 hypothetical situation
3 referring to experts
4 pointing out flaws in arguments
5 presenting key facts and figures

Listening 2
Tell students that they are going to listen to three extracts 
from a debate. Get students to read the questions and predict 
the motion that the participants will debate. Write on the 
board:
a) speaker against the motion
b) speaker for the motion
c) moderator

Ask students to listen and match the speaker to the role 
(Answers: speaker 1 c, speaker 2 a , speaker 3 b). Ask them 
to comment on the style and content of the moderator’s 
introduction (formal – introduces the topic but, in this case, 
does not include the phrase the house believes that ..., and, at 
the end of the extract, is about to introduce the speakers). Ask 
students to identify which motion they are debating (bottled 
water industry). Ask them what information helped them to 
answer the question.

Play the recording again and ask students to identify the 
rhetorical effects that the speakers use. You may wish to play 
the second and third extract a third time and ask students to 
note some arguments that each speaker uses.

2 The speakers use the following techniques:
 Moderator: presenting a logical sequence of ideas
 Speaker 1: key facts and figures
 Speaker 2: referring to experts, pointing out flaws in 

arguments 

Optional activity
Debate preparation framework (page 176)

In the speaking exercise that follows, students will 
prepare arguments for or against a debate. You may wish 
to photocopy the Debate preparation framework on page 
176 and give one to each pair.

Speaking
Tell students that they are going to prepare for a debate. 
Ask students to work in pairs and prepare an argument for 
or against one of the motions. You may wish to tell students 

whether to plan for or against. Students then join with a pair 
who have prepared arguments for/against a different motion. 
Each pair takes it in turn to present their arguments.

As an extension, you could ask students to choose one of the 
remaining topics. Ask students to work in groups of three. 
Assign each person a role (moderator, speaker for the motion 
and speaker against the motion) and give each student a 
time limit for speaking. Ask students to prepare a debate. 
Alternatively, you could ask a student to be the moderator, 
divide the class into two groups (for/against) and have a class 
debate. You may wish to record or film the debate.

Culture at work
 Ask students to read the information about debating styles. 
Ask them to work in pairs and discuss the question. Below 
are some differences between high- and low-context cultures. 
Ask students: Which do you think your own culture belongs 
to?

High-context:
Speaker
–  Context and background information is implied.
–  Non-verbal communication (gestures, tone of voice,  
 facial  expression) are integral to the message being  
 communicated. 
Listener
–  The listener relies on the speaker’s verbal and non-verbal 

cues in order to interpret meaning.
–  The listener is alert to implied as well as explicit content of 

the message. 

Low-context:
Speaker
–  The message is delivered directly and the speaker gets to  
 the point quickly.
–  Context and background information is explained and is  
 explicit.
Listener
–  The listener will focus on the information, facts and  
 opinion being communicated.

–  The listener expects meaning to be clear and overt.

You may find it helpful to look at the Culture at work table 
from page 71 of the Skills Book. This is reproduced on the 
next page. You may also find it useful to refer to the relevant 
section on Culture at work in the teacher’s notes supporting 
the Skills Book.
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Internal control External control

The goal is to control the 
environment.

The goal is to work with the 
environment.

Nature is a mechanism. Nature is an organism.

Expertise will allow 
dominance over nature.

People and organisations are 
a product of nature.

Do not believe in luck or 
predestination.

Believe we are part of a 
greater whole.

Actions are dictated by an 
individual’s inner will.

Actions are adapted to 
external circumstances.

 Skills book, Culture at work, page 71

 Teacher’s book, page 136

Dilemma
As a lead-in, ask whether companies in developing countries 
should be expected to apply the same environmental rules as 
developed countries. Ask students to give reasons for their 
arguments. 

Ask students to read the Dilemma brief and answer any 
questions they might have. Then ask students to summarise 
key information in the brief. 

Task 1: Write the motion on the board: This house believes 
that nuclear energy is neither viable nor a desirable option 
for the future of our energy supply. Divide the class into A/B 
teams. Ask Team A to prepare arguments for the motion 
and Team B to prepare arguments against the motion. Each 
team can use the background information at the back of 
the Coursebook to help. You could also photocopy the 
Debate preparation framework on page 174 and give one 
to each team. Set a time limit for the preparation. You may 
wish to give students more time and ask them to carry out 
more research on the Internet. Tell students that teams can 
nominate a person to put forward their argument or team 
members can take it in turns to deliver key points.

Task 2: Nominate a student to be the moderator/chairperson. 
The student should liaise with Teams A and B and prepare an 
introduction to the debate. Ask students to summarise the role 
of the chairperson and to decide on a time limit for the debate.

Task 3: Ask Team A to sit on one side of the room and 
Team B on the other. Ask the chairperson to sit in the middle 
and introduce the motion for the debate and the teams. You 
may wish to record or film the debate. After each team has 
delivered their arguments, they could be given the opportunity 
to respond to the opposing team’s argument(s).

Decision
Tell students that they are going to listen to Nicolas Scherrer 
comment on the nuclear debate. Before listening, ask students 
to look at the questions and predict points that Nicolas 
Scherrer might mention. Ask students to listen and say if he 
mentions any of their ideas. Then ask students to listen again 
and answer the questions.

1 a power industry with an ageing infrastructure which 
cannot supply enough electricity

2 It was too expensive.
3 because supplies may be risky
4 mixed solutions

Write it up
As a lead-in, you could bring in a selection of newspaper 
articles dealing with environmental issues. Ask students to 
comment on the way that the information is reported and the 
style of the articles. Tell students that they are going to write 
a short newspaper article. The article should summarise the 
arguments that were presented in the debate. Students can do 
this individually for homework or in pairs, in class.

Although the Style guide does not include newspaper 
articles, the general rules and information about organising 
writing will be useful. In addition, the importance of 
accuracy will mean that punctuation and spelling should 
also be carefully checked. When students finish their article, 
they could exchange it with another student/pair and act 
as editors, checking for accuracy as well as content. The 
newspaper article focuses on key questions such as who, 
when, where and why. The opening paragraph explains the 
key elements of the story and is followed by paragraphs 
which expand the story. While some articles are written in 
a neutral tone, in others the writer will attempt to influence 
the reader through use of language (e.g. strong reporting 
verbs such as demanded, argued etc.) or the order that facts 
or information are presented (giving prominence to views 
which they wish to promote).

You could exhibit the articles around the class and invite 
students to read and comment on differences between the 
ways that the debate arguments were reported. 

 Style guide, General rules, page 3 

 Style guide, Organising your writing, page 4

 Style guide, Punctuation, page 6

 Style guide, Spelling, page 9

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175
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Newspaper article: Suggested answer (343 
words)
A question of power
The government of Malwinia states that the country 
needs new generation energy resources by 2025, about 
half of which should be nuclear. Energy consumption 
in Malwinia has been growing rapidly over the last 
thirty years; demand shows no sign of levelling off as 
population growth and economic development continue 
to soar. The strain is showing, with frequent domestic 
power cuts disrupting daily life and scheduled blackouts 
affecting both industry and households.
The big energy question must be answered. The Institute 
for Energy Policy proposed to do just that when it 
organised a public debate on the future of the nation’s 
energy sector. The debate took place last night, televised 
live. Channel 1 confirmed that viewings were the highest 
for a decade, as one in four tuned into an issue that affects 
us all.
Those in favour of nuclear power laid down an argument 
that relied heavily on economic factors but had little 
in the way of environmental clout. They assured us 
that nuclear power would provide a sustained supply 
of electricity, essential for the economic growth of the 
country. They also reminded us that nuclear energy is 
cheaper than burning fossil fuels. 
In the green corner, they admitted that nuclear power does 
not produce greenhouse gasses but they pointed out that 
they do not support the burning of finite fuels either. They 
conceded that nuclear power does have the best safety 
record of all the energy industries today, but cautioned 
that it is tomorrow’s world that will suffer: until a safe 
solution for the disposal of nuclear waste is found, the 
notion of building nuclear reactors must be condemned. 
And above all, they counselled the potential safety risks 
associated with nuclear power alone are reason enough 
to abandon the proposal in favour of further research into 
renewable energies.
Though the views of all were expressed, no clear solution 
presented itself. At the end of the day, when we all hope 
to turn those lights on, it is ultimately the government’s 
decision.
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UNIT OBJECTIVES

Reading: Sympathy for the boss; The 
brand of me

Language: Active and passive
Vocabulary: Phrasal verbs with put
Usage: Proverbs
Career skills: Influencing
Culture at work: Speaking up
Dilemma & Decision: Winning the rivalry game

This unit looks at concepts of power and leadership. At 
the heart of both concepts is the notion of influence – 
how much influence a person or organisation has and 
how that influence is exerted. Influence rests on the 
ability to make others do what they are asked to do. If 
the person/people decide not to follow, then influence 
and, ultimately, power and leadership, are lost. Without 
followers there can be no leader and thus no valid 
influence or authority. In Reading 1, students consider 
the power and responsibility that accompanies the role 
of CEO and in Career skills they look at tactics used to 
influence people.

Keynotes
Write on the board: Power brings _________ .

Ask students to suggest words to complete the phrase (the 
actual phrase is ‘power brings responsibility’). Ask students 
to imagine that they are the head of a company. Ask: What 
sort of power and responsibility would come with the role? 
Who might that responsibility be towards? Ask students if 
they think that power and authority are the same (responses 
will differ according to cultural perspectives and attitudes 
to power authority). The key difference is that power is the 
capacity to influence others while authority is the right to 
exert influence.

Ask students to read the keynotes. Check that they understand 
the terms in bold, e.g. by asking them: What things can a 
manager do to empower employees? How do some managers 
exploit employees? Also draw students’ attention to the 
glossary for this unit at the back of the book. You may wish 
to follow this up by asking students to share any examples of 
good and bad leadership styles that they have heard of.

 Coursebook, Glossary, Unit 8, page 147

Preview
As a lead-in, ask students to name powerful business people 
that they know of. You may wish to give students more 
information about power bases or ask them to do an internet 
search to find out more information. The categories in the 
power base section were determined in a study into power 
conducted in 1959 by social psychologists John French and 
Bertram Raven. They concluded that power bases could be 
divided into five different types. They used the distinctions 
to examine how different styles of leadership utilise different 
forms of power. 

Ask students to read the introduction and descriptions of the 
power bases. Write these headings on the board: Positional 
power, Personal power and ask students to say which 
category each power base belongs to.

Ask students what type of power base they think has the 
broadest range (each power base can vary greatly but French 
and Bertram found that referent power generally has the 
greatest range). Referent power can stem from a sense of 
identification with the person in power or from a desire to 
be like that person. This can attract followers amongst a 
wide and varied group of people (e.g. the supporters of a 
charismatic politician). Other power bases are more likely 
to have limitations. For example, expert power is based on 
the difference between levels of expertise where one person 
is perceived to have superior knowledge in a particular area. 
But away from relevant situations, the power lessens. Ask 
students to suggest professions where this type of power base 
exists (e.g. doctor, lawyer, IT, scientist). 

Ask students to say what limits there might be to some of the 
power bases. For example, with legitimate power, a manager 
may have influence over the employee at work but not at 
home. 

1
1 positional
2 personal
3 personal
4 positional
5 personal
6 positional
7 personal

Unit 8: Power
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Speaking
Ask students to work in pairs/small groups and discuss the 
questions. Open the discussion to the whole class. 

2
Suggested answers
Advantages: high salaries, power over people, big car, 
lavish life style, social status
Disadvantages: long hours, responsibility, little free time

Optional activity
Photocopiable resource 8.1 (page 108)

To extend the discussion, students can complete a table 
about leadership styles. Give each student a copy of 
the table and ask them to complete it using the phrases 
provided. When they have finished, check answers with 
the class. Ask students to work in pairs and discuss which 
leadership style they prefer. Encourage them to give 
reasons for their opinions. 

(Answers: 1 f, 2 d, 3 h, 4 c, 5 a, 6 g, 7 b, 8 e)

Reading 1
As a lead-in, ask students to work in pairs/small groups and 
list the disadvantages of being a CEO. You may wish to set 
a time limit. Then ask students to read the article quickly and 
see if the CEO mentions any of their ideas. Then students 
read the article again carefully and answer the questions. Ask 
students to compare their ideas with their partner. Ask: If 
there are so many disadvantages to being a CEO, why do so 
many people still want the job? (some ideas might include: 
high salary, bonus, perks, status, power, etc.). 

1
 The author talks about how lonely and unhappy people 

at the top can be. He points out that CEOs work long 
hours and travel a lot, which means they have very 
little time for a personal life. They may also have 
health problems if they don’t take measures to reduce 
stress and working hours.

2
1 CEOs are very lonely because they are very isolated at 

the top of the hierarchy. They have no one to talk to at 
work and very little time for friendships outside office 
hours.

2 He thinks that one of the most important qualities is to 
be able to sleep on a plane. This means that they are 
not as tired at the weekends when they can spend time 
with their families.

3 Various techniques are mentioned, e.g. going to the 
gym, fishing and turning off the Blackberry as well as 
taking the dog for a walk.

4 He decided to consult an acting coach to help him to 
learn to coach him in body language, presentation style 
and public speaking.

5 Students’ own answers.

 
Ask students to compare their findings with a partner. What 
sort of strategies do they suggest?

Speaking
Ask students to work in pairs or small groups. Students 
discuss the questions. You could ask students to draw up a 
list of tips that they would give to stressed executives to stay 
healthy. Get pairs/groups to present their ideas to the class.

Optional activity
This is an opportunity to revisit the language and 
structure of a debate the students looked at in Unit 7. You 
may wish to ask students to prepare for a debate. The 
motion is: Most CEOs deserve their high salary because 
there are so many disadvantages to their job.
Divide the class into two groups (A/B). Ask Group A to 
prepare arguments for the motion and Group B to prepare 
arguments against the motion. Nominate a student to be 
the chairperson and agree how long the debate should 
take. In smaller classes, students can debate the questions 
in pairs. In one-to-one classes, the student prepares the 
argument for the motion and you prepare the argument 
against the motion. 

Vocabulary 1
Ask students to match the words to make word partnerships 
and then scan the text to check their answers. Students write 
the word partnership next to the underlined phrase which 
means the same. For further practice, you could ask students 
to write more sentences using the word partnerships.
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1 public speaking
2 support network
3 knock on effect
4 health warning
5 personal life

Vocabulary 2
Draw students’ attention to the example phrasal verb. Ask 
students to quickly scan the article to see if they can find 
more phrasal verbs (e.g. cheer on, put up, get drawn in, give 
up, talk up). 

Ask students to complete the sentences with a preposition 
then compare their answers with a partner. Then students 
match the phrasal verbs with the meaning.

1
1 on
2 up
3 up
4 to
5 in
6 across
7 in

2
a 1
b 3
c 2
d 5
e 4
f 7
g 6

Usage
As a lead-in, ask students to tell you some proverbs from 
their country. Ask students to read the proverbs 1–7 and say 
what images the proverbs create. Ask students to match each 
proverb to the situation in which it can be used.

1 g
2 f
3 a
4 e
5 d
6 b
7 c

Optional activity
For further extension, ask students to close their books. 
Write some of the proverbs on the board with words 
missing, e.g Don’t ______ a _______ by its cover.
Ask students to complete the proverbs. In pairs, ask 
students to make up a dialogue which uses one or more of 
the proverbs.

Listening 1
Draw students’ attention to the picture. Ask: Who is it? 
(Niccolo Machiavelli, also known as Nicol Macchiavelli); 
What do you know about him or his life? Machiavelli (1469–
1527) was an Italian philosopher/writer. He is most famous 
for his political treatise The Prince and The Art of War. His 
surname has been adopted as an adjective (Machiavellian) to 
describe cunning or deceitful tactics. 

Ask students to read through the questions. Then students 
listen and answer the questions. Get students to compare their 
answers with a partner.

1 According to the speaker, politics is about building 
relationships with people who can help you to get what 
you want, and persuading people who are against you 
to change their loyalties and become your followers.

2 Politics is measured in terms of influence. The more 
influence you have, the more successful you’ll be.

3 Political behaviour is inevitable in large corporations, 
firstly because of the way they are structured – into 
separate departments with different goals. This can 
mean conflicts of interest which lead people to use 
their influence and political power to make sure that 
their goals become a priority; secondly, because of the 
personalities of the type of people who make it to the top. 

4 He describes these managers as manipulative and 
explains that they are capable of dishonest and 
unethical behaviour if it means they can reach their 
goals. 

5 Effective managers, in his opinion, are the ones who 
empower people. They have a democratic style of 
management and do not abuse their power or engage in 
dishonest activities.

Optional activity
Photocopiable resource 8.2 (page 109)

Tell students that the idiom the end justifies the means is 
associated with Machiavellian behaviour. Ask students: 
What do you think the phrase means? Do you agree with 
the idiom? Ask students to work in pairs and give each 
pair a photocopy of the scenarios. Ask pairs to discuss 
what decision they would make and how they would 
justify their position. When they have decided, ask them 
to join another pair and discuss their conclusions.
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Language check 
Give students a moment to read through the information. 
Refer students to the Grammar reference at the back of the 
book. Ask students to work in pairs and answer the questions. 
Have a feedback session with the whole class.

Active and passive
1 A, P
2 P, A
3 P, A
4 P, A
5 P, P

Passive forms
1 got
2 had
3 got
4 have
5 have/get

 Coursebook, Grammar reference, Active and passive, 
 page 158

 Workbook, page 34

 
Ask students to find more information on Niccolo Machiavelli 
on the internet. You may wish to nominate some students to 
find out about his life and others about his theories. Then they 
work with a partner and share their information.

Practice
Ask students to complete the text using an active or passive 
form of the verb in brackets. Then ask students to look at 
their answers again and say which passive forms could be 
shortened to the past participle.

Ask students to read the text again. Ask: What advice would 
you give to someone who was suffering harassment at work?

  1 be defined 
  2 is subjected/is being subjected
  3 be brought
  4 reveals/has revealed
  5 support/supported
  6 react
  7 are being victimised
  8 to have
  9 guarantees
10 will be brought
11 are/have been rendered 
12 are being humiliated
13 gets

Writing
Ask students to read about the situation. Ask: How do you 
think the person should deal with the problem? Do you 
think it is a good idea to ask for the supervisor to be given 
disciplinary action? Tell students that they are going to write 
a letter to the head of HR to explain the situation and ask for 
disciplinary action to be taken. You may wish to give the 
head of HR a name or ask students to think of one. Refer 
students to the Style guide and ask them to brainstorm what 
they remember about writing letters. When students have 
finished their letter, ask them to exchange it with a partner 
and ask them to check spelling, punctuation and content. 

You could ask students to imagine that the HR manager. 
What would they say to the supervisor? What action would 
they take?

Suggested answer 
From: David Bower
To: Amanda Holmes, Head of HR 
Subject: Confidential: harassment issue
Dear Ms Holmes
As you aware, I joined the marketing department three 
months ago. I was delighted to be offered the position 
of marketing assistant and have been keen to prove 
myself as a valuable member of the team from the onset. 
However, an issue of harassment recently arose with a 
senior member of the marketing team, which, despite 
my consistent efforts to diffuse the situation, has now 
escalated to the point that I am no longer able to function 
effectively in my position. It is for this reason that I write 
to you in order to seek a solution to this matter. 
Initially, the abuse consisted of derogatory comments 
here and there; belittling jokes about my abilities on 
the grounds of my age or years of experience. These 
comments have since escalated in both frequency and 
severity and, more worryingly, have migrated into the 
meeting room, where his abusive language is making 
other members of the team visibly uncomfortable. 
I have tried to broach the subject in private with the 
person in question but he dismissed the situation as 
harmless jester. Likewise, the marketing manager hinted 
that I might make more of an effort to ‘fit in’ with my co-
workers. Therefore, it is with regret that I request that this 
matter be addressed from outside the department and that 
disciplinary action be taken.
I look forward to hearing from you on this matter.
Yours sincerely
David Bower

 Style guide, Letters, page 14

 Style guide, General rules, page 3 

 Style guide, Organising your writing, page 4 

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175
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Reading 2
Ask students to read the definition of narcissism. Can 
students think of anyone in business or a celebrity who 
this applies to? Check that students understand the 
meaning of upper echelons (those who work at a high level 
in an organisation).

Ask students to read the article and answer the questions. 
You could ask students to draw up a check list of things 
which describes a boss who suffers from narcissism. 

1 that the most successful bosses are self-effacing people 
who like to reflect on issues and lead by example 
rather than the ‘stars’ who are ‘self-proclaiming’.

2 the size and importance given to the photo of the boss 
in annual reports, the amount of coverage the boss 
gets in company press releases, how long his bio data 
is in Who’s Who, the number of times he says I when 
talking about his job and the difference between his 
pay package and that of the next highest paid person in 
the company

3 They take higher risks, make more changes and they 
carry out more and bigger mergers.

Speaking
Ask students to work in A/B pairs. Some students may 
not feel comfortable telling their own jokes, in which case 
they can use one of the jokes at the back of the book. You 
could use these to discuss how sense of humour can differ 
from country to country. Then ask students to discuss the 
remaining questions. Have a feedback session to share the 
characteristics and personality traits that students think can 
advance a career.

Career skills
Ask students to close their books and think of ways that 
someone can influence you to do what they want. Ask 
students: Have you have used any of these techniques? Were 
they successful? Ask students to open their books and read 
the information about influencing. Does it mention any of the 
techniques they mentioned? Check that students understand 
the terms used in the tactics (mobilising, chain of command, 
flattery, aspirations, comply, etc.)

Ask students to work in pairs. Students match the headings 
1–9 to each of the tactics a–i. Ask them to match the items 
that they are sure about and work out the rest using a process 
of elimination. Have a feedback session with the class to 
check the words and ask students how they worked out any 
they were not sure about. You could also check that students 
understand coalition and ingratiation. 

1 e 2 g 3 i 4 a  5 d 
6 b 7 c 8 h 9 f

Speaking 1
Ask students to consider the question individually and then 
work in pairs or small groups and discuss. Ask students if 
anyone has used any of the tactics on them. Did the 
strategy work? 

Speaking 2
Ask students to work in pairs. You could ask students to 
read and analyse both scenarios or give situations 1 and 2 to 
different pairs. If pairs are considering both scenarios, ask 
them to read, discuss and answer questions about situation 
1 before moving on to situation 2. Get students to join with 
another pair to talk about how they would handle 
the situation(s). 

Writing
Tell students to think about the best way to use their chosen 
tactic(s) in the conversation between the influencer and 
their bosses. Give students time to write and practise their 
dialogue. Then ask them to work with a pair and take turns 
acting out their dialogue. You may wish to record or film 
the dialogues.

Suggested answer (223 words)
Team member: Hi, Sandra, have you got a minute?
Team leader: Actually, I’m just about to go into a 

conference call. Can it wait?
Team member: This will only take a minute – I won’t 

keep you. New suit? Fantastic!
Team leader: Thanks. Alright, what can I do for you? 

But please make it quick.
Team member: Well, it’s about that great new product 

idea we brainstormed in the meeting on Monday ... 
Team leader: No, I’m sorry, Kate, I thought we agreed 

that developing that particular idea might blow our 
team budget completely.

Team member:  Yes, but hear me out just for a second. 
I overheard the division manager in the canteen 
yesterday saying that the market was desperate for 
something new in this sector, so our idea is a sure 
thing. 

Team leader: Really? He said that?
Team member: Yes, so I spent a little time working 

out how we could cut one or two corners in order to 
stay within budget – here’s a report I put together 
– I’ll leave it on your desk. And I’m sure one or 
two members of the team might be willing to put in 
a couple of extra hours for you if you asked them, 
especially if it meant we could get ahead of the other 
teams and come out in front. What do you think?
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Listening 2
Tell students that they are going to listen to two dialogues 
based on the two situations in Speaking 2. Play the dialogues 
and ask students to identify any tactics or phrases that they 
used in their dialogues. Play conversation 1 and discuss the 
questions as a class. Then do the same for conversation 2. 

1 John uses ingratiation, consultation and reason.
2 Andrew uses ingratiation, personal appeal and 

assertiveness.

Culture at work
Ask students to read the title and suggest what speaking 
up means (expressing your opinion openly or publically). 
Students then read the information. Ask students if, in their 
country, people would feel comfortable commenting on their 
boss’s performance.You may find it helpful to look at the 
Culture at work information on page 71 of the Skills Book. 

You may find the following information useful:

Status 
cultures

Status is based on things which are 
proscribed rather than earned (age, wealth, 
gender, etc.).

Status of an individual is usually retained. 
It may be difficult for an outsider to gain 
status through alternative means.

Society and organisations may be 
hierarchical with clearly defined rules 
and boundaries. A subordinate may not 
feel comfortable making suggestions to 
or commenting on the performance of a 
superior.

Achievement 
cultures

Status is conferred through achievements 
or actions which can be worked for (exam 
results, promotion, contributing to the 
community, etc.).

The status of an individual can change 
(status can be lost as well as achieved). 
Status may move from one individual to 
another.

Society and organisations may be 
less formal. In appropriate situations, 
a subordinate may feel able to make 
suggestions to and comment on the 
performance of a superior.

Dilemma
As a lead-in, ask students: Is competition in a company 
healthy or unhealthy? What are the advantages and 
disadvantages of rivalry between departments or colleagues?

Ask students to read the Dilemma brief. Check understanding 
by asking students to summarise the problem that Carl Sagan 
is having with Peter Arroway. 

Task 1: Ask students to work in pairs. Students read the five 
options and evaluate the advantages and disadvantages of 
each one. 

Task 2: Pairs discuss the options and decide which one they 
would choose if they were in Carl Sagan’s position.

Task 3: Ask each pair to present their decision to the class. 
Encourage students to give reasons for their choice. Give the 
rest of the class the opportunity to ask questions about the 
choice, after the presentation has finished. 

Decision
Tell students that they are going to listen to Janet Haviland 
talk about the situation. Encourage students to predict which 
option she will prefer. Ask students to listen and answer 
the questions.

1 She explains that political behaviour is inevitable in 
times of change and uncertainty. When there is a lack 
of clear and unambiguous common goals, different 
managers vie against each other to get their personal 
goals on the priority list. 

2 In situations like this the most important thing is to act 
as quickly as possible. 

3 The speaker is against the first option because it would 
undermine Sagan’s sense of authority. She is against 
the third and fifth option because they mean using 
dishonest tactics but also wasting time on political 
behaviour rather than getting the job done. She finally 
says that her preferred option is the second one 
because it will have lasting effects if it works. She says 
that Sagan will have to use influencing tactics skillfully 
if he is to succeed with a man like Peter Arroway. 

Write it up
Tell students that Carl Sagan has arranged a meeting with 
Peter Arroway. Ask students to work in pairs or small groups. 
First, ask students to discuss what Carl Sagan may wish to 
discuss in the meeting. Ask students to make notes and write 
an agenda for the meeting. Then get students to compare their 
agenda with another pair/group.
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Writing focus: Agendas

1 First decide who you are.
 (In this case, students are Carl Sagan, head of a new 

services division.)

2 Every time you start to write, you need to ask yourself 
two questions:
a What is the purpose of this piece of writing?
b Who am I writing to?

 (Here students are writing the agenda of a meeting 
that they are going to have with Sales Manager Peter 
Arroway.)

3 Notice the suggested structure of an agenda. 
 Note that the aim of an agenda is to guide participants 

and indicate what will be discussed at the meeting. It 
may include some of the following:

 Title of the meeting
 Date of the meeting
 Start and end time of the meeting
 List of participants
 List of items to be discussed
 AOB (The last item on an agenda is usually AOB (any 

other business), where participants can discuss issues 
which are not itemised as main agenda points.)

 Is this structure appropriate for this agenda? 
Brainstorm the items that you wish to discuss in the 
meeting and then place them in the order in which you 
might address each one.

4 What style should the agenda be written in?
 (The tone of the agenda is neutral. Short, simple 

sentences or single words indicate the points to be 
discussed.) 

5 Now go ahead and write the agenda.

6 When you have finished, check your writing for: 
logical structure, clarity of ideas, clear communication, 
accuracy of language, appropriateness of style.

 

Optional activity
Ask students to work in pairs and role-play the meeting. 
As a follow-up writing exercise, you could ask students 
to write the minutes of the meeting. Refer students to the 
information on Minutes in the Style guide, page 20.

 Style guide, General rules, page 3 

 Style guide, Organising your writing, page 4

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175

Agenda: Suggested answer (59 words)
Topic: Discussion of solutions to falling profit margins
Called by: Carl Sagan
Date: May 14 201_
Start time: 10.00 a.m.
Location: Board Room 1
Participants: Carl Sagan, Peter Arroway
Items:
1  Review agenda
2  Sharing differences
3  Explore ways to improve working relationship
4  Negotiate a compromise
5  Establish a working relationship
6  Pool ideas for a way forward in increasing profit 

margins
7 AOB
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UNIT OBJECTIVES

Reading: Word of mouse; The second 
life of Second Life

Language: Word order: adverbs
Vocabulary: Word clusters
Usage: Puns
Career skills: Decision making
Culture at work: Taking action
Dilemma & Decision: Creative showcase

Digital technology has changed the way that many 
businesses market products and services. In the past, 
traditional advertising media such as TV, radio, 
newspapers and magazines were the main arena for 
companies to build their brand and communicate with 
consumers. The growing use of digital marketing 
utilises other ways to reach people. As well as the 
methods outlined in the keynotes, micro-blogging sites 
such as Twitter and a number of social networking sites 
give smaller companies and entrepreneurs access to a 
wide and varied audience that were previously beyond 
their reach. This has led to interesting crossovers 
where multinational companies devise campaigns that 
are deliberately designed to look as though they were 
produced on a budget. Some companies pay popular 
bloggers or frequent internet users to mention their 
product online. The aim of marketing remains the same: 
to reach target consumers as effectively and efficiently 
as possible. 

Keynotes
Introduce the topic of marketing by asking students to suggest 
ways that a company can market its products or services. Ask 
students how digital technology has changed marketing (see 
ideas above). 

Ask students to read the keynotes. Check that they understand 
the terms in bold, e.g. by asking students: Have you ever 
received marketing promotions by email or SMS (text)? Do 
you ever click on pop-ups or banner ads? Draw students’ 
attention to the glossary for this unit at the back of the book. 

You may wish to follow this up by asking questions such 
as: What types of advertising have you noticed this week on 
the internet? Do you think that search advertising is a good 
thing? Why/Why not? You could ask students to carry out 
a brief class survey about which type of advertising they 
think is most effective and which they personally pay most 
attention to.

 Coursebook, Glossary, Unit 9, page 148

Preview
Ask students to work in pairs/small groups and discuss 
the questions. Encourage students to give reasons for their 
answers. Then pairs/groups look at three campaigns and 
decide which type of campaign would suit each product. In 
larger classes, you could divide the class into three groups 
and ask each one to focus on one marketing brief.

1
This activity is to get students thinking about e-marketing 
and how it affects them. The questions point to how the 
current media targets specific consumer groups.

2
1 B2B
2 Nissan 350Z
3 Quantum of Solace

Speaking
Ask students to work in pairs and discuss the e-marketing 
media. Have a brief feedback session. Encourage students to 
give reasons for their responses.

Listening 1
Tell students that they are going to listen to Amy Masterson 
from Online Plus, an advertising agency, talk about factors 
that encourage growth in online marketing. Ask students to 
look at the list of drivers. Check that students understand what 
the terms mean. Ask comprehension questions such as: Name 
two companies that provide broadband. Name a networking 
website. What is catch-up TV useful for? What devices might 
you have a wireless connection on?

Ask students to listen and make notes. Get students to 
compare their notes with a partner. 

Unit 9: E-marketing
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Quality broadband: more people are opting for broadband 
connections; marketers have greater choice of media, e.g. 
‘rich media’ products that use a combination of image 
and sound; embedded videos on webpages, increase in 
popularity of YouTube.

Social networking websites: Facebook and Myspace 
continue to have a massive impact on the market; we are 
going to see a big increase in spend in this area in the next 
few years.

Catch-up and online TV: many people now use the 
internet to watch programmes they’ve missed and this 
gives advertisers more exposure; internet TV offers 
openings to reach specific groups of consumers.

Online audience: the online marketing budget is 
increasing with 31.6 million people online in the UK, 
52% men and 48% women. 21% of the users are 20–34 
years old and the over 50s represent 30% of total time 
spent online.

Wireless connections: mobile broadband or high-speed 
access is very reasonably priced nowadays; laptops are 
getting cheaper; people are now connected even when 
they are on the move.

Speaking
Ask students which social networking sites are popular in 
their country. Ask students to work in pairs and discuss the 
questions. Then ask the class: What type of information do 
people usually put on the profile page of a social networking 
site? What are the pros and cons of marketers having access 
to this type of information? (pro: users are likely to receive 
targeted ads for products that appeal to their profile; con: the 
sharing of such information raises privacy issues).

Reading 1
As a lead-in, ask students to look at the picture. Ask: 
What is the woman doing? (she’s introducing a product 
to the person she is speaking to), How do you think this is 
connected to social networking sites? (a social network user 
may recommend products to their online friends). Then 
ask students to read the article quickly and see if the writer 
mentions their ideas. Ask students to read the article again in 
detail and answer the questions with a partner. Refer students 
to the glossary box at the top of the page and remind them of 
the glossary at the back of the book. 

1 Conversational marketing, also known as ‘word 
of mouth’ marketing, is used to refer to situations 
where people recommended products to their 
friends and acquaintances by word of mouth. A 
further development is the fact that companies are 
now starting to interact with consumers, making 
‘conversational’ marketing a ‘marketer to consumer’ 
as well as a ‘consumer to consumer’ conversation 
experience.

2 Conversational marketing could be the next big 
breakthrough in e-marketing, allowing marketers 
to interact directly with their customers. However, 
consumers can just as easily criticise a brand as 
praise it and, given the poor quality of many of the 
interactions on social networking pages, it could also 
turn out to be a liability tool for marketers.

2
1 He promised them the possibility of advertising on 

Facebook, which would in effect give brands a ‘friends’ 
status. Marketers would be networking socially and 
therefore interacting directly with consumers. 

2 Lazarsfeld and Katz had already argued that oral 
recommendations from friends are the best form of 
product endorsement.

3 display or banner ads, usually graphical boxes on 
webpages, often with embedded videos; classified ads; 
text snippets that appear next to search results for a 
specific keyword 

4 They start profile pages on social networking sites 
and accept friend requests from visitors to the sites. 
Facebook lets brands create their own pages, e.g. 
Coca-Cola which has a Sprite page and an interactive 
game. Facebook informs the player’s friends of the 
progress of the game via alerts, thus making it a social 
act. Users are able to place reviews, comments, etc. on 
the site as they would those of other friends, which are 
communicated to all the friends in a group. Facebook 
also plans to monitor activity outside its own site, e.g. 
online purchase of cinema tickets, and to relay this 
information via news feeds on Facebook.

Vocabulary 1
Ask students to locate the words in the text and match them 
with their meanings. If they are unsure of a word, tell them 
to look at the word in the context of the sentence in the 
reading text. 

M01_INBU_TB_ADVGLB_7788_U01.indd   70 1/3/11   15:38:42



Pe
ars

on

UNIT 9

71

1
1 c
2 a
3 f
4 e
5 b
6 d

Vocabulary 2
This is a word-building exercise. First students complete the 
spidergram on page 141 with the words. Then ask students 
to complete the sentences with forms of break. After this, 
students complete their own spidergram using one of the 
suggested base words. 

1
breakable: adjective
break the law: idiom with verb
break-even, break up: phrasal verb

2
1 break into
2 break even
3 breakdown
4 outbreaks 
5 take a break 
6  breaking the law

Speaking
Ask students to discuss the questions in pairs/small groups. 
You could also ask students to suggest what information 
about a user is publicly available on networking sites that 
they know. What does this mean for the user? For example, 
on Facebook, unless a user manually changes his/her privacy 
settings, his/her name, profile picture, gender, current city, 
networks, friends list and the pages he/she subscribes to 
are publicly available information. This means that the 
information is searchable and anyone using the internet can 
see it. Ask students: What problems could this cause at work 
or when applying for a job? Is the age of privacy over? Is that 
a good or bad thing?

Usage
Ask students to look again at the title of the article on page 93. 
Ask students: What idiomatic expression does ‘word of mouse’ 
sound like? (word of mouth). What does mouse refer to? (a 
computer mouse – marketing at a click of a button). Explain 
that a pun is humorous play on words. It involves a word or 
phrase that has more than one possible meaning. There are 
two different types of puns: a homographic pun uses multiple 

meanings from a single spelling (for example lose can mean to 
misplace something or to be defeated), a homophonic pun uses 
words that sound the same but have different spellings and 
different meanings (such as red and read).

Ask students to read the information about puns. Ask 
students to work in pairs and identify the puns in the 
sentences. Ask: Do you think it’s a good idea to use puns 
in advertising? Why/Why not? Get students to match the 
idiomatic expressions with the meanings. You could ask 
students to suggest more idiomatic expressions that they 
know. Then ask students to read the slogans aloud and 
say which idiomatic expression each slogan refers to. Ask 
students to think of similar examples of puns in advertising 
or newspapers in their language.

1
a I BM: I am
b waist: waste
c Wright: right
d ‘asda: has to
e everywear: everywhere

2 
1 d        2  a        3  b        4  c

3
a 1        b  3        c  2        d  4

Optional activity
Photocopiable resource 9.1 (page 110)

Ask students to work in groups. Ask students whether 
they know what a homophone is (a word that sounds the 
same as another but may have a different spelling). Ask 
students to identify the homophones in the advertising 
slogans in Usage (waist/waste and Wright/right). Give 
each student a copy of the Homophones sheet and ask 
them to complete the eight questions then think of two 
more homophones. Have a quick feedback session and 
then ask students to think of an advertising slogan for the 
product. 

(Answers: 1 night, 2 scent, cent, 3 bye, buy, 4 wear, ware, 
5 seas, seize, 6 brake, 7 place, 8 hire )

Listening 2
As a lead-in, ask students what they know about Google. Get 
students to work in pairs and decide if the statements are true 
or false. Tell students that they are going to listen to Greg 
Stillman talk about how Google developed its advertising 
business. Then listen and check their answers.
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Google CEO Erich Schmidt has noted that in the future 
Google will use your online profile to track your location 
on your smart phone so it can help you plan your life. For 
example, it will remind you what you need to buy when 
you are passing a shop. He has stated that Google will know 
‘roughly who you are, roughly what you care about, roughly 
who your friends are,’ and will use this information to predict 
what you need. Ask students whether they think this is useful 
and innovative or an intrusion of privacy.

1
1 true
2 false
3 true
4 true
5 false
6 false
7 false
8 false

Speaking
As a lead-in, you may wish to tell students that new industries 
have been created on the internet to help users manage their 
online presence. Some people feel their social networking 
life has taken over from their real life. A Dutch company 
called Web 2.0 Suicide Machine disconnects users from all 
their social networking sites. It logs into all social networking 
accounts held by a user and deletes all of his/her data 
(including all online friends and every post by or about that 
person). It’s currently so popular that it has a waiting list 
for its services. Google CEO Eric Schmidt predicted that 
in the future people will be allowed to change their identity 
to escape embarrassing data and photographs stored on 
networking sites. Others predict that people will become more 
tolerant of online indiscretions. 

Ask students to work in pairs/small groups and discuss the 
questions. You could ask students what type of assumptions 
might be made about young people based on their online 
identity (e.g. issues such as employability, trustworthiness, 
lifestyle). 

 
Ask students to research the information. This can be done 
in class or for homework. Students could feedback on their 
findings to a partner.

Language check
As a lead-in, write on the board: I use the internet at work. 
(sometimes)

Ask students how many places they could place sometimes 
in the sentence (4: Sometimes I use ..., I sometimes use ..., 

I use the internet sometimes ..., I use the internet at work 
sometimes). Ask students what type of adverb sometimes 
is (an adverb of frequency). Ask students to read the 
information about adverbs. Get them to answer the questions 
and compare their answers with a partner. Refer students to 
the Grammar reference at the back of the book.

1
1 frequently
2 recently, subsequently 
3 rapidly, exactly
4 Even, likely, regardless
5 relatively
6 wherever

2
rapidly, frequently, recently

 Coursebook, Grammar reference, Word order: adverbs, 

 page 159 

 Workbook, page 37

Practice
Ask students to insert the adverbs into the passage. Get 
students to compare their answers with a partner. Check 
answers and elicit any alternative positions which would also 
be possible.

Dynamic email marketing uses a (radically) different 
approach, (systematically) incorporating multiple 
components (systematically) to determine the next 
marketing step by (systematically) factoring in data 
obtained from user profiles and data about how the target 
client (actually) behaved when they (actually) visited a 
particular website. 

For example, let’s suppose Christy returns to a retailer’s 
website where she has (previously) made a purchase 
(previously). She clicks on a couple of pages until she 
finds one that interests her. She spends some time taking 
a closer look at some items that (particularly) interest her 
(particularly) but (eventually) leaves the site (eventually) 
without buying. 

On her next visit, Christy is treated to an email offering 
her a discount – her user profile is (already) in the 
system (already) – on a necklace, promoting (precisely) 
the style she spent the most time viewing. Now that 
(really) is dynamic marketing but the problem is that 
most companies do not have the (highly) sophisticated 
data management and communication systems that are 
required to use it (effectively).
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Reading 2
Ask students what they know about Second Life. Second 
Life is a virtual world for adults. Participants can socialise, 
interact and communicate with other users and they can trade 
virtual land and set up virtual businesses. Check that students 
understand what an avatar is (a moveable three-dimensional 
image used to represent somebody online, usually used in 
games or virtual worlds). Draw students’ attention to the 
picture. Ask students: What is happening in the picture? 
(avatars are having a meeting); How could advertisers 
promote their brands in virtual worlds such as this?

Draw students’ attention to the tabs at the top of the text 
(Technology, Design, Ethonomics, Leadership, etc.). Ask 
students if they have heard of ethonomics. Tell students 
that ethonomics is a hybrid of technology, design and social 
responsibility made from two words: ethics and economics.

Ask students: What marketing opportunities are there for 
companies in virtual worlds such as Second Life? Ask 
students to read the text quickly and see if it mentions any 
of their ideas. Then ask students to read the questions and 
highlight any keywords. Ask students to read the article again 
carefully and answer the questions. You could also ask: What 
metaphor in paragraph 1 indicates that organisations were 
losing money? (dozens of companies scrambled to staunch 
their bleeding Second Life budgets). What expression in the 
final paragraph describes being well-known in the media for 
a short time? (15 minutes of fame). You might like to explain 
that the saying comes from Andy Warhol, the American artist 
who said that in the future everyone will be famous for fifteen 
minutes. The expression is often used to describe the short-
lived nature of media publicity and celebrity.

1 They invested large sums of money but did not 
generate sales.

2 Users of Second Life look for interactive exchanges 
and not passive viewing.

3 She was originally a user of Second Life who became 
a marketing consultant specialising in Second Life 
campaigns.

4 She created opportunities for companies to engage 
directly with Second Life users and to offer advice, 
contact and promotional items.

5 Advertisers can benefit from longer periods of 
attention; the average is thirty minutes per visit.

6 They can see that investments in Second Life 
campaigns can produce results.

Optional activity
You could ask students to find expressions in the text that 
correspond to the following definitions.
1 to occupy a position that has been left vacant (para 2) 
2 to redefine how something should be done (para 3) 
3 to initiate an exchange of views (para 3) 
4 to entice customers (para 5) 
5 to exploit a channel of communication (para 5) 
6  difficult to repeat or to reproduce again (para 6)
7 to attract large numbers of people (para 8)
8  the result (para 9) 

(Answers: 1 step into the breach, 2 rewrite the rules, 
3 spark discussion, 4 attract potential clients, 5 harness a 
medium, 6 hard to replicate, 7 draw a crowd, 8 the upshot 
is ...)

Career skills
Ask students to close their books. Ask: Do you think it’s 
better to make decisions quickly or take time to consider 
the options? What are the pros and cons of each? What 
techniques do you use to help you make difficult decisions?

Ask students to open their books and read the information 
about decision making. In pairs, get students to match the 
headings (a–f) to points 1–6. Ask students which technique 
they think is most useful.

1 f
2 e
3 a
4 c
5 b
6 d

Speaking
As a lead-in, ask students what techniques they think help 
brainstorming (e.g. define the problem clearly and point 
out any criteria that need to be addressed, write down ideas, 
don’t criticise ideas during the brainstorming process, have 
an evaluation of ideas after the initial brainstorming session). 
You may find it useful to refer to the Good business practice 
section of the Skills Book (page 67), which contains tips for 
brainstorming. You may also find it useful to refer to the 
relevant section on Good business practice in the teacher’s 
notes supporting the Skills Book.

You may wish to bring in a catalogue to class. Ask students: 
Do you buy products from catalogues? Do you use online 
catalogues? What are some advantages and disadvantages of 
both types of catalogue?
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Ask students to read the table with pros, cons and possible 
outcomes. This is a force field analysis, a way to look at 
advantages and disadvantages when making decisions. This is 
also used in Unit 3 of the Skills Book. Explain that each pro 
or con factor is given a score from –5 to +5, which are then 
added up in order to determine whether the final outcome will 
be positive or negative. In pairs, students add more outcomes 
to the table and discuss the options. Then students decide 
what they think the company should do.

 Skills Book, Unit 3, page 16

 Teacher’s Book, page 118

 Skills Book, Good business practice, page 67

 Teacher’s Book, page 142

Listening 3
Tell students that they are going to hear two people choosing 
between a paper or e-catalogue. Ask students to listen and 
answer the questions. Encourage students to give reasons for 
their answer to question 4.

1 reducing spending 
2 not to lose a single customer
3 to do both an e-catalogue and a limited edition of a 

paper one

Optional activity
Force field analysis framework (page 177)

In the following speaking exercise, students use a table 
similar to that used at the top of the Coursebook page. 
You could photocopy the Force field analysis framework 
and give one to each student as they prepare for the 
speaking activity. In this Force field analysis students 
note the pros, cons and possible outcomes of their 
scenario. They give each point a plus or minus score out 
of five, depending on whether it is a positive or negative 
factor. Then students add up the scores and use their 
analysis to help make a decision in their chosen scenario.

Speaking
Ask students to work in pairs. Ask pairs to choose one of the 
situations and prepare a table with pros and cons and possible 
outcomes. Then students join with another pair and discuss 
their choices. Encourage pairs to comment on and add to the 
choices.

Culture at work
Ask students to read the information about taking action 
and making decisions. Ask: Which approach do you think is 

closer to the way that people make decisions in your culture? 
Can you think of any problems that may occur when people 
with different attitudes to decision-making work together? 

You may find it helpful to look at the information in Culture 
at work on page 72 of the Skills Book. You may also find it 
useful to refer to the relevant section on Culture at work in the 
teacher’s notes supporting the Skills Book.

 Skills book, Culture at work, page 72

 Teacher’s book, page 142

Dilemma
Ask students to read the Dilemma brief and the short-listed 
designs. 

Task 1: Students work in small groups. Ask students to 
discuss the campaigns and say which they prefer and why.

Task 2: Groups now look at the campaigns in more detail and 
judge them by four criteria. Give students time to consider 
their ideas individually before discussing with the group. 

Task 3: Groups use the criteria to choose a winner. You 
could also ask students to award a prize for second place.

Decision
Tell students that they are going to listen to Lars Vanderbilt 
talk about the judges’ choices. Ask students to listen and 
say who came first, second and third (third: The X Factor 
Challenge, second: In one take, on one tank, first: Fill the 
Indigo). Then students listen again and answer the questions. 

1 He thinks that all the campaigns were wonderful 
because they appealed to the target market and in the 
case of Volkswagen, there was interaction with them.

2 He agrees with the choice for first prize.
3 He thinks the campaign was both original and daring. 

It got a lot of media coverage and really appealed to 
the intended audience.

Write it up
Tell students that they are going to write a short press release 
to announce the winning campaign. Give each student a 
photocopy of the Writing preparation framework on page 
174; then use the Writing focus (Writing focus: Press 
releases) to link the use of the framework and the Style guide 
as students plan their writing. You may wish to set a word 
limit (no longer than the suggested answer) and set the task 
as homework. It may be useful to use the Writing feedback 
framework on page 175 when giving feedback on 
students’ writing. 
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Writing focus: Press releases

1 First decide who you are.
 (In this case, students are members of IAB.)

2 Every time you start to write, you need to ask yourself 
two questions: 

 a  What is the purpose of this piece of writing?
 b  Who am I writing to?
 (Here students are writing a press release announcing 

the winner of a monthly award for cutting-edge 
creativity in the online advertising sector.)

3 Look at the section on press releases on page 24 of the 
Style guide. Notice the suggested structure/layout of a 
press release: 

 Headline or title (in the present tense)
 Information about when the release can be published: 

‘For immediate release’ if the news can be published 
now.

 Date when the release was sent
 Main text of the release with paragraphs
 Headings where necessary
 Contact details of the person who wrote the release 

and information about who to contact for further 
information

 Is this structure appropriate for this press release? 
What are you going to put in the headline or title? Plan 
the sections you are going to divide your press release 
into. Then note down the points you might cover in 
each. 

4 What style should the press release be written in?
 (As it says in the Style guide, press releases should 

communicate to the media in an interesting way. The 
most important information should be at the start of 
the press release (Who? What? When? Where? How?). 
Note that press releases are rarely longer than two 
pages.)

5 What phrases might be appropriate in your press 
release?

 (See the Style guide, on page 24 for useful phrases 
such as: For immediate release …)

6 Now go ahead and write the press release.

7 When you have finished, check your writing for: 
logical structure, clarity of ideas, clear communication, 
accuracy of language, appropriateness of style.

 

 Style guide, Press releases, page 24

 Style guide, General rules, page 3 

 Style guide, Organising your writing, page 4

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175

Press release: Suggested answer (326 
words)
IAB (Internet Advertising Bureau)
Press release
IAB announces the winner for cutting-edge creativity in 
its monthly award!
For immediate release 
10 Dec 201_
The IAB today announced its winner in the online 
advertising sector for targeting a UK audience. The 
winner plus two runners up will have their work 
published in Marketing Week. 
The winners are as follows:

First place: Fill the Indigo
Fill the Indigo, brain child of Archibald Ingall Stretton, 
won not only on the sheer impact of the audience 
it reached (over 100,000 people took part in the 
competition) but in addition to this, the campaign also 
ties in closely with the image of O2 as a sponsor of 
large-scale event planning: using the Indigo2 itself as 
the tool and target of the advertising campaign, whilst 
also generating coverage through so many advertising 
mediums, was a stroke of genius!

Second place: In one take, on one tank
It’s very rare that a successful campaign can ride solely 
on the ability of the product itself to impress but Tribal 
DDB managed to achieve success simply by filming what 
the Bluemotion Polo does best. That they were then also 
able to translate that into an interactive medium to reach 
the consumer was a really smart move that impressed.

Third place: The X Factor Challenge
Although The X Factor is not an original idea, Carphone 
Warehouse was able to manipulate it in order to engage 
the end user using its own products as the marketing tool, 
thereby earning itself third place in the competition.

An IAB representative said: ‘It was a close-run race 
and very difficult for the judges to choose between the 
top three – we look forward to reading more about the 
campaigns in an upcoming issue of Marketing Week. 
Congratulations!,

###
For more information about the award or the individual 
campaigns, please log on to www.iab.eu.com.
To obtain high resolution photos from the competition, 
contact Janine Pewtrey: janinepewtrey@iab.eu.com
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UNIT OBJECTIVES

Reading: The perils of prediction; 
Scientists find secret 
ingredient for making (and 
losing) lots of money – 
testosterone

Language: Probability and possibility
Vocabulary: Chance and luck
Usage: Loanwords
Career skills: Negotiating
Culture at work: Striking a bargain
Dilemma & Decision: Wildcat strike

This unit considers attitudes to risk. Futurists and 
futurologists advise private and public companies on 
predicting future trends, emerging markets and risk 
management. The theory underpinning such theories is 
that we can use current information to make accurate 
predictions about the future. One of the aims of this 
type of prediction is to identify risks that may affect 
organisations in the future. However, recent events 
such as financial crises, terrorism and environmental 
disasters indicate that risk cannot be eradicated from 
modern business. Nassim Nicholas Taleb is a former 
Wall Street trader. Currently a professor in risk 
engineering, his book Black Swans considers the role 
and significance of unexpected events. It points out that 
we are often surprised when things do not go to plan 
even though history and human experience may indicate 
that unpredictable events frequently occur. When an 
unforeseen event occurs, whether positive or negative, 
we attempt to construct ways in which retrospectively 
it could have been predicted. One of the examples that 
Nassim Nicholas Taleb uses to highlight the danger of 
using present data to predict the future is that of sea 
Captain Edward Smith, who wrote confidently in his 
1907 journal that in his long experience of sailing he 
had never been in any predicament which might have 
ended in disaster. In 1912 he was the Captain of the 
Titanic. In Reading 1 students have the opportunity to 
learn about the Black Swan theory.

Keynotes
Draw students’ attention to the picture. Ask: What dangers 
can you see in the picture? What are the people in yellow hats 
doing? (assessing risks). Get students to read the keynotes. 
Ask: What are the four main areas of business risk that are 
mentioned? (strategic, operational, financial and hazard). 

What is the name of preparation for actions that you’ll take 
if a risk occurs? (contingency planning). Ask students to 
give examples of types of insurance that people have at home 
(e.g. car, health, house, unemployment). Check that students 
understand hedging. (Hedging is a risk management strategy 
used with commodities, securities and currencies. Possibility 
of loss from fluctuations in these markets is offset by taking 
equal and opposite positions in two different markets. 
Theoretically, a future negative change in one market would 
be offset by a positive change in the other market.) Draw 
students’ attention to the glossary for this unit at the back of 
the book. You may wish to follow this up by asking students: 
What type of risks are involved in your line of business/the 
area of business that you want to work in?

 Coursebook, Glossary, Unit 10, page 148

Optional activity
Photocopiable resource 10.1 (page 111)

In the Preview students talk about managers who avoid 
risk and those that are stimulated by risk. In question 1, 
students discuss their own risk profile. You may wish 
to photocopy the Risk profile and give a copy to each 
student to complete before they discuss the question. Ask 
students: Are there areas where you are more inclined to 
take risks than others? What other areas could measure 
whether a person is risk-inclined or risk-adverse? (e.g. 
emotional, relationships, creative, legal). You could ask 
students to discuss the following: What careers or career 
paths do you think attract people who are risk inclined? 

Preview
As a lead-in, ask students whether they feel more comfortable 
working for a manager who rarely takes risks or one who 
frequently takes risks. Encourage students to give reasons for 
their answers. 

If the class hasn’t already used the Risk profile on page 111 in 
the optional activity above, you may wish to photocopy it and 
give one profile to each student to complete. Give students 
time to complete the profile before answering the questions.

Ask students to work in pairs/small groups and discuss 
the situations. 

2
Factors decreasing risk: a,
Factors increasing risk: b, c, d, e, f, g, h 

Unit 10: Risk
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Reading 1
Before students read, get them to suggest areas where people 
make predictions about the future in business (e.g. the future 
price of oil and other commodities, property, currency 
fluctuations, consumer tastes and trends, innovation and 
technology). 

Draw students’ attention to the picture. Ask students to say 
what it is and why it’s unusual (a swan: it’s black but most 
swans are white). Then get students to look at the title (The 
perils of prediction). Ask students what the black swan might 
symbolise (unpredictable events). Ask students to scan the 
text quickly and see if they are right. Then tell them to read 
the text again carefully and answer the questions. 

Ask students to work in pairs. Get students to say whether 
they agree with Nassim Nicholas Taleb. Do they agree 
with his opinion of statistics? Do successful companies and 
financial institutions owe as much to chance as skill? If so, do 
successful people also owe as much to chance as skill or do 
we make our own luck?

You may wish to ask students to do some further research 
on the internet about Nassim Nicholas Taleb and his ideas. 
Ask them to use his name or Black Swan theory as keywords. 
Students could do the research as homework and then share 
their findings with the class.

1 Large deviations and ‘black swans’ are unexpected 
events that can have a major impact on future events 
and which may be positive or negative.

2 Mr Taleb: He is a professor of the sciences of 
uncertainty and he is the author of The Black Swan: 
The Impact of the Highly Improbable (2007). He spent 
the war in Lebanon, reading lots of philosophical 
books. At that time he concluded that the academic 
mainstream was looking at probability the wrong way. 
We also learn that he promotes the work of little-known 
thinkers and that he criticises Nobel Prize winners. 

 Black swans: He defines a ‘black swan’ as an event 
that is unforeseen, has a major impact and is made to 
seem obvious by explanations which are invented after 
the fact. It can be both positive and negative. Examples 
include the September 11 2001 attacks and the rise of 
the internet. Smaller occurrences such as novels and 
pop groups whose popularity expands rapidly thanks to 
word of mouth are other examples he gives.

 Relevance to the business world: he argues that 
businesses fail but ought to take the possibility of 
’black swans’ into consideration. He puts forward the 
theory that the collapse in 1998 of Long-Term Capital 
Management was caused by the inability of the hedge 
fund’s managers to adapt their defective models to the 
possibility of a ‘black swan’ occurrence. He also argues 
that business people often under- or overestimate ‘black 
swan’ events when they do occur and that this can also 
have serious consequences for their businesses. 

Vocabulary 1
Ask students to work in pairs. Do the first item together to 
demonstrate. Ask one student to read out the definition and 
another student to say the corresponding word or phrase from 
the text.

  1 estimate 
  2 improbable
  3 forecast
  4 take account of, factor in
  5 randomness, unpredictability
  6 researchers
  7 counter-productive
  8 underestimate
  9 bluffers 
10 blockbuster

Vocabulary 2
This exercise helps students to differentiate between the usage 
of chance and luck. Ask students to close their books. To 
introduce the topic, ask students: What things are considered 
good or bad luck in your country? (e.g. colours, flowers, 
dates, animals); Do you believe in luck? Do you have a good 
luck charm or ritual? What chance do you think you have 
of winning the lottery this week? Is there a chance that it 
will rain this weekend? Ask students to try to identify how 
luck is different to chance. Do we use the words in different 
situations? Ask students to open their books and draw 
students’ attention to the examples from the text. Does the 
information about chance and luck mention any of their ideas?

Ask students to match the examples with the definitions. 
Have a brief feedback session. Then students complete the 
sentences with luck or chance.

1
1 b
2 f 
3 d 
4 a 
5 e 
6 g 
7 c 

2
1 luck
2 chance
3 chance
4 luck 
5 chance
6 luck
7 chance
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Optional activity
You may wish to ask students to research idiomatic 
expressions connected with chance and luck. Some 
examples include:
– Chance would be a fine thing. (when talking about 

something that is unlikely to happen)
– The chances are ... (highlighting what is likely to 

happen)
– They don’t stand a chance. (They won’t succeed.)
– It’s the luck of the draw. (It occurs through chance; 

there is nothing you can do to influence the outcome.)
– We wish you the best of luck. (to say that you hope 

something goes well for someone)
– Maybe we’ll strike it lucky. (Maybe we’ll have some 

good fortune.)
Other expressions connected with luck include It’s 
anyone’s call (when the result or outcome of something 
is difficult to predict) and It’s Murphy’s law (the concept 
that if something can go wrong, it will go wrong). 

Usage
Ask students to read the information about loanwords. Check 
that students understand charlatan and laureate. If necessary, 
refer them to the text to check meaning from context. 
Encourage students to use a dictionary to find the meaning of 
any unfamiliar words/expressions in the box. After students 
have completed the exercise, you may wish to ask them for 
their ideas about which language the words originated from 
(bonanza, embargo: Spanish; per capita, status quo, pro rata: 
Latin; tycoon: Japanese; glitch: German/Yiddish; imbroglio: 
Italian; pundit: Hindi; mogul: Persian).

People: mogul, tycoon, pundit
Problems and obstacles: embargo, glitch, imbroglio 
Rates: per capita, pro rata
States of affairs or situations: bonanza, status quo

 
Ask students to compare the examples of loanwords they 
found. They can also give examples of loanwords from their 
own language.

Speaking
Ask students to use the words in the box to complete the 
predictions. In pairs, ask students to say which prediction they 
find most amusing/surprising. Can they think of examples 
where they have made predictions that haven’t come true? 
If students are likely to have problems thinking of ideas, 

start by brainstorming topics connected to technology (e.g. 
telecommunications, medicine, home entertainment, the 
environment). Students could join with another pair and 
discuss their predictions. As an alternative, you could also 
ask students to make predictions about what they think won’t 
happen in the future.

1 computers
2 telephone
3 television
4 paperless
5 vacuum cleaners
6 nuclear energy

Listening 1
As a lead-in, ask students what risk management is (a 
systematic approach to analysing and predicting the risks that 
an organisation might be subject to and creating systems to 
deal with those events if they happen). 

Write the following questions on the board and ask students 
to listen and answer: Which risks are shared by all companies 
and which ones are only relevant to companies in specific 
situations? (operational and financial risks are shared by all 
companies, environmental and political risks are specific to 
some companies.) List the external businesses and internal 
departments that can be involved in risk management. 
(external: auditors, consultants, insurance companies; 
internal: audit department, IT audit department, risk 
management department). Then ask students to listen again 
and answer questions 1–6.

1 He is a CPA (certified public accountant) and he 
worked for Price Waterhouse Coopers before starting a 
career as a consultant.

2 operational (ordering the wrong raw materials, the 
site cannot operate); financial (an exchange rate risk); 
environmental (compliance with new regulations); 
political (unstable regime) 

3 identify the risks: make recommendations for 
procedures, systems and people

4 Enron, Arthur Andersen, Ahold
5 It can go bankrupt, be taken over or undergo 

restructuring.
6 by hiring risk managers to analyse risks and to put in 

place appropriate internal and external systems and 
procedures
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Language check
Ask students to suggest modal verbs that can be used to 
express probability and possibility. List ideas on the board 
and ask students to read the information to check. Refer 
students to the Grammar reference at the back of the book. 
Before completing exercise 2, draw students’ attention to the 
picture. Ask students to suggest some of the risks associated 
with going into space. Then ask students to complete the text. 

1
  1 bound
  2 might
  3 may
  4 will not
  5 had forecast
  6 shouldn’t
  7 couldn’t have
  8 may

2
  1 will/could/may/might have
  2 will undoubtedly remain
  3 could have avoided
  4 will/could/may/might make 
  5 could change
  6 are 
  7 would/might/could be
  8 will/could/may/might/are likely to learn
  9 will/might have
10 will become

 Coursebook, Grammar reference, Probability and 
possibility, page 160

 Workbook, page 40

Speaking
Ask students to work in pairs or small groups and discuss the 
predictions about space. You could have a feedback session 
with the whole class to share ideas.

 
The Websearch section gives students the opportunity to do 
further research on a topic related to the unit. Depending 
on the facilities available, they can do this in class or for 
homework. Ask students to discuss their findings with a 
partner or present them to the class.

Reading 2
Draw students’ attention to the picture and ask: What job do 
these people have? (traders). Get students to look at the title. 
Ask: What is testosterone? (a male hormone). Ask students 
to predict some of the advantages and disadvantages of 
testosterone in traders. Ask them to read the text quickly to 
see if it mentions their ideas. Then ask students to read the 
text again and answer the questions. Get students to check 
their answers with a partner.

1 17 traders at a City of London bank were tested for 
eight consecutive days to see how much testosterone 
and cortisol they had in their systems.

2 They found that those traders with higher testosterone 
levels in the morning were most likely to make money 
on the day’s trading and that cortisol levels among 
the traders increased when their takings became more 
volatile and the market generally was less stable.

3 The ‘winner effect’ refers to the fact that men’s 
testosterone level increases when they win. This 
gives them an advantage in the next round of any 
competition or competitive activity and so on.

4 High levels of testosterone can lead to negative 
feelings of fear and therefore to irrational decision 
making.

5 He refers to how people reacted unreasonably and 
illogically in past situations. He points out that he 
thought that some of the traders during the dotcom 
bubble were taking drugs.

6 According to Professor Coates, trading floors would do 
well to employ more women and older men.

Speaking
Ask students to work in pairs/small groups and discuss the 
statement. Mix the groups so that there is an even spread of 
male/female students for the discussion. 

Career skills
Ask students to talk about situations in everyday life 
where they need to negotiate (at work and at home). 
Ask students: What techniques do you use? What do you 
consider a good outcome in a negotiation? Ask students to 
read the information and then match the headings with the 
descriptions. Ask: Do you use any of these techniques? 
Do you have any other ideas you could add to the list?

a 4         b  6         c  5         d  3         e  1         f  2
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Listening 2
Ask students to close their books and suggest the stages of a 
typical negotiation. If students are having problems thinking 
of any, you could write the following on the board:
Counter proposal
Small talk
Final agreement 
Proposal 

Ask students to put the stages in the order they think they 
would occur in a negotiation. Ask students to open their 
books and read the information about the stages of 
a negotiation. 

Tell students that they are going to hear a negotiation between 
a boss and an employee. Ask students to listen and answer 
the questions. Check students’ understanding of the phrase 
win–win negotiation (where both sides feel happy with the 
outcome of a negotiation). Ask students to suggest other types 
of outcome (lose–lose, win–lose) and what those outcomes 
mean (lose–lose: where neither party is happy with the 
outcome or where no agreement is reached; win–lose: one 
party gets what they want and the other person feels that the 
outcome hasn’t been to their advantage or that they have had 
to make too many concessions). 

1 Paul’s manager wants him to accept a posting to 
Bangalore. The outcome is not certain – the manager 
thinks the decision is made but Paul has not agreed.

2 Are you the man to run our operations there?
3 I don’t think it’s the right time for me, personally or 

professionally.
4 ... the project is only at the half way stage and I really 

think I need to see it through to the end.
5 The manager, who has thought about it beforehand.
6 Paul did not have an opportunity to prepare. If he had, 

he would have expressed himself more forcefully.
7 No.

Speaking
Ask students to work in pairs. First, students prepare counter 
arguments for Paul. Students can refer to the audioscript 
if necessary. Then students role-play the negotiation with 
Paul’s boss. 

Ask students to work in different pairs. Students read their 
profiles in exercise 2, prepare the negotiation and then role-
play. Have a feedback session and ask students if it was a 
win–win, win–lose or lose–lose negotiation. Ask students 
to say what went well and what they would like to change. 
Encourage students to comment on negotiation technique 
and approaches to the negotiation. You could give students 
the opportunity to role-play the negotiation again to see if the 
outcome changes.

Culture at work
Ask students to read the information about striking a bargain. 
Ask students: Which approach do you think is closer to the 
way that people make decisions in your culture? Can you 
think of any problems that may occur when people with 
different attitudes to negotiations do business? What advice 
would you give to someone who was going to take part in a 
negotiation in another country? You may find it helpful to 
look at the Culture at work table from page 72 of the Skills 
Book; this is reproduced below. You may also find it useful 
to refer to the relevant section on Culture at work in the 
teacher’s notes supporting the Skills Book.

Cultural factors play a part in how decisions are made in 
companies. In some cultures, the power to make a decision 
rests in the hands of one person or a few people, in others a 
number of people may be involved in the process. The level 
of formality may also differ. For example, in one company 
important decisions may stay inside the boardroom, while in 
others they may be decided over lunch. 

Consensus Centralised

A number of people may 
contribute to the decision-
making process.

Decisions are usually taken by 
an individual or central office.

Problem solving is seen 
as the responsibility of the 
group.

Problem solving is carried 
out with guidance from 
management.

Considered decisions are 
valued. 

Speed of decision-making is 
valued.

Time is taken to collect 
information, discuss 
alternatives and consult 
those involved.

Quick decisions are seen as 
a sign of determination and 
strong leadership.

 Skills Book, page 72

 Teacher’s Book, page 147
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Dilemma
Ask students to read the Dilemma brief and summarise the 
key points. Check that students understand what a wildcat 
strike is (a spontaneous or unauthorised strike).

Task 1: Students prepare for the negotiation. They can 
prepare individually or, if they need more support, you can 
divide the class into two groups, A/B. 

Task 2: Students work in A/B pairs and role-play the 
negotiation. 

Task 3: Students join with another pair to discuss the 
outcome of the negotiation. Encourage students to swap 
ideas about how they approached the negotiation, techniques 
that they used, what went well and anything that they would 
change if they did it again. 

Decision
Tell students that they are going to listen to Dennis Cooper, a 
risk manager. Ask students to listen and answer the question. 
Do they agree with his ideas?

He explains that impatriation involves hiring workers 
from another country who will come to work in the home 
country but for a lower salary than local workers.

Write it up
Tell students that they are going to write a short report 
summarising the outcome of the negotiations. You could 
ask students to carry out further research on the subject to 
include in their report. Give each student a photocopy of the 
Writing preparation framework on page 174; then use the 
Writing focus (Writing focus: Short reports) to link the use 
of the framework and the Style guide as students plan their 
writing. You may wish to set a word limit (no longer than the 
suggested answer) and set the task as homework. It may be 
useful to use the Writing feedback framework on page 175 
when giving feedback on students’ writing.

Writing focus: Short reports

1 First decide who you are.
 (In this case, students are representatives of Bob 

Leighton, Janet Fraser Darling or an independent 
negotiator.)

2 Every time you start to write, you need to ask yourself 
two questions: 

 a  What is the purpose of this piece of writing?
 b  Who am I writing to?
 (Here students writing a short report about the 

outcome of the negotiation. The report is for either the 
head office of Lonsdale Fuels or the CPW.)

3 Look at the section on short reports on page 22 of the 
Style guide. Notice the suggested structure/layout of a 
short report:

 Title
 Summary
 Introduction
 Development
 Conclusion
 Is this structure appropriate for this report? Plan the 

sections you are going to divide the report into. Then 
brainstorm the points you might cover in each section.

4 What style should the report be written in?
 (Short reports usually have a neutral/formal style, i.e. 

contractions/informal vocabulary and phrases are 
avoided. The language of the report must be clear and 
well structured.)

5 What phrases might be appropriate in your report?
 (See the Style guide, particularly the phrases for 

making recommendations and linking words.)

6 Now go ahead and write the report.

7 When you have finished, check your writing for: 
logical structure, clarity of ideas, clear communication, 
accuracy of language, appropriateness of style.  

 Style guide, Short reports, page 22

 Style guide, General rules, page 3 

 Style guide, Organising your writing, page 4 

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175
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Report: Suggested answer (355 words)
Kirby refinery renovation negotiations 
Summary
This report serves to summarise the negotiations that took 
place on 27 January between Janet Fraser Darling, plant 
manager of the Lonsdale Fuels Kirkby refinery and Bob 
Leighton, leader and representative of the Confederation 
of Petroleum Workers. The purpose of the negotiations 
was to find a solution to the CPW’s objections to the 
Kirkby plant renovation and thereby end the striking 
action.  

Introduction
The negotiations took the following form:
– CPW’s complaint and terms for the cessation of striking
– Lonsdale’s response 
– Negotiation and agreement

CPW’s complaint
The employees of Kirkby plant have lost confidence 
and trust in the management of Lonsdale Fuels and were 
disappointed to learn that contractors would be sourced 
abroad. They demanded that Lonsdale reconsiders its 
position in this matter and offers a significant proportion 
of the positions to local contractors, if not all 200. 
Furthermore, the members of CPW would like this 
gesture extended to a written policy to be applied to all 
Lonsdale’s UK sites. Failure to comply will force the 
members of CPW to extend their strike to all three UK 
sites, effectively grinding production to a complete halt. 

Lonsdale’s response
Lonsdale expressed its regret that CPW did not 
understand the need for cutting labour costs and argued 
that CPW must realise that this is necessary in order to 
guarantee the future of its existing workforce. On the 
other hand, Lonsdale sympathises with its employees’ 
position and would be willing to negotiate a lesser 
percentage of jobs to go to local candidates: Lonsdale 
pointed out that, in reality, there simply isn’t the local 
expertise to fill all 200 jobs. Should CPW be willing 
to accept these terms, they must agree to an immediate 
cessation of strikes.

Conclusion 
It was agreed that 50% of the labour would be offered 
to UK candidates. In addition to this, Lonsdale agreed 
to enter into further negotiations with CPW to draft a 
mutually agreeable policy in order for Lonsdale to be able 
to keep costs low and preserve the jobs of its existing 
workforce. In return, CPW would end its strike with 
immediate affect.  
Lara Simpson
Independent negotiator
  
29th January 201_
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UNIT OBJECTIVES

Reading: Punishable by prison; Hints, 
tips and handcuffs

Language: Reporting
Vocabulary: Idioms and phrasal verbs with 

draw
Usage: Euphemisms
Career skills: Making ethical decisions
Culture at work: Rights and wrongs
Dilemma & Decision: Just because it’s legal doesn’t 

mean it’s ethical

This unit looks at white collar crime. The term white 
collar crime originated in 1939. It refers both to the 
social position of the offender (those whose profession 
gives them a place in society which is regarded as 
respectable or of high status) and also the type of crime 
(e.g. tax evasion, fraud or money laundering). Some 
white collar crimes do not always have an obvious 
victim as they may involve complex economic crimes 
that target organisations or corporations. In contrast, 
blue collar crime is associated with those who have a 
less elevated position in society and types of crimes 
which may use physical force (e.g. mugging, vandalism, 
house-breaking) and where the victim is easier to 
identify. The subject of misbehaviour is considered on 
the scale of both an individual, such as Bernie Madoff, 
and also on a company level, such as a cartel. The 
Career skills section introduces the concept of business 
ethics. The Dilemma & Decision section then brings the 
two strands together by looking at a case study where 
business arguments and ethical considerations are 
presented to a board of directors. 

Keynotes
Draw students’ attention to the picture and ask: What’s 
happening? (the picture shows someone being lead away, 
possibly arrested). Elicit the clues in the picture which 
suggest that this is happening (the man in a suit has handcuffs 
on and the man in the white shirt has a walkie-talkie, which 
suggests he is a security guard or a police officer). Check that 
students understand the title White collar fraudsters (people 
in a business-related profession who commit fraud). Ask them 
to suggest the type of job that a white collar worker would 
do (managerial, professional, administrative). What similar 
phrase is used to describe manual, unskilled or semi-skilled 
jobs? (blue collar; to signify the uniform or overalls worn in a 

factory). You may wish to ask students to suggest some types 
of white collar fraud (e.g. credit card fraud, embezzlement, 
tax evasion). Then ask students to read the keynotes and see if 
they mention their ideas. 

Check that students understand the terms in bold in the 
keynotes. Check that they understand the meaning of 
embezzlement, misappropriation of funds and creative 
accounting (they all refer to taking money dishonestly). Also 
draw students’ attention to the glossary for this unit at the 
back of the book. You could also check whether students 
have heard of the term rogue trader (where an authorised 
employee makes unauthorised trades with company or 
investors’ money). Ask students if they have seen any films 
which deal with the subject of white collar crime (e.g. Wall 
Street, Wall Street: Money never sleeps, Rogue trader). 
You may also wish to bring some newspapers or business 
magazines into the class and ask students to find examples of 
white collar crime. 

 Coursebook, Glossary, Unit 11, page 149

Preview
As a lead-in, ask students to imagine that they work with 
someone who takes small items of office stationary to use at 
home (e.g. pens, paperclips, scissors). Ask students which 
approach they would take: 
a Let the person know that you are aware that they are taking 

items.
b Inform your superior.
c Ignore their behaviour.
Encourage students to give reasons for their choice. 

Ask students to read the examples of dishonest acts and rank 
them in order of how serious they think they are (1 = most 
serious; 7 = least serious). Then get students to compare their 
list with a partner. Encourage students to ask their partner 
questions and discuss their choices (e.g. Why do you think 
taking home company stationary is worse than using company 
funds to buy a new laptop?). 

Students then match the acts in exercise 1 with the type 
of misconduct in exercise 2. Encourage students to use a 
dictionary to help them with any unfamiliar words. 

Unit 11: Misconduct
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2
1 taking home company stationery
2 photocopying a chapter from a management book to 

distribute at a meeting
3 depositing money you earned in cash to a country with 

fewer banking regulations
4 using company funds to buy a new laptop
5 buying shares on the basis of secret information given 

to you by a friend
6 asking a friend who is a policeman to cancel parking 

fines that your sales team have accumulated 
7 demanding cash in return for securing contracts 

Optional activity
Photocopiable resource 11.1 (page 112)

Ask students to work in pairs/small groups. Give each 
pair/group a copy of the two case profiles on page 112. 
Tell students that they are the judges in the cases. Ask 
them to say what sentence they would give to each 
person. Then ask students to work with another pair/
group and compare their sentences. They should give 
reasons for each sentence.

Speaking
Ask students to work in pairs/small groups and discuss the 
questions. Have a brief feedback session. Encourage students 
to give reasons for their responses.

Draw students’ attention to the pictures. Ask which of the 
types of misconduct listed they think each person committed. 

Ivan Boesky – insider trading. He was sentenced to 3.5 
years in prison and fined US$100 million.
Dennis Kozlowski – misappropriation of funds and 
embezzlement. He was sentenced to serve between eight 
years and four months and twenty-five years in prison in 
the USA.

 
You may wish to divide the class into two groups. Group A 
could research information about Ivan Boesky and Group B 
could research information about Dennis Kozlowski. Then 
students work in A/B pairs to exchange their information.

Reading 1
Ask students to look at the picture. Ask: What does it show? 
(a man blowing a whistle); What idiomatic expression does 
this illustrate? (a whistleblower is someone who exposes 
wrongdoing in an organisation). Ask students to read the text 

quickly and say whether the whistleblower is likely to be 
someone inside or outside the group mentioned (inside).

Ask students to read the article again carefully and answer the 
questions. Refer students to the glossary box at the top of the 
page and remind them of the glossary at the back of the book. 
You may also wish to check that students understand the 
meaning of the following words and phrases: price fixing (an 
illegal agreement with other companies to set similar prices 
for goods or services), monopoly (a company or group of 
companies that controls the market for a product or services), 
prohibited (forbidden), sanction (penalty for breaking a law or 
rule), amnesty (a general pardon for past offences), immunity 
(freedom from punishment).

You could ask follow-up questions such as: What five 
penalties did Britain’s Office of Fair Trading use in their 
test? (prison, being disqualified from doing business, bad 
publicity, fines, private damages); Why is immunity for 
whistleblowers so important in the fight against cartels? (It 
destroys trust amongst the offenders. Each person is aware 
that one of the others might report to the authorities to escape 
punishment); Does the writer think that cartels are victimless 
crimes? (No, he describes the Visy case in which ‘consumers 
were robbed’.)

1 The text deals with a cartel. 
2 They have been accused of price fixing and market 

rigging. 
3 The business people involved in the wrongdoing are 

facing prison sentences.
4 What generally happens is that either the accused is 

ordered to stop or they are fined.
5 The author believes that antitrust breaches are hard to 

distinguish from robust competition. 
6 The author considers that firms may not intentionally 

break the law but may sincerely not understand what is 
acceptable. He/She also worries that heavy sentences 
may make firms overly cautious when looking for 
ways to compete.

7 He/She thinks fining managers is unlikely to be 
effective because a fine large enough to deter them 
would be too large for them to be able to pay.

8 A jail threat is the most feared punishment and helps 
with detecting cartels. 

Vocabulary 1
Ask students to locate the words in the text to see them in 
context, then match them with their meaning. 
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1
1 e
2 c
3 d
4 b
5 a

2
1 cartel, monopoly, trust
2 larceny, market rigging, price fixing 
3 harm, impair, cripple
4 fines, jail sentence, penalties and sanctions

Vocabulary 2
Ask students to complete the article using one of the 
expressions with draw. Do the first item together to 
demonstrate. Ask them to compare their answers with a 
partner. Then tell students that four of the five words that can 
be used with draw usually take an article (e.g. draw the line). 
Ask them to identify which word does not need an 
article (strength). 

Check that students understand the meaning of transitive 
and intransitive verbs (transitive verbs need an object, 
intransitive verbs do not need an object). Ask students to 
match the phrasal verbs to their definitions. You may wish 
to ask students to identify which phrasal verb is transitive 
(draw out).

1
1 veil
2 conclusion
3 blank
4 strength
5 line

2
1 f
2 d
3 a
4 b
5 c

Optional activity
Write the following gapped sentences on the board. Ask 
students to complete the sentences using the correct 
active or passive form of a phrasal verb with draw.
1 As the Christmas season __________ , we are working 

round the clock to meet demand.
2 We’ve decided that it’s best to stop now. __________ 

the campaign __________ for another couple of weeks 
would be a mistake.

3 The recent surge in demand __________ our stock 
reserves to almost zero.

4 Our team was ahead but we __________ at the wrong 
moment and lost the race for the deal.

5 We’re waiting for the contract __________ so that we 
can sign it.

(Answers: 1 draws near, 2 Drawing, out, 3 drew down, 
4 drew back, 5 to be drawn up)

Listening 1
Before listening you may wish to pre-teach the flowing 
vocabulary: Ponzi scheme (a fraud where the money from 
new investors is used to pay interest to initial investors), 
confidence trickster (a dishonest person who obtains money 
by deceit), run of the mill (standard, unexceptional), NASDAQ 
(New York based electronic stock market – it stands for 
the National Association of Securities Dealers Automated 
Quotations). It would also be useful to remind students that 
they were introduced to the acronym SEC in Unit 5. Ask 
students if they can remember what it stands for and what 
country it operates in (Securities and Exchange commission, 
the USA). 

Draw students’ attention to the pictures. Ask students: What 
do you know about the two men? Ask students to listen and 
see if any of their ideas are mentioned. Students listen again 
and note what happened in each year. Then ask them to 
answer the questions in exercise 2 and listen again to check. 

Ask students what sentence Bernard Madoff received for 
his crimes (150 years). Ask students whether they agree 
with the sentence. You may wish to give students more 
information about Ponzi schemes: It’s a fraudulent investment 
scheme. Instead of paying investors dividends based on real 
profits, they are paid with cash that comes directly from new 
investors. Charles Ponzi was the first to operate the scheme in 
the USA in the 1920s. Whereas in a pyramid scam individuals 
may invest in a number of different people, in a Ponzi scheme 
they usually invest via a single person.

You could ask students to do further internet research on 
either Bernard Madoff or Charles Ponzi for homework. 
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1
1 1960: set up Madoff Securities; first venture in finance 
2 1975: started selling stocks on New York Stock 

Exchange; successful innovative trading venture
3 1990: became chairman of NASDAQ; occupied 

important position
4 2005–07: SEC investigated Madoff’s activities; no 

evidence of misconduct
5 2009: pleaded guilty to eleven charges; end of career

2
1 Ponzi scheme; both pyramid scams
2 trading in New York Stock Exchange listed 

companies; built a computer system which allowed 
traders to buy and sell automatically

3 asset management: guaranteed solid regular returns 
hedged to avoid market volatility

4 because of his professional background and reputation 
and the seemingly impressive results

5 money laundering, theft, perjury

Usage
You may wish to tell students that euphemism comes from the 
ancient Greek to speak fair. We use euphemisms to say things 
in a less direct way. You could ask students to refer to the 
audioscript on page 174  of the Coursebook to answer the first 
question. Then students choose the correct word a–c to give 
the direct meaning of the underlined euphemism. For question 
3, students could work in pairs/small groups to discuss the 
questions. Have a brief feedback session with the class.

When a speaker wants to contrast the direct and indirect way 
of speaking about a subject for effect, they can use the phrase 
in other words. For example, Unfortunately, there’ll be period 
of rightsizing. In other words, we can expect cutbacks.

1 concealed or falsified information

2
1 b        2  b        3  c        4  c        5  a        6  a        7  c

3 Common euphemisms:
 appropriate: steal
 between jobs: unemployed
 confidential source: informer
 develop: exploit
 fee: fine
 gaming: gambling
 in the red: in debt
 incident: accident
 inventory shrinkage: theft
 mature: elderly
 restroom (US): toilet
 to be economical with the truth: to lie
 unmotivated: lazy
 subprime: high risk
 credit crunch: financial crisis

Language check
As a lead-in, write on the board: She said that they trusted 
Madoff because of his position in society.

Ask students to suggest words to replace said (e.g. suggested, 
commented, remarked, explained, thought, believed).

Ask students to read the information about reporting, then 
answer the questions and compare their answers with a 
partner. Refer students to the Grammar reference at the back 
of the book.

 Grammar reference, Reporting, page 161

 Workbook, page 45

1 The first person question has been rendered as a third 
person statement using the reporting verb ask and 
identifying the speaker as female. The tense has shifted 
from present tense (What do you think) to past tense 
(what I thought).

2 The first person statement has been changed to a 
third person statement identifying the speaker as 
male and using the reporting verb say. The tense 
has shifted from present tense (don’t have the time 
to help and I’m) to past modal (couldn’t help and he 
was). The statement has become one sentence using 
the conjunction because, and the object you has been 
omitted to avoid identifying the person the speaker was 
addressing as male or female. The reported statement 
is more economical with language and omits the 
apology (I’m sorry), the adverb (really) and the object 
(you).
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Optional activity
Write the following sentences on the board:
1 ‘The new software still isn’t working. I want you to 

contact the IT department immediately and get them to 
sort this out.’

2 ‘I’ve been in touch with our consultants about the 
security flaws and they think we’ll need to make some 
modifications to our firewall.’

3 ‘I’m afraid I won’t be here to chair the meeting. Any 
chance you could replace me?’

4 ‘Do you think we should introduce new monitoring 
software for the call centre? That might help us 
to understand why we’ve been getting so many 
complaints.’

Ask students to imagine that the comments and questions 
above have been made to them by a supervisor or a 
colleague. Ask students to work in pairs to transform 
them into indirect speech.

(Suggested answers:
1 He/She told me that the software still wasn’t working 

and asked me to contact the IT department to get them 
to solve the problem.

2 He/She said that he/she had been in touch with the 
consultants and that they had told him/her that we/
they would need to make some changes to our/their 
firewall.

3 He/She told me that he/she wouldn’t be able to chair 
the meeting and he/she asked me if I could replace 
him/her.

4 He/She asked me if I thought we should introduce new 
monitoring software, which he/she said could explain 
why we have been getting so many complaints.)

Practice
Ask students when they might use reporting language (when 
giving verbal reports, in meetings, explaining problems 
and outcomes). Tell students that they are going to report 
comments from a talk. Refer them to the verb lists on 
page 161. Ask students to compare their answers with a 
partner. Have a feedback session with the class and compare 
different ways that students have summarised and reported 
the information. 

Suggested answers
1 The speaker warned us/them/the audience about the 

potential dangers of cybercrime.
2  The speaker predicted that there will be more attacks 

against banks (in the future).
3 The speaker explained that 240 million people have 

been affected by the unauthorised disclosure of 
confidential information.

4 The speaker refused to reveal the names of institutions 
that have lost money due to cyber crime.

Speaking
Ask students to consider the questions individually before 
interviewing each other in pairs. Then students can join 
pairs to give a summary of the interview to another pair. 
Alternatively, ask students to work in new pairs. Circulate and 
note areas where the class may require more practice. Have a 
discussion to ask students what they found easy or difficult. 

Reading 2
Draw students’ attention to the picture. Ask students what 
crime they think the man has committed. Ask them to read 
the text quickly to see if it mentions any of their ideas. Check 
that students understand the term insider trading (the illegal 
buying or selling of securities based on information that is 
not available to the public). Refer students to the glossary 
and then ask them to read the text again carefully. You could 
ask students to work in pairs to write the description of the 
four cases of insider trading. Ask some pairs to present their 
summaries to the class. Alternatively, you could ask students 
to work in groups of four and ask each student to write about 
one of the cases. Students then present their summary to 
the rest of the group. Ask students to consider question 2 
individually and then have a class discussion.

Blue Bottle, a firm based in Hong Kong, made $2.7 
million trading on information they had seen in illegally 
obtained press releases of companies in the process of 
making corporate alliances. 

The SEC caught a group of bankers and fund managers 
(including ex-employees of UBS, Bear Stearns and 
Morgan) using their inside information of the markets to 
trade before the information was made public. 

The SEC took a group of unknown investors to court who 
had made more than $5 million of profit in the options 
market by using information they had about the TXU, the 
Texan utility company. 

A group of insider traders led by a Merrill Lynch analyst, 
asked an unknown Croatian dressmaker to buy the shares 
for them on the basis of information they had about 
Reebok’s takeover by Adidas-Salomon. 

Career skills
Ask students to describe what they consider ethical 
behaviour to mean (possible answers include: acting in a 
way that is grounded in concepts of morality and which 
conforms to accepted professional standards of conduct or 
is consistent with the commonly held values of the society 
or organisation in which they operate). Ask students to close 
their books. In pairs, ask students to suggest strategies to 
help make ethical decisions.
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Ask students to open their books and compare their ideas to 
the strategies suggested. Ask pairs to match the strategies 
with the questions. Can students add any other questions that 
would be helpful during the ethical decision-making process?

1 a, c, e
2 d, g, h
3 b, f

Listening 2
As a lead-in, ask students to suggest jobs or professions where 
ethical decisions may need to be made (e.g. medicine, legal 
profession/law enforcement, accountants, sales, banking, 
trading). Tell students that they are going to hear a business 
woman talk about how she made an ethical decision. You 
may wish to ask students to work in pairs/small groups and 
discuss what they would have done in a similar situation. 
For further practice with reporting, you could ask students to 
summarise the accountant’s story.

1 accountant
2 They mean ‘how to break the law and get away with 

it’.
3 She had to decide whether to report some illegal 

accounting practices or not.
4 At first, she decided not to report the firm in order 

to protect their employees from possible losses and 
because she was worried that it would affect her 
reputation.

5 She first of all gave them a warning, then decided to 
report the problem to an outside regulator.

6 There were several consequences. For example, she 
lost her client, they had to pay fines and as she had 
predicted, they experienced some financial difficulties.

7 The speaker doesn’t have regrets because she feels that 
she made the right ethical decision.

Speaking
Ask students to work in pairs. Tell the class they are going to 
discuss some ethical dilemmas. You may wish to set a time 
limit for the discussions. When students have finished, ask 
them to compare their ideas with another pair. Encourage 
students to talk about how they came to their decision. Did 
they use any of the strategies in the Career skills section?

Suggested answers
1 The most obvious reaction in this case would be to 

report the error and refund the money. A non-profit 
organisation cannot take the risk of being accused of 
wrongdoing.

2 There are several possible courses of action. One is 
to confront your supervisor, demanding an end to 
the unethical behaviour. This is a compromise in the 
sense that you are not betraying him or her outright 
but seeking the best interests of your company. An 
alternative is to denounce your supervisor to either an 
internal or external watchdog.

3 Though unrealistic, one solution could be to wait for 
your promotion and then suggest that part of your raise 
goes to your colleague to ensure a fairer distribution. 
Moreover, perhaps your new post will give you the 
power to give your colleague a raise. Another solution 
is to tell your colleague that you think he/she deserves 
a raise and get him/her to confront the boss.

4 There are two options open to you. One will result in 
the intern losing his/her job, in which case you will 
have to train another intern. The second option is to 
discus the problem directly with the intern but this 
could be potentially dangerous if you cannot prove 
what you suspect.

Culture at work
Ask students to read the information about rights and wrongs 
and discuss the questions. Ask: Which approach do you 
think is closest to the way that people make ethical decisions 
in your own culture? Can you think of any problems that 
may occur when people with different ethical values work 
together?

You may find it helpful to look at the Culture at work table 
on page 73 of the Skills Book; this is reproduced below. 
You may also find it useful to refer to the relevant section on 
Culture at work in the teacher’s notes supporting the Skills 
Book.

Definitions of right and wrong can vary between cultures. 
The phrase business ethics is the product of distinct social, 
cultural and legal contexts. Below are two examples of 
different views of business ethics and how they may be 
approached.

Universalist Particularist

Business ethics are generally 
considered to be personal 
moral judgements based on 
individual responsibility and 
accountability.

Business ethics are 
generally shaped by the 
community rather than the 
values of an individual. 
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Business ethics are 
generally based on rules and 
regulations that apply to 
general circumstances and 
to everyone.

Business ethics are 
generally applied to specific 
circumstances.

Business ethics are 
generally written in the form 
of codes of conduct or lists 
of rules and regulations.

Business ethics are 
generally shaped by social 
control, so can be internal 
rather than written.

 Skills book, Culture at work, page 73

 Teacher’s Book, page 152

Dilemma
Ask students to read the Dilemma brief and answer any 
questions they might have. You could ask students to 
summarise the situation to check understanding.

Task 1: Students work in small groups. Ask them to discuss 
the question. Encourage students to give reasons to justify 
their viewpoint.

Task 2: Students consider the ethical aspects of the situation. 
You may wish to set a time limit for the discussions. 

Task 3: Students use their ideas from Tasks 1 and 2 to 
prepare ethical arguments to support their case for investing 
in technology. You could either ask groups to present their 
case directly to the class or to another group. 

Decision
Tell students that they are going to listen to Melissa Shaw 
talk about the dilemma. Ask students to listen and answer the 
questions. Then ask students if they agree with her ideas.

1 because the company is acting within the law
2 She thinks that he could argue that the potential impact 

on the company’s image could be very damaging and 
that the government could impose expensive regulatory 
controls. She also suggests that this could be a good 
opportunity for the company to show its commitment 
to the environment and the local community and to use 
that to generate good publicity.

3 She thinks that his chances of his success are slim. 
Even companies with serious environmental policies 
rarely do more than the strict minimum required by the 
law. The board of management could also argue that 
if you go over budget and don’t make a profit, it could 
lead to layoffs and even closure.

Write it up
Tell students that they are going to write a short report about 
their decision to present to the board. Give each student a 

photocopy of the Writing preparation framework on page 
174; then use the Writing focus (Writing focus: Short 
reports) to link the use of the framework and the Style guide 
as students plan their writing. You may wish to set a word 
limit (no longer than the suggested answer). Students could 
complete the task in class or for homework. It may be useful 
to use the Writing feedback framework on page 175 when 
giving feedback on students’ writing. 

Writing focus: Short reports

1 First decide who you are.
 (In this case, students are presenting arguments as the 

environmental compliance officer.)

2 Every time you start to write, you need to ask yourself 
two questions: 

 a  What is the purpose of this piece of writing?
 b  Who am I writing to?
 (Here students are writing a report about ethical and 

business arguments.)

3 Look at the section on short reports on page 22 of the 
Style guide. Notice the suggested structure/layout of a 
short report:

 Title
 Summary
 Introduction
 Development
 Conclusion
 Is this structure appropriate for this report? Plan the 

sections you are going to divide the report into. Then 
brainstorm the points you might cover in each section.

4 What style should the report be written in?
 (Short reports usually have a neutral/formal style, i.e. 

contractions/informal vocabulary and phrases are 
avoided. The language of the report must be clear and 
well structured.)

5 What phrases might be appropriate in your report?
 (See the Style guide, particularly the phrases for 

making recommendations and linking words.)

6 Now go ahead and write the report.

7 When you have finished, check your writing for: 
logical structure, clarity of ideas, clear communication, 
accuracy of language, appropriateness of style.

 

 Style guide, Reports, page 22

 Style guide, General rules, page 3 

 Style guide, Organising your writing, page 4 

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175
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UNIT OBJECTIVES

Reading: First, do no harm; A new deal
Language: Verb patterns
Vocabulary: Synonyms and antonyms
Usage: Expressions with go
Career skills: Coaching
Culture at work: Body language
Dilemma & Decision: Keeping everyone motivated

This unit looks at education, including the concepts 
of lifelong learning and personal and professional 
development. Lifelong learning is a process where 
individuals continue to develop both personally and 
professionally through courses undertaken after their 
formal education has finished. It may take place outside 
the formal structure of an educational establishment. 
Methods of learning may include educational classes 
in the evening or at the weekend, short residential 
or non-residential workshops, training seminars and 
distance learning (using a variety of media such as 
online seminars, phone tutorials and educational TV 
programmes) or a combination of these (this is called 
blended learning). The Preview section encourages 
students to look at different learning styles. The first 
reading explores issues surrounding management 
education and is later followed by a listening which 
focuses on MBA programmes. In Career skills the 
concept of coaching is introduced and this is extended 
in the Dilemma & Decision section, which looks at a 
problem connected to career development and coaching.

Keynotes
Draw students’ attention to the title Lifelong learning and 
ask: What do you think this means? (Opportunities for formal 
and informal learning that can occur any time in life and 
is not confined to youth or the classroom. It can include 
personal and professional development and on-the-job 
training.); What type of courses can you do after you leave 
school or college? (These might include evening classes, 
training courses, distance learning using the internet, etc.); 
What types of qualification can you get in formal education? 
(Suggestions might include certificate, diploma, first degree, 
post graduate qualifications: master’s, doctorate, etc.); Do 
you think it’s important to continue learning when we leave 
formal education? Why/Why not? What are the pros and cons 
of studying when young and as an adult? (Possible answers 

include: It may be easier to retain information and you study 
with a peer group. However, younger learners might easily 
be distracted, might not be focused or know what direction 
they want to take their studies in. Adult learners can be more 
motivated and focused and have clearer objectives. On the 
other hand, they may have to juggle work, study and family, 
teaching and learning methods may have changed since being 
in formal education, etc.).

Ask students to read the keynotes. Check that they understand 
the terms in bold. Also draw students’ attention to the 
glossary for this unit at the back of the book. You may also 
wish to introduce some of the following terms connected to 
education: adult education (formal qualifications taken later 
in life); knowledge work (professional development/on-the-
job training); distance learning (a formalised teaching and 
learning system designed to be carried out remotely using a 
variety of media, including the internet).

 Coursebook, Glossary, Unit 12, page 150

Preview
Explain to students that there are different learning styles. 
understanding the type of learner that we are may help us to 
learn more effectively. Encourage students to use dictionaries 
to check the meaning of the learning styles. As a lead-in, you 
may wish to write/dictate the following definitions and ask 
students to match them to each of the styles:

•	 Learners retain and understand information best when 
it is structured and has a clear objective and outcome. 
They may like to explore associations between ideas. 
(theoretical)

• Learners retain or understand information best by thinking 
it through first. They may prefer to work individually or to 
write notes/summaries in their own words. (reflective)

•	 Learners retain or understand information best when they 
can become involved and apply it or discuss it with others. 
They may prefer interaction and group work and doing a 
variety of different tasks. (active)

•	 Learners retain or understand information best when it 
has clear guidelines and a direct link to a specific goal 
or outcome. They may prefer techniques that they can 
immediately apply in the real world and regular feedback. 
(pragmatic)

Ask students to read the questions and statements and match 
them to the learning styles. You could also ask: Which type 
of learner is unlikely to enjoy situations where you only 
have a short time to complete the task (reflective), repetitive 

Unit 12: Development
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activities or doing long tasks individually (active), abstract 
tasks that don’t seem immediately relevant (pragmatic) or 
open-ended or unstructured tasks (theoretical)?

1 theoretical
2 active
3 pragmatic
4 reflective
5 active
6 pragmatic
7 reflective
8  theoretical

Speaking
Ask students to work in pairs and discuss the questions. To 
demonstrate the second activity, you could tell the class about 
something that you have learnt and explain how you learnt 
it. Tell students that it can be a practical skill, an academic 
subject or something they learnt at work. You could also ask 
students: What have been the most difficult and the easiest 
things that you have learnt? What things would you like to 
learn in the future?

Optional activity
Photocopiable resource 12.1 (page 113)

To extend the topic of leaning styles, you may wish to 
ask students to take a test to discover what type of learner 
they are. Tell students that most people use a variety of 
methods to learn but we usually have a particular type of 
learning style which is dominant. Some people learn best 
by seeing information, some by hearing information and 
some by experiencing information (e.g. through role-
plays or by trying it out themselves). By discovering our 
learning styles we can choose ways to learn and revise 
that suit us. Give each student a copy of the test (part A). 
When students have finished, give them part B to read 
about the different learning styles. You could ask students 
to work in pairs and groups and write the following 
questions on the board for them to discuss. Open it up for 
a class discussion.
– Do you agree with the findings in the quiz? 
– What activities do you find easiest or most difficult in 

class?
– Does it have any connection with your learning style?
– How do you revise information from these lessons or 

when you study for an exam?
– Can you suggest any changes in our lessons that would 

help your learning style?

Reading 1
Ask students to look at the picture. Ask: What expression 
does it illustrate? (Hear no evil, speak no evil, see no evil); 
Do you have a similar saying in your own language? Then 
draw students’ attention to the title (First, do no harm). Ask: 
What profession uses this as their code? Get students to read 
the text quickly to check their answer (medicine). 

Ask students to read the article again carefully and answer 
the questions. Refer them to the glossary box at the top of the 
page. Then ask them to tick which of the statements reflect 
Khurana and Nohria’s recommendations. Ask students to say 
whether they agree with the ideas in the text. Encourage them 
to give reasons for their answers.

1
1 They have failed to manage their risks and have 

focused on short-term profits.
2 They could be answerable to a governing body.
3 Bill Gates did not finish his studies but created a 

successful company. Jeffrey Skilling finished his MBA 
but his company failed.

4 because profit can go up for years even when a 
manager is not performing well

5 because it will be difficult to exclude self-made 
businessmen who have not studied management

6 because business needs to regain the trust of society

2
3, 5, 6 reflect Khurana and Nohria’s recommendations

Speaking
Ask students to work in pairs/small groups to answer the 
questions. Draw students’ attention to the pictures and ask 
what they know about each of the people pictured:

– Bill Gates founded Microsoft after dropping out of 
Harvard. 

– Donald Trump is an international property developer 
and is the CEO and chairman of the Trump organisation. 
He attended the Wharton school at the University of 
Pennsylvania and has a Bachelor of Science in Economics. 

– Warren Buffet is an industrialist and investor. He has a 
MSc in Economics from Colombia Business School. 

– Steve Jobs is the co-founder of Apple Computers. He 
dropped out of his course at Reed College, Portland, 
Oregon.

You could ask students whether they can think of any other 
famous business people who dropped out of college or did not 
gain a business qualification (e.g. Mark Zuckerberg, founder 
of Facebook; Michael Dell, founder of Dell Computers; 
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David Geffen, co-founder of Dreamworks; Jack Taylor-
Enterprise, founder of Rent-a-car; other billionaire business 
people who did not gain a formal business qualification 
include Li Ka-Shing, Hong Kong; Armancio Ortega, Spain; 
Roman Abramovich, Russia).

You could ask students to choose a successful business person 
that they know of and research whether they gained a formal 
academic business qualification.

Vocabulary 1
Ask students to work in pairs/small groups. You may wish 
to ask students to locate the words in the text to see them in 
context. Encourage students to use a dictionary to help with 
any unfamiliar words. Then ask students to match each word 
with a synonym/antonym pair. Get students to read through 
the text again quickly to find synonyms or antonyms for the 
words in the box. It may be useful to ask students to choose 
six words that are most useful for them and write sentences to 
show them in context.

1
1 f
2 c
3 b
4 a
5 d
6 e

2
soaring: escalating, skyrocketing; plunging, plummeting
inept: incompetent; able, adept, competent
a lack: a shortage; a glut
implicit: implied; explicit
criticism: condemnation; praise

Usage
Refer students to the paragraphs indicated in brackets to find 
examples of expressions with go. Check that they understand 
the expressions in the box and then ask them to complete the 
sentences. Get students to compare their answers with 
a partner.

1
1 go bust
2 go out of fashion
3 go up

2
1 gone into  2  go-ahead
3 goes under  4  go about
5 going without

Speaking
To introduce the topic, ask students to name some famous 
colleges which run MBA courses (e.g. Harvard and Stanford in 
the USA, Queen’s school of business in Canada, INSEAD or 
HEC in France, IMD in Switzerland, London Business School 
in the UK, IESE Business School in Spain). Ask students to 
name institutions that run MBA courses in their country. Check 
that students know what MBA stands for (Master of Business 
Administration). Ask students whether they think an MBA is 
important in achieving success in business. Why/Why not? 

If you think the class might need support thinking of criteria, 
you could brainstorm ideas on the board. Ask students to 
draw up their own criteria individually. Then students discuss 
their ideas with a partner.

Listening 1
Tell students that they are going to hear Judy Holland talk 
about MBA programmes. You could ask students to suggest 
answers for questions 1–3 and then listen to check. Then 
students listen and answer the questions. 

1 It’s a qualification that opens doors and helps people 
gain promotion.

2 Personal development and new career opportunities.
3 The cost can vary from zero, if the course is 

government-funded, to over $100,000 or more.
4 Criteria include: starting salary graduates can 

command, research record of the school, quality of 
alumni network or careers service, international scope 
of programme, diversity of student population.

5 online application, essay, interview and results on tests
6 growth of MBA sector, lowering of quality in some 

cases; emergence of modular MBAs which allow 
students to complete modules in schools in different 
countries and obtain multiple qualifications

 
Ask students to give examples of courses which meet the 
criteria on their list. Students could present their ideas to each 
other in small groups.

Writing
To prepare for the writing task, you could choose one of the 
essay ideas and elicit how students would plan the essay. 
Formulate an essay plan on the board with the class. Get 
students to work with a partner and compare ideas about how 
they would approach the questions. Have a class discussion 
to share ideas. You could mention examples such as 
brainstorming ideas and mind mapping key points. Students 
could make notes for the essay in class and complete it for 
homework.
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Reading 2
The subject of this reading looks at education from another 
angle. It introduces the Prison Entrepreneurship Programme, 
founded by Catherine Rohr, in which prisoners learn business 
skills. To introduce the subject, you could ask students to 
discuss whether prison should be a place of punishment or a 
place of rehabilitation. What skills could help prisoners to get 
a job when they leave prison? 

Ask students to read the text and decide if the statements 
are true or false. Refer them to the glossary on the page 
and also at the back of the book. You could ask students to 
give examples of prisoners that Catherine Rohr thinks have 
demonstrated a good head for business and an appetite for 
risk (those who have run a drug business or achieved a high 
rank in a gang). You could ask students to make comparisons 
between the type of prisoner mentioned in the article and the 
white collar criminals that they read about in Unit 11. Ask 
students to point out any facts that they think are interesting 
or surprising in the article.

1 true (It is hoped that with the PEP program he will 
avoid this, and ‘fewer than 5% of PEP graduates have 
reoffended’, but the statistic is that ‘more than half’ of 
all offenders will return to prison.)

2 false
3 true
4 true
5 false
6 false

Speaking
Ask students to work in pairs and read the comments that 
internet users have posted on the PEP website. Give students 
time to discuss their opinions with their partner and then 
open up the discussion to the whole class. Ask students: Do 
you think that a scheme like this would have support in your 
country? Why/why not?

Writing
Give students time to write their post for the website. Ask 
students to make observations about the examples of posts 
(the posts are short, contractions are used, language is 
informal or semi-formal). You may wish to set a word limit. 
If students feel uncomfortable writing their own views, 
you could ask half the class to write posts supporting the 
programme and half to write posts against the programme.

Suggested answer
The success of PEP unequivocally proves that education 
is more effective than punishment in rehabilitating repeat 
offenders.

Language check
Ask students to read the information about verb patterns 
and answer the questions. Refer students to the Grammar 
reference at the back of the book and ask them to summarise 
any other key points about verb patterns.

1
1 are becoming (L)
2 deteriorated (I)
3 matters (I)
4 achieved (T)
5 owe (T)

  Coursebook, Grammar reference, Verb patterns, page 162

  Workbook, page 48

Practice
Ask students to complete the introduction to the presentation 
and compare answers with a partner. Then ask students to 
complete the text with the object/complement phrases. Check 
answers with the class and clarify where necessary. Ask 
students to read the text again and ask whether they have 
experienced any of the findings mentioned in it.

1
1 g        2  b        3  d        4  c        5  e
6 f         7  a        8  i         9  h

Speaking
Ask students to discuss the questions in pairs/small groups. 
Ask them to suggest ways that training can be tailored to 
trainees’ needs (e.g. by carrying out a skills inventory on a 
department or a needs analysis with individual employees).

Career skills
Ask students to close their books. Write on the board:
Sports _____
Life _____
Business ______

Encourage students to suggest a word that can be used with 
all three (coach). In pairs, ask students to suggest the function 
of a coach in each situation (a sports coach aims to get the 
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best performance from sportspeople and athletes; a life coach 
is used by individuals to help them achieve their goals; in 
business a coach is used to help with career development). 

Ask students to open their books and read the information. 
Ask comprehension questions such as: Why do companies 
use coaches? (to enhance the development of staff); What 
might the coach and ‘coachee’ discuss? (developments at 
work, problem areas, where improvements can be made); 
What can the coach provide? (support, analysis and insight); 
How can coaching help managers? (to achieve better results, 
to have greater confidence). Ask students: Do you think it 
is a good idea for employers to provide coaching for staff? 
Why/Why not?

Speaking
Ask students to consider the information individually. 
Then ask them to work in pairs and discuss their answers. 
You could ask students to discuss the difference between 
coaching and mentoring (traditionally, mentoring in the 
workplace involves a more experienced colleague passing on 
professional knowledge to a more junior member of staff). 
You may wish to ask students to suggest what characteristics 
a good coach should have (e.g. patience, calm, good 
communicator, a good listener).

Listening 2
Tell students that they are going to listen to a conversation 
between a coach and a ‘coachee’. Ask students to listen and 
answer the questions. Ask students to discuss their answers 
with a partner before opening up the discussion with the class.

1 He wants to improve his communication skills.
2 Geoff is a project manager who is having problems 

with his project team.
3 He needs to talk more openly to other people.

Culture at work
Before reading, ask students why body language might be 
important in a coaching situation. Ask them to read the 
information and see if it mentions any of their ideas. Ask 
students to work in pairs or small groups and discuss the 
questions. What advice would they give to someone visiting 
their country concerning body language? Ask them to draw 
up a brief list of dos and don’ts.

You may find it helpful to look at the Culture at work table 
from page 73 of the Skills Book; this is reproduced opposite. 
You may also find it useful to refer to the relevant section on 
Culture at work in the teacher’s notes supporting the 
Skills Book.

Mentoring and coaching are both based on the concept 
that one person is attempting to learn from another. The 
relationship between the mentor and the mentee, therefore, 
has at its centre an imbalance of power. The more powerful 
person in the relationship (the mentor) is using his/her 
experience, contacts or wisdom to assist the less powerful 
person (the mentee). Whether this relationship works will 
be based on a range of factors including personality, gender 
and age of both the mentor and the mentee. In some cultures 
the mentor has a more parental role, while in others he or she 
is more of an equal. One aspect which contributes to this is 
cultural attitude to hierarchy and can be categorised in terms 
of ‘power-distance’. Countries which displayed high power-
distance relationships tended to have greater respect for 
authority figures and would generally expect to be obedient to 
those in a higher social position (parents, teachers, mentors, 
managers). In contrast, countries with low power-distance 
would be more likely to question authority and require more 
equality in relationships.

High power-distance Low power-distance

Accept more paternalistic 
power structures.

Expect more democratic 
power structures.

People relate to one 
another in accordance to 
their position in the formal 
hierarchy.

People relate to one 
another as equals 
regardless of formal 
positions.

There is a respect for 
authority.

There is a respect for 
individuality.

Subordinates expect 
supervision.

Subordinates expect 
autonomy.

Those in power tend to 
emphasise their position.

Those in power tend to 
minimise their position.

 Skills Book, Culture at work, page 73

 Teacher’s Book, page 155

Dilemma
Ask students to read the Dilemma brief. Ask comprehension 
questions such as: Why does Zara have problems 
communicating with her colleagues? (She is shy and has 
problems relaxing with them.) What problems are there in 
the coach and ‘coachee’ relationship? (Zara is starting to 
be dependent on Ben.) Why are her fellow team members 
complaining? (because they have to complete tasks that she 
can’t handle).

Task 1: Students work in pairs/small groups. Ask them to 
discuss the pros and cons of each option. You could also 
encourage students to think of other solutions to the problem.
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Task 2: Students choose one of the options. Give pairs/
groups time to prepare their arguments.

Task 3: Students present their ideas either to another pair/
group or to the class. Encourage students to give a reason 
for their decision and to highlight the advantages and 
disadvantages that they discussed. 

Decision
Tell students that they are going to listen to Alessandra 
Baricco, who runs a company that provides coaching. Ask 
students to listen and answer the questions. Do students agree 
with her comments?

1 at first sight, a major recruitment mistake
2 Dismissal: no benefits; drawbacks: company may miss 

out on a great opportunity and would send the wrong 
message about company policy towards staff

 Empowering: benefits: giving Zara opportunities for 
self-development would help her relax; no drawbacks

 Transferring: no benefits; drawbacks: the whole 
company has the same policy of openness, so 
transferring would not achieve anything and might 
make things worse.

 Conflict management workshop: benefits: can be 
efficient way of solving relationship problems; 
drawbacks: no open conflict in this case and Zara is 
not ready for expensive external coaching

Write it up
Tell students that they are going to write a memo about their 
decision to send to a senior director. Give each student a 
photocopy of the Writing preparation framework on page 
174; then use the Writing focus (Writing focus: Memos) to 
link the use of the framework and the style guide as students 
plan their writing. You may wish to set a word limit (no 
longer than the suggested answer). Students could complete 
the task in class or for homework. It may be useful to use 
the Writing feedback framework on page 175 when giving 
feedback on students’ writing. 

Writing focus: Memo

1 First decide who you are.
 (In this case, students are Ben Bradley, the company 

coach.)

2 Every time you start to write, you need to ask yourself 
two questions: 

 a  What is the purpose of this piece of writing?
 b  Who am I writing to?
 (Here students writing a memo about their decision 

concerning Zara Faulkner.)

3 Look at the section on Memos on page 18 of the Style 
guide. Notice the suggested structure of a memo:

 Date/To/From/Subject
 Introduction
 Main points
 Conclusion and recommendations
 Initials of the writer
 Is this structure appropriate for this memo? What are 

you going to put in the subject line? Plan the sections 
you are going to divide the memo into. Then note 
down the points you might cover in each.

4  What style should the memo be written in?
 (As it says in the Style guide, memos tend to be less 

formal than business letters. They are usually short 
and clear. The language is simple and straightforward 
and the tone is normally neutral.)

5  What phrases might be appropriate in your memo?
 (See the Style guide, particularly the phrases for giving 

information on page 18. Examples of useful phrases are 
underlined in the suggested answer on the next page.)

6  Now go ahead and write the memo.

7  When you have finished, check your writing for: 
logical structure, clarity of ideas, clear communication, 
accuracy of language, appropriateness of style.

 

 Style guide, Memos, page 18

 Style guide, General rules, page 3

 Style guide, Organising your writing, page 4 

 Skills Book Writing 1, Memos, page 18

 Teacher’s Book, page 123

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175
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Memo: Suggested answer (303 words)
Date: 12 September 
To: Janine Anderson, Senior Director
From: Ben Bradley, Company Coach
Subject: Zara Faulkner
As you are aware, Zara has been having some problems 
in her new position. Despite her MBA background she 
lacks the initiative to work independently as well as the 
confidence to interact effectively with her colleagues. 
We have tried to address this during appraisals but Zara 
appears to be unaware of her shortcomings. Given that 
this is also affecting the other members of her team, the 
following courses of action have now been carefully 
considered:
Dismissal
Not the best route to take for a number of reasons: an 
engineering graduate with an MBA is a rare and valuable 
asset. Furthermore, our company policy of nurturing staff 
would be undermined by this move. 
Transfer
Is was suggested that Zara be transferred to another 
department. However, this would not solve Zara’s 
problems but rather transfer them along with her. If 
Zara’s shyness is a result of a lack of confidence, moving 
her into a new environment would not be productive.
Empowerment
Confining Zara’s duties to tasks that she is able to 
do well, whilst allowing her freedom to do them 
independently, could build her confidence. This would 
take the pressure off the rest of her team but make it 
clear to all involved that we invest in our staff and treat 
difficulties with patience and understanding.
Communication and conflict workshop
This might bring Zara’s communication issue into the 
open but it would necessitate involving the rest of her 
team, highlighting the issue more than is probably 
necessary. There is currently no personal conflict between 
Zara and her colleagues, and further coaching is not a 
guarantee of success. 
Having considered all the alternatives, I recommend 
empowerment in the hope that Zara comes out of her 
shell and realises her potential. The situation will be 
reviewed again in three months, when I will update you 
with her progress. 
If you have any questions, please email me.
Ben Bradley

Review
On the next two pages of the Coursebook you will find 
Review 4, which reviews language, vocabulary and functional 
language from Units 10, 11 and 12. It can be used in a number 
of ways that can be adapted to suit your class, for example:
–  Students can do selected exercises for homework.
–  Use in class and guide students to particular exercises 

according to their individual needs. Alternatively, if 
your class has similar needs, focus on exercises where 
they can have more practice together  (students can work 
individually or in pairs).

–  Use as a short progress test and review any necessary 
points.

 Teacher’s Book, Coursebook review 4: answers, page 98
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Review 1: Answers

Language check, page 37, Contrast and similarity
1 like 2 As
3 Unlike 4 However
5 Nonetheless

Language check, page 37, Determiners
1 This 2 Some
3 few 4 Others
5 a 6 past
7 her 

Language check, page 37, Continuous forms
1 have you been doing
2 was changing 
3 have been checking/checked
4 is functioning
5 we are/will be meeting
6 was expecting/had been expecting/had expected
7 will have been working

Language check, page 37, Consolidation
1 has been going through 2 unlike
3 our 4 the
5 However 6 that
7 have been getting  8 all
9 Whereas 10 our
11 the 12 Nonetheless
13 have been getting better

Vocabulary check, page 38  1
1 cutting 2 closing
3 resistance 4 layoffs/restructuring
5 underperforming 6 restructuring

Vocabulary check, page 38  2
1 mismanagement 2 undervalued 
3 cooperation 4 subcontracting 
5 outperforming 6 counteracted
7 upgrade

Usage, page 38, Coined expressions
1 core competency 2 bottom line 
3 big four 4 team players

Career skills, page 38, Managing appraisals
1 b
2 d
3 e
4 a
5 c

Career skills, page 38, Team building
1 e 2 c
3 a 4 d
5 b

Review 2: Answers

Language check, page 69, Paired structures  1
both ... and
neither ... nor
not only ... but also
once ... then
whether ... or

Language check, page 69, Paired structures  2
1 not only 2   but also
3 both 4   and
5 Whether 6   or
7 Once 8   then
9 neither 10   nor

Language check, page 69, Third conditional
1 had not happened, would not have developed
2 would have gone, had been awarded
3 had been, would have been taken
4 had not overruled, would have been made

Language check, page 69, Discourse markers  1
1 luckily, unfortunately
2 so, then
3 actually, by the way

Language check, page 69, Discourse markers  2
1 Unfortunately 2 Luckily
3 actually 4 So
5 then 6 by the way

Language check, page 69, Consolidation
1 As well as 2 also
3 However 4 consequently
5 I had known 6 initially
7 would have put 8 So
9 have done 10 had wanted
11 Actually 12 not only
13 but 14 Finally
15 by and large

Vocabulary check, page 70  1
1 principles 2   transparency
3 governance 4   citizens
5 entrepreneurship 6   business model
7 feasibility 8   accountable
9 stakeholders 10   shareholder value 

Coursebook Review: Answers
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Vocabulary check, page 70  2
1 face the challenge
2 airing (their) views
3 tabled motions
4 uphold (the) rights
5 issued (a) warning

Usage, page 70, Idioms
1 b 2 a
3 d 4 f
5 e 6  c

Career skills, page 70, Taking responsibility
A Accept there is a crisis
B Describe action
C Address the issues
D Divert attention

1 acknowledgement 2 voluntarily
3 apologise 4 cooperation
5 development

Review 3: Answers

Language check, page 101, Future perfect
1 will have read
2 will also have looked at
3 will have proved
4 will not have achieved
5 will have been working
6  will have been

Language check, page 101, Active and passive
1 active
2 active
3 passive
4 passive
5 passive
6 active
7 active
8 active

Language check, page 101, Have and get
1 had
2 will get
3 have/get
4 getting
5 got/has got/will get

Language check, page 101, Word order: adverbs
1 are frequently appointed
2 it probably surprised
3 correct 
4 publicly traded
5 correct 
6 often pops out of

Language check, page 101, Consolidation
1 approximately   2   actually
3 taken into account   4   get
5 to be avoided   6   will have to have found
7 won’t have made it   8   getting
9 have to have 10   radically

Vocabulary check, page 102,  1
Resources: carbon footprint, 
environment, renewable, scarcity, sustainable
Power: coaching, empowerment, harassment, Machiavellian, 
subordinates
E-marketing: news feeds, pop-ups, search engine, snippets, 
social networking

Vocabulary check, page 102,  2
1 Machiavellian
2 carbon footprint
3 sustainable
4 environmental
5 Empowering 
6 harassment

Vocabulary check, page 102,  3
1 not like air
2 as all companies should
3 correct
4 like a drowning man
5 correct
6 correct

Usage, page 102, Proverbs
1 heads 2 book
3 necessity 4 play
5 succeed 6 back 
7 count

Career skills, page 102, Influencing
1 d 2 c
3 g 4 a
5 f 6 b
7 e

Career skills, page 102, Debating
1 moderating 2 lucky to have
3 participating in 4  well-being
5 for granted 6 resources
7 putting some facts forward/putting forward some facts
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Review 4: Answers

Language check, page 133, Probability and possibility
1 likely 2 will 
3 might 4 expect
5 bound 6 unable

Language check, page 133, Verb patterns  1
1 T
2 T
3 I
4 I
5 T
6 T

Language check, page 133, Verb patterns  2
1 conducted
2 found
3 believed
4 indicated
5 points
6 is worrying

Language check, page 133, Reporting  1
accuse of
blame for
complain about
congratulate on
threaten with

Language check, page 133, Reporting  2
1 They complained about the quality/

legibility of the accident report.
2 They accused us of making a fraudulent declaration./They 

accused us of lying. 
3 They blamed us for not taking the necessary precautions 

(to protect the goods).
4 They threatened us with increasing our premium fees.
5 They congratulated us on our new security measures.

Language check, page 133, Consolidation
1 would be
2 believed
3 might 
4 L
5 likely
6 L
7 would
8 I

Vocabulary check, page 134  1
1 accomplishments
2 fear
3 risky
4 predictions
5 bluffers
6 coaches
7 chances
8 illegal
9 fines

Vocabulary check, page 134  2
1 chances
2 luck
3 chances
4 lucky
5 chance

Vocabulary check, page 134  3
1 line
2 veil
3 strength
4 blank
5 conclusion

Usage, page 134, Expressions with go
1 went ahead
2 Going without
3 to have gone out of fashion
4 going about
5 will go bankrupt
6 goes/went/has gone into

Career skills, page 134, Making ethical decisions
1 b
2 a
3 c
4 a
5 b
6 c
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1 A
2 D
3 B
4 C
5 C
6 A
7 C
8 A
9 D
10 A
11 D
12 B
13 A

14 D
15 A
16 C
17 B
18 A
19 C
20 D
21 A
22 D
23 A
24 D
25 C
26 D

27 B
28 C
29 B
30 A
31 B
32 D
33 B
34 D
35 C
36 D
37 D
38 D
39 A

40 A
41 B
42 C
43 D
44 A
45 B
46 A
47 C
48 D
49 B
50 B

Coursebook Glossary test: Answers
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Photopcopiable resource 2.1: Metaphors and similes

Metaphors and similes are often used to describe business and organisations. Look at some 
of the ways to describe an organisation. Choose one of the ideas and explain why it is a 
good metaphor for a company or organisation. Explain how different parts of the company or 
hierarchy fit in with your metaphor. What similes work with your idea?

    a ship

   a machine

   a natural phenomenon (river, tree, animal)

   a family

   a body

   a vehicle

   a solar system
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Photocopiable resource 2.2: Evaluation framework

Option Advantages Limitations

Reason

Best short-term solution:

Best long-term solution:
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Answer the questions about your bank. Judge its performance by circling a number along the grid 
from poor (1) to excellent (5).

  Poor      Excellent
  1  convenience of banking hours  1 2 3 4 5

  2 location of branches 1 2 3 4 5

  3 physical appearance of branches 1 2 3 4 5

  4 customer service efficiency 1 2 3 4 5

  5 friendliness of staff 1 2 3 4 5

  6 internet banking facilities 1 2 3 4 5

  7 telephone banking facilities 1 2 3 4 5

  8 interest paid on current account 1 2 3 4 5

  9 interest paid on savings accounts 1 2 3 4 5

10 efforts to make customers feel valued  1 2 3 4 5

11 rewards and benefits offered to customers 1 2 3 4 5

12 range of products and services 1 2 3 4 5
 (e.g. mortgages, loans)

Photocopiable resource 3.1: Banking services questionnaire

Areas that need improvement (e.g. customer service, product range, branch facilities):

Suggestions how to improve customer satisfaction:
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Scenario 1 Scenario 2

Potential level of 
resistance:

Reasons:

The people who need 
to change will say …

Measures/Incentives to 
reduce resistance

Photocopiable resource 3.2: Managing change
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Photocopiable resource 5.1: Justify pay

Fitzwilliam Services

Fitzwilliam Services has grown from a small financial services provider to a major company in the last 
thirty years. Originally a family company, there have been a number of changes to the board recently 
and a new CEO was appointed three years ago. The new management team restructured the company, 
increasing profits and as a result, shareholder dividends have been higher than ever before. Now the 
board of directors have announced plans to institute a cash bonus scheme for all managers in the 
company (it will be approximately 10% of the manager’s salary). They also plan to increase their own 
salaries by 20% as they argue that they have not received a pay increase for three years and they 
will also receive a bonus in the form of company shares. At the same time, they have announced that 
dividends will decrease next year as they plan to reinvest money into the company to expand their global 
operations. Now they have to explain their decisions to the shareholders.

Role-play 
Work in groups with an equal number of A/B students. Role-play the meeting between the board and 
the shareholders. The board presents their arguments. The shareholders respond and ask questions. 

Preparation
Read the information and prepare your arguments or questions.

Group A:
You are the board of directors. Discuss the justifications that you will give to the shareholders. Remind 
the shareholders of the positive things that you have done for the company. Initial predictions suggest 
that the new global operations will increase shareholder dividends by 15% within the next five years, 
depending on changes to the global economy.

Group B: 
You are the shareholders. Discuss what you think of the board’s plans. Think of questions to ask 
the board and challenge any decisions that you disagree with. Have the increased dividends for 
shareholders occurred because of the good management of the board or as a result of an upturn in the 
economy? What do you want the board to do? How do you plan to make them do it?

Follow-up
After the meeting discuss the following: 

Board of directors (Group A)
Were you able to gain the support of the shareholders? Do you intend to amend your plans? If so, how?

Shareholders (Group B)
Do you support the board of directors’ plans? What action will you take if they decide to go ahead?

Work in two groups (A and B). Read about Fitzwilliam services and the information about your group.
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Photocopiable resource 6.1: Entrepreneurs

Ideas (remember to use techniques to boost creativity such as brainstorming, 
lateral thinking, mind mapping, etc.):

Target market:

What’s needed to get started? (materials, production, promotion, etc):

 Unique selling points of this idea?

Amount you want the judges to invest:

How this money will be spent:

What percentage of the company will you give the judges in return for this investment?
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I think my first really big mistake was to 
choose the wrong location for the first 
shop. I chose premises which were cheap 
but there just wasn’t enough pedestrian 
traffic in that area. 

I suppose I didn’t really know enough 
about marketing and advertising, so I 
ended up spending a lot of money on 
a poster and print campaign that didn’t 
produce the results I was expecting.

Some people advised me to close the 
business after the first two years but I 
didn’t listen to them. I refused to admit 
defeat. That was my most expensive 
mistake.

Well, I didn’t seek enough expert advice. 
I didn’t fully understand the fluctuations in 
the market and I didn’t have the financial 
skills to detect the problems the business 
was having. 

When business started to slow down, I 
reacted by raising prices. That just made 
things worse and we lost customers.

Photocopiable resource 6.2: Third conditional

Read the extracts from an interview with an entrepreneur in which he talks about the mistakes 
that led to his business failing. Write sentences to indicate what alternative actions would have 
been better. More than one answer is possible.
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Leadership style In practice In a phrase Competencies When to use

coercive demands 
compliance

‘Do what I tell 
you.’

drive to achieve, 
self-control

1

authoritative 2 ‘Come with 
me.’

self-confidence, 
change catalyst

when new vision 
and direction is 
needed

affiliative creates 
harmony

‘People come 
first.’

3 4 

democratic forges 
consensus

5 collaboration, 
team-building

to build 
consensus, to 
get contributions

pace-setting sets high 
standards

‘Do as I do 
now.’

6 to get fast 
results from a 
motivated team

coaching 7 8 empathy, 
self-awareness

to improve 
performance 
and develop 
strengths

Photocopiable resource 8.1: Leadership styles

Complete the table about leadership styles with the phrases. 
Then discuss which style appeals to you and why.

a ‘What do you think?’ 
b develops people
c to heal wounds, to motivate people under stress
d mobilises people
e ‘Try this.’
f in a crisis with problem people
g initiative, drive to achieve
h empathy, communication
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Scenario 1

You are a team leader. You recently recruited a new team member, who moved 
from another town to take up the position. You now realise that you’ve made 
a mistake. Although the new recruit is willing and intelligent, he isn’t up to the 
job without training. Training is expensive and time-consuming. Meanwhile, 
the team’s work is suffering. The other members have to work twice as hard to 
meet deadlines. He has just bought a flat locally and implores you to give him a 
chance. There aren’t a lot of jobs in this part of the country.

Scenario 2

There is a big time-keeping problem at the factory where you are manager. You 
make a rule about punctuality: more than five minutes late three times in a row 
means no monthly production bonus. The new rule works and the problem of 
lateness is solved. Overall production increases and therefore so do bonuses. 
One excellent worker, a single mother, has childcare problems and therefore 
often arrives ten minutes late. Once there, she works well and contributes a 
lot. However, she loses her bonus due to lateness. She asks you to make an 
exception. 

Photocopiable resource 8.2: The end justifies the means

M02_INBU_TB_ADVGLB_7788_U02.indd   109 1/3/11   15:40:13



Pe
ars

on

© Pearson Education Limited 2011

INTELLIGENT BUSINESS (ADVANCED) TEACHER’S BOOK: COURSEBOOK

110 PHOTOCOPIABLE

Photopcopiable resource 9.1: Homophones

1 Find homophones for the following words. In some cases more than one word is possible. 
Choose two more words that have homophones.

Word Homophone 1 Homophone 2

  1 knight

  2 sent

  3 by

  4 where

  5 sees

  6 break

  7 plaice

  8 higher

  9

10

-

-

-

-

Asgar has opened a luxury garage where customers can use the internet, relax in a café or play video 
games in a comfortable environment while they wait for their car to be serviced.

Corona Travel arranges cruises aimed at single people in their twenties and thirties.

Esme is a range of retail outlets in America that sells low-cost cosmetics and perfumes. 

Roger Knight has started an international courier service which delivers parcels 24 hours a day.

Myer Cars leases four-wheel-drive vehicles to holiday makers for adventure holidays in the Welsh 
mountains. 

Marino’s is a new fish and chips restaurant where live music is played at the weekend.

2 Choose one of the business ideas below and write an advertising slogan for the company.
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Risk profile

Find out how comfortable you are with taking risks. Look at each question and indicate how 
comfortable or uncomfortable you would feel (1 = very comfortable; 10 = very uncomfortable). 
Then read the analysis at the bottom of the page.

1 financial risk (e.g. investments, mortgages, borrowing, lending and saving money)

  1 2 3 4 5 6 7 8 9 10

            

2 physical risks (e.g. climbing, sailing, gliding, racing or other dangerous sports activities)
 
  1 2 3 4 5 6 7 8 9 10

            

3 career risks (e.g. applying for new jobs, changing career, learning new skills)

  1 2 3 4 5 6 7 8 9 10

            

4 social risks (e.g. meeting new people, trying new activities, being in new social situations)

  1 2 3 4 5 6 7 8 9 10

            

5 intellectual risk: (e.g. reading books that challenge your views, studying new or difficult topics,   
engaging in intellectual activities where it is not guaranteed that you will succeed)

  1 2 3 4 5 6 7 8 9 10

            

Analysis

Add your score for the questions and divide by 5. The higher your score, the more risk inclined you are.
This means that you are often comfortable in situations or activities where there is an element of risk. The 
lower your score, the more risk adverse you are. This means that you may sometimes be uncomfortable 
taking risks and prefer situations where you are in control.

Photocopiable resource 10.1: Risk profile
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Case 1

Amy Richards is fifty-three-year-old PA at a small family firm. She has worked for the company for 
fifteen years. Mrs Richards duties included paying suppliers and banking cheques. A routine audit 
revealed some financial irregularities concerning accounts in the company. Further investigation showed 
that £125,000 had been paid into false supplier accounts. The police were called in and staff were 
interviewed. Mrs Richards was the last person that the family suspected, as her loyalty to the company 
was unquestioned. When the company had experienced financial difficulties five years previously, she 
had taken a pay cut and offered to work extra hours without pay so that the company would not need to 
hire an assistant to help her with administrative tasks. During the investigation, Mrs Richards confessed 
that she had been stealing from her employer and collapsed and was taken to hospital with a suspected 
heart attack. 

The prosecution say that she stole from her employer systematically and set up a series of false 
accounts over a long period of time, demonstrating a devious and clever financial mind. She only 
admitted that she was the guilty party when her theft was about to be discovered. Witnesses say that 
she has a history of false medical conditions and doctors confirmed that she had not suffered from a 
heart attack when admitted to hospital.

The defence says that she only began stealing from the company when her husband lost his job and 
they were in danger of losing their house. She had worked hard for the company and had not had a pay 
rise in the last five years. None of the money was spent on extravagant living but instead went on her 
children’s university fees and medical treatment for her youngest child. She feels genuine remorse for 
the crime that she has committed and she has never been in trouble with the police before.

Case 2

Stewart Harvey is a trader in a leading investment bank. He has worked for the company for three years. 
The company had been expecting to reveal record profits for investors when an audit showed that Mr 
Harvey had hidden losses totalling more the $850 million. As a result, the bank was brought to the brink 
of ruin and shareholders lost millions when the value of the company shares plummeted.

The prosecution says that he carried out a sophisticated fraud, which started soon after he was 
employed by the company. He has enjoyed a champagne lifestyle and lives in a penthouse.
 
The defence says that the fraud started in an attempt to cover genuine losses and Mr Harvey felt unable 
to tell his unsupportive bosses that there was a problem. He felt compelled to live a double life and had 
tried on numerous occasions to tell someone. The fraud was simple and the company failed to carry out 
basic checks which would have uncovered it.

Photocopiable resource 11.1: White collar crimes
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Part B

Mostly A’s Mostly B’s Mostly C’s

You are a visual learner. You 
learn best when you can see 
things in pictures, diagrams 
or charts. You may be good 
at remembering faces rather 
than names. You like to take 
notes, highlight key points and 
write down explanations or 
instructions. Your studies are 
most productive when it is quiet 
and calm.

You are an auditory learner. 
You learn best through hearing 
things. You prefer to follow 
verbal directions. You are good 
at explaining things. In group 
discussions you are often an 
enthusiastic participant. You may 
prefer to have music on in the 
background when you work or 
study. 

You are a kinaesthetic learner. 
You learn best through 
experiencing or doing things. 
You prefer activities where you 
can practice things and try them 
out for yourself or take part in 
role-plays. When possible, you 
like the opportunity to move 
around rather than sit in the same 
position. 

Photocopiable resource 12.1: Learning styles

Part A

When we learn, some people find it easiest to remember what they have heard (auditory learners), some 
people find it easiest to remember what they’ve experienced (kinaesthetic learners) and some find it 
easier to remember what they have seen (visual learners). What type of learner are you? Do this quiz to 
find out. Read the questions and choose the answer that is most true for you a–c.

1 When I meet people, I find it easiest to 
remember

 a faces. 
 b names. 
 c names and faces if I shake hands.

2 I find it easier to remember new information if I
 a read it.  
 b hear it. 
 c say it aloud.

3 I feel comfortable doing exercises where I can
 a complete the work individually. 
 b take part in a group discussion. 
 c role-play with a partner.

4 When I revise what I have learnt in a lesson, I like 
to

 a  underline notes or use a highlighter.
 b  say it aloud.  
 c  explain it to someone.

5 New facts are easier to understand if the trainer
 a  uses charts, pictures and diagrams.
 b  explains it verbally. 
 c  demonstrates and gets people to try it out.

6 I learn new vocabulary best if I
 a  make lists or put it into categories. 
 b  record myself and listen to it. 
 c  write it and read it aloud.
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UNIT OBJECTIVES

Skills:                                   Analyse an HR problem; Give 
feedback

Language: Contrast and similarity
Good business practice: Formal and informal feedback
Culture at work: Culture, motivation and 

feedback

There is debate as to the best approach in motivating 
people. In this unit, students will hear information about 
two of the main motivational factors: 
•  intrinsic motivators: these are motivators that come 

from within the person rather than through outside 
pressures. In a work context, they can include 
ambition, values, job satisfaction or interest and 
enjoyment in a task.

• extrinsic motivators: these are imposed by forces 
outside of the individual. They can include 
rewards (such as a bonus), sanctions for failure and 
competition.

Cultural attitudes may have an impact on the following 
aspects of motivation:

• concepts of saving face  how failure is viewed and 
dealt with.

  individual vs group achievement.
•  values and goals whether it is viewed as important 

that the values and goals of the individual are aligned 
to the organisation).

•  incentives whether praise and reward are seen as 
important).

What do you think? 1
Before opening books, ask students to brainstorm the factors 
that they think employees consider essential for happiness at 
work. Note ideas on the board and ask students to prioritise 
them. Ask students to open their books and look at the list on 
the page. Are any of their ideas mentioned? Students work 
in pairs to answer the questions. When students look at the 
results of the survey on page 87, ask them what differences 
there might be if the survey was carried out in their country 
(examples of other benefits include stock options, maternity/
paternity leave, profit sharing, mentorship schemes, free 
canteen, training, promotion, prospects). 

In exercise 2, students discuss the things that make an 
employee want to stay with a company (as opposed to those 

benefits that may be initially attractive). These can be factors 
such as a comfortable office, friendly colleagues, relaxed 
dress code, flexible working hours, job satisfaction, praise 
and recognition for good work.

Listening 1 1
Draw students  attention to the picture. First ask students 
to identify what is in the picture (a man on a donkey with a 
carrot and a stick). See if they can identify the expression it 
illustrates (the carrot and the stick approach). Ask students 
what the saying means it s about using rewards and 
punishments to make someone do something). Encourage 
students to translate any similar expressions from their 
own language.

Listening 1 2
Tell students that they are going to listen to a HR manager 
talk about staff motivation. Ask students to listen and 
complete the table. Then get students to compare their 
answers with a partner. 

1

Carrot Stick

Examples financial: perks, 
bonuses
non-monetary 
rewards: praise 
and recognition

negative 
feedback, 
criticism, losing 
out on a bonus, 
the threat of 
getting the sack

Results of 
overuse

unrealistic 
expectations 

demotivated staff

2
responds well: sales, production
doesn t respond well: design

Optional activity 
Photocopiable resource 1.1 (page 160)

Ask students to work in pairs or small groups. Photocopy, 
cut up and distribute the cards on page 160. Give one set 
to each pair. Ask students to match the strategy cards to 
the example. Ask students: Can you understand what the 
notes mean? Get students to discuss which strategies they 
use and which would be most useful for them.

Unit 1: Motivate staff
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Listening 1 3
Tell students that they are now going to hear part of a 
presentation about staff motivation. Write on the board: 
Extrinsic motivator
Intrinsic motivator

Ask students to listen and say what each type of motivator 
is. Play the extract again and ask students to take notes 
about each type of motivator. Then put students in pairs to 
compare notes. Have a feedback session to find out whether 
they included the same key information. If students have not 
already completed the photocopiable activity on page 160, 
this may be a good opportunity to discuss what techniques 
students use for taking notes. You may wish to photocopy 
the note taking information (without cutting it up) and give 
a copy to each student and ask: Do you use any of these 
techniques? Which ones work for you? Can you add any 
other ideas?

1 extrinsic advantages: quick and effective
 extrinsic disadvantages: short-lived results
 intrinsic advantages: longer-lasting results, bring out 

the best in employees, increase staff retention
 intrinsic disadvantages: require more thought and 

effort to set up

2 Managers often rely on extrinsic motivators because 
they don t require a great deal of effort or creativity.

Listening 1 
Ask students to say whether the statements are true or false. 
If necessary, play the recording again and ask students to 
discuss the statements in pairs. 

1 true 
2 false 
3 false 
4 true 
5 true 

What do you think? 2
Ask students to work in pairs/small groups and discuss the 
questions. The carrot and the stick is an example of 
extrinsic motivation. 

What do you say? 1 1
You could ask a student to read the sentences a–d aloud. 
Point out that stress is often put on these words and phrases 
in a sentence. Get students to match the sentences to 
functions 1–4. 

1 d
2 a
3 b
4 c

What do you say? 1 2
Ask students to match the additional words and expressions 
to the functions in exercise 1. You may wish to ask students 
to look at the audioscript, track 3, page 101 and underline 
the words and phrases used for contrast (in contrast, on the 
contrary, conversely). For more practice, students can read 
the information about contrast and similarity and complete the 
exercises in the Grammar reference on page 75.

1 in contrast, nevertheless
2 conversely 
3 by the same token, equally, in the same way
4 mind you

 S ki lls Book, Grammar reference, Contrast and similarity, 

 page 75

Task 1
In this task, students will need to identify key information and 
summarise arguments to analyse and discuss a HR problem.

Step 1: Ask students to read the questions and the report 
individually and make notes to prepare their ideas. Then ask 
students to work in groups of three and discuss the questions. 
Have a brief feedback session with the class to compare ideas.

Step 2: Ask students to work in new groups of three. Tell 
students A–C to read their role cards and summarise the 
arguments. In their groups, students then summarise their 
manager s view and either contrast it with their own ideas 
or point out similarities. When students listen to the other 
speakers in their group, ask them to make notes. Students 
can role-play a meeting to discuss the best approach. You 
might like to photocopy the meeting framework on page 184. 
Encourage them to use phrases for contrast and similarity 
from What do you say? 1.

In one-to-one classes, you can ask the student to read the 
arguments of the three managers and say if their arguments 
are intrinsic  extrinsic or carrot and the stick . Then ask 
the student to choose one of the roles and summarise the 
arguments. You can read one of the other roles. 

Howard Ashcroft: extrinsic
Kelly Lane: intrinsic

incent Myer: carrot and the stick  approach
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Analysis
Allow students time to reflect individually on the questions. 
Circulate and give feedback on the summaries from step 2. 
Identify whether students were able to use phrases for contrast 
and similarity. 

What do you say? 2
Ask students to close their books. Ask students: Have 
you been in a situation where you have given or received 
feedback? In pairs/small groups, ask students to list some 
strategies that can be used when giving feedback. Ask 
students to open their books and read the strategies. Ask 
students: Does it mention any of your ideas? Do you think 
the strategies are useful? Students then match statements a–d 
with the strategies.

To extend the discussion, ask students to identify some 
differences between formal and informal feedback. You can 
refer students to Good business practice on page 62. Ask 
students which type of feedback, formal or informal, is most 
appropriate in these situations:

–  An employee has worked late for a week to complete a 
project. (informal)

–  As a result of a series of missed deadlines and poor 
communication, one of the members of the sales team 
has lost an account with one of the company s ma or 
customers. (formal)

–  An employee has asked to be considered for a fast-track 
course to become a manager. (formal)

–  An employee has been rude and negative about co-
workers  suggestions during a brainstorming meeting. 
(informal)

Refer students to Culture at work on page 68 and ask them 
to compare their ideas with the information in the table. Ask 
students to work in pairs/small groups and discuss the way 
that feedback is given in their country. Ask: What ways do 
you prefer to receive feedback? (face-to-face, written, in 
private, in public, as a group, as an individual, etc.) How 
would you feel if you received feedback in a different way? 
Then ask students to complete their own profile about culture, 
motivation and feedback on page 74. Students identify and 
mark with a cross where they believe their culture is situated 
on the line, ranging from autonomous to consensus-oriented. 
You could ask students to make two marks on the line: a cross 
indicating their company culture and a circle indicating the 
culture in general in their country.

1 b
2 c
3 d
4 a

Optional activity
Explain that the factors which motivate an individual 
can vary from culture to culture. To motivate staff, it is 
important that the style of feedback is appropriate for the 
cultural context that it is used in. In autonomy cultures, 
the emphasis is on the individual. In consensus cultures, 
the emphasis is on the group. Ask students to say in 
which culture, autonomy or consensus, the following 
types of feedback they think would be most effective: 
direct, indirect, informal, formal, group, individual.

  Skills Book, Good business practice, Formal and informal 
feedback, page 62

 Skills Book, Culture at work, Culture, motivation and 
feedback, page 68

Task 2
Students now have a chance to practise giving and receiving 
feedback in a meeting. One of the feedback meetings will be 
formal and the other informal. Working in pairs, students will 
role-play two meetings. In one they will have the opportunity 
to be the person giving the feedback and in another the person 
receiving feedback.

Point out to students that they should consider what strategy 
they will use in the feedback meeting, as well as what 
language to use. Put students into A/B pairs. Ask them to read 
their role cards for meeting 1 and prepare for the meeting. 
You may wish to set a time limit for each meeting. Monitor 
students  performance. ou could audio or video record the 
role-plays for teacher feedback or self/peer feedback. Ask 
students to have a brief analysis meeting to say what went 
well and what they would like to change.

When students have finished, they can either remain in the 
same pairs or change pairs but remain as Student A and 
Student B. Then they prepare for meeting 2. 

Analysis
Allow students a few minutes to reflect on the questions 
individually. Then start a group discussion. You can give 
general feedback to the group and use it as an opportunity to 
highlight effective strategies or language. Alternatively, in 
small classes, you may wish to give students more detailed 
feedback about their individual performance.

Self-assessment
Allow students a few minutes to think about what they have 
achieved from the unit and tick the boxes. Suggest what 
students can do to gain further practice.

 Workbook, Unit 1

  Workbook, Text bank, page 52

  CD-ROM
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UNIT OBJECTIVES

Skills:  Show leadership; Unite your 
team

Language: Describing qualities
Good business practice: Motivating others
Culture at work: Attitudes to leadership

Research into leadership qualities shows that it is 
important for a successful leader to treat his or her 
followers with respect. It found that many leaders 
eventually come to believe that that their success is 
attributed solely to their own individual qualities. This 
was generally the point when their popularity and power 
declined as they became alienated from their supporters 
or followers.

A good leader should be able to:
•  motivate their team and make each member feel 

valued.
• communicate ideas and ob ectives.
•  delegate responsibility.

Cultural attitudes may have an impact on the following:
•  the amount of involvement that others have in the 

decision-making process.
•  the exchange of ideas between various levels of a 

hierarchy.
•  preconceptions about how a leader should behave 

and the qualities they should have.

What do you think? 
As a lead-in, ask students to work in pairs. Ask students to 
think of an example of a good leader. It could be a politician 
or business leader, or someone that they have worked with. 
Ask students to discuss the characteristics they think make the 
person a successful leader. If appropriate, students could then 
think of someone in the media/business world who they don t 
regard as a good leader. This time ask students to discuss the 
negative characteristics which they think make the person a 
bad leader. 

Ask students to read through the list of qualities and number 
them in order of importance. Then ask students to compare 
lists with a partner and give reasons for their choices. Have 
a feedback session with the class to see if they can add 
more qualities to the list. Then ask students to compare their 
answers with their own personality traits, either individually 
or in pairs.

Optional activity
Photocopiable resource 2.1 (page 161)

You may wish to extend the discussion on leaders by 
asking students to consider what qualities different 
types of leader require. Give each student a copy of the 
photocopiable resource 2.1. Ask students to choose two 
qualities from the box that a leader in each of the fields 
would require. They can use the qualities or use their own 
ideas. Then ask them to work in pairs/small groups to 
compare ideas and explain why they chose those qualities.

Listening 1 
Tell students that they are going to listen to a project leader 
speak to his new team. Play the recording. Ask students if 
they would like to be in live s team. ncourage them to give 
reasons why/why not. Then ask students to listen again and 
answer the questions. 

1 He either knew them or looked at their CV. 
2 state-of-the-art streetlamps
3 the new waterfront park and leisure complex
4 because it is a high-profile contract and will raise the 

profile of the company
5 No, because he focuses on what the teams have done 

wrong and exposes their weaknesses in front of their 
colleagues.

6 design: poor communication; production: problems 
with deadlines on previous contracts; marketing: 
budget problems

Refer students to the Culture at work section on page 68 and 
read the section on Attitudes to leadership. Then ask students 
to complete the profile about attitudes to leadership in their 
own culture on page 74. Students identify and mark with a 
cross where they believe their culture is situated on the line, 
ranging from individualistic to collaborative. You could ask 
students to make two marks on the line: a cross indicating 
their company culture and a circle indicating the culture in 
general in their country.

 Skills Book, Culture at work, Attitudes to leadership, 

 page 68

What do you say? 1 1
In this exercise, students look at statements which are indirect 
and polite and others which are direct and informal. The latter 
are the type of comments which colleagues or friends might 
make in an informal setting. They are not the type of phrases 
that should be used in formal settings such as a meeting. 

Unit 2: Show the way
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Write on the board: My new manager is such a scatterbrain!
Ask students: What does ‘scatterbrain’ mean? (absent-
minded); Would you use this phrase in a formal discussion? 
no  it s informal  Can you think of a more polite, indirect 

way to say the same thing? (My new manager is so 
forgetful!).

Ask students complete the exercise and compare answers with 
a partner.

1 f 
2 e 
3 d 
4 a 
5 c 
6 b

What do you say? 1 2
Ask students to complete the sentences with an appropriate 
expression from exercise 1. Students should decide whether a 
direct or indirect approach would be more appropriate. Do an 
example with the class: ask a student to read a sentence and 
encourage the class to say whether it s direct or indirect. 

1 her social skills leave a little to be desired (indirect)
2 I think they re nuts. direct
3 hasn t got a clue direct
4 completely spineless (direct)
5 do seem to have quite a high opinion of themselves 

(indirect)
6 certainly has/seems to have a lot to say (indirect)

Optional activity
Read out or write on the board either the direct or indirect 
statements below. Ask students to say what they think the 
direct/indirect version should be:
She’s a bit of a slow coach. (direct)
She does things in an unhurried way. (indirect)
He’s pretty ruthless. (direct)
He can be very determined. (indirect)
They’re sticks-in-the mud. (direct)
They don’t react well to change. (indirect)

Ask students to think of other examples of direct and 
indirect ways of saying things. You could ask them to 
write a short dialogue using some of the phrases. The first 
version could be written as though they are speaking to 
a superior and then a second version could be written as 
though they are speaking to a colleague or friend.

Listening 2 1
Ask students to imagine that they are starting a new job as 
Head of Department. The person who is leaving the job has 
made him/herself available to answer questions. Ask students: 
What sort of questions would you like to ask?

Tell students that they are going to listen to the Head of 
Production at a company speak to the person who is taking 
over her job. Play the recording. Students listen and say 
whether they would find her information helpful if they were 
the person taking over the job. Then play the recording again 
and ask students to answer the questions. 

1 make avoidable errors
2 fewer people than it requires
3 show little motivation
4 is an example of a good leader

Listening 2 2
Ask students to discuss the question in pairs. Encourage them 
to give reasons for their answers. 

She didn t show good people skills because she failed 
to address the facts that her staff needed training, 
motivation and responsibility and that they felt unable to 
communicate their dissatisfaction with her directly.

Task 1
Step 1: Taking the situation from the listening, students work 
individually to decide what approach to take with the team. 
Students prepare a short speech to introduce themselves to the 
team and outline their approach to the department. You may 
wish to set a time limit for their speech.

Step 2: Ask students to work in small groups. Students take 
turns to give their speech. While listening to the speech, 
students can use their own framework to make notes. You 
may also wish to make notes about the speeches, focusing on 
language effectiveness, and use it to review any necessary 
language areas after the task. Alternatively, depending 
on the size of your class, you could hold a brief feedback 
session with each individual student and talk about individual 
strengths and areas to focus on.

Analysis
Depending on your class, students can either discuss these 
questions in their groups or reflect on them individually. You 
may ask students if their approach to the speech would be 
different if they were giving it to a different culture. What 
would they change?
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What do you say? 2 1
As a lead-in, ask students to suggest ways that a team leader 
can encourage and motivate their team. Ask students to 
suggest expressions that can be used to encourage individuals 
in the team if they:

a make a mistake on a project.
b are learning to use a difficult computer programme. 
c are writing a report that needs some amendments.
d has had some problems with other team members but is 

making an effort to get along with everyone.

Ask students to read the information and complete the 
expressions. Would they use any of the expressions in the 
situations above? (Suggestions: a: 1, b: 2, 4, c: 5, d: 6) Ask 
students to look at some of the other expressions and suggest 
situations where they could be used.

  1 trick
  2 grips
  3 along
  4 hang
  5 cracked
  6 getting on, well
  7 teaching
  8 spot, head
  9 laugh
10 wipe

What do you say? 2 2
Before students role-play the situations, draw their attention 
to Good business practice on page 63 and ask students to 
read the paragraph on motivating others individually. Then 
refer students back to the role-play situations. Students can 
work in pairs and role-play the situations. Alternatively, you 
could give some pairs two of the situations to role-play and 
another pair the remaining two role-plays. Students can use 
expressions from exercise 1 as well as any others that they 
know. 

As a follow-up, ask students to think back to the situation 
in the listening and task 1. Ask students: Do you think that 
encouraging the production staff would have been a good 
strategy? Why/Why not?

 Skills Book, Good business practice, Motivating others, 
page 63

Task 2
Step 1: As a lead-in  draw students  attention to the picture. 
Ask students: What do you think is happening? (The picture 
shows people taking part in a team-building exercise.). Have 
you taken part in any team-building exercises? What type of 
activities did you do? In pairs, students read the information 
and add two more activities to the list. Then they brainstorm 
the advantages and disadvantages of each activity.

Step 2: Ask pairs to join with another pair. Groups choose 
one of the activities on their list for the team-building 
exercise. You may wish to ask students to prepare a short 
presentation that they would give to the team to explain the 
objectives of the team-building day, the choice of activity and 
the reasons why it was chosen. 

Step 3: Students present their ideas to the group. During the 
questions section at the end of the presentation, the audience 
should raise objections and suggest reasons why they would 
not be able to do the suggested activity. The person/group 
giving the presentation should encourage anyone who objects 
to participate.

Analysis 
Allow students a few moments to reflect on the questions. 
Then start a group discussion. You could also include your 
own feedback, either individually or in small groups.

Self-assessment
Allow students a few minutes to think about what they have 
achieved from the unit and tick the boxes. Suggest what 
students can do to gain further practice.

 Workbook, Unit 2

 Workbook, Text bank, page 53

 CD-ROM

 CD-ROM video
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UNIT OBJECTIVES

Skills:  Find a compromise; Analyse 
options

Language:  Continuous forms
Good business practice: Managing change
Culture at work:  Attitudes to uncertainty

In life there are many situations where it is necessary to 
deal with change. When managing change, it is useful 
to consider the following:
•  Both positive and negative changes can be stressful.
•  ho will be effected by the change
•  ow has the change been communicated
•  Any initial negative reactions may be to the concept 

of change rather than the specific change itself.

Cultural attitudes may have an impact on:
•  attitudes to uncertainty whether those affected are 

from uncertainty-avoiding or uncertainty-accepting 
cultures).

•  the way that the potential change is communicated.
•  whether those involved feel that they can show their 

fears or concerns.

What do you say? 1
Before opening books, ask students to brainstorm some of 
the main changes that we experience in life (e.g. change of 
job, unemployment, promotion, re-structuring, marriage, 
children, moving house, divorce, relocating to another 
country, bereavement). Ask students to say which are positive 
and which are negative. Do students disagree on any points? 
Which do they think are most stressful changes? Can a 
positive change also be stressful? 

Ask students to open their books. Run through the five stages 
and check students understanding of the reactions. Then 
ask them to match the stages to the phrases. Get students to 
compare their answers with a partner. 

1 e
2 a
3 b
4 c
5 d

What do you think? 1
In pairs, students put the stages from the previous exercise 
into the order that most people experience them. Then 
students compare their ideas with the order on page 86. Ask 
students whether they agree with the stages. Give students 
a scenario which involves change (e.g. restructuring a 
department, relocating to another country) and ask what 
concerns there might be. Ask students: What could you do to 
prepare for the change? If you were the manager overseeing 
these changes, what could you do to help your employees?

Suggested order
3, 5, 2, 1, 4 

What do you think? 2
Start by describing a change that you have experienced and 
any of the stages it provoked. Describe any strategies that 
you used to cope with the change. In pairs/small groups, 
ask students to discuss the question. If students don t feel 
comfortable speaking about their own experience, they could 
discuss a person or company that they know.

Refer students to the Culture at work section on page 69 and 
ask them to read the section on Attitudes to uncertainty. Then 
ask students to complete the profile on page 74 about attitudes 
to uncertainty in their own culture. Students identify and 
mark with a cross where they believe their culture is situated 
on the line, ranging from uncertainty avoiding to uncertainty 
accepting. You could ask students to make two marks on the 
line: a cross indicating their company culture and a circle 
indicating the culture in general in their country.

 Skills Book, Culture at work, Attitudes to uncertainty, 

 page 69

Listening 1 2
As a lead-in, ask students what a change management 
consultant does. Tell students that they are going to listen to 
a change management consultant who is new to his job and 
is having a problem with his first project. Ask students to 
predict what the problem might be. Play the recording and 
ask students to listen and say whether he mentions their ideas. 
Then play the recording again and ask students to answer the 
questions.

Unit 3: Manage change
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1 A senior manager is saying negative things about 
proposed changes.

2 He spoke to the manager informally.
3 The manager seemed to respond well but then 

continued saying negative things.
4 He can speak to the manager again or report the 

problem to the director.
5 It prefers to bring in outside contractors to manage 

change.

Listening 1 2
In pairs/small groups, students discuss what they think the 
consultant should do. You could ask pairs/groups to share 
their ideas with the class.

Listening 1 3
Before listening  draw students  attention to ood business 
practice on page 64 and ask students to read the paragraph 
on Managing change. Then tell students that they are going 
to listen to Theo s colleague  who is an experienced change 
management consultant. Ask students to listen and see if she 
mentions any of their ideas from exercise 1. Then students 
listen again and number the recommendations in the order 
that she mentions them. One of the recommendations is not 
mentioned. Ask students to identify which one it is. Then 
ask: Do you think it would be useful for Theo to include this 
recommendation, too?

identify needs 3 
examine processes (not mentioned)
reward success 4
communicate ideas 1
organise feedback 2

 Skills Book, Good business practice, Managing changes, 
page 64

 Skills Book, Grammar reference, Continuous forms, 
 page 76

Task 1
Ask students to work in pairs. Students read the introduction 
and list of potential solutions. Ask students to think about 
the ways that each solution might affect the employees in 
the company. Then ask: Can you think of any other potential 
solutions to add to the list?

Step 1: Divide the class into two groups: A and B. Group A 
are managers and group B are staff. Give each group time 
to read the information at the back of the book and prepare 

a strategy for the meeting. You might like to photocopy the 
Meeting framework on page 184. You may wish to set a time 
limit for this stage.

Step 2: Students work in small groups of mixed A and B 
students. Try to make sure that there are the same number 
of A and B students in each group. Group A students 
represent the management. They should outline the changes 
that they have chosen and explain why they are necessary. 
Group B students represent the staff. They should indicate 
which changes are most/least acceptable and present any 
alternatives. The group carries out a negotiation to try to 
come to a compromise that both management and staff are 
happy with. 

Analysis
Have a feedback session with the class. Ask students whether 
there are any strategies that they would change if they could 
negotiate again. 

Listening 2 1
Tell students that they are going to listen to a meeting 
between Roy Dean and Carla Jenson, two managers at 
a wholesale equipment supplier. To check that students 
understand supply chain, ask students to give you examples 
(e.g. producer, wholesaler, retailer, consumer). Explain 
that the listening is in two parts. Play the first part of the 
conversation and ask students to answer the questions. Ask 
students to compare their answers with a partner.

1 The company needs to increase volume to keep prices 
competitive.

2 They will need to extend their warehouse facilities. 
Roy thinks they will resist the proposed changes.

3 It will help to highlight the areas that Redricks are 
likely to object to most. Carla and Roy can then 
anticipate their arguments and respond to their 
concerns.

Listening 2 2
Check that students understand what a force field analysis 
is. Ask students if they think it is a good way to evaluate 
advantages and disadvantages. Ask students: Have you used 
a force field analysis before? Was it useful? Ask students to 
listen again and number the stages of the force field analysis 
in the order that they are mentioned. Alternatively, you could 
ask students to number the stages in the order they think they 
should go in and then listen to check.
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Evaluate whether pros or cons have the higher score 5
Give each point a score out of five, one is weak and five 
is strong 3
Use the information to anticipate and respond to 
arguments 6
Brainstorm ideas 1
Separate into a list of forces for and against change 2
Add up the scores for forces for and against change 4

Listening 2 3
Now students listen to the second part of the conversation, 
which is about the advantages and disadvantages of the 
changes to the supply chain. Ask students to listen and put 
the information in the correct place in the force field analysis. 
Then play the recording again and ask students to complete 
the scores. You could ask students to work in pairs and 
discuss whether they think the changes should go ahead.

Forces against 
change

Score Forces for change Score

1 c 4 4 b 3

2 e 2 5 a 4

3 f 1 6 d 4

Total 7 Total 11

What do you say? 2
Go through the words and check pronunciation. Encourage 
students to use a dictionary to look up any unfamiliar words. 
Write on the board: Advantages Disadvantages.

Nominate students to say whether each word can be used 
to talk about advantages or disadvantages. You could ask 
students to work individually or in pairs and write six 
sentences using some of the words.

Advantages: advantageous, beneficial, benefit, plus point, 
pro, worthwhile
Disadvantages: con, drawback, flawed, pitfall, pointless, 
senseless

Task 2
Students now have the opportunity to discuss and analyse 
options. They are going to look at a small company called 
Natural Bounty, which has attracted the attention of a major 
supermarket that wants to stock its products. This would 
require changes to the way that the company has worked in 
the past. As a lead-in, ask students to name any companies 

that they know that produce similar products to Natural 
Bounty. Ask students: Would a similar company do well in 
your town/city? Why/Why not? Ask students to read through 
the information. Before going on to step 1, ask students to 
suggest some possible advantages and disadvantages of 
supplying a supermarket.

Step 1: Ask students to work in groups of four. They should 
choose three of the points from the list and brainstorm 
advantages and disadvantages. This might be a good 
opportunity to remind students of brainstorming techniques 
don t make negative comments about suggestions  nominate 

someone in the group to note ideas, etc.). 

Step 2: Ask students to use their ideas from step 1 to carry 
out a force field analysis. You could photocopy the Force 
field analysis framework on page 177 and give a copy to each 
group. After students have completed the force field analysis, 
they should have a meeting to discuss whether to do business 
with the supermarket. Ask students to give reasons for their 
choice. If they decide to work with the supermarket, they 
should look again at the terms in step 1 and decide if they 
would like to negotiate any changes to the terms.

Optional activity
You may wish to ask students to role-play a meeting 
between the supermarket and one of the owners of 
Natural Bounty. If Natural Bounty is accepting the 
offer, they should try to negotiate the best terms 
possible. If Natural Bounty is turning down the offer, the 
supermarket should try to make offers to persuade them 
to do business.

Analysis
Allow students a few minutes to reflect on the questions, 
then start a group discussion. Give your own feedback, either 
to the group or to individual students. Refer to effective 
language that was used and any areas that students could 
focus on to improve.

Self-assessment
Allow students a few minutes to think about what they have 
achieved from the unit and tick the boxes. Suggest what 
students can do to gain further practice.

 Workbook, Unit 3

 Workbook, Text bank, page 54

 CD-ROM

 CD-ROM video
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UNIT OBJECTIVES

Skills: Write a directive memo; Write a 
response memo

Language: Continuous forms

It is useful to consider the following in relation to any 
type of writing in a business context:
•  The reader: ho will read it  ow formal/informal 

should it be? How much information is required? 
Will any technical terms, abbreviations or acronyms 
be understood?

•  The medium: hat is this communication trying to 
achieve? What is the best way to communicate this 
(email, memo, report, letter, etc.)?

• Delivery: hat is the best way to organise and 
structure the information? Are key points clear and 
concise? Has content been checked for presentation, 
grammar, spelling and punctuation?

A memo (memorandum) is used for internal 
communication in an organisation. It can be addressed 
to all staff, a particular group or to an individual. The 
structure of a memo will vary according to in-house 
style but it usually includes the following:
•  Date/To/From/Sub ect
•  Introduction
•  Main points
•  onclusion and recommendations

The memo starts without a salutation (not Dear ...). The 
style is usually semi-formal and the tone is neutral. The 
conclusion may also include recommendations. The 
initials of the writer can be included at the end of the 
memo (though this is not required). 

Cultural attitudes to written communication vary 
according to national culture and organisational culture. 
They may have an impact on the following:
•  formality of language
•  the amount of information required
•  how information is organised.

 Style guide, Memos, page 18

 Style guide, General rules, page 3 

 Style guide, Organising your writing, page 4 

 Style guide, Punctuation, page 6

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175

What do you think? 1
To introduce the topic, ask students: What sort of business 
communication do you write and receive at work? Which do 
you receive or write most of? Which type to you find easiest/
most difficult to read/write? Ask students to highlight some 
of the differences between a business letter and a memo (e.g. 
a business letter is formal and is used to communicate with 
people outside of the organisation, while a memo is less 
formal and is used to communicate information within an 
organisation). Ask students what sort of memos they write or 
receive. Memos can either be short and concise or long and 
detailed depending on the context. Which sort are students 
most likely to receive/write? 

This exercise helps students to identify when a memo is the 
most appropriate form of communication. Ask students to 
read the eight situations individually. Then ask them to work 
with a partner and discuss in which four situations a memo 
is most appropriate. Ask students to give reasons for their 
choices. Would this be the same in their country? Then ask 
them to say what form of communication would be most 
appropriate in the remaining four situations. 

A memo would be suitable in situations 1, 3, 4 and 7.
We would usually use a business letter or formal email in 
situation 2, an email in situation 5, a report in situation 6 
and minutes of a meeting in situation 8.

What do you think? 2
This exercise gives students the opportunity to focus on the 
content of memos. Point out that the structure and style of 
a memo may vary depending on the organisation but the 
guidelines in the exercise are used in many situations. Ask 
students to choose the best word in italics to complete the 
information and then compare answers with a partner. Ask 
students: Are these guidelines the same or different in your 
country? Are you surprised by any of the guidelines? Some 
students may find it strange that a memo is regarded as 
semi-formal (rather than formal) and that contractions are 
permitted. You may wish to ask students to discuss when they 
would use more formal language and would be less likely to 
use contractions (e.g. in a memo to a superior or to the board 
or directors). The structure of a memo is quite rigid but the 
language can be adjusted to suit the recipient(s).

Writing 1: Memos
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1 semi-formal
2 direct
3 are
4 not necessary
5 longer

What do you write?
Ask students to match structures 1–5 with sentences a–e. You 
could ask students to identify which three memos from What 
do you think? exercise 1 would be appropriate for a directive 
memo (1, 3, 4).

1 c
2 a
3 e
4 b
5 d

 Skills Book, Grammar reference, Continuous forms, 

 page 76

Task 1
Students now have the opportunity to write a directive memo. 
Ask students to read the information and elicit the style that it 
is written in (informal). Ask them to underline or highlight the 
key information. Then ask them to number the information in 
the order that they will introduce it in the memo. You could 
elicit the key information and write it on the board:

1  Offering flexible working hours from 30th October
2  Not compulsory
3  Staff should: 
 – contact their line manager.
 – complete a flexible hours application form.
 – arrange an interview with Jo Harris (HR)
4  Questions? Call HR (extension 2048)
5  Only staff that have been with the company more than 

two years can apply.

Suggested order
1, 2, 5, 3, 4

Before writing, you may wish to ask students to make notes 
and compare their ideas with a partner. When marking the 
writing, you may wish to use the Writing feedback framework  
on page 175 to focus on the use of appropriate style, 
organisation and language and to indicate any areas where 
students might need further practice. 

Suggested answer
Date: 5 October
To: All Staff
From: HR Department
Subject: Flexible working hours
After consulting departmental heads, we have decided to 
offer staff flexible working hours from 30th October. 
Flexible working hours are not compulsory and only staff 
who have been employed by the company for two years 
or more can apply.
Any member of staff who is interested in the scheme 
should follow these procedures:
– Contact your line manager to discuss flexitime options.
– Complete an application form.
– Arrange an appointment with Jo Harris in the Human 
Resources Department.
If you have any questions, please call the HR department 
hotline on extension 2048. 

Task 2 
Students now write a memo to answer a query. Draw 
students  attention to the memo from the Finance department 
and the useful language. Students should read the notes 
in blue to decide whether they will be able to agree to the 
presentation and, if so, suggest days/times. 

Suggested answer
Date: 14 March
To: Finance Department
From: Marketing Department
Subject: Personal expenses presentation
This memo responds to your request for the Marketing 
Department to attend a presentation concerning changes 
to company policy on personal expenses. 
We will be able to comply with this request as long as 
the presentation is before 10.30 a.m. or after 3.30 p.m. on 
Monday. Alternatively, staff will be available on Tuesday 
afternoon.
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UNIT OBJECTIVES

Skills:  Explain options; Give a 
briefing

Language:  Paired structures
Good business practice: Speaking to an audience
Culture at work:  Truth and reality

Spin is used in business and politics to present 
information in a way that influences public opinion. 
The media is often used to get the desired message 
across to the public. The term spin doctor has become 
synonymous with the person or people who are 
responsible for presenting information or facts in the 
most favourable light. 

Cultural factors may have an impact on the way that 
information is presented in the following ways:
•  how much information or detail is included.
•  the level of formality or informality of the language 

used.
•  whether it is acceptable to admit responsibility or 

apologise for actions.
•  whether questions are encouraged or discouraged.

Listening? 1 1
As a lead-in, ask students about items that are in the news 
today and what the latest business news is. You may wish 
to bring in a current newspaper and use it as a prompt. Tell 
students that they are going to hear a radio news item about 
a travel company. Draw students  attention the picture. Ask 
students to predict what they think the news report will be 
about. Students listen and make notes. This might be a good 
opportunity to discuss note-taking skills. 

1 The Vayger Travel group has collapsed leaving 
passengers stranded at airports.

2 share price fell from €18 to less than €2
3 The general state of the travel industry is not good. 

Both large and small travel companies have recently 
closed due to rising oil prices and lower consumer 
demand.

4 Passengers who booked flight-only deals are in the 
worst position because they will not be given any help 
with their travel arrangements.

Listening? 1 2
Ask students to see if they can complete any of the extracts. 
Play the recording again for students to check. Then ask 
students to match the words with the definitions. Have a brief 
feedback session with the class.

1 turmoil; c
2 stranded; f
3 plummeted; e
4 merger; b
5 insolvency; a
6 demise; d

 Skills Book, Culture at work, Truth and reality, page 69

What do you think?  
Ask students to work in pairs or small groups and discuss the 
question. Ask students: Have there been any similar incidents 
with travel companies in your country? What was the 
outcome? What rights do travellers have in these situations? 
For homework or in class, you could ask students to use the 
internet to research similar travel crisis.

Optional activity
You could ask students to imagine that they are one of 
the stranded passengers. Ask them to write an email to let 
their colleagues or family know, summarising the crisis. 

What do you say? 
Ask students to think about some of the options that Vayger 
might offer passengers. What alternative forms of transport 
might be possible? Ask students to match the two parts of the 
sentences. Then get students to underline the paired structures 
in each statement.

Unit 4: Spin
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1
  1 j 2 e 3 a 
  4 c 5 h 6 f
  7 i 8 g 9 d
10 b

2
  1 Not only will this option be popular but it will also be 

cost-effective.
  2 We have two options, either we raise taxes or cut 

services  it s as simple as that.
  3 The more we spend on consultants, the less we have 

to finance the project.
  4 Neither the travel companies nor the airlines will take 

responsibility.
  5 As well as examining policy we should also introduce 

practical changes.
  6 On the one hand we could make a deal but on the 

other we might get a better offer.
  7 While some believe that costs will increase, others 

say they will stabilise.
  8 I suppose one option is to arrange a refund, 

alternatively we could offer a credit note.
  9 The higher the risks, the greater the potential gains.
10 Well, both strategies are suitable so which one should 

we choose?

 Skills Book, Grammar reference, Paired structures, page 77

Task 1
Step 1: Check that students understand receivership (a 
company that is bankrupt and is no longer trading). Ask 
students: How will the passengers feel when they hear 
the news? What concerns will they have? (how they will 
get to their destination, what rights they have, how to get 
information, etc.). 

Confident students can work in pairs and read the role cards 
before role-playing the conversation. If your students need 
more support, divide the class into two groups (A and B) and 
prepare roles together. When students have finished, they 
can change roles and partners and role-play the conversation 
again. 

Step 2: This might be a good opportunity to revise telephone 
expressions before giving students time to prepare their role. 
You could ask students to sit back-to-back to role-play the 
telephone conversation. Circulate and note any areas where 
students may need further input. You could ask students to 
change roles and role-play the conversation again.

Analysis
Allow students a few moments to reflect on the questions 
individually, then start a group discussion. Give your own 

feedback and refer to any effective language. Spend some 
time clarifying any problems with language or any other 
difficulties you noticed.

Optional activity
For more telephone role-play practice, you could ask 
Student A to be the passenger and Student B to be a 
helpline assistant at Vayger travel. Ask students to note 
any changes in their approach/tone from the face-to-face 
conversation with the clerk in step 1 and the conversation 
on the phone to the helpline desk. Ask students: Which 
conversation was more polite? Why?

Listening 2 1
This listening follows on from the radio interview that 
students heard in Listening 1. Tell students that they are going 
to hear Carl Winters, the CEO of Vayger travel give a press 
conference. First ask students what questions they would like 
to ask Carl Winters if they were a journalist in the audience. 
Then ask students to listen and answer the questions.

The company has ceased trading. They were in talks with 
another company to try to avoid this outcome but the 
talks fell through.

Listening 2 2
Students listen again and complete the phrases. Then ask 
students to note whether Carl Winters or the journalist says 
each one. Ask students whether they think that Carl Winters 
handled the press conference well? Do they think he could 
have done anything differently?

  1 straight, point (CEO)
  2 regret, announce, closure (CEO)
  3 ceased, hands, receiver (CEO)
  4 come, about, bust (journalist)
  5 simply, current, climate (CEO)
  6 other, taken, drastic (journalist)
  7 confirm, expected, act, knight (journalist)
  8 opportunity, unreservedly (CEO)
  9 contingency, offer (journalist)
10 repeat, greatest, sympathy (CEO)

Listening 2 3
Before students listen, draw their attention to Good business 
practice on page 64 and ask them to read the paragraph on 
Speaking to an audience. As a lead-in, have a discussion 
about different types of newspaper and TV news reports. You 
could bring in examples of different types of newspapers or 
record news items in advance. Ask students to think about 
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how the news is delivered and whether the report is serious 
or sensational. Encourage students to suggest other ways 
that people consume news (e.g. news websites, news blogs, 
Twitter). 

Ask students to work in pairs. Students can either prepare and 
deliver their news report to their partner or they could prepare 
in pairs and deliver the report to another pair. Ask students to 
use the information that they heard in the press conference to 
prepare a news report for the radio or TV. 

You could record or film the news reports and view them with 
the class. Ask students to identify which areas of the report 
they are pleased with and any areas that they would change.

 Skills Book, Good business practice, Speaking to an 
audience, page 64

Task 2
Tell students that eco-friendly holidays are becoming more 
and more popular. Ask students: What things can a travel 
company do to be more eco-friendly? Would this type of 
holiday appeal to consumers in your country? Why/Why not?

Draw students  attention to the advertisement for D travel. 
Get students to identify the type of accommodation the 
company offers (lodges). Ask students: Have you ever stayed 
in a lodge? What was it like? Would you like to stay in an ND 
lodge? Why/Why not? Ask students to read the information 
and summarise what the problem is (the habitat of a rare sand 
lizard was destroyed during the construction of the lodges). 
Ask: Why would this be a problem for the company? (their 
advertising campaign is built around the company s green 
values). 

Step 1: Ask students to read the newspaper report. Ask: 
What will prospective customers think? Ask students to 
work in groups of three and discuss the potential problems 
the article may cause and ways to limit the damage to the 
company s reputation e.g. problems: customers may cancel 
or choose not to book holidays with the company; damage 
limitation: respond quickly to the accusations, apologise, say 
what you are going to do, highlight any positive action that 
the company is taking). You may wish to set a time limit for 
this stage.

Step 2: Ask students to work in groups of three. If students 
need more support, they could prepare for the meeting with 
other A, B or C students. Ask students to role-play a meeting 
to decide which strategy will help the company present the 
best case to the media. Remind students that they can use 
the ideas/attitudes from their role card and also include ideas 
from their discussion in step 1.

Step 3: Give students time to prepare a press briefing using 
their ideas from steps 1 and 2. It may be a good idea to set 
a time limit for preparation. You could photocopy the Press 
release framework on page 178. While preparing, students 
should also think of any questions the media may ask in 
the press conference and think of a suitable response. Then 
students work in groups of three. Student A gives the press 
briefing and students B and C, as the journalists, should ask 
questions and challenge information where appropriate. When 
students have finished, they can swap roles.

You may wish to record or film the press briefings. Students 
could use this to analyse their performance.

Optional activity
Photocopiable resource 4.1 (page 162)

In step 3 of task 2, students give a press briefing. You 
could give each student a copy of the Press briefing 
preparation on page 162 to help them prepare.

Analysis
Have a feedback session with the class. Ask students if there 
is anything they would do differently if they were giving the 
press briefing again. 

Self-assessment
Allow students a few minutes to think about what they have 
achieved from the unit and tick the boxes. Suggest what 
students can do to gain further practice.

 Workbook, Unit 4

 Workbook, Text bank, page 55

 CD-ROM
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UNIT OBJECTIVES

Skills:  Present arguments; Raise 
objections

Language:  Discourse markers
Good business practice: Presenting arguments
Culture at work:  Attitudes to presenting 

information

When presenting arguments, it is important to get your 
point across clearly and concisely. In order to present an 
argument effectively, it is useful to do the following:
•  esearch and prepare arguments carefully.
•  se appropriate language for the context.
•  Organise information clearly  with the most 

important factors presented first.

Cultural factors may have an impact on the way that 
arguments presented in the following ways:
•  ow much detail is expected or given.
•  style of delivery calm or with feeling .
•  use of non-verbal communication body language 

and gestures).

Listening? 1
Before students role-play the situations, draw their attention 
to Good business practice on page 65 and ask students to read 
the paragraph on Presenting arguments individually. Have 
a brief feedback session and ask students whether they do 
any of these things when presenting information. Do they do 
anything differently? Tell students that they are going to listen 
to part of a meeting about departmental budgets. Brainstorm 
words and phrases students would expect to hear at a budget 
meeting. Students listen and see if any of the words/phrases 
are mentioned. Then students listen again and answer the 
questions. 

1 b
2 a
3 c
4 b
5 c
6 a

 Skills Book, Good business practice, Presenting arguments, 
page 65

What do you say? 1
Students match the phrases to make sentences from the 
listening. You could then play the recording again for 
students to check.

1 e
2 h
3 b
4 f
5 a
6 g
7 c
8 d

Task 1
Step 1: As a lead-in, you could ask students when they think 
large bonuses are justified in business. Ask them to give 
reasons for their opinions. Are there sectors that they think 
deserve a bonus more that others? 

Explain that students are going to present opposing arguments 
for whether a bonus should or should not be given. Split the 
class into two groups of A and B students and give students 
time to read the information and role cards and prepare their 
argument. Encourage them to use phrases from What do you 
say? 1.

Step 2: Ask students to work in pairs with a student from 
the other group. They role-play the meeting between the 
sales manager and sales director to decide whether the bonus 
should be paid and, if so, how much it should be. 

Analysis
Allow students a few moments to reflect on the questions 
individually, then start a group discussion. Give your own 
feedback and refer to any effective language. Ask students if 
there is anything they would change if they were role-playing 
the conversation again. 

Refer students to the Culture at work section on page 70 
and read the section on Attitudes to presenting information. 
Then ask students to complete the profile on page 74 about 
attitudes to presenting information in their own culture. 
Students identify and mark with a cross where they believe 
their culture is situated on the line ranging from high-context 
communication to low-context communication. You could 
ask students to make two marks on the line: a cross indicating 
their company culture and a circle indicating the culture in 
general in their country.

Unit 5: Balance funds
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 Skills Book, Culture at work, Attitudes to presenting 
information, page 70

Optional activity
You could ask students to write an email to the sales 
manager/sales director to summarise what was agreed 
in the meeting. The email should also include key 
arguments to support the decision made. 

What do you say? 2
To introduce discourse markers, write on the board: Profits 
have declined this quarter and ______ we need to cut 
expenses throughout the department.

Ask students to suggest what discourse marker could 
provide a link between the two parts of the sentence (e.g. so, 
therefore, for this reason). Explain that discourse markers 
have a variety of functions depending on context. They do 
not change the meaning of the sentence but can indicate 
information to the listener (such as whether the speaker is 
generalising, focusing on a particular subject, giving an 
example etc.). They may be a single word or a phrase. In 
pairs, ask students to underline the discourse marker that does 
not belong in each group. Then ask students to decide which 
other group the word or phrase belongs in. Refer students 
to the Grammar reference section. For further practice, or 
for homework, students could complete the exercises in the 
Grammar reference section.

1 by and large (generalising) 
2 no doubt (persuading someone) 
3 with reference to (focusing on a subject)
4 consequently (showing a consequence)
5 such as (giving an example) 
6 certainly (conceding a point)

 Skills Book, Grammar reference, Discourse markers, 
 page 78

Optional activity
Photocopiable resource 5.1 (pages 163–164)

For further practice of expressions for justifying 
decisions, students can use the photocopiable role-play 
about two branches of a company, one of which must 
close. Ask students to work in pairs. Give one student 
the information for Student A and the other student the 
information for Student B. Ask students to present their 
graph to their partner and discuss which branch should 
close. Students have five minutes to reach an agreement. 
After that they should make suggestions for alternative 
ideas that would cut costs while allowing both branches 
to remain open. 

Listening 2 1
As a lead-in, you could write the current salaries for some 
high profile jobs. Write the salary and position on the board 
and ask students to match them. Explain to students that they 
are about to hear an authentic interview from The Economist 
about executive pay. Students should not worry about 
understanding detail, rather it is important to focus on Edward 

arr s main ideas in order to match the parts of the interview. 

a 4
b 1
c 3
d 2

Listening 2 2
Students listen again and underline the correct word to 
complete the information from the interview. 

1 increased sharply
2 less
3 annum
4 less
5 shorter

What do you think? 1
Ask students to work in pairs or small groups and discuss the 
question. You could ask students to discuss what they think 
is a reasonable sum for executive pay. Ask students: Do you 
think that the government should have a say in how much top 
executives are paid? Who should executives be accountable to 
justify their earnings?

What do you think? 2
Ask students to think of another word that can be used for 
perks (e.g. benefit, remuneration). In groups, ask students to 
suggest some perks that may go with an executive position. 
Ask students to prioritise the perks in the order that they think 
is most valuable. 

Ask students to match the perks with the descriptions. Then 
students discuss which would be most effective in motivating 
an executive. Ask students what perks they would prefer if 
they were negotiating an executive position.

1 d
2 c
3 a
4 b
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Task 2
Students have the opportunity to take part in a meeting and 
a negotiation about executive pay. In this section they will 
need to present arguments and justify their decisions. Ask 
students to read the information about Glover & Royal. Ask 
comprehension questions such as: What does the company 
sell? (luxury cosmetics); What market does it want to get 
into? (male grooming); What does the board need to decide? 
(to choose a new CEO from within the company or outside 
the company). 

Step 1: Students prepare for a meeting in which they will be 
one of the board of directors for Glover & Royal. To prepare 
for the meeting, divide the class into two groups of A and 
B students and ask them to read about one of the candidates 
for the post of CEO. They should prepare arguments as to 
why he/she should get the job. Students should also consider 
possible arguments the other board members might put 
forward against their candidate and prepare responses. The 
notes about their candidate also contain brief notes about the 
rival candidate. Students should use these to prepare their 
objection to him/her becoming CEO. You may wish to set a 
time limit for preparation.

Step 2: Put students into pairs/small groups comprising the 
same number of A and B students and ask them to follow the 
instruction. In one-to-one classes, the teacher will take one 
of the roles. As it is a board meeting, remind students that 
language would usually be quite formal. 

Step 3: As a final part of the task, students role-play a 
negotiation between one of the candidates and a senior 
member of the board. Give students time to prepare for their 
negotiation. Both parties should note down the salary and 
benefits which they wish to achieve/offer. They should keep 
the note secret. When the negotiation is over, ask students to 
reveal the information in their note to their partner. How close 
was the result of the negotiation to what they wanted? While 
the negotiation is taking place, circulate and make notes about 
the language and strategies used for a class feedback session.

Analysis
Allow students time to reflect individually on the questions, 
then open up a group discussion. Give additional feedback on 
the meeting and negotiation.

Self-assessment
Allow students a few minutes to think about what they have 
achieved from the unit and tick the boxes. Suggest what 
students can do to gain further practice.

 Workbook, Unit 5

 Workbook, Text bank, page 56

 CD-ROM

 CD-ROM video
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UNIT OBJECTIVES

Skills: Create an opening; Make a 
pitch; Evaluate an idea

Language: Third conditional
Good business practice: Networking
Culture at work: Networking etiquette

In many situations, both at work and socially, first 
impressions can be very important. When making 
contact, it is useful to consider the following:
• Body language  how we dress and our demeanour all 

contribute to a first impression as much as the actual 
words that are exchanged.

•  A first impression can set the tone for the business or 
social relationship which follows.

•  In a business context  it is advisable to follow up a 
meeting with a new contact in writing.

Cultural attitudes may have an impact on the following 
aspects when meeting new people:
•  Body language and mannerisms: conventions about 

handshakes and the exchange of business cards may 
differ from country to country.

•  ersonal space: there may be different expectations 
about how much personal space is required in 
order to feel comfortable while participating in a 
conversation. 

•  Touching: some cultures are very expressive and 
speakers may kiss or hug on meeting and lightly 
touch each other during conversation, for emphasis. 
In other cultures, touch is kept to a minimum. 

•  se of first names/surnames/titles: In some cultures 
formality is preferred. Titles and surnames would be 
used in introductions and initial conversations. Other 
cultures are more informal and would instigate the 
use of first names soon after introductions.

What do you think?
Ask students to brainstorm situations where they may have 
to network or meet new people (conferences, trade fairs, 
presentations, meetings, social events, etc.). Ask students 
to work in pairs and discuss the last time that they were in 
a business or social situation and were introduced to people 
for the first time. Ask students: What conversation topics 
did you feel comfortable with? Did you use any techniques 
to remember people’s names? Now ask students to read the 
statements and choose the three that most apply to them. 

Make sure that students know that this is light-hearted rather 
than a formal personality test. If students are comfortable 
doing so, ask them to look at the analysis and discuss the 
comments with their partner. 

In pairs/small groups, ask students to discuss what they find 
easy or difficult when meeting new people (e.g. remembering 
names, starting/finishing conversations, thinking of 
conversation topics, maintaining small talk). Ask students to 
come up with strategies to help in these situations.

Refer students to the Culture at work section on page 70 and 
read the section on Networking etiquette. Then ask students 
to complete the profile on page 74 about networking etiquette 
in their own culture. Students identify and mark with a cross 
where they believe their culture is situated on the line ranging 
from formal to informal communication. You could ask 
students to make two marks on the line: a cross indicating 
their company culture and a circle indicating the culture in 
general in their country. You may wish to ask students to 
suggest any other areas of etiquette which can have an impact 
in business communication (e.g. the use of direct or indirect 
speech, bowing/shaking hands, whether it is more acceptable 
to stand close or further away from someone).

 Skills Book, Culture at work, Networking etiquette, page 70

Listening 1 1
Before students listen to the conversations, draw their attention 
to Good business practice on page 66 and ask students to work 
in pairs to read the paragraph on Networking. Have a brief 
feedback session and ask students: Do you do any of these 
things when networking? Do you agree with the advice? Is 
there anything you would change/add?

Tell students that they are going to hear four conversations of 
people meeting for the first time at a sales conference. First, 
ask them to complete the extracts with words from the box. 
Then students listen to the conversations to check whether 
they were correct.

1 chance
2 field 
3 remember 
4 session
5 queue
6 liaise 
7 badge 
8 Pity, waving, excuse

Unit 6: Make contact
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Listening 1 2
Before listening again, focus on the phrase successful 
networking. Ask students what factors may make a 
networking experience a success or a failure (success: 
meeting people who are in the same field, with whom you 
can exchange information and opinions, exchanging business 
cards or contact details with someone in a line of business 
which is of interest to you or your company, meeting those 
with whom you may possibly do business with in the 
future, etc.; failure: being unable to instigate or maintain 
a conversation with someone who you want to speak to, 
feeling uncomfortable or awkward in a social situation, etc.). 
Ask students to listen to the four conversations again and 
say which ones are successful. Then ask students to suggest 
reasons why the remaining conversations were unsuccessful.

Task 1
Step 1: Write on the board: It’s not what you know; it’s who 
you know that makes a difference. Ask students: Have you 
heard this phrase before? What does it mean? Do you think 
it’s true? Why/Why not? Are there similar phrases in 
your language?

As a lead-in, ask students to suggest appropriate topics for 
small talk. Then direct students to the task in their books. 

ach role card has information about the student s ob and the 
business area that they are interested in meeting someone in. 
Ask students to think about the strategy they will use before 
they begin the role-play: encourage students to introduce 
themselves and engage in small talk rather than just say who 
they are and who they wish to meet. If a contact is useful, 
they should note down their contact details. You may wish 
to set a time limit (e.g. students can talk to someone for 2–3 
minutes before moving on). In larger classes, ask students 
to work in groups of six. In smaller groups or one-to-one 
classes, you could organise students so that they have two 
conversations. The first conversation could be between 
people from two companies where there is a possible business 
connection (for example role A and B/C). Then students role-
play a situation where there is no business connection. 

Step 2: Ask students to work in pairs and discuss the 
strategies that they used in step 1. Ask students: Did you 
feel comfortable or uncomfortable networking? Why? Ask 
students to discuss the questions. This question may highlight 
issues about whether students prefer direct or indirect 
approaches in networking. Do they prefer small talk or to 
get straight to the point? How might they need to adapt their 
approach when doing business with someone from a different 
culture? Ask students to present their ideas about making 
a good first impression to the class. Encourage students to 
comment on the ideas of other pairs/groups.

Analysis
Allow students a few moments to reflect on the questions 
individually and then start a group discussion. Give your own 
feedback and refer to any effective language. Ask students if 
there is anything they would change if they were role-playing 
any of the networking conversations again.

Optional activity
For homework, you could ask students to write an email 
to one or more of the contacts that they made during 
the exercise. Alternatively, students could role-play 
a telephone call where they are contacting one of the 
people from the networking role-play.

What do you say? 1
As a lead-in, ask students to suggest situations where they 
may need to pitch ideas (in a meeting, to a business contact, 
to their superior, to their team, etc.). Ask them what they 
think makes a successful pitch (structure, clarity of ideas, 
delivery, etc.). Ask students to look at the stages of a pitch 
and match them with the descriptions. Then ask: Do you 
agree with the stages?

1 b
2 d
3 a
4 c

What do you say? 2
Students work in pairs and put each pitch in the correct order. 
Ask students to take turns reading the pitch to their partner. 

Pitch 1: a, f, c
Pitch 2: e, b, d

Task 2
Students now have the opportunity to prepare and deliver a 
pitch. Ask students to read the information about Digimart. 
You could bring in advertisements for a variety of electrical 
equipment and ask students how they think the producer/
inventor pitched the initial idea. Ask students to suggest what 
the target market for the products would be.

Step 1: Ask students to work in small groups. Give students 
time to read concepts for two products on page 97. Students 
should then discuss the questions. Finally, students have a 
brainstorming session to think of more concepts for a new 
type of digital video camera. Groups could join together to 
present their ideas. To prepare for step 2, ask students to 
choose the concept that they like best (either from page 97 or 
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the brainstorming meeting) and make notes for their pitch.

Step 2: The pitch that students role-play has two levels: they 
are both pitching themselves for a position on an international 
team and also pitching a concept for a new digital video 
camera. Give students time to prepare. You could give each 
student a copy of the Pitch framework on page 179. 

Ask students to read the information in step 2. Check that 
they know the context of the pitch (a conversation at a 
company event). Students will need to use some of the small 
talk topics from task 1 to begin the conversation. Students 
work in pairs and role-play the conversation. Then ask 
students to change roles and role-play it again. Circulate and 
make notes on the language and structures used in the pitches.

Analysis
Allow students a few moments to reflect on the questions 
individually and then start a group discussion. Provide 
feedback and refer to any effective language. Briefly go over 
any areas you feel students could improve on. 

Listening 2 1
As a lead-in, ask students to suggest how entrepreneurs can 
get funding for their business ideas. Encourage students to 
think of both conventional and unconventional ideas. Tell 
students that they are going to listen to a radio programme 
where entrepreneurs pitch their ideas in order to get funding 
from investors. Ask students to listen and see if the speaker 
used any of the stages from What do you say? Ask students 
to listen again and answer the questions. Have a feedback 
session with the class. Ask students to comment on the pitch. 
Ask: Do you think it went well? Why/Why not?

1 an investment of €50,000 in his company
2 The Football Retriever 
3 He got the idea from playing football as a child.
4 possible answer: It isn t a good pitch. It is 

disorganised, uses inappropriate jokes, gender 
assumptions and does not provide a clear idea of what 
the product is or what it does.

Listening 2 2
Now students listen to one of the investors comment on the 
pitch. Write these headings on the board:
Formality
Jokes
Assumptions
Product description

Ask students to make notes about the potential investor s 
comments on these subjects. You may wish to ask students 
to use their notes to rewrite the pitch. They can also use the 
audioscript at the back of the Skills Book.

Formality: needs to be more formal; introduce himself 
with his full name
Jokes: should not make jokes.
Assumptions: should not make assumptions as it may 
offend the audience
Product description: The product description needs to be 
clear and come earlier in the pitch.

 Grammar reference, Third conditional, page 79

Task 3
Step 1: Students listen to another entrepreneur on Present 
your pitch. Ask students to work in small groups. In smaller 
classes, students can work in pairs or with the teacher. 
Students listen and discuss the questions. Tell students that 
they are going to hear more pitches, so they should leave 
some money to possibly invest in step 3.

Step 2: ow it is the students  turn to prepare a pitch. 
Allocate students roles A–D and ask them to turn to the 
relevant pages to prepare a pitch. You may wish to set a time 
limit for this step.

Step 3: Two students (A and B) pitch their ideas while the 
other two members of the group (C and D) role-play being the 
panel. The panel have the remainder of the money from step 1 
to invest. They should discuss the pitches and say whether they 
are going to invest in A and B s ideas and  if so  how much. 
When they have finished, students can swap roles. And the 
end of the activity, have a feedback session with the class to 
discuss which projects they wanted to invest most in and why.

Analysis
Allow students time to reflect individually on the questions, 
then open up to a group discussion. Give additional feedback 
on the pitches (e.g. regarding language accuracy and 
effectiveness and the strategies that were used).

Optional activity
Photocopiable resource 6.1 (page 165)

Ask students to work in pairs or small groups. Tell them 
that they are at a convention for entrepreneurs. Students 
take turns to move round the board using either a dice or 
a coin (heads – move one space, tails – move two spaces) 
and role-play the situations. 

Self-assessment
Allow students a few minutes to think about what they have 
achieved from the unit and tick the boxes. Suggest what 
students can do to gain further practice.

 Workbook, Unit 6

 Workbook, Text bank, page 57

 CD-ROM
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UNIT OBJECTIVES

Skills: Write a formal email
Language: Discourse markers

A formal email should be approached in a similar way 
to a business letter. The tone should be formal and 
polite and contractions and abbreviations should be 
avoided. The greeting would follow the same pattern 
as a letter (Dear Mr/Ms/Mrs/Miss Jones, etc.) Possible 
endings include: Yours faithfully, Yours sincerely, 
Regards and Kind regards.

It is important to consider the following when writing 
formal emails:
• The reader: hat is their relationship to the writer  

(a customer, a supplier, a business contact, etc.) 
• The purpose: Are the key points clear
•  The structure: Is it easy to follow
• The content: formality and tone
• Accuracy: grammar  spelling and punctuation

Cultural attitudes may have an impact on the following:
•  use of titles and greetings
• style direct or indirect  wordy or concise
•  ways of ending the correspondence.

 Style guide, Emails, page 16

 Style guide, General rules, page 3 

 Style guide, Organising your writing, page 4 

 Style guide, Punctuation, page 6

 Teacher’s Book, Writing preparation framework, page 174

 Teacher’s Book, Writing feedback framework, page 175

What do you write? 1 1
Ask students to brainstorm types of email that they get each 
day (e.g. requesting information, giving information, asking 
them to do things, responding to requests, junk mail). Ask: 
How do you decide which emails to respond to first? Do you 
have a system for prioritising or do you respond to emails 
in the order that they arrive? How much of your business 
correspondence is now carried out electronically? Ask 
students to identify differences between an email that they 
would send to a colleague or friend and one that they would 
send to a client or superior (the former would probably be 
informal and use contractions and idiomatic expressions, the 
latter would be more formal and would be less likely to use 
contractions and idiomatic expressions).

Draw students  attention to the email and ask a student to 
read it. Ask: What is the writer responding to? (a request 
for information); Where did they meet? (at an expo). Check 
that students understand the meaning of expo (an exhibition 
focused on a particular trade or profession). Tell students to 
ignore the underlined expressions for now and match functions 
1–6 to the parts of the email a–f. Students can compare 
answers with a partner before checking with the class.

You could ask students to comment on the email. Ask: Is 
it an effective response to the initial meeting? Do you ever 
email contacts that you make at expos, trade fairs or other 
networking opportunities?

1 e          2  f          3  b          4  c          5  a          6  d

What do you write? 1 2
In this exercise students focus on the underlined words in the 
email. Ask them to replace the phrases with phrases 1–5.

You could then ask students to suggest other phrases that 
could be used in a similar email. Suggestions include:
1  It was good to meet you/Following our discussion at the 

Tourism Expo ...
2  You expressed an interest in our services.
3  You may find the attached information useful.
4  Let me know if you need any additional information.
5  Regards/Kind regards.

1 As requested
2 Yours sincerely,
3 It was a pleasure to meet you
4 The following information is
5 If you require any further information, please do not 

hesitate to contact me.

 Skills Book, Grammar reference, Discourse markers, 
 page 78

What do you think? 
Ask students to work in pairs and match the content with the 
examples. This would be a good opportunity to review ways 
to open and close a formal email (open: Dear Mr/Mrs/Ms/
Miss Smith/professional title (Dr/Professor Smith); close: 
Yours sincerely/Regards/Kind regards/Best wishes. As in a 
formal letter, Yours faithfully can be used if the writer has not 
met or communicated with the person that the email is written 
to. Ask students: What does ‘LOL’ mean on the emoticon? 
(laugh out loud); What would you think of a business email 

Writing 2: Formal emails
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that contained emoticons? (It could would look informal and 
would not be appropriate.). When going over the answers, 
you may wish to point out that jargon may be acceptable 
when the communication is between people in the same 
profession who would be aware what the terms meant.

1 e
2 f
3 d
4 b
5 a
6 c
Avoid 1, 3, 4 and 6 in formal emails.

Optional activity
You may wish to write some of the following on the 
board. Ask students to work in pairs and suggest what 
each one means. Then ask pairs to suggest any others that 
they know.
Emoticon
:-)  happy 
:-(  unhappy
I:-(  frown
;-)  wink
:-0  surprise

Abbreviations:
IMO  In my opinion
ASAP  As soon as possible
AAMOF  As a matter of fact
BFN  Bye for now
BTW By the way
IOW  In other words
CUL8R  See you later

What do you write? 2
This exercise gives students the opportunity to focus 
on punctuation and paragraphing. Check that students 
understand the punctuation terms. Ask students to rewrite the 
email individually and compare their answer with a partner. 
Have a feedback session with the class to go over any 
common errors.

I am contacting you to confirm that I have paid the course 
fees for the International Finance course which starts on 
18th June. 
If you could send an email confirming that payment has 
been received, I would be grateful.
Could you also send the following before the start of the 
course: 
– term dates 
– travel directions 
– pre-course reading list 
Thank you for your help with this matter.
Kind regards, 

Task 
Students now have the opportunity to write a formal email. 
Refer students back to the Karl Fendz email on page 32. Ask 
students to read the email again and respond for Ms Hanson. 

Suggested answer
Dear Mr Fendz,
Thank you for your email and the information that you 
sent about the Autotravel package. It is an interesting 
service and I think it might indeed be of use in our 
company. 
I would like to show the package to our sales team. 
Would it be possible to arrange a demonstration? Please 
contact me to arrange a convenient time.
I look forward to hearing from you.
Regards,
Claudia Hanson
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UNIT OBJECTIVES

Skills: Make predictions; Allocate 
resources

Language: Future perfect
Good business practice: Presenting factual information
Culture at work: Attitudes to the environment

The subject of managing resources can be discussed 
on two levels. There is the micro level of resources 
that a company has at its disposal: manpower, budgets, 
etc. There is also the macro level of natural resources 
and how they are being managed at national and 
international levels. One of the challenges that modern 
organisations face is how to adopt policies which 
respond to environmental concerns both in their long 
term planning and in their everyday operations.

Cultural factors may have an impact on:
• attitudes to the environment.
• whether responsibility is taken at an individual level 

or by the group.
• whether power in an organisation is located centrally 

or is more diffuse and delegated.

What do you think? 
As a lead-in, choose a company and ask students to 
brainstorm what resources it needs in order to operate 
efficiently. Ask students to work in pairs or small groups 
and discuss the questions. Write suggestions for other ways 
to save resources on the board. Ask students to prioritise the 
ideas in the order of importance. Have a feedback session 
with the whole class. If students  companies have not adopted 
any of the measures, ask students which they think would be 
the easiest/most difficult to implement. Encourage students to 
give reasons why.

Refer students to the Culture at work section on page 71 and 
read the section on Attitudes to the environment. Then ask 
students to complete the profile on page 74 about attitudes to 
the environment in their own culture. Students identify and 
mark with a cross where they believe their culture is situated 
on the line ranging from internal control to external control. 
You could ask students to make two marks on the line: a 
cross indicating their company culture and a circle indicating 
the culture in general in their country. 

 Skills Book, Culture at work, Attitudes to the environment, 
page 71

Listening 1 1
Ask students to talk about bakeries or patisseries in their 
area. What are their specialities? What resources would they 
need to operate? Tell students that they are going to hear 
a conversation between two owners of a bakery/patisserie. 
They are discussing possible ways to make the company 
more environmentally friendly. Get students to suggest 
measures that they might mention. Ask students to listen to 
the conversation and see if the speakers mention their ideas. 

electric delivery vans and solar panels to generate 
electricity

Listening 1 2
Ask students to listen again and answer the questions. 
Students to compare their ideas with their partner.

1 highly polluting and unreliable
2 expensive
3 no congestion charge and quiet
4 15p per mile
5 short range
6 55 miles
7 It is not environmentally friendly as it uses up fossil 

fuels.

What do you say?
Ask students to look at the audioscript of the conversation in 
Listening 1 on page 106 and underline examples where the 
speakers suggest changes (e.g. I believe it’ll actually save 
us money, What about ...? I’m totally convinced, plus we 
wouldn’t ..., We could ..., I thought you might bring that up, 
I’ve thought about this a bit and ..., We can put solar panels 
on the roof ...). Ask students to match the beginnings and 
ends of the sentences. Check answers with the class.

 Skills Book, Grammar reference, Future perfect, page 80

1   i 2 d 3 g 4 e 5 b 
6 j 7   c 8 f 9 a 10  h

Unit 7: Manage resources

M03_INBU_TB_ADVGLB_7788_U03.indd   136 1/3/11   15:38:09



Pe
ars

on

UNIT 7

137

Task 1
Before students do the task, draw their attention to the Good 
business practice section on page 65 and ask students to read 
the paragraph on Presenting factual information individually. 
Have a brief feedback session and ask students whether they 
agree with the advice. 

Ask students to read the introduction and suggest resources 
that Pedson Holdings might require. 

Step 1: In pairs, students make predictions about how global 
issues might affect the mining, construction and energy 
industries. If appropriate, students could research the subjects 
on the internet. Get pairs to join to make groups of four and 
share ideas. Circulate and note effective language and areas 
that students may need more support with.

Step 2: Ask students why it would be a good idea for the 
company to rely less on coal and gas (other forms of energy 
may be more environmentally friendly, coal and gas may run 
out in the future, supplies of gas/coal may be disrupted, price 
of these resources may rise, etc.). 

In small groups, students make suggestions about how the 
company could adapt to the future so that they rely less on coal 
and gas. Ask the groups to present their ideas to the class. 

 Skills Book, Good business practice, Presenting factual 

information, page 65

Analysis
Allow students a few moments to reflect on the questions 
individually then start a group discussion. Give feedback 
and refer to any effective language. Go over any 
language difficulties.

Listening 2 
Students are going to listen to a news report about an energy 
crisis. To introduce the topic, ask students what ways 
individuals can reduce energy use at home. Write ideas on 
the board. Get students to say which ideas would be most 
effective. Ask students to suggest what might happen if 
energy continues to be wasted (natural resources may run 
low, there could be shortages or rationing, cost of living will 
increase, etc.). 

Students listen to the news report and decide if the 
statements are true or false. You could ask students what 
impact they think the energy crisis reported might have on 
individuals and business.

1 F          2  T          3  F          4  F          5  T          6  T

Optional activity
You may wish to have a class debate on some of the 
issues that came up in the listening. Write on the board: 
Should governments introduce legislation to make 
households/businesses save energy? Why/why not?
You could divide students into two groups. Ask Group A 
to argue for government legislation and group B to argue 
against. If there is time for a more formal debate, students 
could use the Debate preparation framework on page 176.

Task 2

Optional activity
Introduce Task 2 by writing these countries on the board: 
India, UK, Australia, Japan, Brazil, France, China, Italy, 
Mexico, Spain, Norway, USA, Germany.  

Students work in pairs/groups and put the countries in the 
order of the highest average water usage per person. The 
highest average usage should go first and the lowest last. 
Point out that the usage is based on a full days use both at 
home and at work. Ask students to present their ideas to 
the class. You could also ask students to guess the figure 
in litres for the highest/lowest usage. When pairs/groups 
have agreed on an order have a feedback session with the 
class. Award one point for each correct order. The pair/
group with the highest score wins. Ask students if they 
are surprised by any of the figures in the correct order. 
You could ask students to do further research to find out 
average water usage per person in their company/country. 

The correct order with the average water use per person 
shown in litres:
USA (575); Australia (500); Italy (400); Japan (375); 
Mexico (350); Spain (325); Norway (300); France (275); 
Germany (190); Brazil (170); UK (150); India (125); 
China (80) 

Students now consider how to manage resources when the 
government has introduced water rationing. Students read 
the introduction. Ask check questions such as: What does 
the company mainly use water for? (hygiene and keeping 
company vans clean), What is the average water usage for 
each employee? (50 litres). 

M03_INBU_TB_ADVGLB_7788_U03.indd   137 1/3/11   15:38:09



Pe
ars

on

INTELLIGENT BUSINESS (ADVANCED) TEACHER’S BOOK: SKILLS BOOK

138

Step 1: In small groups, students role-play a meeting to 
discuss ways to save water. Give students time to exchange 
opinions and suggest more ideas. You could ask students 
to role-play a conversation between a member of the water 
management committee and a staff representative to discuss 
some of the ideas. Encourage the student playing the member 
of staff to think of objections to some of the ideas. 

Step 2: Students can work in the same group or in new 
groups. Ask students to design a water awareness campaign 
for the company. Students can use any method that they 
choose, including a poster, presentation, infomercial (a 
television commercial presented in the style of a very short 
documentary) or audio report. Give students time to prepare. 
Then students present their ideas to another group. 

Analysis
Allow students time to reflect individually on the questions, 
then open up to a group discussion. Give additional feedback 
on the meeting and go over any areas of difficulty.

Self-assessment
Allow students a few minutes to think about what they have 
achieved from the unit and tick the boxes. Suggest what 
students can do for further practice.

 Workbook, Unit 7

 Workbook, Text bank, page 58

 CD-ROM

 CD-ROM video
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UNIT OBJECTIVES

Skills: Resolve conflict; Influence 
others

Language: Active and passive
Good business practice: Communication techniques
Culture at work: Managing conflict

The following can be important in situations where 
there is conflict:
• avoiding language that might be interpreted as 

confrontational.
• asking questions to clarify what the problem is.
• recognising that the parties involved might have 

different perceptions and see things in different ways.

The following cultural factors may have an impact on 
how conflict is resolved:
• concepts of face  and honour . 
• ideas of public and private  whether conflict can be 

openly acknowledged.
• whether feelings are expressed directly or indirectly.

What do you think? 1 1
As a lead-in, ask students to brainstorm words for different 
personality types (extrovert, introvert, quiet, lively, grumpy, 
etc.). Ask students whether they have ever had to take a 
personality test at work or college. This personality test asks 
students to choose an answer from pairs of questions. Each 
time students note down the letter that goes with the answer 
they choose. At the end of the test students will have four 
letters. 

What do you think? 1 2
Ask students to turn to page 94 to read the analysis that 
corresponds to their four letters. The analysis briefly outlines 
the strengths and weaknesses of each personality type. Get 
students to compare their answers and say whether they 
agree or disagree with the analysis. You could ask students 
to choose four personality types from the analysis that they 
would like to work with on a team.

What do you say? 1
To introduce the topic, tell students to consider the following 
situation and say how they would deal with it: 
Your boss asks you to work late today to get a report 

finished but you have already booked a table for dinner in a 
restaurant with a friend. Your boss can get quite aggressive 
when staff don’t do what he wants. What do you do?

Then ask students to read the information. Check that they 
understand the following terms: compromising, collaborating, 
accommodating, middle ground, yield. Ask students to work 
in pairs and match the approaches to the descriptions and 
discuss the question. Check answers with the class. Refer 
students to win–win solution and tell students that this is a 
term often used in negotiating. Ask: What does it mean? (both 
parties are happy with the outcome of a negotiation); What 
other outcomes are there in a negotiation? (win–lose: one 
party is happy with the result of the negotiation but the other 
is not, lose–lose: both parties feel that they have not achieved 
what they wanted, the negotiation may be abandoned.)

1  d          2  a          3  b          4  e          5  c

What do you say? 2
Draw students  attention to the statements. ou may wish to 
ask individual students to read them out. Then students match 
the statements with the approaches. 

a 2
b 3
c 5
d 4
e 1

Listening 1
Tell students that they are going to listen to a conversation 
between a team leader and two team members. Ask students 
to listen to the conversation and say whether the team leader 
deals with the situation well or badly (he deals with it well 
and is able to get them to agree to a compromise), would they 
like to work on a team with Peter or Rebecca? Why/why not? 
Then ask students to read the questions. Play the CD again 
and ask students to answer. If your class needs more support, 
you could pause the conversation at various points and 
elicit answers for groups or two or three questions at a time. 
Afterwards, you could ask students how they would have 
dealt with the situation if they were Peter. How would they 
have dealt with the situation if they were the team leader?

Unit 8: Resolve conflict
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  1 competing
  2 It is creating an atmosphere and affecting the other 

members of the team.
  3 She wants to make a presentation to a client but he 

came up with the concepts and did the research.
  4 He says that Rebecca pushed her point of view 

without listening to his arguments.
  5 She thinks he should have presented stronger 

arguments instead of giving in.
  6 She says it was a group effort.
  7 She was off work with flu.
  8 She contacted the client in Miami and arranged the 

presentation.
  9 That they both go to Miami, Rebecca introducing 

the project and Peter presenting the technical 
specifications.

10 Yes. At the end of the conversation, Rebecca 
interrupts Peter but they are able to laugh about it 
rather than get angry.

Task 1
Before students do the task, draw their attention to the Good 
business practice on page 62 and ask students to read the 
paragraph on Communication techniques individually. Have a 
brief feedback session and ask students whether they use any 
of the techniques mentioned. 

As a lead-in to the task, ask students to name pharmaceutical 
companies that they know (e.g. Johnson and Johnson in the 
USA, Roche in Switzerland, GlaxoSmithKline in the UK, 
Bayer healthcare in Germany, Sanofi-Aventis in France). Ask 
students to work in groups of three and read the background 
information. Ask: When is the project due to finish? (in two 
months); What changes have happened to the original team? 
(team members including the team leader have left and been 
replaced by new team members). Then ask students to read 
their roles. If the class needs support, you could ask students to 
prepare in three groups of students A, B and C before coming 
together in a group which contains an A, B , C student. Give 
students time to prepare and then ask them to role-play the 
situation. If you have time, you could ask students to change 
roles and role-play the conversation again. Then have a 
feedback session and ask: Was it useful to look at the situation 
from two different points of view? If so, how? Was the outcome 
of the meeting different in the second role-play? 

In a one-to-one class, you could do two role-plays: first, you 
take the role of the team leader and the student is one of the 
team members. Then change roles. 

 Skills Book, Good business practice, Communication 
techniques, page 62

Analysis
Allow students a few moments to reflect on the questions 
individually then start a group discussion. Give your own 
feedback and refer to any effective language. Go over any 
language difficulties.

What do you think? 2 1
Ask students to work in pairs or small groups. Ask them to 
read the statements and choose on that reflects their attitude to 
conflict most closely. If they disagree with all the statements, 
ask them to say what their attitude to conflict is. Encourage 
students to compare their attitudes. Ask them to discuss what 
communication problems might occur if two people have 
different attitudes to conflict (for example, someone who has 
a high tolerance for conflict may upset or anger someone who 
thinks that conflict might be avoided. Equally someone who 
avoids conflict might be perceived as being over-sensitive 
or unwilling to engage in debate by someone who has no 
problem with conflict.) 

What do you think? 2 2
In their groups, students discuss whether conflict can have 
any positive aspects. This asks students to put aside how 
conflict makes them feel and instead focus on what conflict 
may achieve. Some examples include: it helps to identify 
areas of disagreement and may enable a compromise to be 
reached, it can produce creative solutions to problems by 
inviting conflicting ideas to be explored, it encourages the 
participants to work through the problem and find a solution, 
it can lead to new ways of thinking or behaving, it is an 
opportunity to show respect to those who have different 
ideas from your own, it may improve communication by 
verbalising problems or actions that are causing problems 
between individuals or in a group.

Refer students to the Culture at work Section on page 71 and 
read the section on Managing conflict. Then ask students to 
complete the profile on page 74 about managing conflict in 
their own culture. Students identify and mark with a cross 
where they believe their culture is situated on the line ranging 
from individualist orientated to relationship orientated. You 
could ask students to make two marks on the line: a cross 
indicating their company culture and a circle indicating the 
culture in general in their country. 

 Skills Book, Culture at work, Managing conflict, page 71

Listening 2 1
To introduce the topic write on the board:
Aggressive       Assertive 
Ask students to define both types of behaviour (assertive: 
stating your position or idea confidently and calmly; 
aggressive: attacking the ideas or the position of others). 
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Ask: What are the benefits of dealing with situations in an 
assertive way? (You can give your point of view without 
being confrontational and without becoming angry or 
emotional.) Tell students that they are going to listen to Ellen 
Brady, an assertiveness trainer talk about how to deal with 
difficult situations in an assertive way. Ask students to read 
the five techniques. Then students listen and number the 
techniques in the order that they are mentioned.

2, 4, 5, 3, 1

Listening 2 2
Ask students to read the statements and match them to 
the techniques. Ask students to say why statement e is an 
example of what not to say (the language that it uses is too 
direct, personal and confrontational). Ask students 
whether they think the techniques would be useful in a 
conflict situation. 

a 5 
b 1 
c 4 
d 3 
e 2
Statement e  is an example of what not to say.

Task 2
Tell students that they are going to have a discussion about 
problems in a team. They will have an opportunity to use 
assertiveness techniques in role-play and give a presentation. 

Step 1: Ask students to work in teams and read the problem 
about a new team member. Ask students to underline the 
information that they think is most urgent and prioritise the 
order that they will deal with the problems. Then students 
discuss the best way to approach the problem. 

Step 2: Encourage pairs to discuss which assertiveness 
techniques would be most useful in this situation. Then 
students work in pairs and role-play the conversation. Finally, 
ask students to go back to their original group and talk about 
how the conversation went and which techniques were most 
effective.

Step 3: In their original groups, students write a team charter 
to define codes of acceptable behaviour in the team. Then 
ask them to present their charter to another group. Open up to 
a class discussion, ask: Do you think that team charters are 
useful? Why/why not?

Analysis
Allow students a few moments to reflect on the questions 
individually then start a group discussion. Give your own 
feedback and refer to any effective language. Go over any 
language difficulties.

Self-assessment
Allow students a few minutes to think about what they have 
achieved from the unit and tick the boxes. Suggest what 
students can do for further practice.

 Workbook, Unit 8

 Workbook, Text bank, page 58

 CD-ROM
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UNIT OBJECTIVES

Skills: Get your idea across; Evaluate 
choices

Language: Word order adverbs
Good business practice: Generating ideas
Culture at work: Exchanging ideas 

In many situations, it is important to communicate 
ideas. Appropriate communication techniques vary from 
situation to situation, however it may be useful to:
• organise your ideas before you speak.
• speak clearly and slowly: use stress and intonation to 

emphasise key points.
• consider whether your body language is delivering 

the same message as what you are saying.
• remember that good communication is usually a 

dialogue not a monologue; it is important to develop 
active listening skills.

Cultural attitudes may have an impact on the following 
aspects when communicating ideas:
Body language
• Animated gestures: in some cultures these would 

be regarded as a sign that you are engaged with 
your subject; in others the listener may think it is 
distracting from what you are saying.

• ye contact: in some cultures it is important to 
maintain eye contact. Lack of eye contact could 
be regarded as lack of interest, unfriendly or 
untrustworthy. In other cultures, too much eye 
contact would be considered aggressive or impolite.

Delivery
In some cultures meaning is explicit and detailed 
background information may be appreciated, in other 
cultures meaning is implicit and a shared understanding 
of context, meaning and gestures is expected.

Listening 1 1
Ask students to look at the different ways to market products. 
Can students name any of the marketing strategies depicted? 
Play the CD and ask students to number the strategies in the 
order that they are described. Students can compare answers 
with a partner. Were any of the market strategies that students 
named mentioned on the recording? 

a 4         b  3         c  1         d  5         e  6         f  2

Listening 1 2
Read the questions with the class. Ask them to answer as 
many as possible before they listen. Play the recording again 
for them to answer the questions. As a follow-up, ask students 
whether they are familiar with the marketing strategies 
mentioned. Which method would be more likely to engage 
their interest if they were buying a product or service? Have 
students seen examples of any of these marketing strategies 
recently? Was the marketing effective? Why/Why not?

1 above-the-line
2 spam
3 a pop-up
4  price promotions, buy-one-get-one-free promotions, 

direct mail, competitions, money-off coupons, free 
gifts

5 viral marketing

 Skills Book, Grammar reference, Word order – adverbs, 

page 82

What do you think ? 1
Ask students to work in pairs or small groups and discuss the 
question. Encourage them to give reasons for their opinion. 
Ask students to say which type of strategy they see most 
often on the internet. You could ask them to consider how the 
internet has changed marketing.

What do you say?
As a lead in, ask students to look at the list of functions 
1–6. Ask them to say whether they do any of these things in 
meetings or in conversation. How do they feel when people 
interrupt them? What strategies, if any, do they use to deal 
with interruptions? Ask students to match the functions with 
the expressions and compare answers with a partner.

Refer students to the Culture at work section on page 72 and 
ask them to read the section on Exchanging ideas. Then ask 
students to complete the profile on page 74 about exchanging 
ideas in their own culture. Students identify and mark with 
a cross where they believe their culture is situated on the 
line ranging from collectivist to individualist. You could ask 
students to make two marks on the line: a cross indicating 
their company culture and a circle indicating the culture in 
general in their country. 

1  d         2  a         3  e         4  f         5  c         6  b

Unit 9: Communicate ideas
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Optional activity
For extra practice, write the following sentences on 
the board. Ask students to decide which function 1–6 
the following match. Then ask whether they can add 
more phrases to each function. Alternatively, simply 
ask students to work in pairs and add a phrase to each 
function.  
a  If I could just conclude my point, please.
b  Has anyone else got anything to contribute?
c  Sorry  I don t quite follow you. Do you mean ...
d  To put it another way ...
e  Sorry to cut in but ...
f  Do you follow?

(Answers: a 2, b 5, c 3, d 4, e 1, f 6)

 Skills Book, Culture at work, Exchanging ideas, page 72

Task 1

Optional activity
Photocopiable resource 9.1 (page 166)

In Task 1, step 2 students will have a marketing meeting 
about a new market for a box of chocolates. You 
may wish to give each group a copy of the Marketing 
preparation to help with the activity.

Before students listen to the conversations, draw their 
attention to the Good business practice on page 67 and 
ask students to work in pairs and read the paragraph on 
Generating ideas. Have a brief feedback session and 
ask students whether they do any of these things when 
brainstorming or to encourage creative thinking? Do they 
agree with the advice? 

Draw students  attention to the picture. Ask: What are they? 
(cacao beans); Is chocolate popular in your country? Who 
is the target market for chocolate? On what occasions is 
chocolate or other confectionary popular? (e.g. birthdays). 
Get students to name some of the most famous confectioners/
chocolate makers in their country/the world. Encourage 
students to give examples of how these companies market 
their products. You could bring in a variety of advertising for 
chocolates/confectionary and ask students to identify who the 
target market is and say which advertisements are most/least 
successful. 

Step 1: Ask students to read the information individually. 
Encourage students to think, in pairs, about how they can they 
use the information to prepare ideas for the meeting. 

Step 2: As a lead-in, ask students to brainstorm some of 
the duties of a chairperson in a meeting (e.g. time keeping, 
keeping to an agenda, encouraging everyone to have a say, 
making sure that one person does not dominate). Put students 

into groups of four and ask them to decide who will be the 
chairperson at the meeting. You may wish to give students a 
copy of the Presentation preparation framework on page 180. 
When students discuss the concept they should also agree on 
product name, flavours and what the packaging should look 
like. If students are having problems generating ideas during 
their meeting, you may wish to look at the Good business 
practice information on page 67. Circulate and note examples 
of students using the language from What do you say? Also 
check for common errors to address at a later stage.

Step 3: Ask groups to present their product to another group. 
When watching the presentation you may wish to give 
students a copy of the Presentation preparation framework on 
page 180. You could also complete a copy of the Presentation 
feedback framework on page 181 and go over this with 
students individually or in their groups. Include examples of 
effective language and areas that students could work on.

 Skills Book, Good business practice, generating ideas, 
page 67

 Teacher’s Book, Presentation preparation framework, 

 page 180

 Teacher’s Book, Presentation feedback framework, 

 page 181

Analysis 
Allow students a few moments to reflect on the questions 
individually then ask them to discuss the questions with their 
group. Ask students to discuss strategies that they used for 
getting their ideas across in the meeting. Are there any other 
strategies that they would try if they were taking part in a 
similar meeting again? 

Listening 2
This is an authentic listening with Andreas Kluth, a 
technology correspondent for the Economist. Ask students to 
give examples of what they think new media refers to? (texts, 
blogs, podcasts, Wiki sites, social networking sites, YouTube, 
etc.). Read through the summaries with the class then ask 
students to listen and choose the one which best summarises 
Andreas s ideas. ere any of their examples of new media 
mentioned?

Statement 2

What do you think? 2
Ask students to work in pairs or small groups and discuss 
the questions. If you have access to the internet, you could 
get the class to research examples of participatory media. 
The implications for advertising and marketing is that the 
traditional marketing models and outlets for marketing 
campaigns are changing. For relatively little outlay, small 
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business can now reach a potentially huge audience. At the 
same time, marketing experts note that young people who 
have used new media throughout their lives have become 
increasingly sceptical about traditional campaigns. You may 
wish to have a class discussion to talk about whether students 
find marketing using new media or traditional media more 
appealing. Encourage them to give reasons for their ideas. 
You could ask students to think about the advantages and 
disadvantages of using traditional or new media to promote 
a product (Traditional media: advantages: can target an 
audience, proven results in raising brand awareness, will be 
more popular with older audiences who may not be as media 
savvy as younger audiences but who may have more money 
to spend than younger people. Disadvantages: expensive, 
dwindling audiences. New media advantages: has a modern, 
edgy feel, can access groups who may not respond to 
traditional media campaigns, can publicise latest products/
services/offers instantaneously, can interact with customers 
on a direct one-to-one level. Disadvantages: there is little 
longevity for campaigns, audience may tire quickly and move 
onto the next new idea, audiences may have high level of 
scepticism about orchestrated campaigns which may backfire 
and damage a brand). For homework, students could research 
examples of marketing that utilises new media. 

Task 2
As a lead-in, ask students if they read any magazines. What 
sort of magazines did they read when they were teenagers? 
You may wish to bring into class some examples of current 
teen magazines. Ask students to read the brief. Do they listen 
to any of the types of music mentioned? Can they name any 
artists who play this type of music?

Step 1: Ask students to work in groups of four. Each student 
reads the information about an aspect that will be useful to 
the meeting. Give students time to read the information and 
take notes if necessary. Then they have a meeting to share 
information and discuss the media, market and message 
for Blaze. Remind students of the phrases to help them 
communicate their ideas in What do you say? on page 43. 
Students should make notes on any interesting points for use 
in Step 2.

Step 2: In their groups, students use the information from 
the meeting in Step 1 to outline a marketing campaign for 
Blaze magazine. They should also consider the information 
about new media which they heard in Listening 2. Point 
out the useful phrases on the page. Students should prepare 
a campaign. You may wish to set a time limit for the 

preparation stage. They should then to present their ideas to 
the publishers of Blaze magazine (i.e. to the teacher, another 
group, or the class). During the presentations encourage 
students to make notes of positive aspects of the presentation 
and also to prepare questions to ask at the end. 

Analysis
Allow students time to reflect individually on the questions, 
then open up to a group discussion. Give additional feedback 
on the presentation (e.g. regarding language accuracy and 
effectiveness). Go over any areas of difficulty.

Self-assessment
Allow students a few minutes to think about what they have 
achieved from the unit and tick the boxes. Suggest what 
students can do for further practice.

 Workbook, Unit 9

 Workbook, Text bank, page 60

 CD-ROM

 CD-ROM video
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UNIT OBJECTIVES

Skills:  Write a company mission 
statement; Write a personal 
statement

Language: Active and passive

A company or corporate  mission statement is a 
short formal statement that summarises the purpose of 
an organisation. It has a dual function: it can be used 
within an organisation to provide a sense of direction 
by highlighting aims or goals. This can be particularly 
useful when formulating strategies or policies. It may 
also be used on the company website or brochure as 
information for those outside the company in order to 
communicate the values or guiding principles of the 
organisation. 

Mission statements may contain reference to:
•  the purpose of the company.
•  the products or services it offers.
•  the vision  philosophy or ethos that guides the 

organisation.
•  the shareholders  stakeholders or others to whom it is 

accountable.

A personal statement can be used as both a personal and 
a professional tool to identify core values and beliefs. It 
is useful for identifying short and long-term goals.
A personal statement sometimes features in application 
forms for educational establishments or can be used as 
a basis for a profile on job applications and curriculum 
vitae. 

Cultural attitudes may have an impact on:
•  the formality of language used.
•  style direct or indirect .
•  the acceptability or otherwise of promoting 

achievements. 

 Style guide, General rules, page 3

 Style guide, Organising your writing, page 4

 Style guide, Punctuation, page 6

 Teacher’s book, Writing preparation framework, page 174

 Teacher’s book, Writing feedback framework, page 175 

What do you think? 
As a lead-in, bring in an example of a company press release 
and a company mission statement. Circulate them around the 
class for students to compare. Ask: Why would a company 
issue a press release? (to communicate news or information, 
to influence people to adopt a point of view, to counteract bad 
publicity, to announce information to the press); How long is 
a press release usually? (up to two pages). Then ask: Where 
would you find a company’s mission statement (on their 
website, in their brochure); How long is a mission statement 
usually? (short, usually a paragraph or less).

In pairs, ask students to read the list of statements in their 
books. Does it include any of the ideas they mentioned? Then 
students decide whether the statements refer to a press release 
or a mission statement. Have a feedback session with the 
class. Ask them if their company has a mission statement.

Press release: 1, 3, 4, 7
Mission statement: 2, 5, 6, 8 

What do you write? 1
Students now have the opportunity to focus on the style of 
a mission statement by looking at five examples. Ask for 
volunteers to read the mission statements aloud. Ask the 
class to work in pairs or small groups and say which mission 
statement they think is most effective. Encourage them to 
give reasons for their ideas. Then ask them to match the 
statements to the companies a–f. Do students think that the 
mission statement effectively sums up the company? Why/
Why not? What changes would they make to any of these 
mission statements? 

1 d          2  a         3  f         4  c         5  b         6  e

 Grammar reference, Active and passive, page 81

Task 1
Students now have an opportunity to write a mission 
statement. It could be for their company or a company that 
they know. If students need to see more examples, ask them 
to research companies that they know on the internet in 
preparation. You could give students a guide length to aim for 
(a short paragraph). You may wish to point out that when a 
company has a very short mission statement (for example one 
line) it is usually accompanied by a value statement which 

Writing 3: Mission statements
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outlines how the goals or vision in the statement might be 
achieved (this level of detail is not required in this exercise). 
It might be useful for students to consider the main use for 
their mission statement (e.g. for use within the organisation 
or for external use to communicate the values to those outside 
the company).

Give students time to prepare and write their mission 
statement. When they have finished, ask them to work in pairs 
and compare their mission statement with their partner.

Suggested mission statement
We aim to operate an ethical business that provides 
excellent financial services for our customers. 
Our objective is to provide the best returns for our 
shareholders and stakeholders while investing in 
sustainable projects that benefit the local and global 
community. 

What do you write? 2 1
As a lead-in, ask students to suggest why a personal mission 
statement might be useful when preparing for interviews or 
considering changing career. (It makes you focus on core 
values, where you are at the moment and where you want to 
be in the future; it summarises aims, goals and ambitions and 
clarifies skills and talents that you most value in yourself. 
By focussing on these issues, it can provide useful mental 
preparation for an interview or when deciding which direction 
to move in when contemplating changing career.) 

If appropriate, some students may wish to discuss the 
questions with a partner before making notes. Others may 
prefer to do the exercise individually.

What do you write? 2 2
The personal mission statement that students prepare in 
this exercise differs from the personal statement that they 
will prepare in Task 2 in that it is not necessarily solely for 
professional use. Tell students that they can choose to 
focus on other areas outside of work (education, personal 
growth, etc.). 

Suggest personal mission statement
I am motivated and energetic. I care about the 
environment. I believe that honesty and trust are vital.
I aim to work in another country to further my language 
skills and experience life in another culture. 

Task 2 
In this task students have the opportunity to write a personal 
statement which builds towards Writing 4 where students will 
write a covering letter for a job application. 

Ask students to look at the example personal statement. Ask: 
How does it differ from a personal mission statement? (A 
personal statement focuses on educational or professional 
experience, achievements and goals.) If they were choosing 
candidates, would they give this person an interview? Why/
Why not? Then students write their own personal statement. 
When they have finished ask students to work in pairs or 
small groups and have a discussion in about what they found 
easy or difficult about writing the statement. Were they 
satisfied with the result? 

During my career I have successfully combined 
my work with studies to gain further technical and 
theoretical knowledge relevant to my profession. In 
balancing these commitments I have shown myself to 
be motivated, organised and capable of working under 
pressure. In addition, I have excellent analytical skills 
and a practical approach to problem solving. Even the 
tightest deadlines have been achieved through drive and 
an ability to prioritise time and resources. While I enjoy 
working on my own initiative, I also have a proven track 
record as a committed team member. To summarise, I 
am experienced, reliable and hardworking and I have a 
genuine interest in PR.
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UNIT OBJECTIVES

Skills: Make a forecast; Negotiate the 
best deal

Language: Probability and possibility
Good business practice: Concluding a negotiation
Culture at work: Decision making

The ability to make decisions is highly prized in modern 
business. However, the process of decision making can 
be highly individual. We often use physical metaphors 
to describe the process (It was a gut reaction; I went 
with my heart and not my head; He was cool-headed, 
etc.). The following may be useful when making 
decisions:
• Take a step back to question the factors that are 

influencing you. There may be physical factors (e.g. 
tiredness, hunger) or emotional factors (e.g. stress, 
anger, anxiety, excitement) which need to be taken 
into consideration.

• Identify ob ectives or favoured outcomes against 
which you can measure the potential results of your 
decision. Will the decision take you closer to or 
further away from your goal?

• Identify internal and external criteria which might 
affect your plans. Factor in the positive or negative 
impact that these might have on your plans before 
making a decision.

Cultural attitudes may have an impact on the following:
• hether decision making is made individually or 

collectively. 
• ierarchy: in some negotiations only the most senior 

person may be authorised to make decisions.
• The amount of time that it takes to make a decision 

may differ considerably. In some cultures, decisions 
are made after lengthy consultation and discussion. 
In others a quick decision may be prized or regarded 
as an indicator of strong leadership.

Optional activity
Photocopiable activity 10.1, page 167

Write on the board:
Analytical
Conceptual
Behavioural
Directive
Photocopy and cut up the characteristics cards. Ask 
students to work in pairs/small groups and explain that 
you are going to give them cards with characteristics of 
the four decision-making styles on the board. Shuffle the 
cards, give a set to each pair/group. Ask them to match the 
characteristics with the styles on the board. Check answers 
quickly around the class. Ask students to discuss which 
decision-making style is closest to their own or which is 
the style that they value most in others. 

Answers: 
Analytical
– Focuses on tasks and technical issues. Researches data 

and uses careful analysis when making a decision.
– Skilled at organising facts and predicting outcomes.
– Uses logic to evaluate information.
– Studies all sides of a problem before making a decision.

Conceptual
– Focuses on the general problem rather than details. 

Uses intuition and discussion with others when making 
a decision.

– Incorporates new information, is flexible and has 
creative ideas.

– Uses information from a number of different areas and 
intuition to evaluate information.

– Considers new ideas and different options before 
making a decision.

Behavioural
– Focuses on people and social aspects of a decision. 

Tries to avoid conflict and consults others when 
making a decision.

– Skilled at listening and interacting with others.
– Uses discussion to evaluate information.
– Considers how options will affect others before making 

a decision.

Directive
– Focuses on facts, policy and procedures. Uses 

summarised information (e.g. data, reports) and instinct 
when making decisions.

– Is action-oriented and makes decisions quickly.
– Uses experience and rules to evaluate information.
– Considers practical outcomes and possible rewards 

before making a decision.

Unit 10: Take a stand
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What do you think?
As a lead-in, you may wish to ask students how they make 
decisions. Do they prefer to consult colleagues or friends or 
make decisions individually? Do they use their instinct or 
consider options? Are they more comfortable making quick 
decisions or do they take time before making a decision?

Elicit the meaning of commitment bias. If students are unsure, 
ask them to read through the information. This is a term 
used in psychology, economics and philosophy to describe a 
phenomena where people make poor or irrational decisions 
in the present as a result of trying to justify a decision made 
in the past. Even if current factors suggest that the original 
decision was a mistake or is no longer a good course of 
action, they may continue to pursue that course of action in 
order to justify the time, money or resources that have already 
been invested. The risk associated with this type of decision 
making is that losses may continue to multiply because no 
one is able to admit that the original decision was a mistake.

Ask students to work in pairs and discuss the question. 
You may wish to introduce students to idioms linked with 
this type of action and ask if they can add others (e.g. 
Throwing good money after bad; In for a penny in for a 
pound; Nothing ventured, nothing gained). Ask: What is the 
difference between commitment bias and a calculated risk? 
(Commitment bias often features a course of action which 
continues to be pursued despite evidence which suggests it 
was a mistake while a calculated risk refers to a situation 
where risk factors have been identified and have factored in 
the decision making process.)

Then ask pairs to read through the situation about a holiday 
property. They can choose one of the options a–c or they may 
wish to think of their own solution to the problem. Have a 
feedback session where students talk about their decision and 
give reasons why they chose it.

Refer students to the Culture at work section on page 72 
and read the section on Decision making. Then ask students 
to complete the profile about decision making in their own 
culture on page 74. Students identify and mark with a cross 
where they believe their culture is situated on the line ranging 
from consensus to centralist. You could ask students to make 
two marks on the line: a cross indicating their company culture 
and a circle indicating the culture in general in their country.

 Skills Book, Culture at work, Decision making, page 72

Optional activity 
Photocopiable activity 10.2 page 168

Photocopy and cut out the paper money. Share equally 
among the students.

This works best as a class activity. The dollar auction 
is an example used in commitment bias. The class bids 
on a dollar (you can change the currency if you wish 
with effect on the outcome of the game). Tell them that 
the highest bidder wins the (pretend) dollar/note but the 
second highest bidder has to pay the value of their bid. 
The teacher can be the auctioneer.
1  Tell students that they are going to have an auction to 

buy a dollar bill. The highest bidder gets the note but 
the second highest bidder must pay the amount that 
they bid.

2  The auctioneer offers the dollar/note to the highest 
bidder and encourages people to place a bid. Bidding 
can start at ten cents. 

3  Once the first bid is placed, the auctioneer encourages 
the other members of the group to place a higher bid.

4 The auction continues until there are no more bids. 
The winning bid gets the dollar. The person who has 
the second highest bid has to pay (in paper coins) the 
value of their losing bid.

You may wish to tell students that in experiments with 
the game, it is not unusual for the auction to reach a 
stage where $5 is bid for a $1 bill.  Ask: Can you see any 
similarity between the game and commitment bias? Ask 
students if they can think of situations when this might 
happen in business Examples include: bidding wars for 
a company (such as when Robert Campeau paid bid for 
Bloomingdales store in the USA and bidding escalated 
until he had paid more the $600 million more than the 
store was worth). Equally brand wars can sometimes lead 
to rivals spending large amounts of money on cutting 
prices or introducing promotional offers to beat their 
rivals which does not result in increasing their profits or 
market share.

Listening 1 1
Tell students that they are going to listen to a telephone 
conversation between business partners. Ask students to read 
through the questions before listening then compare their 
answers with a partner. 
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1 She wants to buy a factory.
2 No, he is looking at samples.
3 It is too small.
4 renting, outsourcing
5 The agent has said that two other potential buyers are 

interested.
6 Martina will make forecasts and research other options 

and Lewis will go with her to see the factory on his 
return.

Listening 1 2
Students listen again and complete the phrases. Ask: Would 
you have handled the conversation in the same way as Lewis? 
What could he have done differently? You may to ask pairs 
to look at the audioscript on page 109 and make changes to 
think of alternatives to Martina and ewis s responses. Then 
ask students to role-play the conversation in pairs. 

  1 close, deal
  2 good, talk
  3 tied, moment
  4 get back, wrap 
  5 Actually, need, urgently
  6 best, forward
  7 got, run, back
  8 decision, spur, moment
  9 on, minute, just 
10 afraid, have, go

 Skills Book, Grammar reference, Probability and possibility, 
page 83

What do you say? 1 1
As a lead-in, ask students to think about situations where 
it might be necessary to make a forecast about a company 
(e.g. if it is expanding, changing direction, inviting investors, 
launching a product, merging or planning a takeover). Ask 
students to read the list and decide if they refer to internal or 
external criteria. Can they add any other criteria to the list? 
(e.g. media, environmental issues, cultural factors, resources).

Internal criteria: development, staff, financial, timing
External criteria: customers, market, competitors, 
promotion

What do you say? 1 2
Ask students to match the phrases a–h with the criteria.

a timing
b promotion
c financial 
d customers 
e staff
f market 
g competitors
h development 

Task 1
As a lead-in, you could bring in advertisements for a variety 
of furniture retailers, catalogues or interior design magazines. 
Ask students to look at the pictures and use adjectives to 
describe the furniture featured. Ask students to identify which 
is traditional and which is cutting edge. Which style do they 
prefer? Encourage them to give reasons for their choices. Ask 
students to name some companies which sell furniture. What 
target market do these companies appeal to?

Ask students to read the brief. Check for understanding. Ask: 
Why have profits decreased? (the designs are traditional and 
don t appeal to current trends  Who is Francis de Vere? (a 
cutting edge designer); What type of furniture might they 
collaborate on? (garden furniture); Why is the collaboration 
risky? It might not appeal to the company s current market 
and it will require a large financial commitment.)

Step 1: Ask students to work in pairs. Tell them that they 
are going to role-play a telephone call between two people 
from Blue Bird Trading who are researching the internal and 
external criteria which will influence the decision to go ahead 
with the collaboration with de Vere. You may wish to briefly 
revise telephone expressions for starting and finishing a call. 
Give students time to read the information at the back of the 
book. If appropriate, students could to sit back to back to 
role-play the call. Student A starts the call and explains why 
they are calling. They ask questions about criteria and Student 
B uses their information to respond. Student B then asks 
questions and Student A responds. When both have all the 
information they require, student B ends the call politely. 

Step 2: Students use the information from their telephone call 
to role-play a meeting to discuss whether it would be a good 
idea to go ahead with the collaboration. 

Step 3: In their pairs, students present their forecast to 
another group. They should explain the criteria that they 
considered and give reasons for their decision whether or not 
to go ahead with the collaboration. Students could then have 
a discussion to talk about the similarities and differences in 
their decision. 
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Analysis
Allow students to reflect individually on the questions. They 
should think about their telephone call and whether they were 
able to get all the information that they required. Is there 
anything that they would change if they had the conversation 
again? When they were deciding whether or not to go ahead 
with the collaboration, which factors helped them to come 
to a decision? Which factor was most important? Why? Ask 
students to discuss in their groups.

Listening 2
Before students role-play the situations, draw their attention 
to the Good business practice on page 66 and ask students to 
read the paragraph on concluding negotiations individually. 
Ask students if they agree with the advice. Then redirect 
students back to the listening. Remind them of the telephone 
call that they listened to in Listening 1, page 49. Ask 
questions to remind students of the key points: What does 
Martina want to buy? (a factory); Why does she want to 
buy it? they don t have space to expand in their current 
location). Tell students that Martina and Lewis have decided 
to go ahead with the purchase and are in negotiation with the 
vendor (the person selling the factory). 

Before listening, ask students to think about expressions 
which might be used when discussing the sale of a 
property. Ask students to listen to see if any of their ideas 
are mentioned. 

Ask students to read through the questions and then listen to 
the conversation again and answer the questions. Ask students 
to compare their answers with a partner and then have a 
feedback session with the class.

1 That they are keen to make the deal quickly.
2 That that they will need to spend money on 

renovations before moving in.
3 No, the vendor points out that work has been done on 

the interior and exterior in the last year.
4 That one has to sell their own property and the other 

has pulled out of previous deals.
5 He has moved to New Zealand and will return there at 

the end of next week.
6 They can finalise the deal immediately.
7 That prices may fall.
8 7.5% 

 Skills Book, Good business practice, Concluding a 
negotiation, page 66

What do you say? 2
Students can listen to the conversation again to check on 
the strategies used. Alternatively, they could refer to the 
audioscript on page 109. Ask students to add more phrases to 
the headings. Also encourage students to add any phrases that 
they have used when negotiating. 

All the strategies are used:
Providing counter-argument: Yes, but I understand 
that one of those potential buyers would need to sell their 
premises first.
It really is a buyer s market at the moment. I think the 
other potential buyers may well try to negotiate a far 
greater drop in price.
Offering incentives: But, on the other hand, if we could 
agree a deal here and now we could transfer the money to 
your account as soon as the contracts are exchanged.
Finalising price: Would you consider 5%? We could 
meet you half way. How about 7.5%?
Coming to an agreement: I can live with that. It s been a 
pleasure doing business with you.

Optional activity
Bring in details of commercial properties for sale (in 
local newspapers or from the internet). Ask students to 
work in pairs. Student A is the vendor and student B is 
the buyer. Ask students to write down a figure that they 
want to buy/sell the property for. They should not show 
the figure to their partner. Then ask students to role-
play a negotiation where Student B attempts to buy the 
property from Student A. Both parties should ask for and 
offer incentives to sell. When the negotiation is over ask 
students if they were able to negotiate a sale. How much 
did the property change hands for? Ask students to reveal 
the price that they wrote at the start of the negotiation. 
Was the final figure acceptable to both parties? Is there 
anything that students would change if they role-played 
the negotiation again?
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Task 2
To introduce the topic ask students what factors they think 
are important when negotiating a rental deal for cars (e.g. 
reliability of the cars, cost (per car), servicing, providing 
replacement vehicles, duration of the lease, maintenance, 
deposit). Ask students to suggest possible reasons why the 

O hasn t been happy with the quality of the service e.g. 
the cost per car may be too expensive, the maintenance may 
not be satisfactory, the lease in the contract may be longer 
than desired, customer service may be unhelpful or slow to 
respond to problems).

Step 1: Divide the class into two groups, A and B. Ask 
students to read the information to prepare for their 
negotiation. Ask students to think about the strategies that the 
other participant may use and to think about how they might 
respond to these strategies.

Step 2: Students work in groups of four (two from group 
A and 2 from group B). Students role-play a negotiation to 
get the best terms possible. Circulate and note language that 
is being used effectively as well as any common errors to 
discuss in a class feedback session.

Analysis
Allow students time to reflect individually on the questions, 
then open up to a group discussion. Give students additional 
feedback on the negotiation.

Self-assessment
Allow students a few minutes to think about what they have 
achieved from the unit and tick the boxes. Suggest what 
students can do for further practice.

 Workbook, Unit 10

 Workbook, Text bank, page 61

 CD-ROM
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UNIT OBJECTIVES

Skills: Query information; Report 
concerns

Language: Reporting
Good business practice: Verbal reports
Culture at work: Business ethics

Do the right thing refers to the ethical choice that we 
make at work, both at a personal level and at a company 
level. When we are faced with ethical choices it is 
useful to consider the following:
• Is there a rule  legislation or policy which clarifies 

whether the action is acceptable or unacceptable? 
• Think about how the action will be interpreted. ow 

would you justify it to your boss or a friend?
• There are many grey areas in ethical choices where 

there is no clear guideline, legislation or precedent 
exists and we need to use our personal judgement in 
a specific context). 

Four types of personal ethical decision making have 
been identified:
• The individualist: self advancement or self 

preservation are the main criteria considered.
• The altruist: others are considered. The aim is to 

generate the greatest amount of good for the largest 
amount of people.

• The pragmatist: focuses on facts and the current 
situation rather than emotions or considerations of 
self or others.

• The idealist: behaviour is motivated by ideology  
rules or strong personal values. 

Different types of communication are most effective 
with each type:
• The individualist: emphasise personal benefits .
• The altruist: emphasise the benefits to the group or 

those involved.
• The pragmatist: emphasise factual information and 

the effects of various options on the present context. 
• The idealist: emphasise the rules or duties involved.

Cultural attitudes may have an impact on the following 
aspects of ethical choices:
• hether rules and regulations apply generally or in 

specific contexts. 
• hether personal udgement is encouraged. 
• hether ethics are shaped by individuals or the 

community.
• oncepts of shame  face and honour: how the 

individual and society views moral indiscretions. 

What do you think? 1
Before opening their books, ask students to imagine that they 
are going on a business trip. What things would they expect to 
be able to claim on expenses? 

Open books and draw students  attention to the list. Does it 
include any of the things students mentioned? Get students 
to tick the items that they have or would expect to claim on 
expenses. Ask students to read the short text about expenses. 
Check students understand: bogus (false), putting their hand 
in the company cash register (stealing), fiddling (cheating). 
Ask: Have there been any cases of exaggerated expenses 
claims in the news recently? 

What do you think? 2
Ask students to work in pairs or small groups and discuss the 
questions. For question 1 you could draw the following scale 
on the board and ask students to choose a number:

 
 1 2 3  4 5 6 7 8 9 10
(dishonest)                (honest)
          

Refer students to the Culture at work section on page 73 and 
read the section on Business ethics. Then ask students to 
complete the profile about business ethics in their own culture 
on page 74. Students identify and mark with a cross where 
they believe their culture is situated on the line ranging from 
universalist to particularist. You could ask students to make 
two marks on the line: a cross indicating their company culture 
and a circle indicating the culture in general in their country.

 Skills Book, Culture at work, Business ethics, page 73

Optional activity
Photocopiable activity 11.1, page 169

Personal values can have an impact when making ethical 
choices. The aim of this exercise is to highlight that 
personal values can vary from person to person and 
that we cannot always assume that the values that are 
important to us are equally important to other people. 

Give each student a copy of the Personal values sheet on 
page 169. Ask students to choose five values from the 
box that they think are most important. Then ask students 
to work in small groups and compare their ideas. Ask 
students to discuss the three values that they think are 
most important in their group. Finally, ask students to 
choose three values that they most admire in others. 

Unit 11: Do the right thing
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Listening 1 1
Draw students  attention to the picture. Ask: Does it look like 
a relaxed meeting? (no), What atmosphere is shown in the 
picture? (tense). Tell students that they are going to hear a 
conversation between a head of sales and an employee about 
an expenses claim. Encourage students to predict questions 
that they head of sales might ask. Play the conversation and 
ask students to check whether he asks any of their questions. 
Ask: Does David realise at the start of the meeting that he’s 
in trouble? How do we know? (No. He asks to postpone the 
meeting till after he phones a client). What was the expenses 
claim about? (a sales trip to Madrid). Ask students to read the 
questions. Play the conversation again and elicit answers.

1 He says he is doing a spot check.
2 bar bill, first-class flight, accommodation
3 His written expenses claim for the bar bill was 

misleading (giving the impression that Senor Ramirez 
was present) and the response to the query is weak.

 The explanation about the flight is more reasonable but 
he should have checked with the office.

 The accommodation expense is not legitimate because 
the business link was weak.

4 Someone else goes on the trip in his place.

Listening 1 2
Ask students to work in pairs or groups and discuss the 
questions. If students think that they would have handled the 
situation differently, you could ask them to notes about the 
claim from the audioscript on page 110 and then role-play the 
conversation again. 

What do you say? 1 1
Ask students to work in pairs. Ask students to take it in turns 
to say the sentences, changing the stress to alter the meaning. 

What do you say? 1 2
Students underline the words in the seven sentences to 
convey the meaning in brackets. Do the first one together to 
demonstrate. Check answers with the class.

1 Really, was it that much? 
2 What I meant to say was that I was entertaining some 

sales employees from Senor amire s company. 
3 There was a legitimate reason for that. 
4 I can see that I might not have explained that clearly. 
5 I was there doing business for this company. 
6 This claim is highly irregular. 
7 This is a flagrant breach of departmental rules. 

What do you say? 1 3
Tell students that they will hear the conversation from the 
listening again and that they will hear the same sentences with 
a different word stress. As they listen, ask students to circle the 
word that the speaker stresses. How does the change of word 
stress change the meaning in the sentences?

1 Really, was it that much? (the exact figure is higher 
than expected)

2 What I meant to say was that I was entertaining some 
sales employees from Senor amire s company. I 
got the meaning wrong)

3 There was a legitimate reason for that. (this is valid)
4 I can see that I might not have explained that clearly. 

possibly my explanation wasn t good
5 I was there doing business for this company. (rather 

than for another company)
6 This claim is highly irregular. (rather than a little 

irregular)
7 This is a flagrant breach of departmental rules. (rather 

than accidental).

Task 1
As a lead-in ask students to brainstorm items that they might 
need when they move into a new office. You could ask students 
to work out roughly how much these items would cost. 

Ask students to work in pairs. Students read the information 
and their role cards. Give them time to prepare for the role-
play. After the role-play ask student A: Did you mention your 
relationship with the manager? Do you think this decision 
affected the outcome of the meeting? Ask Student B: Were you 
comfortable challenging the expenses claim of someone who 
was a relative of your manager? Did it affect the way that you 
handled the meeting? 

Optional activity
You could extend the activity by asking the class how the 
assistant manager should follow up the meeting. Write 
the following possible courses of action on the board. 
Invite students to add any other ideas to the list. Ask 
students to work in pairs and brainstorm the advantages 
and disadvantages of each one. Ask: What should the 
deputy do? If pairs decide on options 2 or 3 they could 
role-play what they would say to the manager/head of 
department or write an email to explain the situation and 
how it was handled.
1 Don t mention anything to your boss when she returns.
2 Have an informal chat with your boss on her return to 

inform her about what happened and what action you 
took.

3 Report the problem to someone who is senior to your 
boss in the organisation (a head of department or 
director).
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Analysis
Have a feedback session with the class. Ask students whether 
there is anything that they would change if they were having 
the meeting again.

What do you say? 2 1
As a lead-in, ask students to report on the meeting that they 
had in Task 1. Focus students on the verbs that they used 
to report what was said. Ask students to complete the verb 
table and compare their answers with a partner. Have a brief 
feedback session with the class.

Refers to what the speaker is feeling: believe, concern, 
feel, know, think (assume, imagine, understand)
Refers to what the speaker says without interpretation: 
announce, comment, reply, respond, tell (add, answer, say)

efers to the speaker s attitude or intention: advise  blame  
claim, demand, warn (apologise, suggest, threaten)

What do you say? 2 2
Point out that the sentences in italics are what the speaker 
says and the sentences below show how the words are 
reported. Ask students to complete the sentences using the 
correct form of a verb from exercise 1. 

Suggested answers
1 blamed  2 concerned
3 advised 4 announced
5 warned 6 believed

 Skills Book, Grammar reference, Reporting, page 84

Listening 2 
Before listening  you could draw students  attention to the 
Good business practice on page 167 and ask students to 
read the paragraph on Verbal reports individually. Then tell 
students that they are going to listen to a colleague confiding 
information about a company. Ask students to read the 
questions before listening to the speaker. Students will use the 
information in the listening for the next task. You may wish 
to play the CD again and ask students to take notes.

1 Short term
2 They are lower than the minimum wage.
3 The supervisor hurried over and interrupted their 

conversation. 
4 It was badly lit  some machines didn t have the proper 

safety equipment and some of the employees seemed 
young.

5 Press coverage could damage the reputation of the 
company.

 Skills Book, Good business practice, page 67

Task 2
Students use the information from Listening 2 to report their 
concerns.

Step 1: Give students time to read their notes or listen again. 
Remind students to use a variety of reporting verbs when 
they report the information. Ask students to take it in turns to 
report what they will say to the director. Their partner listens 
to check whether key information is included and whether the 
events have been reported effectively. Alternatively, students 
can take it in turns to role-play a conversation between the 
employee and the director. 

Step 2: Students now have an opportunity to role-play a 
meeting. First, they look at the three suggestions and add 
another to the list. Then they role-play a meeting to discuss 
how to resolve the problem. You could ask groups to report 
their decision to the class or to another group. 

Analysis
Allow students a few minutes to reflect on the questions then 
discuss the questions in groups. Give your own feedback, 
either to the group or to individuals. Refer to effective 
language that was used and any areas that students could 
focus on improving.

Optional activity
Ask students to write up their information for the board 
of directors to explain the situation and the action that 
was decided on. Start by asking students how they think 
the information should be presented (email, memo, 
report, etc.). Students could prepare notes in class and 
finish the writing exercise for homework.

Self-assessment
Allow students a few minutes to think about what they have 
achieved from the unit and tick the boxes. Suggest what 
students can do for further practice.

 Workbook, Unit 11

 Workbook, Text bank, page 62

 CD-ROM
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UNIT OBJECTIVES

Skills: Identify skills; Request 
training; Prepare for an 
interview

Language: Verb patterns
Good business practice: Giving advice
Culture at work: Attitudes to hierarchy

Organisations may try to develop employees  skills in a 
variety of ways:
• Training courses
• Mentoring or coaching
• ross training learning skills of different obs
• Self-directed learning including online and distance 

learning)

Cultural factors may have an impact on attitudes to 
developing skills:
• hether promotion is gained through performance or 

length of service.
• The skills and qualities that are valued in staff.
• hether training is delivered in-house or by outside 

organisations.

Task 1
Before students open their books ask them to suggest what 
information they might be required to give about their skills 
in an interview. Ask students to open their books and see 
if any of their ideas are mentioned. Have they been in an 
interview where they have discussed their skills?

You may wish to check whether students know the term 
transferable skills (skills which you can use in a variety of 
situations or roles). 

Step 1: To demonstrate the activity you could choose one of 
the skills areas and tell the class about how you use the skill 
in both a work and non-work context. Then ask students to 
discuss in their groups. Afterwards, have a feedback session 
with the class. You could ask students whether they can think 
of any other skills areas to add to the list (e.g. networking 
skills, technical skills, financial skills, language skills, 
computer skills).

Step 2: Now students work in pairs. Ask students to discuss 
the questions. Ask students why a skills inventory is useful 
for career development? (it highlights strengths that can 
be used in a variety of roles and also indicates areas where 
further training or development may be useful). 

Analysis
Allow students a few moments to reflect on the questions 
individually then start a group discussion. Give your own 
feedback and refer to any effective language. 

Optional activity
Photocopiable exercise 12.1 and 12.2 (pages 170–171)
For further practice, you could ask students to complete 
the Skills inventory on page 170. Students use the 
information from the task to note the skills that they have 
and those they wish to develop. 

Then give students a copy of the Skills matrix on page 
171. Explain that many companies use a skills matrix 
to identify the skills held by a group of employees. It 
isn t necessary for everyone to have all of the skills as 
long as the team or group has a range of skills that can 
be used to tackle a specific task, project or problem. 
Sometimes a skills matrix can be useful to identify areas 
that individuals in a team may require further training to 
enable the group to have as wide a skills base as possible.

In this exercise, students have five minutes to find 
different students with as wide a range of skills as 
possible, then they look at a list of projects and use their 
skills matrix to identify which their team will have the 
skills to tackle.

Listening 1
Ask students to say what they think a mentor does. Do they 
have any experience of being a mentor or being mentored 
at work or in education? Do they think mentoring is a good 
idea? Encourage students to give reasons for their ideas. Then 
ask students to open their books and read the information and 
questions before listening. 

Refer students to the Culture at work section on page 73 and 
read the section on Attitudes to hierarchy. Then ask students 
to complete the profile about attitudes to hierarchy in their 
own culture on page 74. Students identify and mark with a 
cross where they believe their culture is situated on the line 
ranging from high power-distance to low power-distance. 
You could ask students to make two marks on the line: a cross 
indicating their company culture and a circle indicating the 
culture in general in their country.

Unit 12: Develop skills
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1 T
2 T
3 F
4 F
5 T
6 F
7 F
8 T

 Skills Book, Culture at work, Attitudes to hierarchy, page 73

What do you think? 
Before listening  draw students  attention to ood business 
practice on page 63 and ask students to read the paragraph 
on Giving advice individually. Then direct students back 
the questions in What do you think? Ask students to work 
in pairs and discuss the questions. For question 3, they can 
choose a famous business person or someone that they know. 

 Skills Book, Good business practice, Giving advice, 

 page 63

Optional activity
In this exercise, students act as a mentor to their younger 
self. Ask students to think about all the things that they 
wish that they had known when they first started work. 
Ask students to prepare the advice that they would give 
to their younger self. They can make notes or write more 
detailed information. Then get students to work with a 
partner and share the advice that they would give. 

What do you say? 
When requesting training or other help with career 
development it is useful to highlight the reasons why it is 
necessary and explain the benefits that it could bring. It is also 
sometimes necessary to explain to those who need training 
why it is not possible. Ask students to read the sentences 
connected to career development and complete them using the 
correct form of the verbs. 

1 achieved
2 becoming
3 advise
4 matters
5 seems
6 being taken/taken
7 look
8 was slashed/has been slashed
9 trying

 Skills Book, Grammar reference, Verb patterns, page 85

Listening 2
Tell students that they are going to listen to Nathan Duffy try 
to persuade his manager and mentor to allow him to study 
for an MBA. Ask students to work in groups and brainstorm 
some reasons that he might give. Have a brief feedback 
session with the class and write suggestions on the board. 
Then play the conversation and ask students to say whether 
any of their ideas are mentioned. 

Ask students to read the questions and listen again. Get them 
to compare answers with a partner before checking with the 
class. You could ask students to refer to the audioscript on 
page 111 and underline any phrases where Nathan highlights 
reasons for doing an MBA.

(e.g. The MBA isn’t just important for my career development, 
it’s also becoming increasingly important in my day-to-day 
role in the department; An MBA with a focus on international 
business will really enhance my global management skills and 
that will make me more useful for you and for the department; 
You’ve mentioned that you would like to cut down on the 
amount of business travel that you currently do; And with the 
help of this training, I’ll be more effective with our global 
clients; I’m so convinced that I’m willing to finance the MBA 
myself; This way I’ll train her myself to work on my accounts 
and that in turn will assure her that we take her career 
development seriously; In addition, I’ll have calls from all 
our important clients routed to my home telephone; This way 
everyone stands to gain.)

1 It s important for his day-to-day role in the department 
and will improve his global management skills.

2 It will enable him to do some of the overseas travel in 
place of his manager.

3 He proposes financing the MBA himself and that he is 
given one day per week study leave.

4 It would make him unavailable on his study days to 
colleagues and clients.

5 He will train his assistant to take on some of his 
responsibilities and will be able to handle phone calls 
from clients at home.

Task 2
To introduce the topic, ask the class to brainstorm training 
courses that a company might offer. 

Step 1: Give students time to think about the question 
individually before discussing with a partner. Students can 
choose more than one course. 

Step 2: Give students time to prepare the role-play. Circulate 
and note examples of students highlighting reasons. When 
they have finished, students can change roles and role-play 
the conversation again. Have a feedback session to talk about 
whether they were able to get the training they requested and 
if not what reasons were given. 
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Analysis
Ask students to discuss the questions with their partner. Is 
there anything that they would change in the way that they 
presented their arguments and highlighted reasons? Give 
feedback to the class about any common areas which require 
further practice. You could open a discussion with the class 
to talk about what they have learned about how to approach a 
meeting when requesting training.

Listening 3
Tell students that they are going to listen to a job interview. 
Play the CD and ask students whether they think Melissa is an 
external or internal job candidate (internal). Encourage them 
to give reasons for their answer.

Ask students to read the questions. Play the interview again 
then ask students to compare answers with their partner. Ask 
students whether they the interview is going well? (yes), 
Do they think that Melissa has prepared for the interview? 
Why/Why not? (She is prepared because she is relaxed and 
confident, she is giving full answers that fully answer the 
interviewer s questions and adds phrases that show she has 
anticipated questions: I m pleased you asked that.  

You may wish to refer students to the audioscript on page 112 
and ask them to underline any useful expressions.

1 Logistics Manager
2 She can see where and how Logistics interacts with 

other departments and believes that will help her to 
implement company policy more effectively. 

3 She says she is creative and can and think on her feet, 
that she can be both organised and spontaneous, has 
strong interpersonal skills and is a good communicator.

4 She organised an interdepartmental seminar for sales, 
purchasing and logistics.

5 motivated, ambitious, approachable

Task 3
Check that students understand the term fast-track scheme 
(where employees are selected to have training and support 
which may enable them to be promoted quicker than their 
peers). Ask students whether they have any schemes like this 
where they work. Do they think that they are a good idea? 
Why/Why not?

Step 1: Divide the class into two groups. Each group 
brainstorms ideas for their interview. When they have 
finished brainstorming, ask them to turn to the back of the 
book to compare their ideas with those given.

Step 2: In this step students share their information in two 
conversations. They will use the advice and ideas in the next 
step which is an interview.

Ask students to work in A/B pairs. Using the ideas from their 
brainstorming session and the information from the back of 
the book, students choose a maximum of seven items to share 
with their partner. In the first conversation they discuss how 
to prepare for the interview and in the second conversation 
they discuss the interview questions that might be asked and 
how to approach these questions. 

Step 3: Ask students to change partners. Give students time 
to prepare for their interview and to note questions. Circulate 
and note examples of useful language and good expressions. 
You could ask students to change pairs and change roles 
and role-play the interview again. Have a feedback session 
and ask students how they think the interview went. Is there 
anything that they would change?

Analysis
Ask students to work in pairs and answer the questions. Give 
feedback about language and expressions.

Optional activity
You may wish to give students the opportunity to write 
or update their own CV to include some of the skills that 
they have discussed in this unit. This will link with the 
work that they do in Writing 4 on covering letters.

Self-assessment
Allow students a few minutes to think about what they have 
achieved from the unit and tick the boxes. Suggest what 
students can do for further practice.

 Workbook, Unit 12

  Workbook, Text bank, page 63

 CD-ROM

 CD-ROM Video
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UNIT OBJECTIVES

Skills:  Respond to an advertisement; 
Enquire about an opening

Language: Verb patterns

A covering letter is used to accompany a CV 
(curriculum vitae) when applying for a job. Covering 
letters are normally formal and well organised. The 
following may be important:
• ength of the letter no more than two pages
• The structure what information you want the reader 

to focus on)
• Tone polite and enthusiastic
• Accuracy grammar  spelling  punctuation
Cultural attitudes may have an impact on:
• the formality of language used
• the use of titles in the greeting
• the length and how information is organised
• whether educational achievement or experience is 

given more prominence in the letter. 

 Style guide, Letters, page 14

 Style guide, general rules, page 3

 Style guide, Organising your writing, page 4

 Style guide, punctuation, page 6

 Teacher’s book, Writing preparation framework, page 174

 Teacher’s book, Writing feedback framework, page 175

Optional activity
Ask students: When do we use a covering letter? (when 
applying for a job), What do we usually enclose with 
it? (a CV/curriculum vitae) As a lead in to What do you 
think? You may wish to read/write the following on the 
board:

Which of the statements apply to a good covering letter?
1  It should be a) short; no longer than a page
  b) detailed; two to three pages long
2  It will a) complement and expand on your CV
  b) duplicate information from your CV
3  It is recommended that you a) target the letter to the 

individual company b) perfect the letter and send it 
 out with all applications

(Answers: 1 a, 2 a, 3 a)

What do you think?
As a lead-in, ask students to suggest places where they 
might see advertisements for jobs (newspapers, business 
magazines, websites, etc.). Ask students to work in pairs 
or small groups and discuss the questions. Ask: What 
information would you include in a covering letter? (where 
they saw the advertisement, why they are interested in this 
particular company, what skills or experience they have that 
is particularly relevant for the position, etc.). 

Task 1
Draw students  attention to the advertisement. Do they think 
it looks like an interesting company? If they were applying, 
what areas would they be interested in? Ask students to 
identify who they should respond to (Dawn Williams). Ask 
students to make notes about what they intend to include 
in their letter. Then ask them to work with a partner and 
compare ideas. Ask them to discuss how they will organise 
their information. Give students time to write their letter. 
When they have finished, encourage them to read the letter 
carefully and to edit and correct where necessary. Finally, ask 
students to swap letters with their partner and comment on the 
strengths of the letter and what could be improved.

     Student s address
Dawn Williams
PO Box 81
Oxford
OX44 8JG
UK       
Date      

Dear Ms Williams,
I am writing in response to your advertisement in The 
Economist on 10th May, seeking to recruit members for 
the management and technical teams for The Henley 
Group.
I would be very interested in working for The Henley 
Group. As you will see from my enclosed CV, I have 
six years  experience in IT management and I have also 
managed projects with international teams. I believe 
that my experience and skills could be of use to your 
company.
As stipulated in your advertisement, I also have excellent 
language skills and speak English, Spanish and Arabic 
fluently. I would be happy to travel to The Henley 

roup s branches throughout the world.
Thank you for considering me for a position with The 
Henley Group. I look forward to hearing from you.
Yours sincerely,
student s name

Writing 4: Covering letters
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Optional activity
Ask students to consider whether their CV in its present 
form would highlight the skills that they talked about 
in their letter. Have a discussion as to how often a CV 
should be updated (whenever new skills, qualifications 
or experience can be added). Like a covering letter, a 
CV should be written specifically for the position that is 
being applied for rather than as a generic model.

What do you write? 
Ask students: If you were applying for a position in a 
company that has not advertised a job vacancy what would 
you do to prepare? (research the company and changes 
that are happening in that sector, find out the best person 
to contact and write to them directly, adapt you CV and 
covering letter so that it highlights skills and experience 
that are relevant to that company . Draw students  attention 
to the letter. Ask check questions such as: What changes 
are happening in Palmero industries? (they are expanding 
into the Asian market/South Korea), What changes are they 
planning to make to their product range? (re-branding), 
What experience does she have that might be of use to the 
company? (she works in Seoul for a company that specialises 
in branding products and has co-ordinated projects between 
European and Asian companies). How does she plan to follow 
up her letter? (with a telephone call). 

Ask students to match the functions to the parts of the letter 
a–f. Get students to compare their answers in pairs. Ask 
students to discuss whether they think the letter is effective. 
Would they offer an interview if they were Ms Baccaro? Get 
students to underline the phrases that would be useful when 
writing a covering letter (for example: I was very interested to 
read in the …, I am writing because, I am aware that …, With 
this experience I believe that I am ideally placed to …, As you 
will see from my enclosed CV, I have excellent …skills … and 
extensive experience in …, I have the highest regard for …, I 
would also like to enquire whether …, I would be grateful if 
you would take a brief telephone call from me next week to …)

1 f
2 a
3 c
4 b
5 e
6 d

 Skills Book, Grammar reference, Verb patterns, page 85

Task 2
Now students have an opportunity to use the letter from 
What do you write? as a model to write their own letter 
to a company. 

Step 1: First, ask students to research a company that they are 
interested in and make notes. They can do this for homework 
or, if appropriate, in class. 

Step 2: Now students use their notes to write a letter. 
Encourage students to check whether they have included 
the functional language that they underlined in What do you 
write? Ask students to work with a partner and compare their 
letters. 

Optional activity
Ask students to work in pairs and use their letters to 
role-play an interview at the company they wrote to.

Student A is the candidate and student B is the 
interviewer. Student B can use the letter to ask student A 
questions about their experience and why they want to 
work for the company. Then they change roles and use 
Student B s letter to role-play the second interview.
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Photocopiable resource 1.1: Note taking

Strategy:
Use symbols.

Example:
< 25% increase in sales @ Beijing office 

Strategy:
Use abbreviations.

Example:
V imp incrs sales next yr

Strategy:
Use acronyms.

Example:
CEO visit HQ for AGM

Strategy:
If you don’t understand something, move on. 
You can go back and check/clarify later.

Example:
1. needs for more staff 
2. ???
3. staff motivation

Strategy:
Write down what you think you heard.

Example:
Corp??? image

Strategy:
Include content words (verbs/nouns).
Leave out non-essential words (articles, 
prepositions, auxiliary verbs, etc.).

Example:
want enter Japanese market
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Photocopiable resource 2.1: Leadership qualities 

boldness charisma

compassion courage

determination flexibility

intelligence single-mindedness

social skills specialist knowledge

Quality 1 Quality 2

Film director

Army officer

CEO of a major company

Head nurse

Primary school head teacher 

Sales manager

Director of HR

Senior engineer
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Photocopiable resource 4.1: Press briefing preparation

1  O u t l i n e  t h e  p r o b l e m .

2  A p o l o g i s e  f o r  a n y  p a r t  y o u r  c o m p a n y  h a d  i n  c r e a t i n g  t h i s  p r o b l e m .

3  E x p l a i n  w h a t  a c t i o n  y o u r  c o m p a n y  i n t e n d s  t o  t a k e .

4 E n d  o n  a  p o s i t i v e  n o t e  ( h i g h l i g h t  a n y  p o s i t i v e  i n i t i a t i v e s  t h a t  y o u r  c o m p a n y  i s  
t a k i n g  c o n c e r n i n g  t h i s  o r  a n y  o t h e r  m a t t e r ) .

5 A n t i c i p a t e  q u e s t i o n s .
     ( W hat q uestion s do yo u thin k the press will ask?  H ow will yo u respon d? )
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Photocopiable resource 5.1: Justify decisions (Student A)

Student A
You are the manager of the London branch of a top international clothes retailer. Either you 
or the New York branch will have to close to save costs. The graph shows your sales for last 
year. Use justifying language to present a case for why your branch should keep open and 
your partner’s should close. If you cannot come to an agreement after five minutes, suggest 
an alternative course of action to save costs and keep both branches open.

Example: 
A: We had the highest sales of either shop in December therefore we should stay open. 
B: It is true that you had the highest sales but we had the highest sales in the summer months.

7

6

5

4

3

2

1

0

Jan Feb Mar April May June July Aug Sept Oct Nov Dec

London branch

P
ro

fit
 in

 $
M

M04_INBU_TB_ADVGLB_7788_U04.indd   163 1/3/11   15:39:54



Pe
ars

on7

6

5

4

3

2

1

0

Jan Feb Mar April May June July Aug Sept Oct Nov Dec

New York branch

P
ro

fit
 in

 $
M

© Pearson Education Limited 2011

INTELLIGENT BUSINESS (ADVANCED) TEACHER’S BOOK: SKILLS BOOK

164 PHOTOCOPIABLE

Student B
You are the manager of the New York branch of a top international clothes retailer. 
Either you or the London branch will have to close to save costs. The graph shows 
your sales for last year. Use justifying language to present a case for why your 
branch should keep open and your partner’s should close. If you cannot come to 
an agreement after five minutes, suggest an alternative course of action to save 
costs and keep both branches open.

Example: 
B: We had the highest sales of either shop in June therefore we should stay open.
A: It is true that you had the highest sales but we finished the year more strongly.

Photocopiable resource 5.1: Justify decisions (Student B)
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Photocopiable resource 6.1: Entrepreneurs

1

START
2
You are waiting 
in the queue for 
coffee. Start a 
conversation with 
the person next to 
you.

3
Start a 
conversation with 
someone who 
used to work for 
your company.

4
Oops! You spill 
your drink. Miss a 
turn!

5
Your phone rings 
while you are 
talking to a new 
business contact. 
What do you say 
to them?

10
Talk about a 
conference or 
training course 
you have been 
on. Was it useful? 
Why/Why not?

9
Talk about a 
business person 
you admire and 
say why you like 
them.

8
Your phone rings 
in the middle of 
a seminar – Miss 
a go!

7
Tell a funny story 
or a joke.

6
Explain what you 
do in your job or 
say what your 
ideal job would 
be.

11
Oops! You tread 
on someone’s 
foot. Apologise 
and go back six 
spaces!

12
You meet a new 
business contact. 
Pitch a business 
idea for a new 
piece of office 
equipment.

13
You lose your 
briefcase. Miss a 
go!

14
Explain what 
you would do if 
someone handed 
you a business 
card. Is business 
card etiquette 
the same in all 
cultures?

15
You meet a new 
business contact. 
Pitch your sand 
skiing venture.

20

FINISH
19
You meet a new 
business contact. 
Pitch an idea 
about mobile 
phones.

18
You forgot 
to bring your 
business plan. Go 
back six places!

17
You take an 
important phone 
call. Miss a go!

16
Tell everyone 
about an invention 
that you think is 
important for the 
21st century.
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Photocopiable resource 9.1: Marketing preparation

Name of product:

Target market:

Reason chosen:

Design:

Additional ideas (content, flavours, etc.):

Marketing strategy
(Where will it be sold?)

Ideas to advertise and promote the product:
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Photocopiable resource 10.1: Decision-making styles

Focuses on tasks and technical issues. 
Researches data and uses careful analysis when 
making a decision.

Focuses on people and social aspects of a 
decision. Tries to avoid conflict and consults 
others when making a decision.

Skilled at organising facts and predicting 
outcomes.

Skilled at listening and interacting with others.

Uses logic to evaluate information. Uses discussion to evaluate information.

Studies all sides of a problem before making a 
decision.

Considers how options will affect others before 
making a decision.

Focuses on the general problem rather than 
details. Uses intuition and discussion with others 
when making a decision. 

Focuses on facts, policy and procedures. Uses 
summarised information (e.g. data, reports) and 
instinct when making decisions. 

Incorporates new information, is flexible and has 
creative ideas.

Is action-oriented and makes decisions quickly.

Uses information from a number of different areas 
and intuition to evaluate information.

Uses experience and rules to evaluate information.

Considers new ideas and different options before 
making a decision.

Considers practical outcomes and possible 
rewards before making a decision.
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Photopcopiable resource 10.2: Dollar auction

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

10 cents 10 cents 10 cents 10 cents

M04_INBU_TB_ADVGLB_7788_U04.indd   168 1/3/11   15:39:54



Pe
ars

on

PHOTOCOPIABLE RESOURCES

169 © Pearson Education Limited 2011     PHOTOCOPIABLE 

Photocopiable resource 11.1: Personal values
S t e p  1:  Choose five values from the box that are most importan t to yo u. W rite them in  the 
table below.

achievement  advancement ambition 

close relationships community cooperation

country creativity excellence 

fame freedom friendship

harmony (inner or group) helping people honesty 

independence  kindness pleasure

reputation respect spirituality 

status truth

Step 2: In groups, discuss your choices. Now find the three values that are most 
important to your group and write them in the table.

Step 3: Choose three values that you most admire in others and write them in the table.

Step 1 Step 2 Step 3
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Photocopiable resource 12.1: Skills inventory 

Make a brief note of your experiences and achievements to date. 

Which are your strongest skills? When do you use them?

Which ones do you most enjoy using? Do you use them in your present role?

Which are your weakest skills?  How do you know this?

Can you think of ways to develop these skills further?
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Photocopiable resource 12.2: Skills matrix

Put your name next to your strongest skill. Now find other people in the class who have other skills. 
Each person can only be named once. You have five minutes to find a group that can cover as many 
different skills as possible.  

Skill Name

Leadership ability

Communication skills

Interpersonal skills

Problem-solving

Supervisory skills

Analytical skills

Administrative skills

Organisational skills

Numeracy

Other
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Frameworks
Eleven photocopiable framework sheets are provided for task preparation and to help structure feedback. 

Vocabulary record sheet, page 173
This sheet has three frameworks for students to record vocabulary. The first is a standard word diagram (or 
spidergram) suitable for recording vocabulary related to a central concept. It is also usable to indicate
collocations in relation to the central word. In the final framework, students write a vocabulary item in
the centre and different information about the item in each petal, e.g. petal 1: meaning, petal 2:
pronunciation, petal 3: formal/informal, petal 4: other comments.

Writing preparation framework, page 174
This framework helps students to structure and plan their writing. It is particularly useful for the Write it
up section of the Dilemma at the end of each Coursebook unit. The teacher’s notes for the Dilemma
guide you through the framework in relation to a particular genre and refer you to the relevant pages
of the Style guide.

Writing feedback framework, page 175
This framework may be used to give feedback from the teacher or from peers.  It focuses on different elements of 
communication such as accuracy, clear structure, arguments and layout as well as clear and appropriate language.

Debate preparation framework, page 176
This framework can be used to help students prepare for a debate or a speech. There is also a section for students to 
make notes and comments when listening to a debate or speech.

Force field analysis framework, page 177
This framework helps students to evaluate pros and cons when making a decision and also encourages them to 
consider possible outcomes. Students brainstorm the positive and negative points that a course of action may provoke 
and give each point a score from -5 to +5 in order to highlight which factors are strongest.

Press release framework, page 178
This framework helps students to structure a press release and acts as a reminder of key information to include.

Pitch framework, page 179
This framework helps students to prepare a business pitch and acts as a reminder of key information to include. It 
can also be used as a shorter activity to prepare an elevator pitch. In an elevator pitch, students prepare a short (one 
minute) pitch to give to a business associate about a product, service or business idea.

Presentation preparation framework, page 180
This framework helps students to prepare for a longer presentation. The first section focuses on the audience and 
purpose of the presentation. The second section focuses on structure and key language. The final section provides 
space to note down additional useful phrases.

Presentation feedback framework, page 181
This framework may be used to give feedback from the teacher or from peers. It acts as a reminder that accuracy is 
not the key feature of a presentation in a second language; clear structure and signposting, and interesting content and 
delivery are often more important.

Skills feedback framework, page 182
This framework is similar to the presentation feedback above but usable in a greater range of situations. Circle the 
skill practised (e.g. telephoning).

Accuracy feedback sheet, page 183
Use this sheet to give feedback following a variety of tasks. Accuracy feedback can relate to
vocabulary, pronunciation or grammar. Start with specific positive feedback. Then focus on error correction. Finally, 
encourage students to focus on what is achievable. Ask students to monitor no more than three language points. When 
they feel confident, they can tick off these points and identify three more specific areas for improvement.

Meeting framework, page 184
This framework can be used to help students prepare for a role-play in any of the optional activities involving a 
meeting. There is a section for students to make notes and record the decision. 
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Vocabulary record sheet

Student: Date:

Lesson focus:

•	 Use some or all of the ways suggested below to record key vocabulary.
•	 Remember that knowing a word or phrase is more than just knowing its meaning.

Noun Verb Adjective Adverb
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Writing preparation framework

Type of writing
e.g. formal/informal 
letter/report/memo

Who am I writing for?

Target reader

Structure and organisation
•	Is	there	a	typical	structure	and	

layout that I can follow?
•	What	sections	should	I	divide	

my document into?
•	What	can	I	do	to	ensure	layout	

supports my message?

Checks
Have I checked my writing for:
•	logical	structure?
•		clarity	of	ideas?
•		accuracy	of	language?

Style
•	Formal/informal/neutral	

style?
•	Tone?

Useful phrases

Purpose

Lesson focus:

Student: Date:
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Writing feedback framework

Planning
•	Clarity	of	purpose?
•	Achievement	of	

objectives?
•	Appropriateness	for	

target reader?

Layout
•	Appropriatenes	of	layout?
 e.g. formal/informal letter/

report/memo
•	Clarity	of	layout?
 (paragraphs, headings, 

white space, bullets)

Organisation and clarity
•	Clear	points?
•	Organisation?
•	Support	for	main	points?
•	Sentence	length?
•	Conciseness?
•	Linking	of	ideas?

Language
•	Accuracy?
•	Range?
•	Appropriateness?
 (formality/tone)

Other comments

Lesson focus:

Student: Date:
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Debate preparation framework

Student: Date:

Lesson focus:

Introduction:

Main arguments: 

Conclusion:

Listen to another pair’s arguments 
and make notes on the following:

•		Use	of	language:

•		Structure	of	their	argument:

•		Was	it	easy	to	follow?
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Force field analysis framework

Student: Date:

Lesson focus:

•		Brainstorm	the	pros,	cons	and	possible	outcomes.
•		Evaluate	the	best	ideas	and	note	them	on	the	forcefield	analysis.
•		Give	each	of	the	points	a	score	between	-5	and	+5	depending	on	whether	it	is	positive	or	negative.
•		Add	up	the	scores	and	use	the	force	field	analysis	to	help	make	a	decision.

Pros Cons Possible outcomes

Total: Total: Total:
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Press release framework

Your contact details:

Summary of key points:

Details: 

Quotes:

For immediate release or 
embargoed until [date]?

Company name:

Main title:

Subtitle:
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Pitch framework

Say who you are and what you do: 

Introduce your product/service/business idea:

Outline your target market:

Identify your competition:

What makes your product/service/idea different (unique selling points):

What do you want to happen now? 
(e.g. demonstrate your product, arrange a meeting to discuss further, send a brochure or 
business plan by email or post):
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Presentation preparation framework

Signposting and 
linking phrases

Stage

Body

Introduction

Who is my presentation 
aimed at?

What am I trying 
to achieve in my 
presentation?

Conclusion

Key points Key language

Phrases for referring 
to visuals

Title of presentation:

Student: Date:
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Presentation feedback framework

Content

•	Purpose?
•	Interest?
•	Appropriateness?

Structure

•	Structure?
•	Organisation?
•	Signposting?
•	Linking?

Vocabulary

•	Accuracy?
•	Appropriateness?
•	Pronunciation?

Delivery

•	Pronunciation?
•	Chunking?
•	Projection?
•	Eye	contact?
•	Body	language?
•	Communication?

Other comments

Grammar

•	Accuracy?
•	Appropriateness?

Title of presentation:

Student: Date:

M04_INBU_TB_ADVGLB_7788_U04.indd   181 1/3/11   15:39:55



Pe
ars

on

Skills feedback framework

Communication
•	Task	achievement?
•	Comprehension?
•	Responding?
•	Checking	and	clarifying?
•	Fluency
•	effectiveness?

Pronunciation
•	Sounds?
•	Stress	and	intonation?

Grammar
•	Accuracy?
•	Range?
•	Appropriateness?

Vocabulary
•	Accuracy?
•	Range?
•	Appropriateness?

Other comments
•	Cultural	awareness?

Date:

Skill (circle as appropriate): Socialising / Meeting / Negotiating / Telephoning 
Other (please specify)

Student: Date:
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Accuracy feedback sheet

What you said/wrote

List no more than three specific points (identified on this feedback sheet) that you are going to 
focus on and monitor when speaking and writing.

1

2

3

What you should have said/written

Action plan

What you did less well

What you did well

Lesson focus:

Student: Date:
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Presentation preparation framework

Decision:

Speaker

–

–

–

–

–

–

–

Argument:

Title of presentation:

Student: Date:
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Rationale

Today, the demand for Business English is greater than ever. And with the increasingly globalised 
world of international business, it looks set to keep on growing. As a result, the teaching and 
learning of Business English is playing an increasingly important role in business studies and 
everyday corporate life. Although the need for Business English is the same for students at a 
business school as it is for employees in a company, their needs and learning circumstances are 
very different.

For students at a business school, the main challenge is often understanding business itself, not 
only the English language. Fortunately, the tertiary education environment usually provides 
enough classroom hours to deal with these challenges. For students studying business full time, 
the key is to learn business through the medium of the English language.

For people already active in the workplace and with some understanding of the world of business, 
often the challenge is finding the time to learn Business English. Furthermore, for managers with 
a very good business knowledge, their learning experience must reflect this understanding of 
business practices and reality. For these students language learning is not an academic exercise 
but a need to translate familiar business practices into English as quickly as possible. Here the key 
is to do business in English.

Intelligent Business is a range of Business English materials that includes components specifically 
designed to meet the needs of students who either need to learn business through English or 
perform familiar business tasks in English. These materials can be used individually or, as they 
share a core language and skills syllabus, can be used in a variety of combinations described later 
in this introduction. For an overview of all the Intelligent Business Advanced components, please 
see fig. 1.

As well as sharing a common demand for Business English, both institutional and corporate 
learning environments are experiencing an increased demand for measurability. Today, both 
course tutors and training managers are under increasing pressure to measure and demonstrate 
progress and a return on the investment in Business English learning activities. As this is most 
effectively done using external, standardised and globally recognised examinations, Intelligent 
Business Advanced is benchmarked against the Cambridge Business English Certificate (BEC) 
Higher level.

Finally, any Business English materials today need to draw on authentic sources and achieve 
a high degree of validity in the eyes of the learners and teachers who use them. Developed in 
collaboration with The Economist magazine, Intelligent Business draws on this rich source of 
authoritative and topical articles on the business world.

Introduction
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Learn Business

Learn Business refers to the components designed to be especially accessible to learners 
who may not have much business experience or knowledge. These components include 
the Intelligent Business Coursebook and Workbook. The Coursebook provides 100+ 
hours of classroom-based teaching material divided into twelve units. The course is built 
on an advanced grammar syllabus and uses plenty of authentic 
text to present grammar and vocabulary that is then extracted 
and practised in isolation. The texts are benchmarked against the 
word limits found at Cambridge BEC Higher. 

The Coursebook also includes a Career skills syllabus that 
develops key communicative skills to help people within any 
kind of organisational – not just a corporate – environment. 
These communicative skills are supplemented by a Culture at 
work feature that raises students’ awareness of how cultural 
differences can affect communication between people of 
different nationalities.

In addition, the Coursebook includes Dilemma & Decision (case 
study-style problem-solving activities) and regular reviews. 
These are designed to review the key grammar and functional 
language developed within the unit. 

Coursebook
Style guide
Audio CDs

Workbook
Audio CD

Skills Book
CD-ROM

Teacher’s Book

Fig. 1
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The Workbook consolidates the language of the Coursebook by providing further practice
of the key grammar, vocabulary and skills found in the core Intelligent Business Advanced 
syllabus. Throughout the Workbook there are Cambridge BEC Higher style tasks to 
familiarise students with the exam should they wish to take it. At the back of the Workbook 
is a complete BEC Higher Practice Exam including listening test. There is also a bank of 
additional texts and exercises. Finally, the Workbook includes an audio CD containing all 
the Workbook listening material.

INTELLIGENT BUSINESS (ADVANCED) TEACHER’S BOOK

6

At the back of the book there is a Grammar 
reference, a Glossary with test and a Style 
guide– a pocket-sized 32-page booklet 
providing support on common forms of 
business correspondence such as email, letters 
and memos, along with general notes on 
organisation, style and accuracy.
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Do Business

Do Business refers to the components developed especially 
for busy employees who are on a company English language 
training programme. These components include the Intelligent 
Business Advanced Skills Book and CD-ROM. The Skills Book 
is a self-contained intensive Business English programme 
providing 30 hours of classroom-based material divided 
into five days of training. The course is aimed at small 
groups and is built on a syllabus of key business skills such 
as negotiating, socialising and taking part in meetings. The 
language development work focuses on the functions and 
communicative strategies required to perform these skills 
effectively. Unlike in the Coursebook, target language is 
presented mostly through dialogues and other listening 
extracts. Students then perform similar tasks and are invited 
to analyse their own performance. The Skills Book follows the 
same core syllabus as the Coursebook so similar grammar and 
functions appear in the equivalent units of both books. 

The Skills Book has regular writing sections, a grammar 
reference with activities, and a Good business practice 
reference. There is also a Culture at work reference which 
links to each unit and outlines how national culture can 
affect international business communication. There is also an 
interactive CD-ROM with the Skills Book that contains extra 
language practice, all the listening material for the book and 
authentic video segments along with activities. There is also an 
extensive reference section for grammar.
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The Intelligent Business Advanced Skills Book 
CD-ROM video contains authentic business 
interviews with a range of international 
organisations and links with topics in 
the Coursebook. 

General support

The key Learn Business and Do Business 
components are supported by the Intelligent 
Business Advanced Teacher’s Book, covering 
both Coursebook and Skills Book and the 
intelligent-business.org website.

This Teacher’s Book is split into two 
sections: the first covering the Coursebook 
and Workbook; and the second covering the 
Skills Book. Both sections provide step-by-
step notes, key background information, and 
at the end of each section, there is a bank 
of photocopiable activities. There are also 
frameworks for students to use when they 
prepare for activities and for the teacher to 
help structure feedback.

The Intelligent Business website is an entirely 
free resource for both learners and teachers. 
Every month a lesson based around a recent 
Economist.com article is published on the site. 
For teachers there are handy notes on ideas 
for making the most of authentic texts. The 
Teacher’s Guide to Using Authentic Materials 
uses Economist texts to demonstrate useful 
teaching tips on how to exploit the authentic 
texts and similar articles from the press.

The Test Master CD-ROM

The Teacher’s Book includes a Test Master CD-ROM which provides 
an invaluable testing resource to accompany the course.

 The tests are based strictly on the content of the corresponding level of 
Intelligent Business, providing a fair measure of students’ progress. 

 An interactive menu makes it easy to find the tests you are looking for. 
 Keys and audioscripts are provided to make marking the tests as 
straightforward as possible. 

 Most tests come in A and B versions. This makes it easier for you to 
invigilate the test by making it harder for students to copy from each other.

 The audio files for the listening tests are conveniently located on the same 
CD-ROM.

Types of test

The Test Master CD-ROM contains five types of test.
  Placement Test/s 
  Module Tests 
  Progress Tests
  Mid Course Test 
  End of Course Test  

Flexible

You can print the tests out and use them as they are – or you can adapt them. 
You can use Microsoft® Word to edit them as you wish to suit your teaching 
situation, your students or your syllabus. Here are some of the things you may 
wish to do.

   Delete or add exercises to make the test shorter or longer.
   Delete exercises or items which relate to points which you decided to skip.
   Add in exercises to cover extra content you introduced into the course.
   Edit exercises to make them harder or easier, or to introduce key 

vocabulary.
  Edit the format of exercises so that they are consistent with other exams that 

you use.
   Personalise the content of exercises to bring them to life. For example, 

incorporate the names of students in the class, other teachers in the school, 
famous people and places from your country…

   Use the audioscripts to create extra listening exercises – for example by 
removing words to create gap fills, adding options to create multiple choice 
exercises or introducing deliberate mistakes for the students to correct.

   Add in the name and/or logo of your school at the head of the test.
 Finally, save your new version on your hard drive.

Using this CD

The ideal way to use this CD-ROM is to treat it as a master. Copy the tests to 
the hard drive of your computer and burn the audio files to CD or copy them 
on to cassette.

   Test files The installation wizard will copy the files to your hard drive.
   Audio files If you don’t have a CD burner or if you prefer to teach with 

cassettes, you can simply put the Test Master CD-ROM into the CD drive 
of an ordinary hi-fi and copy the audio files onto a blank cassette. 

Levels

Test Master CD-ROMs are available for all levels of Intelligent Business.
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The Language of Intelligent Business

All Advanced components of Intelligent Business are based on the same core syllabus. The syllabus 
is broken down into twelve units and covers four main strands: grammar, vocabulary, functional 
language and cultural awareness. Although the different components emphasise different strands, they 
recycle and reaffirm all four key syllabus strands. Furthermore, the different components focus on 
different language skills in order to present the core syllabus. The Coursebook, for example, focuses 
on reading skills by introducing key grammar and vocabulary through authentic text, whereas the Skills 
Book focuses on listening skills by introducing functional language through transactional dialogues 
and meetings. The key productive skills of speaking and writing are covered extensively in both the 
Coursebook and Skills Book.

1 Grammar
The grammar content of the core syllabus is benchmarked against Common European Framework level 
C1–C2 and Cambridge BEC Higher. The syllabus balances the need for grammatical accuracy required 
to pass exams with the need for the functional language required to develop fluency and communicative 
competence quickly.

Each unit of the core syllabus focuses on one grammatical structure. In grammar presentations, 
examples of the target structure are drawn from the previous reading or listening text. The grammar 
is then highlighted and reviewed. It is assumed that very few students will be seeing the structures 
for the first time and the approach is very much one of reviewing and consolidating what has been 
taught before. The main presentation of grammar is found in the Coursebook. The approach is one 
of review and students are often asked to demonstrate their knowledge before rules are given. After 
each grammar presentation there is both written and spoken practice with varying degrees of control, 
depending on the complexity of the grammar. The Workbook also provides plenty of self-study style 
grammar practice activities.

There is an extensive Grammar reference in the back of both the Coursebook and Skills Book and on 
the Skills Book CD-ROM. The reference covers all the grammar from the core syllabus and extends the 
notes provided in the classroom material. As the Skills Book focuses on fluency and communicative 
effectiveness, there is little explicit grammar presentation within the classroom material. However, 
this material follows and recycles the core syllabus and the Skills Book CD-ROM provides a wealth of 
interactive grammar practice. Furthermore, the Grammar reference at the back of the Skills Book also 
includes integrated practice activities.

2 Vocabulary
In line with the Learn Business, Do Business concept of Intelligent Business, vocabulary is dealt with 
according to the different needs of the various learners who use the course. For students needing to 
learn business, the vocabulary focuses on topics that describe the basic structures and functions of the 
business world. Key vocabulary and concepts are introduced in the keynotes, defined, used in context 
and tested throughout the units. Students are encouraged to activate the vocabulary through speaking 
and writing activities such as the Dilemma & Decision problem-solving tasks that end each unit. 
Furthermore, these key items are listed in the Coursebook glossary along with definitions, collocations, 
synonyms and alternative British and American English usage. There is also an end-of-glossary 
vocabulary test. The Workbook provides further extensive recycling and consolidation of the key 
vocabulary covered in the Coursebook.

For students needing to do business in English, the vocabulary focuses more on functional 
frameworks rather than individual topic-based items. The Skills Book What do you say? feature 
reviews communicative strategies and models effective examples through dialogues, presentations 
and meetings. These key phrases and frameworks are practised interactively on the CD-ROM and 
throughout the Skills Book classroom material.

INTRODUCTION

9
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3 Functional language
As with the vocabulary, the functional language of the core syllabus is dealt with according to whether 
students need to learn or do business. For students with little experience of hard business skills such 
as presenting, negotiating and taking part in meetings, the Coursebook presents functional language 
through the Career skills feature. Here the language is given general relevance to anyone within an 
organisation, be it an academic institution or commercial company. These functions include managing 
appraisals, presenting arguments, pitching and debating. As with the grammar, items are modelled in 
context, highlighted and then practised. Further practice can be found in the Workbook.

For students familiar with hard business skills, the functional language is presented in the context of 
traditional business skills such as negotiating and presenting. Each Career skill from the Coursebook 
is transferred to the Skills Book as one of the business subskills in each unit and given a more overtly 
in-work treatment. Managing resistance to change, for example, becomes Find a compromise. The 
basic functional language is drawn from the core syllabus in both cases but extended and practised 
more extensively in the Skills Book. As the functional language is so vital for achieving fluency 
and effective communicative competence, it is the key syllabus strand for the Skills Book and 
practised extensively throughout. The CD-ROM provides further interactive support and the Good 
business practice at the back of the Skills Book and on the CD-ROM provides further guidance on 
communicative strategies.

4 Cultural awareness
It is now widely accepted that simply learning a common language is no longer enough to prepare 
people to do business in the global market place. Equally as important as linguistic competence is 
the ability to understand and deal with the cultural differences that prevent mutually beneficial and 
rewarding long-term business relationships forming across international borders. Therefore, the final 
strand of the core Intelligent Business syllabus is cultural awareness.

In each unit a cultural aspect is explored and opposing attitudes are presented. Once more, the content 
is dealt with according to students’ needs and world knowledge. For students learning about business, 
each cultural aspect is briefly glossed as part of the Career skills feature in the Coursebook. Without 
naming nationalities, the opposing behaviours are briefly described and students are asked to consider 
which attitudes are more familiar to them. They are also invited to discuss how opposing attitudes 
could cause confusion and possibly conflict between people from different cultures. For students with 
knowledge of the working world and experience of cultural differences, the Skills Book contains a 
useful Culture at work reference section which gives students the opportunity to explore aspects of 
cultural awareness in more detail. As students consider each cultural aspect, they are encouraged to 
plot their own culture on the Culture profile at the back of the Skills Book. While working through the 
book this will create a culture curve plotting the values and behaviour of the students’ native culture. 
In multicultural classes the convergence and divergence of the various curves can provide further 
discussion and comparison. The culture reference notes are also on the CD-ROM at the back of the 
Skills Book.
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Using Intelligent Business

As all components are built on the core twelve unit advanced syllabus, 
the components can be used in various combinations that will consistently 
cover the same core grammar, skills and cultural issues at the same time. 
The following combinations are suggestions only and teachers may well 
wish to mix the various components differently or even all together.

1 Extensive use
Extensive courses delivered over a period of several weeks or even 
months are usually found in either tertiary institutes or weekly in-service 
programmes. Such courses can require over 100 hours of material and 
usually have linguistic knowledge as their goal – in the form of structures 
and vocabulary. The duration of these courses means that students 
require substantial practice and regular revision to consolidate what has 
already been processed. A typical Intelligent Business learning package 
for such students would include the Coursebook and Workbook. The 
Coursebook provides a large amount of language input, formal processing 
of grammar and plenty of written and spoken language practice. There 
are also reviews every three units. All key vocabulary items that students 
have to process in order to work through the Coursebook are collected 
in the unit-for-unit glossary at the back of the Coursebook. Each item 
includes synonyms and common collocations to help the student activate 
use of vocabulary. There is also a separate Glossary test at the end of the 
section to provide another tool for assessing students’ assimilation of the 
core language of the course. The Workbook provides further practice of 
the grammar, vocabulary and 
functional language presented 
in the equivalent Coursebook 
units. It also provides further 
skills work with many more 
Economist texts and listening 
exercises. There are BEC-
style tasks to prepare students 
either for the actual Cambridge 
exam or for the Practice test 
at the back of the Workbook. 
As the Practice test recycles 
many of the themes and 
vocabulary introduced in the 
Coursebook, it can be used as 
an end-of course assessment. 
The Workbook is designed as a 
self-study component with its 
own key at the back and audio 
CD inside the back cover.
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Alternatively, if the language programme provides enough hours of classroom tuition, the Coursebook 
and Skills Book can be used together. As they are based on the same core syllabus and share the same 
12-unit structure, the Skills Book can be used either immediately after the whole of the Coursebook 
or integrated on a unit-by-unit basis. The Workbook and Skills Book CD-ROM, which includes video 
segments, will both provide further practice and self-study.

2 Intensive use
As already mentioned, the trend in the corporate Business English sector is for increasingly intensive
tuition – but with even more pressure on measurable achievement. Typically, intensive courses are a
week long and delivered to small groups or even individual managers. However, even shorter courses 
of 2–3 days and less are becoming more common. Many schools also provide hybrid courses where 
an extensive programme delivered over a period of months can 
have an intensive component built in where students will have a 
full day of intensive tuition every so many weeks of extensive 
study. The Intelligent Business Skills Book follows the same core 
12-unit syllabus as the other components but groups them into 
four blocks of three lessons each – making it perfectly compatible 
with a standard 5-day intensive programme. The Writing units at 
the end of each block provide self-study consolidation as does the 
CD-ROM (with plenty of practice activities, listening practice and 
video). The CD-ROM also provides an option for programming 
in a self-access centre component to the course. The material 
is aimed at small groups of up to four students but can be used 
individually.

As the Skills Book is very much driven by speaking activities and 
performance of familiar business tasks, it is essential that students 
receive feedback on how well they complete these tasks in English. 
At the end of each unit students are asked to assess their own 
performance in very general terms and encouraged to discuss what 
difficulties they experienced. The Teacher’s Book also provides 
frameworks for assessing task performance. The teacher can use 
these to identify weaknesses and direct students to appropriate 
materials for further practice. 
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Unit 7

Coursebook

Workbook

Skills Book

Language

Future perfect
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Making predictions
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Culture

Debating

Attitudes to the 
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four blocks of three lessons each – making it perfectly compatible 

the end of each block provide self-study consolidation as does the 
CD-ROM (with plenty of practice activities, listening practice and 

receive feedback on how well they complete these tasks in English. 
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At the back of the Skills Book and on the CD-ROM there is an extensive grammar reference 
with practice activities (for students whose grammar is impeding their ability to complete 
the tasks successfully). The CD-ROM also includes many practice activities that target 
functional language – as well as authentic video clips accompanied by exercises.

3 Exam preparation
Although the Intelligent Business Advanced Coursebook is not an exam-specific 
preparation text, it has been developed to meet the criteria for length and difficulty of 
text applied to Cambridge BEC Higher exam papers. There are also certain tasks that 
are similar to typical exam questions. The Coursebook will not prepare students in terms 
of exam awareness but it will give them an effective command of Business English at 
advanced / BEC Higher level.

For students wishing to take an internationally recognised Business English exam at the 
end of their course, the Intelligent Business Advanced Workbook and intelligent-business.
org website provide a variety of exam-specific material. The Workbook in particular 
provides plenty of practice material specifically targeted at the Cambridge BEC Higher 
exam. Each Workbook unit contains at least one BEC-style exercise and there is a 
complete and authentic Practice test at the back of the book. The Listening test is included 
on the audio CD.
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The intelligent-business.org website provides further BEC 
exam practice material.

In conclusion, Intelligent Business 
provides a wealth of language learning 
material especially developed for a 
wide range of students who share the 
same need for Business English but 
whose learning environments and ways 
of learning are very different. As all 
components are based on the same 
core 12-unit syllabus, they can be used 
individually or together in a variety 
of combinations to suit the learner’s 
needs, without losing any consistency or 
continuity of language progression.
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