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        Introduction

        In management, the ability to communicate clearly and confidently in both speaking and writing is important for successful,
          productive work.
        

        In this course, we look at management and MBA education from the perspective of language and communication. We will look at
          the role of the MBA in developing managers and at the role of language in management communication. The course includes reading,
          writing, listening and speaking activities. It will help you identify the areas of English language and business communication
          that you need to work on before starting on a management qualification such as an MBA.
        

        This OpenLearn course provides a sample of postgraduate study in Business.
        

        This course makes use of a voice recording tool. Please note that this will only currently work in the Internet Explorer (IE)
          browser. We hope to fix this problem soon.
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        Learning outcomes

        After studying this course, you should be able to:

        
          	identify language needs as a manager and as a management student

        

        
          	understand how managers describe their business context

        

        
          	describe managerial context in written and spoken form

        

        
          	use some key management vocabulary

        

        
          	learn about writing collaboratively.

        

      

    

  
    
      
        1 Communicating in English in the management context

        Although many organisations use the main language of the country in which they are based to carry out their work, others may
          use another language that is spoken by the majority of those involved. In many cases this is English, since it is now widely
          spoken in the business community around the world.
        

        The aim of this course is to enhance your ability to communicate with other people in English, both as a manager in your own
          organisation and as a student. The course will help you develop the ability to read and understand complex documents in English,
          and to create documents of your own that are appropriate for the global business environment. It will also help you develop
          the ability to participate comfortably in business situations where English is spoken, understanding other people’s contributions
          and making contributions of your own. You will therefore be asked to undertake a number of activities involving reading, writing,
          listening and speaking. The first activity involves reading and writing. The text is taken from the Financial Times, a daily newspaper that is read worldwide by managers and other people who work in business.
        

        
          
            Activity 1

          

          
            Purpose: to read a text about views on the use of English in five companies based in Germany, and to think about the use of different
              languages in the workplace.
            

            
              Task 1

              
                Before reading the text, make a note of your own thoughts on the use of English as a means of communication in the workplace.
                  For example, do you think using English is:
                

                
                  	important for the work that your company does

                  	not necessary but useful

                  	something that everybody should be able to do

                  	useful for a few individuals only

                  	essential for reading documents, communicating with clients and getting on with colleagues?

                

              

              View comment - Task 1

            

            
              Task 2

              
                Read Text 1, ‘English is not always music to the ears’. As you read the text, make a note of any words that are new to you.

                
                  
                    Text 1

                  

                  
                    English is not always music to the ears

                    Paolo Carignani knows a lot about the use of different languages to convey ideas. As the Italian music director of the Frankfurt
                      Opera and a guest conductor with orchestras worldwide, Mr Carignani speaks English a lot – but he knows that people of different
                      nationalities in his orchestras do not always understand the language fully.
                    

                    Even in a setting where most people say they can understand English, he says, it is sometimes better to slip into another
                      language to convey an accurate message. In the musical world that language is Italian.
                    

                    ‘Every musician will understand what fermata, crescendo, forte, ripresa means,’ he says.

                    Similar thoughts about the imperfections of relying on English occur to Bodo Holz, chief executive of Management Engineers,
                      a Düsseldorf-based management consultancy which, in spite of its name, operates predominantly in Germany. Mr Holz thinks that,
                      even allowing for the extent to which English dominates the global business community, German companies have gone too blindly
                      down the road of operating in the language.
                    

                    ‘In working with our clients, we observe considerable apprehension against “consultantese”, a language dotted with English
                      terms and phrases. And when you come to smaller owner-managed enterprises, you are asked outright: “Can’t you speak German
                      any more?”,’ says Mr Holz.
                    

                    He is scathing about what he reckons is the over-use of English terms in the German corporate world.

                    ‘English phrases in consulting often are meant to signal “Look. I am an internationally experienced guru.” In reality, they
                      are a smoke screen that inexperienced consultants try to hide behind.’
                    

                    Gary Elliott, a Canadian who is head of the lift and escalator business of ThyssenKrupp, the German industrial group, is one
                      of a few native English speakers who have risen to prominence in a large German company. He communicates as much as he can
                      in German.
                    

                    ‘In our headquarters everybody does speak English as they have to communicate with our colleagues around the world. However,
                      our meetings in Germany are conducted in German unless there are participants from abroad who do not speak German.
                    

                    ‘This is my wish, after all: living in Germany I must speak the language and with nearly all international communication done
                      in English and so much international travel, the office is the only chance I have to speak German.’
                    

                    The joint chief executives of Vaillant, a leading German maker of domestic central heating boilers, provide an interesting
                      perspective on the issue. Unusually for a German corporation, Claes Göransson, one of the two top people, is Swedish, while
                      Michel Brosset is French.
                    

                    Mr Göransson thinks that English is a much easier language to use than German and that people can express themselves more
                      positively using it. One reason for this, he says, is the sheer ubiquity of the language. ‘English is the language of economics,
                      management, business, trade and finance.’
                    

                    He adds that English is structurally much simpler. ‘English leads with the verb, whereas German leaves it until the end. And
                      English is shorter and more direct.’
                    

                    Mr Brosset is more ambiguous on the subject. He says that speaking English in meetings where there are different nationalities
                      ‘eases things’.
                    

                    In the past few years, Vaillant has made some headway in insisting that most internal documents are in English to assist a
                      free flow of information. But Mr Brosset advocates extreme care in switching to English – or any other language with which
                      speakers are not completely comfortable – for no good reason.
                    

                    ‘When everyone around the table speaks German the meeting will be held in German. The same applies for situations where everyone
                      around the table is a French native speaker or has a very good command of the French language.’
                    

                    He says that managers must be extremely careful before they start foisting languages on people. The greater opportunity for
                      misunderstandings to take place can bring big commercial and personal repercussions.
                    

                    (Text source: Marsh, 2005)

                  

                

              

              View comment - Task 2

            

            
              Task 2

              
                In the quiz below, drag and drop the appropriate definition into the appropriate slot. You may need to use a dictionary to
                  find out which definition fits.
                

              

              
                the language used by consultants

              

              
                very critical

              

              
                a wise person

              

              
                something used to hide something

              

              
                extreme

              

              
                universality

              

              
                imposing, making people do or use something

              

              
                ubiquity

              

              
                smoke screen

              

              
                sheer

              

              
                scathing

              

              
                guru

              

              
                foisting

              

              
                consultantese

              

              View Answer - Task 2

              View comment - Task 2

            

            
              Task 3:

              
                Which languages were used by each of the people mentioned in Text 1, and why? Go back and reread Text 1, and then answer the
                  following questions by entering your comments into the text boxes below.
                

              

            

            
              
                1 Paolo Carignani

              

            

            
              
                a) home language  

              

              Provide your answer...

            

            
              
                b) languages used

              

              Provide your answer...

            

            
              
                c) written or spoken

              

              Provide your answer...

            

            
              
                d) reason for using

              

              Provide your answer...

            

            
              
                2 Bodo Holtz

              

            

            
              
                a) home language  

              

              Provide your answer...

            

            
              
                b) languages used

              

              Provide your answer...

            

            
              
                c) written or spoken

              

              Provide your answer...

            

            
              
                d) reason for using

              

              Provide your answer...

            

            
              
                3 Gary Elliott

              

            

            
              
                a) home language  

              

              Provide your answer...

            

            
              
                b) languages used

              

              Provide your answer...

            

            
              
                c) written or spoken

              

              Provide your answer...

            

            
              
                d) reason for using

              

              Provide your answer...

            

            
              
                4 Claes Göransson

              

            

            
              
                a) home language  

              

              Provide your answer...

            

            
              
                b) languages used

              

              Provide your answer...

            

            
              
                c) written or spoken

              

              Provide your answer...

            

            
              
                d) reason for using

              

              Provide your answer...

            

            
              
                5 Michel Brosset

              

            

            
              
                a) home language  

              

              Provide your answer...

            

            
              
                b) languages used

              

              Provide your answer...

            

            
              
                c) written or spoken

              

              Provide your answer...

            

            
              
                d) reason for using

              

              Provide your answer...

              View answer - Part

            

          

        

      

    

  
    
      
        2 Language as a management tool: the structure of texts

        Text 1 was taken from a newspaper, the Financial Times. As a student of management, you will be expected to extract information from different types of text and then transform
          the information that you have extracted into your own written or spoken text.
        

        You will be looking at texts for a variety of reasons – first, to gain information from them, to understand what they are
          talking about and the thinking behind them, and second, to understand how they are written and why they are written in particular
          ways.
        

        As a manager or as a student of management, you need to be able to construct different text types – for example, notes, summaries,
          presentations and reports. So, as well as helping you to understand complex texts, an aim of the course is to enable you to
          construct your own texts, using knowledge about how the English language works, how sentences are put together and how they
          are combined to form a text. Depending on how this is done, the resulting texts will be more or less successful in achieving
          their purpose.
        

        Look at the comment made by Claes Göransson in Text 1:

        
          English is structurally much simpler. ‘English leads with the verb, whereas German leaves it until the end. And English is
            shorter and more direct.’
          

        

        How does English compare with other languages that you know?

        This course will familiarise you with the structures of English. Part of this will be about recognising verbs and nouns and their place and function in English sentences, and the ways in which sentences are joined together to form paragraphs,
          which are then combined to form texts. There are seven main units of language. These units are: word, word group, clause, sentence, paragraph, section and text. Word groups can be either noun groups or verb groups. As an introduction, Table 1 gives examples of three of the seven units of language, taken from Text 1.
        

        
          Table 1Examples of a word group, a sentence and a paragraph

          
            
              
                	Word group
                	Paolo Carignani
              

              
                	Sentence
                	Paolo Carignani knows a lot about the use of different languages to convey ideas.
              

              
                	Paragraph
                	Paolo Carignani knows a lot about the use of different languages to convey ideas. As the Italian music director of the Frankfurt
                  Opera and a guest conductor with orchestras worldwide, Mr Carignani speaks English a lot – but he knows that people of different
                  nationalities in his orchestras do not always understand the language fully.
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        Paolo Carignani is a word group that contains two nouns. We can therefore call this kind of word group a noun group.
        

        If you look at the questions you answered about Text 1, perhaps you can see how word groups combine to form sentences that,
          together, form the text of the article. In this way, your answers summarise the meaning that is expressed more fully in the
          whole text. You will read Text 1 again in the next activity, and think about the way it is built up out of different language
          units.
        

        
          
            Activity 2

          

          
            
              Purpose: to look at how a text is put together from words, sentences and paragraphs. These are the basic building blocks of a text.
              

              Task: Read through the whole of Text 1 again and consider how it is divided into sentences and paragraphs:
              

              
                	How many paragraphs are there?

                	How long are they?

                	What are the connections between them?

                	What is the purpose of the text?

              

            

            View comment - Activity 2

          

        

        
          
            Activity 3

          

          
            
              Purpose: to read and compare two texts to see how they are put together differently because their purpose and audience are different.
              

              Task: Look at Text 2, ‘Communication in the workplace’, and make a note of any differences in the way that it is structured compared
                with Text 1:
              

              
                	Which text did you find easier to read?

                	Did you notice any difference in the length of paragraphs?

                	Did you notice any difference in the number of paragraphs?

                	Did you notice any difference in the types of word used?

              

              
                
                  Text 2

                

                
                  Communication in the workplace

                  Management, marketing, economics, training – almost every aspect of business is concerned with the way organisations, individuals,
                    economies and markets influence each other. Influence is power and businesses depend on it to turn ideas into activity. Without power businesses would be ‘talking shops’ – places where
                    ideas are produced but nothing else. The purpose of business communication is to provide information, opinion and argument
                    which can be used as the basis of action: in other words, to inform decision making.
                  

                  Businesses are actually ‘flows of information’ and, as communications technology progresses, information is becoming the main
                    commodity that businesses deal with. This can be seen clearly in the financial sector. Most financial staff never see actual
                    money, gold, or stocks and shares. They see information about ‘financial products’. This information is communicated around the organisation and to other organisations. ‘The money
                    markets’ are places where information and opinion are exchanged, not physical products.
                  

                  In such a world of information flows, effective communication is also central. Traditionally, effective communication was
                    seen as a process in which information is shot like an arrow from a sender to a receiver (see the diagram below). It was thought
                    that, as long as the information was clear and concise, the shooting was accurate and nothing got in the way of the speeding
                    information, then communication would be effective.
                  

                  
                    [image: Shannon and Weaver’s model of communication]

                    (Adapted from Shannon and Weaver, 1949)

                    Figure 1 Shannon and Weaver’s model of communication

                    View description - Figure 1 Shannon and Weaver’s model of communication

                  

                  As you can see in the above diagram, this is a very early model of communication. Transmission models like this are not the
                    models used in modern businesses. Communication involves more than information – it involves people. Sometimes, it may be
                    enough to shoot information at a receiver in its simplest and clearest form. For example, a department secretary may send
                    out a list of dates for departmental meetings in a well-presented list. However, if a member of the department wants to be
                    excused from one of these meetings, it is unlikely that shooting back an arrow of information like the one below will be successful:
                  

                  
                    Unable to attend 15 January

                  

                  To be effective, the sender may have to do more: for example, provide an explanation, check whether he or she is expected
                    to present anything at that meeting, or express regret. It does not take long to see that shooting information at receivers
                    is a limited kind of communication.
                  

                  One element that is missing from Shannon and Weaver’s model is the notion of influence. The qualities of accuracy, clarity and precision which the model encourages are undoubtedly influential in many situations.
                    But accuracy and clarity are not enough on their own to make all communication influential. For communication to be influential,
                    it also needs to persuade people.
                  

                  (Text source: The Open University, 2009, pp. 10–11)

                

              

            

            View comment - Activity 3

          

        

      

    

  
    
      
        3 The production of workplace texts

        In any workplace, texts need to be produced in the course of carrying out business. They may be mainly the work of one individual,
          using either their own knowledge or knowledge from a number of people. They may also be produced collectively by a group.
          Here we examine the process of producing a document.
        

        Figure 2 shows how a workplace document is produced. It begins with the inputs that drive the writing process.

        
          [image: The process of producing a workplace document]

          Istockphoto.com

          Figure 2 The process of producing a workplace document

          View description - Figure 2 The process of producing a workplace document

        

        
          
            Inputs: these may include the context in which you work, your purpose for communicating, the action that you hope to achieve as a
              result, the audience that you are trying to reach and the ideas that you want to disseminate. These inputs influence the process involved, such as selecting a suitable mode of communication and style of language.
            

            Process: the process of writing a business document will usually include more than one author. Sometimes one author writes the first
              draft, and then others comment on it and revise the draft. Alternatively, different sections are distributed among members of a writing team, who all comment on and revise the draft
              document. This means that the process is not as simple and linear as the one shown in Figure 1.
            

            Outputs: finally, there are the outputs in the form of letters, emails, reports, proposals, and so on.
            

          

        

        Organisational communication may be internal or external. Internal communication involves only the employees within an organisation, while external communication is between people inside the organisation and those outside it.
        

        During a management course such as an MBA, you will have the opportunity to work with other students in learning to write
          business documents. These documents will be addressed to a number of different audiences, and different means of communication can be used.
        

        
          
            Activity 4

          

          
            
              Purpose: to consider the various possible means of written communication within an organisation.
              

              Task: make a short list of documents that you have dealt with recently, either as a reader or as a contributor to the production
                of the document. Examples are a monthly report, an application for a bank loan or other funding, a project proposal, a job
                application or minutes of a meeting. For each document, make a note of:
              

              
                	who its audience was

                	what its purpose was

                	whether it was produced by one individual or several

                	how it was produced.

              

            

            View comment - Activity 4

          

        

        
          
            Activity 5

          

          
            Purpose: to look at an example of using spoken English in a global organisation, and to reflect on the language or languages used
              in your own organisation.
            

            
              Task 1

              
                Read Text 3, which is an account of how Jeremy Monroe of Hewlett Packard (HP) prepares for a meeting. Then answer the following
                  questions:
                

                
                  	What useful outcomes did manager find resulted from this activity?

                  	What disadvantages might there be if this activity did not take place?

                

                
                  
                    Text 3

                  

                  
                    The case of Hewlett Packard (HP)

                    Although English is the official language of HP’s standards group, not every non-native English-speaking employee finds it
                      easy to communicate in a meeting, especially during a teleconference. As a result, those employees tend to be quiet, and the
                      company loses the chance to benefit from their ideas. HP managers noticed this and instituted the ‘warm-up’ at the beginning
                      of every meeting. According to Monroe, it works like this: A manager asks each participant to ‘check in’ with the team by
                      relating a two- to three-minute story in English about some event in their personal or business life. The topic, he says,
                      isn’t important. ‘At one meeting we discussed the World Cup. It got everyone’s motor running.’
                    

                    As a result, team members get to practise speaking and, just as important, listening in English. They learn more about each
                      other – which builds trust – and get a sense of what skills other members bring to the team.
                    

                    (Text source: Snyder, 2003)

                  

                

              

            

            
              Task 2:

              
                Think about communication in your own organisation or one that you have experience of:

                
                  	In what ways do you communicate?

                  	What languages do you use?

                  	As a manager, how would you help your team of non-English-speakers to work together in English or another common language?

                

              

              View comment - Task 2:

            

          

        

        
          
            Activity 6

          

          
            
              Purpose: to write about your own organisational context, to identify different text types and to think about the social process of
                writing.
              

              Task: describe the kinds of communication you take part in. Think about:
              

              
                	who produces the text
                

                	what language(s) are used
                

                	who the audience is
                

                	what types of text you produce or receive
                

                	how you communicate.
                

              

              For example, which of these ways of communication are used:

              
                	synchronous (at the same time, e.g. a face-to-face meeting)
                

                	asynchronous (at different times, e.g. an exchange of emails)?
                

              

              What issues, if any, arise when these forms of communication are used?

            

            View comment - Activity 6

          

        

        Although various means of communication are used in the workplace, technological advances mean that there is a strong tendency
          to use online communication, particularly email, for both internal and external business activity.
        

        In addition to using different means of communication, as a manager or as a student of management you will have to become
          familiar with the specialised language of management.
        

      

    

  
    
      
        4 Learning the specialised language of management

        Every group of professionals develops its own specialised language. Part of learning to be a manager is learning how to use
          the words and expressions that identify you as a manager.
        

        These management words can be ordinary words that are used in a special way in business and management, words that have been
          formed to describe new processes, or acronyms.
        

        
          
            Key vocabulary

          

          
            community

            Some writers about management talk about how becoming a manager involves joining a community of practice (Lave and Wenger, 1991).
            

            Members of the management community of practice do the same kind of job although they work for different organisations. They
              also share a specialised language.
            

          

        

        As we noted, one of the ways that a course such as the MBA can help you become part of the management community is by helping
          you to learn to recognise and use the language of management. The comment below is from an MBA student explaining one of the
          reasons why she wanted to do an MBA:
        

        
          Why I decided to do an MBA? I was dealing with the chairman of the company that was taking us over, I knew he was wrong about
            some things and they were usually financial things but I didn’t have the financial vocabulary or background or confidence
            to be able to take him on.
          

          (Robinson, 2005, p. 139)

        

        This student wanted to do an MBA in order to learn the language of management. In the next section, you will find some information
          about three other managers who want to do an MBA.
        

        
          [image: ]

        

      

    

  
    
      
        5 The role of the MBA in developing managers

        Why do managers study for an MBA? Below are three examples of people who would like to study for an MBA, and their reasons.

        
          
            Indra lives in Indonesia. She has worked for the Ministry of Telecommunications ever since leaving university. She is hoping to
              be promoted within the next few years, to a position in which she will have to represent the country in regional or international
              meetings in Asia, organised by the Asia Development Bank or one of the United Nations organisations. She needs to develop
              her business knowledge as well as her proficiency in the use of IT and her ability to speak English in the context of international
              conferences. She wants to be able to prepare documents in English and communicate with international civil servants.
            

            Costas works at a managerial level in his family’s construction company in Greece. He left high school with the highest possible
              qualifications and has not studied formally since. However, he has completed apprenticeships in the field of construction
              and has been trained by other members of the company. He has always worked for the company and intends to continue there.
              Now the company wants to invest in him so that he can develop strategic thinking skills and international vocabulary in order
              to do business with international partners. His basic business English is good but he lacks confidence and wants to improve it.
            

            Dominique is employed as a laboratory technician in a large company in Belgium. She wants to upgrade her skills as she is worried about
              redundancies and feels that a qualification would make it possible for her either to get a better job in her present company
              or to move to another company. Although English is used in her present workplace, courses were offered to more senior staff
              only, so those at her level did not get the chance to develop their language skills. Dominique has technical expertise but
              she feels her management skills need developing. She would like to continue to work in an international company because she
              feels the pay and conditions are better than in a national one.
            

          

        

        As you can see, people may have a range of reasons for wanting to study an MBA. They have different aims and ambitions, and
          come to study with very different backgrounds. They may have technical and/or practical expertise, many years’ experience
          and broad knowledge of their business, but they may also have clear goals that they want to achieve through their studies.
        

        
          
            Activity 7

          

          
            
              Purpose: to think about and describe your reasons for returning to study, including what knowledge and strengths you already have,
                what areas you feel you need to develop, and your aims and ambitions in the long term.
              

              Task: now that you have read the MBA stories given above, what is your story? Write a summary of your background and reasons for wanting to study. This activity may help you clarify your goals.
              

            

            View comment - Activity 7

          

        

        
          
            Activity 8

          

          
            
              Purpose: to read a short newspaper article about MBAs, and to clarify what can be gained from an MBA course.
              

              Task: first, make a list of the aims of Indra, Costas and Dominique, the students described in the examples above. Then give a
                good reason why the MBA is suitable for them.
              

              Now read Text 4 and identify how the MBA might help you personally. Use the headings ‘Aims’ and ‘How an MBA would help’ to
                guide you in writing down your thoughts.
              

              What do graduates of the MBA say is one of its most useful elements?

              
                
                  Text 4

                

                
                  Calm amid the storm: why MBA courses have never had it so good

                  In the current economic climate, MBAs have never had it so good. Their appeal is counter-cyclical, with many applicants taking
                    the chance to polish skills, build networks and look at alternative careers during hard times. ‘They give a chance to look
                    at theory behind business practice in an atmosphere of calm and self-reflection,’ says Paul Forrester, director of MBAs at
                    the University of Birmingham. ‘You develop skills you might not have discovered.’
                  

                  In essence, an MBA gives a solid grounding in general management, and is targeted at graduates with several years of management
                    experience.
                  

                  ‘You emerge with an appreciation of all angles of business,’ says Terry Kendrick, MBA director at Norwich Business School.
                    ‘You might spot if an accountant is pulling the wool over your eyes* in a board meeting, identify a problem with a supply
                    chain or recognise when a marketing department isn’t delivering.’
                  

                  Graduates of MBAs also say one of the most useful elements is coming into contact with individuals destined for global managerial
                    careers. ‘This ready-made network of influential contacts tends to outlast any of the knowledge gained,’ says Anne-Marie Martin,
                    director of the Careers Group at the University of London.
                  

                  (Text source: adapted from Pozniak, 2009)

                  
                    	*Note: ‘pulling the wool over someone’s eyes’ means ‘deceiving’ or ‘misleading’ them.
                    

                  

                

              

            

            View comment - Activity 8

          

        

      

    

  
    
      
        6 Building your management network

        One of the central aims of MBA programmes is to help you build up a network of business and management contacts. This network
          will be a source of help and support in the future, and will help you to develop your social networking skills.
        

        
          
            Key vocabulary

          

          
            networking

            Networking is a collaboration between different people or agencies such as organizations. Often, independent organizations join together
              with others to form a network in which the other organizations have complementary skills so that together they can do something
              that neither alone would be able to manage.
            

            (Clegg et al., 2005, p. 569)

          

        

        
          [image: Building your management network]

          Istockphoto.com

          Figure 3 Building your management network

          View description - Figure 3 Building your management network

        

        For a network to develop, people need to make contact with each other through an agreed channel and to share information.
          This means that they must be prepared to listen to, read and understand other people’s different perspectives, and to explain
          and give information about their own perspectives.
        

        
          
            Activity 9

          

          
            
              Purpose: to develop a personal profile that you can use to introduce yourself.
              

              Task: to produce a document that gives information about your work and study context. You will decide for yourself what to include,
                but this might include:
              

              
                	where in the world you are located

                	what your workplace is involved in (this could be your home if you run a business from there)

                	your role in the work environment

                	your aims in studying

                	your skills and abilities (including the languages that you know)

                	your plans and hopes for the future

                	any other stakeholders who are involved in your study

                	anything else that you think would be of interest to fellow students.

              

            

          

        

      

    

  
    
      
        7 Collaborative writing in business and management

        In the previous activity, you wrote your profile by yourself. However, in workplaces many documents are produced by several
          people working together. This may mean that someone starts by writing something, but then needs to show it to others and ask
          for their comments and additions. It could mean that a task is divided up and parts are given to different people to prepare.
          It could mean that some people are asked to collect information from a variety of sources, and one or two others then compile
          the information into a document.
        

        
          
            Activity 10

          

          
            
              Purpose: to look at different ways in which a business document may be produced by collaboration between different writers.
              

              Task: to analyse the different contributions of each person involved.
              

              Text 5 was produced by Sheila, an MBA student who was asked to write a profile of the business that she works for (she is
                a middle manager for Thrift Bank). Text 5 is the first draft of the section of the business profile on the history of the
                business.
              

              When she had written the first draft, Sheila showed it to two other students (Robert and Helena) and asked for their comments.
                The students read the draft and suggested improvements to the text using the ‘Insert Comment’ function of the Word programme.
              

              Read Text 5. Which of the students, Robert or Helena, comments on grammar, and which focuses on content?

              Then look at the second draft, Text 6, where the changes suggested by Robert and Helena have been put in bold.

              
                
                  Text 5

                

                
                  Company history (first draft)

                

              

              
                [image: ]

                View description - Uncaptioned Figure

              

              
                
                  Text 6

                

                
                  Company history (second draft)

                

              

              
                [image: ]

                View description - Uncaptioned Figure

              

              
                
                  (Text source: student assignment, The Open University Business School, 2009)

                

              

            

            View comment - Activity 10

          

        

        
          
            Activity 11

          

          
            
              Purpose: to write a description of your business or organisation, explaining your current business according to its history, sector,
                products, services, and so on.
              

              Task 1: write a draft business description or profile as a section of a business plan. You should write about 350 words.
              

              Task 2: try asking a few people you know (online or in real life) to read your draft and comment on it. Ask them to comment on whether the document is clear and easy to understand, and whether they need more information on any
                parts of it. When you receive their comments, change your document accordingly.
              

            

          

        

        These activities should have given you some insight into the benefits of collaboration to a working relationship. The next stage involves listening and speaking, which form an equally important part of business communication.

      

    

  
    
      
        8 Listening and speaking

        
          8.1 Listening and speaking Part 1

          We will now complete some listening and speaking activities. In the listening activities, you will hear recorded interviews
            and talks from TV and radio or the internet, by people working in the field of business. The aim is for you to become familiar
            with different styles of speaking and accents, and be able to pick out the main points from spoken texts so that you can discuss
            them.
          

          Our first listening activity concerns a radio programme from the BBC World Service, called Global Business. The programme is about the Fairtrade movement. But before you do the listening activity, you need to think about what Fairtrade means. Don’t worry if you have never heard of the term before. You can have a good idea of what it means by looking at the
            two words that it is composed of: fair + trade.
          

          
            
              Activity 12

            

            
              
                Purpose: to practise deducing the meaning of words from their context.
                

                Task: look up the word fair in your dictionary and see what different meanings it can have. Then decide which meaning you think it has in the word Fairtrade.
                

              

              View answer - Activity 12

            

          

          Fairtrade = trade that is fair

          But what sort of trade are we talking about here? What sort of movement is the Fairtrade movement? Don’t worry if you don’t
            know or are not completely sure – you will find out the answers when you listen to the radio programme in the next activity.
            However, if you want to, you can carry out a quick search on the internet to find out some more information about Fairtrade.
          

          
            
              Activity 13

            

            
              Purpose: to practise gaining information from a spoken text.
              

              
                Sequence 1

                
                  Task: listen to the introduction to the radio programme (from the beginning of the programme to timestamp 01:30) to find answers
                    to the questions below. Then, for each question, choose one of the options as the correct answer.
                  

                  
                    
                      Audio content is not available in this format.

                    

                    Introduction - radio programme: sequence 1

                    View transcript - Introduction - radio programme: sequence 1

                  

                

              

              
                
                  1 Fairtrade is concerned with:

                

                
                  products produced in developing countries and sold in developing countries

                

                
                  products produced in developing countries and sold in developed countries

                

                
                  products produced in developed countries and sold in developing countries

                

                
                  products produced in developed countries and sold in developed countries

                

                View Answer - Part

              

              
                
                  2 Fairtrade is:

                

                
                  an old movement

                

                
                  a recent movement

                

                View Answer - Part

              

              
                
                  3 A typical Fairtrade product is:

                

                
                  cars

                

                
                  electronic goods

                

                
                  coffee

                

                
                  clothing

                

                View Answer - Part

              

              
                Sequence 2: first listening

                
                  Task 1: think about the different people involved in Fairtrade, some based in the developing world and some in the developed world,
                    and the types of job that they do. Do you think it is likely that all the people with the jobs listed below are involved in
                    the Fairtrade movement?
                  

                  
                    	Farmers

                    	Shopkeepers

                    	Factory workers

                    	Importers

                    	Teachers

                    	Company founders

                    	Consultants

                    	Farmer representatives.

                  

                

              

              
                
                  Task 2: listen to the next sequence of the radio programme (from timestamp 01:30 to the end), in which four people who are connected to the Fairtrade movement introduce themselves. Don’t worry if you don’t
                    understand every word. For the moment, it is enough to get a general idea of what you are hearing. When you have listened
                    to these introductions, complete the quiz below.
                  

                  
                    
                      Audio content is not available in this format.

                    

                    Sequence 2: first listening

                    View transcript - Sequence 2: first listening

                  

                

              

              

              
                
                  1 Do they work in
developed or developing countries?
                  

                

                
                  Kate

                

                
                  Pauline

                

                
                  Katie

                

                
                  David

                

                
                  Developing

                

                
                  Developed

                

                
                  Developed

                

                
                  Both

                

                View Answer - Part

              

              
                
                  Which developing continents or countries do they mention?

                

                
                  Kate

                

                
                  Pauline

                

                
                  Katie

                

                
                  David

                

                
                  Not applicable

                

                
                  Not applicable

                

                
                  Malawi

                

                
                  Africa and Latin America

                

                View Answer - Part

              

              
                
                  3 Which of the jobs in the list above do they do?

                

                
                  Kate

                

                
                  Pauline

                

                
                  Katie

                

                
                  David

                

                
                  Importer

                

                
                  Farmer representative

                

                
                  Consultant

                

                
                  Company
founder
                  

                

                View Answer - Part

              

              
                
                  Sequence 2: second listening

                  Task: listen to the same sequence of the radio programme again. This time, you need to try to understand what is said in more detail.
                    Listen again and answer the questions below by typing your answer into the text box.
                  

                  
                    
                      Audio content is not available in this format.

                    

                    Sequence 2: second listening

                    View transcript - Sequence 2: second listening

                  

                

              

              
                
                  1 What does Tropical Wholefoods import?

                

                Provide your answer...

              

              
                
                  2 What does Tropical Wholefoods manufacture?

                

                Provide your answer...

              

              
                
                  3 How long has Pauline been working in Fairtrade?

                

                Provide your answer...

              

              
                
                  4 Why did Pauline found Divine Chocolate?

                

                Provide your answer...

              

              
                
                  5 What does Katie help companies with?

                

                Provide your answer...

              

              
                
                  6 Which farmers does David represent?

                

                Provide your answer...

                View answer - Part

              

            

          

          The next activity forms the first part of the speaking task. You will give a brief presentation of your job, your work context
            and your career history.
          

        

        
          8.2 Listening and speaking Part 2

          
            
              Activity 14

            

            
              
                
                  Purpose: to record a short spoken introduction of yourself and present it to fellow students and tutors, and to respond orally to
                    questions in order to practise speaking in a conversation.
                  

                  Task 1: prepare a short summary of your own details. You should use the profile you wrote for Activity 9. You may like to use the
                    transcript for the audio recording you listened to in Activity 13 as a model of how to structure your summary.
                  

                

                View comment - Part

              

              
                
                  Purpose: to learn some expressions to talk about your job.
                  

                  Task 2: in the radio programme that you listened to in Activity 13, the four people used the following expressions to introduce themselves
                    and talk about their job and what it involves:
                  

                  
                    	‘I founded (company name)’
‘I work at (company name)’
‘I’m a (job title)’
‘I’ve been working for (time period) with (name of company/people)’
‘I come from (name of country)’
‘I’m representing (name of association).’
                    

                    	‘(My company) is an importer of …’
‘(My company) is a manufacturer of (product), using (material)’
‘(My company) entered the market (number of) years ago.’
                    

                    	‘(A product) was designed to (reason behind product).’

                    	‘As a result of _________ing, (I/the company) moved into (new sector).’

                  

                

              

              
                
                  Task 3: can you use these expressions to talk about your own job and working context? Try to make some sentences and note these down.
                  

                

                View comment - Part

              

              
                
                  Task 4: you now need to record the paragraph that you have written about your job.
                  

                

                

              

            

          

          
            
              Activity 15

            

            
              
                Task 1:

                
                  Purpose: to review how to form questions.
                  

                  Think about the information that you heard in the radio programme. There were four speakers, and you heard some brief information
                    about their jobs and work contexts. Imagine you could meet these four people. What information would you like to know about
                    them? What questions could you ask them?
                  

                

              

              
                Task 2:

                
                  The quiz below contains some possible questions you might ask. Which speaker would these be appropriate questions for? Match
                    each question with the appropriate speaker by selecting their names. There can be multiple answers for some questions. For
                    example, the first question (‘Where does your company import goods from?’) is a suitable question for Kate and Pauline because
                    they both own companies that import Fairtrade foods. Katie’s company and David’s association do not import goods.
                  

                

              

              
                Question 1

                
                  1 Where does your company import goods from?

                

                
                  Kate

                

                
                  Pauline

                

                
                  Katie

                

                
                  David

                

                View Answer - Question 1

              

              
                Question 2

                
                  2 Has your company been successful?

                

                
                  Kate

                

                
                  Pauline

                

                
                  Katie

                

                
                  David

                

                View Answer - Question 2

              

              
                Question 3

                
                  3 What’s the thing you like most about your job?

                

                
                  Kate

                

                
                  Pauline

                

                
                  Katie

                

                
                  David

                

                View Answer - Question 3

              

              
                Question 4

                
                  4 Is it a big organisation (or association)?

                

                
                  Kate

                

                
                  Pauline

                

                
                  Katie

                

                
                  David

                

                View Answer - Question 4

              

              
                Question 5

                
                  5 Who are your main customers?

                

                
                  Kate

                

                
                  Pauline

                

                
                  Katie

                

                
                  David

                

                View Answer - Question 5

              

              
                Question 6

                
                  6 Who are your main clients?

                

                
                  Kate

                

                
                  Pauline

                

                
                  Katie

                

                
                  David

                

                View Answer - Question 6

              

              
                Question 7

                
                  7 What other things do you grow?

                

                
                  Kate

                

                
                  Pauline

                

                
                  Katie

                

                
                  David

                

                View Answer - Question 7

              

              
                Question 8

                
                  8 What other products does your company sell?

                

                
                  Kate

                

                
                  Pauline

                

                
                  Katie

                

                
                  David

                

                View Answer - Question 8

              

              
                Question 9

                
                  9 What other services does your company provide?

                

                
                  Kate

                

                
                  Pauline

                

                
                  Katie

                

                
                  David

                

                View Answer - Question 9

              

            

          

          
            
              Activity 16

            

            
              
                
                  Purpose: to learn how to say questions.
                  

                

              

              
                Task 1

                
                  Look again at the nine questions in the activity above. Try saying these questions out loud. When you say the questions, does
                    your voice go up or down at the end?
                  

                  Here are three possible rules for saying questions. Which do you think is the correct one?

                  
                    	When we say questions, our voice always goes down at the end.

                    	When we say questions, our voice always goes up at the end.

                    	When we say questions, our voice sometimes goes down and sometimes goes up at the end.

                  

                

              

              
                Task 2

                
                  Listen to the audio recordings of the questions below and notice how the speaker asks the questions. Does his voice go up
                    or down at the end of each question? Which of the three rules listed above is the correct one?
                  

                  1 Where does your company import goods from?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  2 Has your company been successful?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  3 What’s the thing you like most about your job?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  4 Is it a big organisation?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  5 Who are your main customers?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  6 Who are your main clients?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  7 What other things do you grow?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  8 What other products does your company sell?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  9 What other services does your company provide?

                  
                    
                      Audio content is not available in this format.

                    

                  

                

                View answer - Task 2

              

              
                Task 3:

                
                  Now listen again to the audio recordings and practise saying the questions after the speaker. Try to imitate how the speaker
                    says them. In particular, try to copy the way that the speaker’s voice goes up or down at the end of each question.
                  

                  1 Where does your company import goods from?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  2 Has your company been successful?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  3 What’s the thing you like most about your job?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  4 Is it a big organisation?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  5 Who are your main customers?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  6 Who are your main clients?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  7 What other things do you grow?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  8 What other products does your company sell?

                  
                    
                      Audio content is not available in this format.

                    

                  

                  9 What other services does your company provide?

                  
                    
                      Audio content is not available in this format.

                    

                  

                

              

            

          

        

        
          8.3 Listening and speaking Part 3

          
            
              Activity 17

            

            
              
                
                  Purpose: to answer questions about your job and working context.
                  

                

              

              
                
                  Task 1: imagine that another student is asking you some of the questions in the table in Activity 16. How would you answer them?
                    Spend a little time thinking about your answers, but don’t write anything down this time: you need to speak spontaneously.
                  

                  Task 2: now listen to the questions asked in the audio recordings below and record your answers. You can then compare your answers
                    with the ones given in the model answer provided with each question.
                  

                  Of course, these are just suggestions – your answers will depend on your own working context. Note that the seven questions
                    in the audio recordings are very similar to the ones in the previous activities, but not identical. The last question is different
                    from the others. This is because, when speaking, it is not always possible to know in advance what questions people will ask
                    you!
                  

                

              

              
                
                  Question 1

                

                
                  
                    Audio content is not available in this format.

                  

                  
                    Audio content is not available in this format.

                  

                

              

              
                
                  Question 2

                

                
                  
                    Audio content is not available in this format.

                  

                  
                    Audio content is not available in this format.

                  

                

              

              
                
                  Question 3

                

                
                  
                    Audio content is not available in this format.

                  

                  
                    Audio content is not available in this format.

                  

                

              

              
                
                  Question 4

                

                
                  
                    Audio content is not available in this format.

                  

                  
                    Audio content is not available in this format.

                  

                

              

              
                
                  Question 5

                

                
                  
                    Audio content is not available in this format.

                  

                  
                    Audio content is not available in this format.

                  

                

              

              
                
                  Question 6

                

                
                  
                    Audio content is not available in this format.

                  

                  
                    Audio content is not available in this format.

                  

                

              

              
                
                  Question 7

                

                
                  
                    Audio content is not available in this format.

                  

                  
                    Audio content is not available in this format.

                  

                

              

            

          

          
            
              Activity 18

            

            
              
                
                  In this activity you will be perform a role-playing exercise, using pre-recorded questions. You will be discussing a business
                    decision, based on the scenario outlined below.
                  

                  Scenario

                  You work for a components supplier in Detroit. Your company has decided to set up a factory in Poland, and is considering
                    two cities as possible sites: Gliwice and Wroclaw. The choice of city is a very important one:
                  

                  
                    In short, there are some major differences between the various Central and Eastern European member states, which can have
                      a substantial bearing on how a company conducts its business. But it is not enough to compare national characteristics. Choosing
                      theright location means choosing the right place in the right country, so it is essential to focus on cities as distinct from
                      states.
                    

                    (PricewaterhouseCoopers, 2007, p. 9)

                  

                  You have been asked to help your CEO select one of the two Polish cities for the site.

                  Your decision will involve:

                  
                    	considering the advantages and disadvantages of the two cities

                    	deciding together which city would provide the best location for your company’s new factory

                    	producing a short presentation explaining why you have selected this city.

                  

                  Below, in Figure 6, you will find an analysis of the key factors and a summary of other relevant information for each of the cities.

                  
                    [image: Information about Gliwice and Wroclaw]

                    PricewaterhouseCoopers, 2007, p. 10

                    Figure 6 Information about Gliwice and Wroclaw 

                    View description - Figure 6 Information about Gliwice and Wroclaw 

                  

                  Task 1: read through the information about the two Polish cities, given in Figure 6, and make notes comparing Gliwice and Wroclaw.
                    Examples of the kind of language you will be using in your notes are given below:
                  

                  
                    
                      The labour force in Wroclaw is much bigger than in Gliwice – nearly three times as big.
                      

                      The labour costs in Gliwice and Wroclaw are more or less the same.
                      

                      Gliwice isn’t as close to an international airport as Wroclaw.
                      

                    

                  

                  You can use these headings to organise your notes:

                  
                    	Office space

                    	Staff retention

                    	Skilled labour

                    	Language skills

                    	Connectivity

                    	Facilities

                    	Accessibility

                    	Freight time.

                  

                  Task 2: when you have made your notes, go to the audio recordings below and listen to ‘a colleague’ asking you what you have found out about the two cities. Make a note of your answers to your colleague’s questions, giving your opinion and also giving evidence for your opinion. For example:
                  

                  
                    
                      ‘What do you think about labour costs?’

                      ‘Well, it looks as though the labour costs in Gliwice and Wroclaw are more or less the same. This is because … .’

                    

                  

                

              

              
                
                  Question 1

                

                
                  
                    Audio content is not available in this format.

                  

                  View transcript - Uncaptioned voice recording

                

              

              
                
                  Question 2

                

                
                  
                    Audio content is not available in this format.

                  

                  View transcript - Uncaptioned voice recording

                

              

              
                
                  Question 3

                

                
                  
                    Audio content is not available in this format.

                  

                  View transcript - Uncaptioned voice recording

                

              

              
                
                  Question 4

                

                
                  
                    Audio content is not available in this format.

                  

                  View transcript - Uncaptioned voice recording

                

              

              
                
                  Question 5

                

                
                  
                    Audio content is not available in this format.

                  

                  View transcript - Uncaptioned voice recording

                

              

              
                
                  Question 6

                

                
                  
                    Audio content is not available in this format.

                  

                  View transcript - Uncaptioned voice recording

                

              

              
                
                  Question 7

                

                
                  
                    Audio content is not available in this format.

                  

                  View transcript - Uncaptioned voice recording

                

              

              
                
                  Question 8

                

                
                  
                    Audio content is not available in this format.

                  

                  View transcript - Uncaptioned voice recording

                

              

              
                
                  Question 9

                

                
                  
                    Audio content is not available in this format.

                  

                  View transcript - Uncaptioned voice recording

                

                View comment - Part

              

            

          

        

      

    

  
    
      
        9 Reflection on the activities in the course

        Take a few moments to consider the content and activities that made up this course and your reactions to them. Then make a
          note of your reactions and comment on them. For each activity, organise your comments under the following headings:
        

        
          	My reactions to doing this activity

          	What I gained from the activity

          	What I would like to learn more about.

        

        It is a good idea to save your reflections in your Learning Journal or in a notebook offline.

        
          [image: ]

        

      

    

  
    
      
        Conclusion

        In this course, you have:

        
          	become familiar with the aims of the course and the methods that will be used to achieve these

          	done some reading of different types of text, and started to think about what makes them different

          	thought about, and written and spoken about, your own and others’ reasons for studying the course, your aims and goals

          	participated in some listening and speaking activities.

        

      

    

  
    
      
        Keep on learning

        
          [image: ]

        

         

        
          Study another free course

          There are more than 800 courses on OpenLearn for you to choose from on a range of subjects. 
          

          Find out more about all our free courses.
          

           

        

        
          Take your studies further

          Find out more about studying with The Open University by visiting our online prospectus.
          

          If you are new to university study, you may be interested in our Access Courses or Certificates.
          

           

        

        
          What’s new from OpenLearn?

          Sign up to our newsletter or view a sample.
          

           

        

        
          
            For reference, full URLs to pages listed above:

            OpenLearn – www.open.edu/openlearn/free-courses

            Visiting our online prospectus – www.open.ac.uk/courses

            Access Courses – www.open.ac.uk/courses/do-it/access

            Certificates – www.open.ac.uk/courses/certificates-he

            Newsletter ­– www.open.edu/openlearn/about-openlearn/subscribe-the-openlearn-newsletter
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        Solutions

        Activity 1

        Task 1

        
          Comment

          English is often said to be a global language. This means that most of the interactions in English taking place in the world today are between people whose first language
            is not English. It also means that some large transnational companies have a policy of using English in their internal communications.
          

          Back to - Task 1

        

        Task 2

        
          Comment

          Throughout this course, you will be coming across new vocabulary and you may be asked to match words with definitions or find
            definitions for them yourself. We strongly suggest, therefore, that you keep a notebook, either in your Learning Journal or
            on paper, in which to jot down any new words or expressions that you come across.
          

          Back to - Task 2

        

        Task 2

        
          Answer

          The correct matches are:

          
            
              the language used by consultants

            

            
              consultantese

            

          

          
            
              very critical

            

            
              scathing

            

          

          
            
              a wise person

            

            
              guru

            

          

          
            
              something used to hide something

            

            
              smoke screen

            

          

          
            
              extreme

            

            
              sheer

            

          

          
            
              universality

            

            
              ubiquity

            

          

          
            
              imposing, making people do or use something

            

            
              foisting

            

          

          Back to - Task 2

        

        
          Comment

          If any of the words or expressions in the quiz were new to you, make a note of them. If there were other words in the text
            that you did not know, look them up in the dictionary and make a note of their meanings.
          

          Back to - Task 2

        

        Part

        
          Answer

          Below you’ll find a table of languages used by each person in Text 1. Language is an important tool in the manager’s toolbox.
            As a strategic manager, you need to be able to communicate with people inside and outside your organisation, and to understand
            exactly what people are saying in the texts that they send to you.
          

          In this course, you will learn about the different language tools that you can use to improve your understanding of texts
            written in English and your ability to communicate in English. Grammar is one of these tools – a tool for analysing how language
            is used to construct texts.
          

          
            Summary of languages spoken in Text 1

            
              
                
                  	Name of   
person
                  
                  	Home
language  
                  
                  	Languages
used
                  
                  	Written or
spoken
                  
                  	Reason for using
                

                
                  	Paolo
Carignani




                  	Italian





                  	Italian
and
English



                  	Spoken





                  	
                    English, a world language

                    Italian is the language of music

                  
                

                
                  	Bodo
Holtz




                  	German





                  	German





                  	Both





                  	English ‘consultantese’ can obscure meaning




                

                
                  	Gary
Elliott




                  	English





                  	German
and
English



                  	Both





                  	
                    English, to communicate with colleagues around the world

                    German, to communicate with colleagues in Germany

                  
                

                
                  	Claes
Göransson




                  	Swedish





                  	English
and
German



                  	Both





                  	English is structurally much simpler and easier to use
                

                
                  	Michel
Brosset




                  	French





                  	German,
French
and
English


                  	Both





                  	Whichever language people are most comfortable with



                

              
            

          

          Back to - Part

        



        Activity 2

        
          Comment

          To complete a management task such as finding out how a business is performing or analysing a market, you may have to find
            information from different types of text. The information that you need to complete the task might be in a newspaper or magazine
            article, in a management textbook or in an article in an academic journal.
          

          Back to - Activity 2

        



        Activity 3

        
          Comment

          The paragraphs in this text are much longer than those in Text 1 and give a different kind of information. They do not quote
            the opinions and ideas of individuals in the way that the first text does. No names are mentioned and no examples of companies
            are given. Text 2 describes a theory of communication, whereas Text 1 tells us what some people think about the use of various
            languages. These two texts demonstrate how different texts on similar topics can be, depending on their purpose and audience.
          

          Text 1 and Text 2 are finished articles, but they are the result of a process of production. The next section looks at how
            texts are produced in the workplace.
          

          Back to - Activity 3

        



        Activity 4

        
          Comment

          When documents are produced collectively this may be the result of oral communication face-to-face or on the phone, or written
            communication by email or through some other web-based or paper-based format.
          

          You will have an opportunity to practise collaborative writing later in this session, but in the next activity you will look
            at how English is used in global organisations. As you saw earlier, in the global environment English is often used as the
            means of communication between people who do not all speak the same first language. In such a situation, participants need
            to build confidence in speaking in a group.
          

          Back to - Activity 4

        



        Activity 5

        Task 2:

        
          Comment

          People who work together need to be able to communicate, and this may involve making choices about which language to use and
            when. These choices will depend on the purpose of the activity, and on which languages those involved in the business are
            familiar with, whether they are managers, employees, clients or others with whom communication is necessary.
          

          Back to - Task 2:

        



        Activity 6

        
          Comment

          This activity requires you to draw on your experience of a workplace environment. Among the ways of communication that you
            might have mentioned are: letters, reports, memos, emails, faxes, oral presentations, telephone conferencing, online conferencing,
            notes and face-to-face conversation, blogs and wikis, or Twitter.
          

          Some of these may be used primarily for internal communication and others for external communication. This will depend partly
            on the nature of the organisation and partly on company policy. Among the factors influencing such choices are cost and effectiveness.
          

          Back to - Activity 6

        



        Activity 7

        
          Comment

          Did you only consider yourself when writing your story? Or are there other people affected by your decision to do a management
            degree – family, organisation, friends, for example? In what way are these stakeholders involved in your plans and goals?
          

          Back to - Activity 7

        



        Activity 8

        
          Comment

          Graduates of MBA courses say that one of the most useful elements is ‘coming into contact with individuals destined for global
            management careers’:
          

          
            This ready-made network of influential contacts tends to outlast any knowledge gained.

            (Anne-Marie Martin, Director of the Careers Group
at the University of London)
            

          

          Back to - Activity 8

        





        Activity 10

        
          Comment

          This activity gives you an example of one way in which you can write collaboratively.

          Because writing in organisations today is almost always a collaborative activity, management courses such as the MBA prepare
            you for your work as a manager by giving you the opportunity to practise writing together.
          

          In the next activity, you have the opportunity to write a text and then get feedback from other students.

          Back to - Activity 10

        





        Activity 12

        
          Answer

          The word fair has the following meanings:
          

          
            	right, reasonable (e.g. ‘It didn’t seem fair to make her go’)

            	quite a large amount (e.g. ‘He works a fair distance away’)

            	average in standard (e.g. ‘She has a fair command of French’)

            	light-coloured (e.g. ‘A tall, fair Polish man’).

          

          In Fairtrade, the word fair has the first meaning: right, reasonable.
          

          Back to - Activity 12

        



        Activity 13

        Part

        
          Answer

          Right:

          
            products produced in developing countries and sold in developed countries

          

          Wrong:

          
            products produced in developing countries and sold in developing countries

          

          
            products produced in developed countries and sold in developing countries

          

          
            products produced in developed countries and sold in developed countries

          

          Back to - Part

        

        Part

        
          Answer

          Right:

          
            an old movement

          

          Wrong:

          
            a recent movement

          

          Back to - Part

        

        Part

        
          Answer

          Right:

          
            coffee

          

          Wrong:

          
            cars

          

          
            electronic goods

          

          
            clothing

          

          Back to - Part

        

        Part

        
          Answer

          The correct matches are:

          
            
              Kate

            

            
              Developed

            

          

          
            
              Pauline

            

            
              Both

            

          

          
            
              Katie

            

            
              Developed

            

          

          
            
              David

            

            
              Developing

            

          

          Back to - Part

        

        Part

        
          Answer

          The correct matches are:

          
            
              Kate

            

            
              Not applicable

            

          

          
            
              Pauline

            

            
              Africa and Latin America

            

          

          
            
              Katie

            

            
              Not applicable

            

          

          
            
              David

            

            
              Malawi

            

          

          Back to - Part

        

        Part

        
          Answer

          The correct matches are:

          
            
              Kate

            

            
              Importer

            

          

          
            
              Pauline

            

            
              Company
founder
              

            

          

          
            
              Katie

            

            
              Consultant

            

          

          
            
              David

            

            
              Farmer representative

            

          

          Back to - Part

        

        Part

        
          Answer

          The answers to the questions are as follows:

          
            	Tropical Wholefoods imports dried fruit and nuts.

            	Tropical Wholefoods manufactures cereal bars.

            	Pauline has been working in Fairtrade for more than twenty years.

            	Pauline founded Divine Chocolate to offer a Fairtrade alternative to the products of the major chocolate companies.

            	Katie helps companies with sustainability and climate change strategy.

            	David represents smallholder farmers growing groundnuts (peanuts).

          

          Back to - Part

        



        Activity 14

        Part

        
          Comment

          Information in a written text can be used to produce a spoken text. As a manager, you are constantly having to move from one
            language skill to another – for example:
          

          
            	converting a written text into a spoken text

            	listening to a spoken text and taking notes

            	transforming your notes into a presentation and then writing them up as part of a report.

          

          Back to - Part

        

        Part

        
          Comment

          Of course, you can use other expressions, not just the ones listed here. This is what one student wrote:

          
            I work at Fiat, which is a large Italian manufacturer of cars and road vehicles. I’ve been working there for 5 years, and
              I am a regional sales manager. After university I worked in Fiat’s marketing department, but I moved into sales after a few
              years. Fiat was one of the first companies to enter the automobile market and it is now a market leader. Its latest model
              is the Qubo which was designed to compete with cheaper Japanese imports and offer a more environmentally friendly product.
            

          

          Back to - Part

        



        Activity 15

        Question 1

        
          Answer

          Right:

          
            Kate

          

          
            Pauline

          

          Wrong:

          
            Katie

          

          
            David

          

          Back to - Question 1

        

        Question 2

        
          Answer

          Right:

          
            Kate

          

          
            Pauline

          

          
            Katie

          

          Wrong:

          
            David

          

          Back to - Question 2

        

        Question 3

        
          Answer

          Right:

          
            Kate

          

          
            Pauline

          

          
            Katie

          

          
            David

          

          Wrong:

          Back to - Question 3

        

        Question 4

        
          Answer

          Right:

          
            Kate

          

          
            Pauline

          

          
            Katie

          

          
            David

          

          Wrong:

          Back to - Question 4

        

        Question 5

        
          Answer

          Right:

          
            Kate

          

          
            Pauline

          

          
            David

          

          Wrong:

          
            Katie

          

          Back to - Question 5

        

        Question 6

        
          Answer

          Right:

          
            Katie

          

          Wrong:

          
            Kate

          

          
            Pauline

          

          
            David

          

          Back to - Question 6

        

        Question 7

        
          Answer

          Right:

          
            David

          

          Wrong:

          
            Kate

          

          
            Pauline

          

          
            Katie

          

          Back to - Question 7

        

        Question 8

        
          Answer

          Right:

          
            Kate

          

          
            Pauline

          

          Wrong:

          
            Katie

          

          
            David

          

          Back to - Question 8

        

        Question 9

        
          Answer

          Right:

          
            Katie

          

          Wrong:

          
            Kate

          

          
            Pauline

          

          
            David

          

          Back to - Question 9

        



        Activity 16

        Task 2

        
          Answer

          Task 2

          The speaker’s voice goes down at the end for all the questions, except for Questions 2 and 4, when his voice goes up at the
            end. This is because how the voice sounds depends on the type of question that is being asked.
          

          If it is a ‘yes/no’ question (i.e. it can be answered with ‘yes’ or ‘no’), then the voice usually goes up. If it is a ‘wh-’
            question (i.e. the question starts with ‘what’, ‘which’, ‘when’, ‘why’ or ‘who’) or a ‘how’ question, then the voice usually
            goes down.
          

          The correct rule is therefore the third one.

          Back to - Task 2

        





        Activity 18

        Part

        
          Comment

          There is no one correct reply to each of these questions – students will word their answers differently. However, the answers should be based on the facts given in Figure 6. The answers
            should not mislead the questioner, so they need to be checked for content as well as form.
          

          Back to - Part

        



      

    

  
    
      
        Figure 1 Shannon and Weaver’s model of communication

        Description
A diagram consisting of five boxes lined up horizontally. Each of the first four boxes is linked to the next box with an arrow
        pointing towards the right. The first box reads ‘Information source’. Over the right arrow linking this box to the next is
        the word ‘message’. The second box reads ‘Sender’. The arrow from this box links to the third box which is empty. Over this
        box is the word ‘channel’. The empty box is linked by another arrow to the fourth box, which reads ‘Receiver.’ This box is
        linked with the fifth box by another arrow with the word ‘message’ above it. The fifth box reads ‘Destination’.
        Back to - Figure 1 Shannon and Weaver’s model of communication

      

    

  
    
      
        Figure 2 The process of producing a workplace document

        Description
A diagramme illustrating how a workplace document is produced. It consists of three boxes lined up horizontally, all linked
        with arrows pointing towards the right. The first box is entitled ‘Inputs’, and contains a list of things that might influence
        the production of a document in the workplace: ‘Workplace context’, ‘Purpose’, ‘Action required’, Audience’ and ‘Ideas’. The
        second box is entitled ‘Transformation process’, and contains a list of processes involved in producing the document: ‘Selecting
        the mode of communication, ‘Thinking through action or information required’, ‘Deciding or using appropriate style’ and ‘Drafting
        the document, considering the relationship with audience, etc.’ The third box is entitled ‘Outputs’, and contains a list of
        the media in which the document is output: ‘Emails’, ‘Letters’, ‘Reports’, ‘Proposals’, ‘Presentations’ and ‘Plans, etc.’.
        Back to - Figure 2 The process of producing a workplace document

      

    

  
    
      
        Figure 3 Building your management network

        Description
A photograph of a model of twelve human figures, some connected by yellow lines and others by blue lines, indicating two interlinked
        social networks.
        Back to - Figure 3 Building your management network

      

    

  
    
      
        Uncaptioned Figure

        Description
An illustration of four paragraphs of text set in a Times serif font, laid out like as though in a Word document. In the right
        margin of the text are six comment balloons in the style of Word’s inserted comments. These are linked to certain words in
        the text, which are highlighted in the same colour as the comment balloon they are linked to. Three of the balloons are grey
        and are comments made by an editor with the initial ‘h’. Three of the balloons are blue and are comments made by an editor
        with the initial ‘r’. The first paragraph of the text says, ‘Thrift Bank has begun as a tiny Belfast banking company called
        the Thrift Banking Partnership. From the very beginning, Thrift expanded services.’ The first grey comment balloon is linked
        to the words ‘has begun’ and contains one word, ‘began’. The first blue comment balloon is linked to the words ‘expanded services’
        and contains the words ‘You need to explain why the bank expanded.’ The second paragraph of text says, ‘Throughout its history,
        the bank’s fortunes have been closely linked with the border counties and Dublin. In 1840, the bank established its first
        branch in what is now the Republic of Ireland and significantly expanded the branch network during the 1970s. Following a
        take-over in late eighties, these outlets were renamed National Thrift Bank.’ The second grey comment balloon is linked to
        the words ‘in late eighties’ and contains the words ‘in the late eighties’, with the word ‘the’ underlined. The third paragraph
        says, ‘Today, Thrift remains the bank of choice for the majority of businesses in Northern Ireland. A world-wide network of
        sister banks provides business customers with on-the-spot banking and financial assistance in countries where they wish to
        conduct business.’ The second blue comment balloon is linked to the first sentence of this paragraph and contains the words
        ‘Can you provide more details of the bank’s network of branches?’ The third blue comment balloon is linked to the words ‘assistance
        in countries where they wish to conduct business’. This balloon contains the words ‘Again we need some examples’. The fourth
        and final paragraph of the text says, ‘Thrift is now been bought out by a Dutch company called Utrecht Bank. The changeover
        to the new ownership will occur on 18 April 2009.’ The third grey comment balloon is linked to the word ‘is’ and contains
        the word ‘has’.
        Back to - Uncaptioned Figure

      

    

  
    
      
        Uncaptioned Figure

        Description
An illustration of four paragraphs of text set in a Times serif font, laid out like as though in a Word document. The first
        paragraph of the text says, ‘Thrift Bank began as a tiny Belfast banking company called the Thrift Banking Partnership. From
        the very beginning, Thrift expanded services. Thrift catered to the business market and expanded services in line with this
        need.’ The word ‘began’ and the last sentence in this paragraph are in bold. The second paragraph of text says, ‘Throughout
        its history, the bank’s fortunes have been closely linked with the border counties and Dublin. In 1840, the bank established
        its first branch in what is now the Republic of Ireland and significantly expanded the branch network during the 1970s. Following
        a take-over in the late eighties, these outlets were renamed National Thrift Bank.’ The word ‘the’ in the phrase ‘the late
        eighties’ is in bold. The third paragraph says, ‘Today, Thrift remains the bank of choice for the majority of businesses in
        Northern Ireland. There are 95 branches and 11 business centres. A world-wide network of sister banks provides business customers
        with on-the-spot banking and financial assistance in countries where they wish to conduct business – for example, in France,
        Germany, India and Japan.’ The second sentence in this paragraph and the words ‘for example, in France, Germany, India and
        Japan’ are in bold. The fourth and final paragraph of the text says, ‘Thrift has now been bought out by a Dutch company called
        Utrecht Bank. The changeover to the new ownership will occur on 18 April 2009.’ The word ‘has’ in the first sentence of this
        paragraph is in bold.
        Back to - Uncaptioned Figure

      

    

  
    
      
        Figure 6 Information about Gliwice and Wroclaw 

        Description
Information about Gliwice and Wroclaw
        Back to - Figure 6 Information about Gliwice and Wroclaw 

      

    

  
    
      
        Introduction - radio programme: sequence 1

        Transcript

        
          Programme presenter

          Hello and welcome to Global Business. And this week some big questions about the phenomenon called ‘fairtrade’. In a globalising world, consumers are able to
            ask questions and get answers about subjects that were simply closed to them in the past. ‘Where do the things I buy come
            from? ‘How are they made? And what part of what I pay for the goods in a developed-world shop actually gets back to the producers
            and the farmers.’ As we know, a developing movement has grown out of those kinds of ideas. It seems to have taken shape some
            forty years ago in the 1960s, though there have been elements of it in movements going back well into the nineteenth century.
            And the movement has grown. So that now in many countries, certain fair-trade producers are on wide sale in the supermarkets.
            Standards have been agreed for what the term ‘fair trade’ actually means, and there are now a number of non-government organisations busy setting standards, inspecting supplies
            and training farmers and growers. Coffee and bananas were the first widely sold fair-trade products. There are now many, including
            spices, coffee, tea, rice, bananas, mangoes, cocoa, cotton, sugar, honey, fruit juices, nuts, fresh fruit, dried fruit, quinoa,
            herbs and spices, wine and even footballs. Coffee remains the biggest fairtrade product by value and a very valuable international-traded
            product it is too.Well, the London School of Economics has gathered several interested people together for a debate on ‘Who
            owns fairtrade?’: an attempt to examine the question of who really benefits from fair trade as it is at the moment: the producers,
            the consumers, the farmers, the businesses set up under the fairtrade banner, or all of them?Let’s hear from our panel of
            fair-traders. Introduce yourselves please.
          

          

        

        
          Kate Seabag

          My name’s Kate Seabag. I founded Tropical Wholefoods, which is a fair-trade importer of tropical dried fruits and nuts, and
            also manufacturers of cereal bars, using fair-trade dried fruit and nut ingredients
          

          

        

        
          Pauline Tiffin

          My name’s Pauline Tiffin, and I’ve been working for more than twenty years with small-scale producers in Africa and Latin
            America, bringing their goods to market and then, as a result of seeing how the products were sold in the end market, moving
            into branding, brand management.
          

          

        

        
          Programme presenter

          You’ve actually founded two companies with quite famous brands in Britain, haven’t you?

          

        

        
          Pauline Tiffin

          I have. I was a co-founder of what they call ‘breakthrough brands’ – that is, pioneer brands that change the nature of a particular
            sector – and that’s Cafe Direct, which entered the market fifteen years ago, and later, Divine Chocolate, which was a chocolate
            range designed to take on the major chocolate companies which were doing very little about their corporate social responsibility
            at that time
          

          

        

        
          Katie Stafford

          I’m Katie Stafford. I work at Price WaterhouseCoopers, and I’m a consultant for the retail and consumer industry.I’m helping
            them to become more sustainable and looking at their sustainability and climate-change strategy.
          

          

        

        
          David Gabonga

          I am David Gabonga. I come from Malawi. I am representing the National Smallholder Farmers Association of Malawi (NASFAM),
            and some of our farmers are growing ground nuts, you call them peanuts here, that are going to the fair-trade markets in the
            UK.
          

          

        

        Back to - Introduction - radio programme: sequence 1

      

    

  
    
      
        Sequence 2: first listening

        Transcript

        
          Programme presenter

          Hello and welcome to Global Business. And this week some big questions about the phenomenon called ‘fairtrade’. In a globalising world, consumers are able to
            ask questions and get answers about subjects that were simply closed to them in the past. ‘Where do the things I buy come
            from? ‘How are they made? And what part of what I pay for the goods in a developed-world shop actually gets back to the producers
            and the farmers.’ As we know, a developing movement has grown out of those kinds of ideas. It seems to have taken shape some
            forty years ago in the 1960s, though there have been elements of it in movements going back well into the nineteenth century.
            And the movement has grown. So that now in many countries, certain fair-trade producers are on wide sale in the supermarkets.
            Standards have been agreed for what the term ‘fair trade’ actually means, and there are now a number of non-government organisations busy setting standards, inspecting supplies
            and training farmers and growers. Coffee and bananas were the first widely sold fair-trade products. There are now many, including
            spices, coffee, tea, rice, bananas, mangoes, cocoa, cotton, sugar, honey, fruit juices, nuts, fresh fruit, dried fruit, quinoa,
            herbs and spices, wine and even footballs. Coffee remains the biggest fairtrade product by value and a very valuable international-traded
            product it is too.Well, the London School of Economics has gathered several interested people together for a debate on ‘Who
            owns fairtrade?’: an attempt to examine the question of who really benefits from fairtrade as it is at the moment: the producers,
            the consumers, the farmers, the businesses set up under the fairtrade banner, or all of them? Let’s hear from our panel of
            fair-traders. Introduce yourselves please.
          

          

        

        
          Kate Seabag

          My name’s Kate Seabag. I founded Tropical Wholefoods, which is a fair-trade importer of tropical dried fruits and nuts, and
            also manufacturers of cereal bars, using fair-trade dried fruit and nut ingredients
          

          

        

        
          Pauline Tiffin

          My name’s Pauline Tiffin, and I’ve been working for more than twenty years with small-scale producers in Africa and Latin
            America, bringing their goods to market and then, as a result of seeing how the products were sold in the end market, moving
            into branding, brand management.
          

          

        

        
          Programme presenter

          You’ve actually founded two companies with quite famous brands in Britain, haven’t you?

          

        

        
          Pauline Tiffin

          I have. I was a co-founder of what they call ‘breakthrough brands’ – that is, pioneer brands that change the nature of a particular
            sector – and that’s Cafe Direct, which entered the market fifteen years ago, and later, Divine Chocolate, which was a chocolate
            range designed to take on the major chocolate companies which were doing very little about their corporate social responsibility
            at that time
          

          

        

        
          Katie Stafford

          I’m Katie Stafford. I work at Price WaterhouseCoopers, and I’m a consultant for the retail and consumer industry. I’m helping
            them to become more sustainable and looking at their sustainability and climate-change strategy.
          

          

        

        
          David Gabonga

          I am David Gabonga. I come from Malawi. I am representing the National Smallholder Farmers Association of Malawi (NASFAM),
            and some of our farmers are growing ground nuts, you call them peanuts here, that are going to the fair-trade markets in the
            UK.
          

          

        

        Back to - Sequence 2: first listening

      

    

  
    
      
        Sequence 2: second listening

        Transcript

        
          Programme presenter

          Hello and welcome to Global Business. And this week some big questions about the phenomenon called ‘fairtrade’. In a globalising world, consumers are able to
            ask questions and get answers about subjects that were simply closed to them in the past. ‘Where do the things I buy come
            from? ‘How are they made? And what part of what I pay for the goods in a developed-world shop actually gets back to the producers
            and the farmers.’ As we know, a developing movement has grown out of those kinds of ideas. It seems to have taken shape some
            forty years ago in the 1960s, though there have been elements of it in movements going back well into the nineteenth century.
            And the movement has grown. So that now in many countries, certain fair-trade producers are on wide sale in the supermarkets.
            Standards have been agreed for what the term ‘fairtrade’ actually means, and there are now a number of non-government organisations
            busy setting standards, inspecting supplies and training farmers and growers. Coffee and bananas were the first widely sold
            fair-trade products. There are now many, including spices, coffee, tea, rice, bananas, mangoes, cocoa, cotton, sugar, honey,
            fruit juices, nuts, fresh fruit, dried fruit, quinoa, herbs and spices, wine and even footballs. Coffee remains the biggest
            fairtrade product by value and a very valuable international-traded product it is too.Well, the London School of Economics
            has gathered several interested people together for a debate on ‘Who owns fairtrade?’: an attempt to examine the question
            of who really benefits from fairtrade as it is at the moment: the producers, the consumers, the farmers, the businesses set
            up under the fairtrade banner, or all of them? Let’s hear from our panel of fair-traders. Introduce yourselves please.
          

          

        

        
          Kate Seabag

          My name’s Kate Seabag. I founded Tropical Wholefoods, which is a fair-trade importer of tropical dried fruits and nuts, and
            also manufacturers of cereal bars, using fair-trade dried fruit and nut ingredients
          

          

        

        
          Pauline Tiffin

          My name’s Pauline Tiffin, and I’ve been working for more than twenty years with small-scale producers in Africa and Latin
            America, bringing their goods to market and then, as a result of seeing how the products were sold in the end market, moving
            into branding, brand management.
          

          

        

        
          Programme presenter

          You’ve actually founded two companies with quite famous brands in Britain, haven’t you?

          

        

        
          Pauline Tiffin

          I have. I was a co-founder of what they call ‘breakthrough brands’ – that is, pioneer brands that change the nature of a particular
            sector – and that’s Cafe Direct, which entered the market fifteen years ago, and later, Divine Chocolate, which was a chocolate
            range designed to take on the major chocolate companies which were doing very little about their corporate social responsibility
            at that time
          

          

        

        
          Katie Stafford

          I’m Katie Stafford. I work at Price WaterhouseCoopers, and I’m a consultant for the retail and consumer industry. I’m helping
            them to become more sustainable and looking at their sustainability and climate-change strategy.
          

          

        

        
          David Gabonga

          I am David Gabonga. I come from Malawi. I am representing the National Smallholder Farmers Association of Malawi (NASFAM),
            and some of our farmers are growing ground nuts, you call them peanuts here, that are going to the fair-trade markets in the
            UK.
          

          

        

        Back to - Sequence 2: second listening

      

    

  
    
      
        Uncaptioned voice recording

        Transcript

        ‘How do labour costs compare?’

        Back to - Uncaptioned voice recording

      

    

  
    
      
        Uncaptioned voice recording

        Transcript

        ‘Do you think that Gliwice is better for office space?’

        Back to - Uncaptioned voice recording

      

    

  
    
      
        Uncaptioned voice recording

        Transcript

        ‘Staff retention could be a problem. What have you found out about that?’

        Back to - Uncaptioned voice recording

      

    

  
    
      
        Uncaptioned voice recording

        Transcript

        ‘We’ll need a pool of skilled labour. Do you have any information on that?’

        Back to - Uncaptioned voice recording

      

    

  
    
      
        Uncaptioned voice recording

        Transcript

        ‘It would be a help if we could have people with English language skills. What’s the situation?’

        Back to - Uncaptioned voice recording

      

    

  
    
      
        Uncaptioned voice recording

        Transcript

        ‘We’ll need to be able to have reliable connectivity. How do these places compare?’

        Back to - Uncaptioned voice recording

      

    

  
    
      
        Uncaptioned voice recording

        Transcript

        ‘Facilities are also important. What does the briefing say about that?’

        Back to - Uncaptioned voice recording

      

    

  
    
      
        Uncaptioned voice recording

        Transcript

        ‘We need ease of accessibility. Which offers the better choice?’

        Back to - Uncaptioned voice recording

      

    

  
    
      
        Uncaptioned voice recording

        Transcript

        ‘Freight time to a major port is also an issue. Can you talk me through that?’

        Back to - Uncaptioned voice recording
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GLIWICE (Poland)

Population: 202,057
Labour force: 132,751

International airport:
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City Characteristics
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Labour Costs Retention Labour Schools Skills
Average monthly | Unemployment | Availability of Universities: 3 | Skills level: average
cost of manufac- | rate: 13.8% skilled Tech/business | The most widely

turing staff: Change since manufacturing schools: 2 spoken language is
US$967 2003: -0.9% staff: limited Number of German. A small
Average monthly | Multinationals Availability of students: 33,000 | percentage of the
cost of services | setting up in skilled back-office population speak
staff: US$967 recent past: 3 staff: limited English or Russian

Facilities

Office space: limited
Manufacturing space:
limited

Connectivity

Fibre optic network:
good

Lead time to set up:
4 weeks

Set up costs:
US$3000

Monthly charge:
US$2000

Repair time: 4 weeks

Freight Time

Accessibility

Nearest capital city:

8

Distance to Rotterdam:

Warsaw (197 miles) - | 716 miles
5.25 hrs by road; Journey time by road:
3.5hrs by rail 11.5hrs

Time to Katowice
Airport: 1.5 hrs
Direct flights to
Detroit: not available
Direct flights to
Brussels:

not available

WROCLAW (Poland)

City Statistics
Population: 638,459

Labour force: 420,744

International airport: Wroclaw International

City Characteristics
Main industries: automotive, rail stock, chemicals,
electronics, financial services

Major companies already in the area:

Distance from city centre: 6 miles « Bosch « Bombardier Transportation
« Toyota « Maco Pharma
« Whirlpool « Cap Gemini
Employer's Staff Skilled Graduate Language
Labour Costs Retention Labour Schools Skills
Average monthly | Unemployment Availability of Universities: 24 | Skills level: good

cost of manufac- | rate: 11.8% skilled

Tech/business More than 20% of

turing staff: Change since manufacturing schools: 10 the population
US$972Average | 2003: -1.0% staff: good Number of speak English.
monthly cost of | Multinationals Availability of students: 96,000 | German is also
services staff: setting up in skilled back-office widely spoken
US$935 recent past: 10 | staff: good

Facilities

Office space: good

Connectivity

Fibre optic network:

good Manufacturing space:
Lead time to set up: good

2 weeks Brownfield

Set-up costs: US$3000 | manufacturing
Monthly charge: 552000 | locations:

Repair time: 4 weeks good

O
O| Freight Time

Distance to Rotterdam:

Accessibility

Nearest capital city:

Prague (133 miles) - 3 | 626 miles
hrs by road; 5.5 hrs by | Journey time by road:
rail; 1 hr by air 10 hrs

Direct flights to Detroit:
not available
Direct flight to Brussels:
not available
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Thrift Bank i ‘Thrift Banking

Partnership. 2,
the bank':
ties and Dublin. In 1840,
Republic of i 1970s.
e in late cighties, National Thrift
Bank.

Today, Thrif
Ireland. A world: i ith on-

business.

it Dutch compan; Utrecht Bank. The
changeover 10 the new ownership will occur on 18 April 2009.
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