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PART ONE

BUSINESS ACROSS CULTURES (PART 1)

Cultures and Culture

Alexandra Adler is an expert in doing business across cultures. She is talking to

a group of British businesspeople.

‘Culture is the ‘way we do things here’. ‘Here’ may be a country, an area, a

social class or an organization such as a company or school. You often talk about:

u company or corporate culture: the way a particular company works,

and the things it believes are important.

n canteen culture: the ways that people in an organization such as the

police think and talk, not approved by the leaders of the organization.

n long-hours culture: where people are expected to work for a long time

each day.

n macho culture: ideas typically associated with men: physical strength,

aggressiveness, etc.

But you must be careful of stereotypes, fixed ideas that may not be true.’

Distance and Familiarity

Distance between managers and the people who work under them varies in

different cultures. Look at these two companies.

In Country A, managers are usually easy
to talk to — accessible and approachable
— and there is a tradition of employees
being involved in decision-making as

part of a team of equals.

In Country B, managers are usually more
distant and remote. Employees may feel
quite distant from their managers and
have a lot of deference for them:
accepting decisions but not participating

in them.




This company is not very hierarchical, | Companies in Country B tend to be more
with only three management layers. hierarchical than those in Country A,

with more management layers.

Deference and distance may be shown in language. Some languages have many
forms of address that you use to indicate how familiar you are with someone.
English only has one form, ‘you’, but distance may be shown in other ways, for

example, in whether first names or surnames are used.

culture — kynbTypa

company or corporate culture — koprmopatiuBHa KyJibTypa

canteen culture — arpecuBHa KynbTypa 3 paCHCTCHKUMH HACTaHOBaMHU
long-hours culture — kynpTypa npamtoBaTi 1032 HOPMOBAHUM YaCOM
macho culture — kynbTypa y cTHI «Mauo» (arpecuBHA KyJIbTypa CIUIKYBaHHS)
stereotype — crepeotun

distance — Bigcrann

accessible — nocrynHwuit

approachable — nocsoxamii

decision-making — nporiec NpUHATTS pillicHb

team of equals — xomana piBHEX

distant — Bignanenuii

remote — manekuii

deference — mosara

hierarchical — iepapxiunuii

management layer — piBeHb yrpaBimiHHSI

forms of address — ¢popmu 3BepTanus

familiar — no6pe 06i3HaHMi

1. Which word combination with ‘culture’ describes each of the following?
1. The men really dominate in this company, they don’t make life easy for women at
all. All they talk about is football.
2. Among the management here we try to be fair to people from different minorities,

but there are still elements of racism among the workforce.
5




3. Of course, the quality of the work you do after you’ve been at it for ten hours is not
good.

4. There was a time when managers could only wear white shirts in this company —
things are a bit less formal now.

5. Here the male managers talk about the market as if it was some kind of battlefield.

6. They say that if you go home at 5.30, you can’t be doing your job properly, but I’'m
going anyway.

2. Read this information about two very different companies and answer the
guestions.

The Associated Box Company (ABC) and the Superior Box Corporation (SBC)
both make cardboard boxes.

At ABC there are three levels of management between the CEO and the people
who actually make the boxes. At SBC, there is only one level.

Managers at ABC are very distant. They rarely leave their offices, they have
their own executive restaurant and the employees hardly ever see them. Employees
are never consulted in decision-making. At SBC, managers share the same canteen
with employees. Managers have long meetings with employees before taking
important decisions.

Managers and the CEO of SBC have an open-door policy where employees can
come to see them about any complaint they might have. At ABC, employees must
sort out problems with the manager immediately above them.

At ABC, employees call their managers ‘sir’. At SBC, everyone uses first

names.

CEO — Chief Executive Officer

1. Which company:
A. is more hierarchical?

B. is more informal in the way people talk to each other?

2. In which company are managers:



A. more approachable?

B. more remote?

3. In which company are employees:
A. more deferential?

B. on more equal terms with their bosses?

4. Is your organization more like ABC or SBC above?
5. Which type of company would you prefer to work for?

6. What are the advantages and disadvantages of each type of company?



BUSINESS ACROSS CULTURES (PART 2)

Names
family name
or surname
. =
My real name’s Thomas,
_ but please call me Tom.
N
P . | ™
J\ " I'm from the US. The ‘R’ stands for Robert - that’s
Thev stand f hn Gregory, my middle name. My dad is also called Douglas R.
iftyzzti?;ll}?iv{;;:l:o i;%ﬁy ( Baxendale, so he puts Sr {(senior) after his name, and I
e i § put Jr (junior). This is unusual in the UK. -

) L T S T T
J- GQ ! . : R
TAX INSPECTOR ...,

Douglas R. Baxendale Jr
CHIEF EXECUTIVE OFFICER

In the English-speaking business world, people use first names, even with

people they do not know very well. But if you aren’t sure, use Mr and the family
name for men, and Mrs or Miss and the family name for women, depending on
whether they are married or not. Ms often replaces Mrs and Miss. You don’t use Mr,

Mrs, Miss or Ms with only a first name (e.g. Mr John) or by itself.

Business Cards

Megaboo ublishin O\) Abrahams, Campbell, Esposito |
"9 w 9 C\?) Corporate Accountants
34 Dean Streel, Scho, London WIR 4EF

JAMES CASSIDY

jobtitle —— 7 Sales Director

Yei: 020 7452 8960 |
Fax: 020 7452 8965 |
E-malt amas.cassidy@megabook.com |

Dress

7590 W Charleston Bivd
Las Vegas, NV 89147
(702) 2589783

KAREN A. ESPOSITO, BS,, C.PA.
Sensor Pariner
e-mul: kesposito@ace. com

In Alphaland, businesspeople dress quite formally. The business suit is

common, but for men, wearing non-matching jacket and trousers is also a possibility.



In Betatania, the dark business suit is obligatory for men. Some companies
allow women to wear trouser suits.

In Gammaria, the business suit is almost as necessary as in Betatania, but with
more variation in colours. Some companies require employees to wear formal clothes
from Monday to Thursday, and allow less formal ones on what they call casual
Fridays or dress-down Fridays. In some places, many banks and shops require
people dealing with customers to wear uniforms so that they all dress the same.

In Deltatonia, people dress more casually at work than in the other countries.

For men, suits and ties are less common than elsewhere. This is smart casual.

first name — ims

family name or surname — mpisBuiie

initials — imiiamm

job title — ma3Ba mocaau

qualifications — kBauigikartis

formally — odimiiino

business suit — ginoBuit KocTIOM

casual Fridays or dress-down Fridays — nmedp TuXHsS (3BUYaliHO IT'SITHHIIA) , KOJIH Bil
MPaLiBHUKIB HE BUMAraeThCs cTpora (hopma osry; IeHb «0e3 KpaBaToK»
uniform — yuidopma

casually — venbano

smart casual — MmoaHuU# O1AT BIJIBHOTO KPOIO

1. Decide whether these pieces of advice about the English-speaking business

world are true or false.

1. It’s possible to introduce yourself by saying your family name then your first
name.

2. It’s possible to use Mr, Mrs or Miss on its own, or with a first name.

3. British people use Sr and Jr to refer to a father and his son.

4. Americans often show their middle name with an initial.

5. You can always use someone’s first name to talk to them, even if you don’t know
them very well.

6. Ms is being used more and more as a title for women.

7. You can show your qualifications after your name on your business card.



2. Which country does each of these people come from?

& __,_._
e - =
) < ",‘ ‘ b,

3. Answer the questions below.
1. How are names used in business in your country?
2. How do people dress at work?
3. Do any companies have dress-down days in your country?

4. What are the advantages and disadvantages of how people dress?
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BUSINESS ACROSS CULTURES (PART 3)

Entertainment and Hospitality

Alexandra Adler continues her seminar on cross-cultural issues. Entertaining
and hospitality vary a lot in different cultures.

u In Alphaland, entertaining is important. There are long  business
lunches in restaurants, where deals are discussed. Professional and private life are
separate, and clients are never invited home.

n In Betatania, evenings are spent drinking and singing in bars with
colleagues and clients.

n In Gammaha, lunch can be important, but less so than in Alphaland.
Important contacts may be invited to dinner at home. Corporate hospitality is a big
industry, with invited to big sports

n In Deltatonia, restaurants are rare outside the capital. Some
entertainment takes place when important clients are invited to people’s houses for

dinner, or go sailing or to country houses for the weekend, etc.

Time

Attitudes towards time can vary enormously.

In Busyville, people start work at eight, and officially finish at six, though
many managers stay much longer. There is a culture of presenteeism: being at work
when you don’t need to be.

There is a two-hour lunch break, and a lot of business is done over restaurant
lunches. (Lunch is the main meal. The working breakfast is rare.) There are no
snacks between meals, just coffee, so eat properly at meal times.

As for punctuality, you can arrive up to 15 minutes ‘late’ for meetings. If
invited to someone’s house (unusual in business), arrive 15 — 30 minutes after the
time given.

Don’t phone people at home about work, and don’t phone them at all after 9

pm.

11



There are a lot of public holidays (about 15) during the year. Busyville is
empty in August, as many companies close completely for four weeks. Employees

have five weeks’ holiday a year and they usually take four of them in August.

Cross-Cultural Communication

Here are some other areas of potential cultural misunderstanding:

a) distance when talking to people: what is comfortable?

b) eye contact: how much of the time do people look directly at each other?

c¢) gesture: do people make lots of facial gestures? How much do they move
their arms and hands?

d) greetings/goodbyes: do people shake hands every time? Are there fixed
phrases to say?

e) humour: is this a good way of relaxing people? Or is it out of place in some
contexts?

) physical contact: how much do people touch each other?

g) presents: when should you give them? When should you open them? What
should you say when you receive one?

h) rules of conversation and the role of silence: how long can people be
silent before they feel uncomfortable? Is it acceptable to interrupt when others are

speaking?

entertaining — npuiimManHs rocreit

hospitality — roctuaHiCTh

business lunch — ginosuii cHimanox

corporate hospitality — koprmopaTuBHa rOCTHHHICTh

presenteeism — mnepeOyBaHHS Ha pPoOOYOMY MICI IMOHAJ BCTAHOBICHMH Yac, IOCTilHA
MOHAIHOPMOBa poboTa (He 000B’SI3KOBO 32 JOJATKOBY OILIIATY)

lunch break — 06ixuiit yac

working breakfast — cuizanok Ha po6oOTi

punctuality — myHKTyanpHICTh, TOYHICTB

public holidays — odiriitanii HepoGoOUHit 1CH

holiday — BigmycTka

distance when talking to people — Bizcrans, Ha sIKiii pO3MOBJISIOTH 3 JIFOABMHU

eye contact — 30poBHil KOHTaKT

gesture — xxectu

greetings/goodbyes — npuBiTanHs / npomanHs

humour — rymop

physical contact — ¢i3uunuit KOHTaKT

12



present — mogapyHok
rules of conversation — npaBuiia BeJJCHHS JiaJIOTy
the role of silence — posib MoBuanHHs

1. In which country might you hear these things?
1. How about a trip out tomorrow afternoon? We could see some horse racing and
have a glass of champagne.
2. Do come out with us this evening! | know some great bars. How’s your singing?
3. What are you doing this weekend? You could come to our summer cottage. You’ll
meet my family and we can take the boat out.
4. Let’s get out of the office to discuss the deal. | know a nice restaurant near here,

with some very good local dishes.

2. Tick (\/) the things this visitor to Busyville does right, and put a cross (X)
by her mistakes.

| phoned my contact in her office at 7.30 pm. (1...) | suggested a working
breakfast the next morning. (2...) She wasn’t keen, so | suggested lunch. (3...) We
arranged to meet at her office at 12.30. | arrived at 12.45 (4...) and we went to a
restaurant, where we had a very good discussion. That evening | wanted to check
something, so | found her name in the phone book and phoned her at home. (5...) She
was less friendly than at lunchtime. | said | would be back in Busyville in mid-

August (6...). Not a good time, she said, so | suggested September. (7...)

3. Which points from ‘Cross-Cultural Communication’ are referred to in this
story?

Sally, a student, is working for a company abroad for work experience. The
company has employees from all over the world. The head of the company, Henrik,
invites Sally to a barbecue for his employees at his home, at 3 pm on Saturday.

She is the first to arrive, at exactly 3 o’clock. When the others arrive, some
shake hands with each other. Some kiss on one cheek, others on both cheeks. Others

arrive and say hello without kissing or shaking hands. (1...) Some bring wine or

13



flowers, which the host does not open and puts to one side. Others bring nothing.
2..)

In conversations, some people move their arms around a lot and seem to make
signs with their hands, others keep their hands by their sides. (3...) Some people do
not let others finish what they are saying, and others say almost nothing; the people
with them seem upset and move away when they can. (4...) Some people look
directly at the person they are talking to. Others look away more. (5...) Some touch
the arm of the other person whenever they are speaking to them. (6...) She notices
that some people seem to be slowly moving backwards across the garden as the
conversation goes on, while the person with them is moving forward. (7...)

Later, somebody makes a joke but nobody laughs. Everyone goes quiet. (8...)

People start saying goodbye and leaving.

3. Answer the questions below.
What should visitors to your country know about the points in ‘Entertainment

and Hospitality’, “Time’, ‘Cross-Cultural Communication’?

<
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PRESENTATIONS: PREPARATION AND INTRODUCTION

Types of Presentation

Melanie Kray is an expert in giving presentations. Here, she gives some
examples of different presentations:

u press conference: two chief executives tell journalists whv their
comDanies have merged.

u briefing: a senior officer gives information to other officers about a
police operation they are about to undertake.

u demonstration: the head of research and development tells non-
technical colleagues about a new machine.

u product launch: a car company announces a new model.

u lecture: a university professor communicates information about
economics to 300 students.

n talk: a member of a stamp-collecting club tells other members about
19th century British stamps.

n seminar: a financial adviser gives advice about investments to eight
people.

n workshop: a yoga expert tells people how to improve their breathing

techniques and gets them to practise.

Dos and Don’ts: Preparation

Here are some tips for a stand-up presentation (one person talking to an
audience).

a) Find out about the audience: how many people there will be, who they are,
why they will be there, and how much they know about the subject.

b) Find out about the venue and the facilities: the room, the seating plan, the
equipment, etc.

c) Plan the content and structure, but don’t write the complete text of the

presentation.
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d) Write notes on sheets of paper, not on cards.

e) Try to memorize the first five sentences of your talk.

f) Prepare visual aids: pictures, diagrams, etc.

g) Rehearse your presentation (practise it so that it becomes very familiar)

with friends or colleagues.

Key Phrases: Introduction

Melanie is advising Anne-Marie Duval on giving a presentation at a
conference.

h) Introduce yourself and your subject:

‘My name’s Anne-Marie Duval and | work for Gem Consultants. My talk is
called ‘Consultancy Skills for the 21* Century’

1) Outline what you’re going to talk about: describe the different sections of
your talk:

“There are three main skills areas | want to talk about today ...’

J) Say whether people should ask questions during the talk, or at the end.

‘If you have any questions, I’ll be very happy to answer them at the end of the

session.’

press conference — npeckonpepeHmis
briefing — 6pudinr

demonstration — qemMoHcTpartist

product launch — npe3enTaiiiss HOBOro ToBapy Ha pUHKY
lecture — nexuis

talk — 6ecina, neperoBopu

seminar — ceminap

workshop — maiictep-kiac

stand-up presentation — mpe3eHrartis nepe ayJauTOpPier0
audience — ayauropis

venue — Micre 3ycTpivi

facilities — ymoBH missIBHOCTI

content — 3mict

structure — cTtpykrypa

card — kapTka

Mmemorize — 3amam’siTaTu

visual aids — HaouHi puTaIs

rehearse — penerupyBaru

introduce — npeacTaBasATH

outline — HakpecaUTH B 3aralbHUX pUCAX
question — nmuTaHHs

16



1. Match the presentation types to the things (1 — 8) that people say in them.
] press conference

u briefing

u demonstration

u product launch

u lecture

| talk

u seminar

n workshop

1. As you can see, this prototype is far in advance of anything we’ve done before.

2. Here are some typical patterns for demand and supply in the widget industry.

3. I’m going to give each group a series of problems faced by an imaginary company,
and | want you to suggest solutions.

4. Now is the right time to get out of company shares and invest in property.

5. The combined resources of our two organizations will allow us to achieve great
things.

6. The first postage stamp in the world was the Penny Black in 1840.

7. The parachutists will come in at 08:30 and land in two waves, here and here.

8. The X300 has the most advanced features of any car in its class.

2. Here are reasons for the advice given in parts ‘Dos and Don’ts:
Preparation’ and ‘Key Phrases: Introduction’. Match each reason (1 — 10) to a
piece of advice (a —j).

1. If you drop the cards on the floor, you’re in trouble.

2. It could sound monotonous and boring if you speak from a complete, prepared text.

3. It will help you adjust the content of your talk so that it is suitable, for example not
too easy or difficult.

4. It will help you to keep control, and avoid people interrupting if you don’t want
them to.

5. It will help your audience follow the logic of what you’re going to say.
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6. It will make you feel more at ease at the beginning, when you may be nervous.

7. 1t will reassure people that they are in the right place, and provide a focus for the
beginning of your talk.

8. They add visual interest, provide you with support and help the audience follow
you.

9. You can ask for changes in the seating plan if necessary.

10 They will be able to tell you if anything is unclear before the presentation.

3. Answer the questions.
1. Have you ever given a presentation?
2. What type was it?

3. In your experience, what makes a good / bad presentation?

18



PRESENTATIONS: MAIN PART

Dos and Don’ts: Timing

Melanie Kray is giving more advice about presentations.

a) Start on time.
Don’t wait for

latecomers.

d) Don’t digress

{ (talk about things
‘| that have nothing to
‘| do with the subject),

unless you have a
particular purpose in

mind.

b) Plan how long
you’re going to
spend on each
point and keep to

these timings.

e) Finish on time.
Don’t run over It
looks bad if you
don’t have time to

finish all your points

and answer

c) Don’t labour

. . guestions.
a particular point

(spend too long

on something).

Dos and Don’ts: Voice

f) Project your voice to the back of the room, but don’t shout. Don’t ask if
people at the back can hear. Check the volume (loudness) of your voice beforehand.

g) Use a microphone if you need one. Don’t hold it too close to your mouth.

h) Whether using a microphone or not, speak in a natural tone of voice. Don’t
speak in a monotone (on the same level all the time). Vary the pitch (level) of your

voice.

Rapport with the Audience
19




Experts say that you can gain the audience’s attention in a presentation by:
u telling an anecdote (a story, perhaps a personal one).

u mentioning a really surprising fact or statistic.

u stating a problem.

u asking a question.

Of course, it is important to respect the cultural expectations of your audience.

Key Phrases: Main Part

Anne-Marie continues her presentation:

‘OK. To begin, let’s look at the first type of skills that consultants need:
technical skills. Of course, related to technical skills is a good general knowledge of
management subjects ... But I’m digressing: let’s get back to the technical skills
themselves ... That’s all | have time for on technical skills.

Let’s move on to the second area: interpersonal skills. As you can see on this
transparency, there are two key areas in relation to interpersonal skills ... | think
that covers everything on interpersonal skills.

Time is moving on, so let’s turn to the third area: people management issues.’

latecomer — toii, XTO 3aImi3HUBCs

timings — po3paxyHok yacy

labour — noxnanatu 3ycusb

digress — BigxuasTHCS

Fun OVer— moBTOPIOBATH

project — mianyBaTu

microphone — mikpodon

natural tone of voice — nmpupo/Hiii TOH rojocy

monotone — MOHOTOHHUI

pitch — Bucota

gain the audience’s attention — Tpumaru yBary ayauTopii

anecdote — aHeknoT

fact or statistic — ¢akt abo crarucTuka

problem — npoGnema

guestion — muTaHHsA

To begin, let’s look at ... — CriouaTky gaBaiiTe po3risTHEMO ...

I’m digressing: let’s get back — S BinxusimBcs Bix TeMu, 1aBaiiTe IOBEPHEMOCS
That’s all I have time for on — Lle Bce, 1110 51 XOTIB TIOBiJOMUTH TIpO ...
Let’s move on — [laBaiite mepeiiaemo o ...

As you can see — Ik Bu moxxeTe mo0auuTy ...

key areas in relation to — k1r0490Bi 30HH CTOCOBHO (II1010)

that covers everything on — 1ie oxormtoe Bce mpo ...

Time is moving on, so let’s turn — Yac #ixe, Tak 1o gaBaiTe 3BEpHEMOCS
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1. Melanie recently went to a presentation where the speaker did not follow
her advice. Match each of Melanie’s thoughts (1 — 7) to the points (a — h) in ‘Dos
and Don’ts: Timing’and ‘Dos and Don’ts: Voice”’.

1. Why is he yelling like that? The room’s not that big!

2. He’s already said that three times.

3. I know there are people who want to ask questions, and there won’t be time.
4. He’s really droning on: there’s no life in his voice and everyone’s asleep.

5. The sound of his breath in the microphone is really annoying.

6. | don’t see what this has got to do with what he’s trying to say.

7. Get on with it! If people turn up late, that’s their problem.

2. Look at ‘Key Phrases: Main Point’ and correct the mistakes in these
sentences.

1. OK. For begin, let we look for the most basic product in our range.

2. Of course, related with product specifications of our basic model is the issue of

product performance.

w

. But I’m a digression: let’s get back on the product specifications themselves.

4. That’s all I’m having time for on product specifications. Let’s moving on to our

mid-range model.

5. As you can be seeing on this transparency, there are two key features | want to talk

about in relative to our mid-range model.
6. | think that covers up everything on our mid-range model.

7. Time is moved on, so let’s turn up to our top-of-the-range product.

3. Answer the questions?

=

How are people expected to dress for different types of presentation in our
country?

2. What do people think about humour in presentation?
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PRESENTATIONS: CLOSING AND QUESTION

Dos and Don’ts: Body Language

Melanie gives these tips on body language.

u Make eye contact: look at each person in the audience for about a
second, before moving on to the next person. Don’t concentrate on just one or two
people.

u Don’t speak to the equipment or the screen: face the audience at all
times.

u Smiling is fine at appropriate moments, but not too much.

u Use gesture (hand movements) to emphasize key points.

u Stay more or less in one place: don’t move around too much.

n Avoid mannerisms (ways of moving and speaking which you do

repeatedly without realizing).

Visual Aids

Visual aids W]Iilt_‘,b(‘)an_] ::-.\.-.-.--- "
Melanie sometimes \
uses these visual
aids when giving
presentations:

blackboard §

flipchart

"? -Lve;ha:acl
projector
{‘ \' Y \'\\‘handouts

Key Phrases: Closing and Dealing with Questions

Anne-Marie is bringing her presentation to a close:

‘Let me sum up. Firstly, we looked at technical skills, secondly, at
management skills and last, but by no means least, at interpersonal skills. In my
view, the secret for success in the future is going to be interpersonal skills. That
brings me to the end of my presentation. Are there any questions?’

Here are some phrases which can be useful when answering questions:
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a) That’s a fair point. | know that some consultants don’t have a very good
image. But | think that Gem Consultants have helped companies reduce costs and
increase profits enormously.

b) That’s confidential. I’m afraid I’m not at liberty to tell you.

c) That’s not really my field. But | can put you in touch with someone in my
organization who is working on Internet applications.

d) The questioner would like to know what sort of background the people we
recruit usually have. Is that right?

e) Well, I think that goes beyond the scope of today’s presentation. Today |
wanted to concentrate on consultants’ skills, not go into particular case studies in
consultancy.

f) I’m afraid we’ve run out of time. But if you’d like to come and discuss that
with me now, I’ll try and give you an answer.

If a member of the audience didn’t hear a question, they might say:

‘Sorry, | didn’t catch the question — could you repeat what the questioner
said?’

Anne-Marie ends the presentation by saying:

‘I think that’s a good place to stop. Thank you for listening.’

eye contact — 30poBHil KOHTaKT

face the audience — quBuTHCS Ha ayTUTOPIIO

smiling — ycmixatucst

gesture — xxecrtu

mannerism — MaHipHiCTh

visual aids — HaouHiCcTb

Sum Up — MiJBOAUTH MiACYMOK

firstly, — mo-mepie,

secondly, — mo-npyre,

last, — Ha xinenp

but by no means least, — ane erie He Ha camuii KiHEIb

In my view, — 3 Mo€i TouKH 30py

That brings me to the end — Ile nigBoauTh MEHE A0 KIHIIA ...

Are there any questions? — € skich 3anutaHHs?

That’s a fair point. — Lle cnpaBemBe 3ayBaskeHHS.

That’s confidential. — Le xoudiaeHIiiiHO.

That’s not really my field. — Lie He 30BcimM Most chepa.

The questioner would like to know. — 3anutyBad X0oTiB O qi3HATHCS.
Well, 1 think that goes beyond the scope of today’s presentation. — Hy, s aymaro, 1e
BHXOJHTh 32 PAMKH CbOTOJTHIIITHBOT ITPE3EHTAITI].
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I’m afraid we’ve run out of time. — Borocst, y Hac He BUCTaYHTh Yacy.

Sorry, | didn’t catch the question. — Bubaure, s He po34yB IMHUTaHHSI.

I think that’s a good place to stop. — I aymaro, 110 11¢ XOpoIIe MiCIE IS 3aKiHUCHHS
Thank you for listening. — [Isixyto 3a yBary.

1. Which words from A and B opposite could the underlined words refer to?
In some cases there is more than one possible answer.
1. But don’t overdo it. It can seem insincere (not real).
2. Again, don’t overdo it. Look round at everybody in the room.
3. Don’t let these dominate the presentation. People have come to see you, not the
equipment.
Do not use continuous text on these.
Do not use one in a large room because people at the back won’t be able to see it.
Don’t look at it or the screen behind you: face the audience at all times.

Have a backup plan if it fails to work.

©© N o a bk

Keep them under control. Remember, for example, that pointing with your finger is

rude in some cultures.

9. Make sure there will be enough of them for everyone and make sure that they
reach everyone in the room as some people tend to keep them without handing
them on.

10. Some of them, for example putting your hands in your pockets or running your

fingers through your hair, really upset some people.

2. Match these questions from the audience (1 — 6) to the answers (a — f) that

Anne-Marie gives in C opposite.

1. Sorry, | didn’t catch the end of the question - could you repeat what the questioner
said?

2. In what ways do you think the Internet is going to change the way management
consultants work in the future?

3. Some companies refuse to use management consultants. What do you say to people
who say that consultants are a waste of time and money?

4. What’s the average salary for your consultants?
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5. 1 don’t know if you have time to answer this, but can you tell me how I can apply
to work for Gem?
6. You say that Gem have enormously increased profits for some companies. Can you

give one or two examples of this?

3. Answer the questions?
1. How is body language used in presentation in our country?
2. Which gestures are acceptable and which are not?
3. What are the advantages and disadvantages of using different types of equipment?

4. What are some of the potential problems?
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PART TWO

MY PRESENTATION

1. Imagine that you are making a presentation to a large group of people
working in your industry.

1. How do you start your presentation?

A. Are we all here? Good, well if we look at the first slide you’ll see our total carbon
usage for 2005...

B. Hello everyone. Thanks very much for coming along today. My name is Kirk
Renolds and today I’ll be talking about some of the work we’ve been doing on our
environmental strategy...

C. Hello ladies and gentlemen. My name is Kirk Renolds and today I’ll be talking

about some of the work we’ve been doing on our environmental strategy...

2. What do you say next?

A. ‘I’ll begin by giving you some background into why we started the trials, then
we’ll look at some organisational challenges and finally I’ll present the results and
take any questions you might have’

B. ‘Okay well, as | said, this presentation is all about our environmental strategy and
when we first started looking at this none of us was really sure where to start, but
I’ll talk about that in more detail in a minute or two. Er... and then I’ll tell you about
some of the problems we had setting this up — actually, | remember one particular

incident very clearly, which I’ll quickly relate...

3. Later in the presentation, you begin to go through your slides...

A. ‘Well, as you can see in this slide, energy savings increased significantly as we
implemented our strategy...’

B. ‘In January 2005, there was a saving of £293, in February, there was a saving of
£300, in March...’

C. ‘Here’s the next slide. OK? And on the next slide...’
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D. ‘Oh dear! I’m awfully sorry but we seem to be having some technical problems
with the projector. At this point | wanted to show you a slide with the energy
savings we made between 2005 and 2006. Savings increased from just under £300

to...’

4. Suddenly, someone asks a question. How do you respond?

A. ‘Look, | said at the start that 1’d be happy to take questions at the end...’

B. ‘That’s a very interesting question...’

C. ‘Would you mind if I came back to your question at the end? It’s just that I’m

rather conscious of the time...’

5. You have reached the end of your presentation. What do you say?

A. ‘I’m terribly sorry but | seem to taken too long, so we don’t actually have time for
any questions! However, if you grab me after the session I’ll be happy to answer
any questions you might have.’

B. ‘If you have any questions, | would be happy to answer them now...’

C. ‘Any other business?’

2. Read this introduction to a presentation. Choose the correct word or
phrases in italics:

Good afternoon ladies and gentlemen and welcome (1) in/to/ for our seminar
on corporate property development. | would like to (2) begin/starting/commence by
(3) drawing /telling/ outlining some of the main (4) explanations/matters/issues in
corporate property management (5) so that/for/in order you will be able to judge
whether your company is devoting sufficient time to this question.

I will then (6) look/turn/change to some of the legal and financial (7)
queries/aspects/pieces of property management, and will (8) tell /look/explain how
your companies may be affected by current and future legislation. I will (9)
illustrate/give examples/ discuss of the kinds of problems our clients have faced and

explain what was done to solve them.
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I will finish (10) by/with/giving a brief resume of the consultancy services that
we offer, and | will explain what you (11) need/shall/should do if you would like to
look into the matter further.

As we are rather (12) hurried/pressed/short for time, | would be grateful if you
could (13) rest/stay/save any questions you may wish to (14) rise/raise/arise until the

end, when | will (15) do/ make/have my best to answer them.

3. The introductions to two different presentations are jumbled below.

Separate the two and put them in the correct order.

A. At the end, | will suggest practical ways in which you as students can motivate
yourselves to get better marks.

B. Good morning students and welcome to our session on the dynamics of
motivation.

C. Then I will give you a short demonstration of our prototype and explain what we
have already achieved.

D. Please feel free to raise any questions at any time and | shall do my best to answer
them.

E. To begin with, I shall outline the main goals of the project.

F. 1 would like to ask you to keep any questions you may have until the end, when |
hope we will also have the time to discuss your personal experiences.

G. Finally I shall move on to the major commercial applications and potential return
on investment.

H. I will then return to what we really mean by motivation and look at the internal
and external factors that play a part in creating it.

I. Good afternoon ladies and gentlemen. | would like to talk to you this afternoon
about why we feel our interactive video project is worth investing in.

J. I shall begin by looking at why motivation is so important and why the ability to

self-motivate oneself is a vital skill.
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PART THREE

WRITING A CV/RESUME

1. Read the text and answer the questions.
SIMON LOOKS FOR A JOB

Simon Chen is looking for a better job in America. In China he was a very
good electronics salesman. He came to the US to make more money to send home to
his family. He’s been working in a restaurant since he came to Oakland.

Simon graduated from high school in China. He studied electronics for two
years.

“Electronics” is almost anything that uses electricity, usually computers, TVs,
stereos, and DVD players. He was a good student, but not the top student in his class.
There were 4000 people in his high school, and about 1000 people in his class!

After he graduated, he took the best job he could find. Simon sold electronics
in a big, busy outdoor market (see picture) in his city. It was difficult work, but
Simon was a good salesman. He consistently sold lots of electronics to people. Simon
also worked hard. He frequently worked 12 to 14 hours a day. He was one of the top
salesmen in the market.

Simon moved to California. Now he’s working in a restaurant washing dishes.
At night he studies English reading, writing, grammar and conversation. Simon just
found out there’s a job open for an electronics salesman at Top Electronics, a big
store in downtown Oakland.

Simon went to the store to ask about the job. They told him to come back with
a resume to tell them about his work experience. So Simon went home to work on a
resume. He has never made one before, but how hard could it be?

since — from the time.

graduate — verb — Finish school.

top —One of the best.

class — all the people in your grade at school.

consistently —almost all of the time.

frequently — many times.

resume —A paper that tells an employer why you would be a good employee.
experience — What you have done.
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1. Was Simon a good student in China? Was he a top student?
2. Was Simon a good employee in China? Why?

3. Are there many outdoor markets in the US?

Simon Chen

155 Oak Street, Apartment B
Oakland, CA 94606
(510) 5558765
simon.chen.1994@email.com
Objective

To make lots of money.

Work Experience
2003 — 2004 Electronics Salesman, Guangzhou, China
Sold electronics in an outdoor market in China. Sold many

electronics to many people.

Education
1999 — 2003
China High School, Guangzhou, China

Graduated from high school.

2004 — Present
Oakland Adult School, Oakland, CA
Currently studying English.

Skills
Can sell things
Can speak a little English

Objective ~What you want to do.
Present — Right now.
Currently — Right now.
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THE BEST RESUME OF SIMON CHEN
Simon Chen
155 Oak Street, Apartment B
Oakland, CA 94606
(510) 5558765
simon.chen.1994@email.com
Objective
To be the best salesman at Top Electronics.

Work Experience

2003 — 2004 Electronics Salesman, Guangzhou, China

Was consistently a top salesman in one of the busiest markets in China. Sold
televisions, stereos and DVD players. Frequently worked 12 to 14 hours a day.

Education

1999 — 2003 China Electronics High School, Guangzhou, China

Completed high school in China. Studied electronics repair and sales skills.
Graduated in the top of my class.

2004 — Present
Oakland Adult School, Oakland, CA
Currently studying English reading, writing, grammar and conversation.

Skills

Strong sales skills and work ethic.
Experienced in using computers.
Strong English language speaker.
Fluent Chinese language speaker.

objective — What you want to do
experience — What you have done
consistently — Almost all of the time
top — One of the best

frequently — Many times

repair — To fix something

skill — Something you can do
graduate — Finish school

class — The people in your grade
present — Right now

currently — Right now

strong — Very good at

work ethic — How hard you work
fluent — Can speak with no problems, like a native speaker
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2. Write your own Resume.

Objective

Work Experience

2003 — 2004

Education

1993 — 2003

2004 — Present
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Skills

3. What are the sections or parts of a CV? Match the section titles with the

descriptions and details of a CV.

1. Personal A.
Information

2. Profile B.

3. Experience C.

4. Education D.

5. Languages E.

6. Computer F.
Skills

7. Interests G.

8. References H.

Your interests or hobbies

Lists the foreign languages you can speak and your level of
competence

Name and contact details of 2 or 3 people who can give
information to recruiters about you

A summary of your education, experience and main skills
(up to 5 lines only)

Your computer skills and software experience

Name, address, telephone, email

Clear, detailed information about your education. Begin
with your most recent degree

Your work experience in reverse chronological order.
Include the names of employers, position, duties and

responsibilities, dates of employment

4. Look at this sample CV. Write the section titles of a CV in the blanks provided.
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SUSAN JONES
72 Baker Road, London W2 3BT
Telephone: 021-7890 3714  Moblle: 07850 947739

Email: susanjones@mymail.com

Enthusiastic and professional bilingual secretary with more than five years of expenence at the
management level Good command of computing software Fluentin German and French Excellent
communication and interpersonal skills. Detail-onented, organized and proactive

2

S&T Financal Bank 2009 - present
Executive Bilingual Secretary

¢ Coordinated meetings and conferences

e Madetravel arrangements

¢ Updgdated and maintained computer databases

Exposales Intemational 2006 - 2009
Bilingual Secretary to Expont Sales Manager

o Created spreadsheets and charts

o Translated documents

Global IT Services Ltd 2003 - 2006
Office Assistant

* Typed contracts and letters

o Answeredphone calls

3.

Pitman’'s Secretanal College 2004 - 2005
Executive Secretary Diploma

University of Greenwich 1969. 2003
BA Economics & French

4.

German, fluent
French, fluent
Japanese basic

5.
Microsoft Word, Excel PowerPoint Access

6.
Tennis, swimming, cooking and travel

&
Available on request
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PART FOUR

WHAT IS A SUMMARY?

It is a short statement that gives the main information about something, without

giving all the details.

ARTICLE

IMPORTANT DETAILS

Where and How to Cut Your Losses

Half the skull in getting ahead on the career front is
knowing when to move on. In everyone’s life there
comes a moment when they should make the break —
the world is full if has-beens who, perhaps, just didn’t
have the courage to take a chance when that chance
came. It pays to constantly reassess where you stand.
A good stock question to ask yourself is “Where am |
going to be this time next year, if | stay in the same
job?’ Each career has a different kind of time-scale.
The sale scene moves fast — you tent to make your
money in the early years, then move on to
management before you are too old and too tired to
continue with the foot-in-the-door technique and the
patter. The same thing goes, to a certain extent, for
advertising. But other careers move at a different pace
— to become head curator in a museum, for instance, or
head librarian, may take years.

IMPORTANT TO KNOW
WHEN TO CHANGE JOB

MANY MISS
THE RIGHT MOMENT

TRY TO CONCEDER
YOUR POSITION A
YEAR AHEAD

SOME CAREERS&JOBS
MOVE SLOWLY, SOME
FAST

Summary

In this article on successful careers it says that it’s important to know when to
change jobs. Many people miss the right moment: so you should always think about
where you are now, and where you’ll be in a year. Some jobs, though, move slowly,
while others move quickly — careers have different time-scales.

BUIMIHHOCTI AHOTYBAHHA B/l PEQOEPYBAHHA

AHOTYBAHHSA PE®EPYBAHHSA
MogHi 3aco0u | Bucokuit ctyninb | LlutyBanus OPHUT1HAJIBLHOTO
abcTparyBaHHS Ta | TEKCTY.
y3arajbHEHHS. MaiictepHiCTh Yy  CKOpPOYCHHI
dopmytoBaHHA BJIACHUMH | TEKCTY MEpIIOKEpena
CIIOBaMH, BUKOPUCTaHHS KJIIIIIe.
Oo6csr o 500 npykoBaHHMX 3HaKIB 2000 mpykoBaHUX 3HAKIB
1/8, a6o 10 — 15% crarTti
(mepiopxepena)
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Crpykrypa a) y3araJbHEHHS BHKJIATy TeMH | a) (GOpPMYIIOBaHHS  TOJIOBHOI
YChOT'O TEKCTY;, TYMKH,
0) mnepemik (6e3 po3kputrTs) | 6) GdoOpMyITIOBaHHS ~ KOXKHOTO
OCHOBHUX TiJTEM; MUTaHHS , BUCHOBOK J0O HBOTO i
B) BUCHOBOK. HEeOoOXiJHa HHU3Ka JOKa3iB y iX
JIOT1YHIH ITOCIIIOBHOCTI;
B) BUCHOBKH aBTOpA
pehepoBaHOTO TEKCTY.
Merta [ToBimomyenHss mpo icHyBaHHS | BukimageHHs 3MiCTy JOKyMEHTa

JIOKYMEHTa TI€BHOTO 3MICTy 1
Xapakrepy.

3  XapaKTePUCTHUKOI  METO/IIB
AOCHIKEHHS, 3 (DaKTHUHUMU
KIHI[EBUMH TTIJICYMKaM# poOOTH.

3PA30K AHOTAIIIl TA PE®EPATY

PE®EPAT AHOTALIA

(PRECIS) (SUMMARY)
A computer is counting machine. There are two The text deals with
kinds of computers: special-purpose and general- | computers. Types of

purpose computers. F computer can store the
information in its memory until it is needed. The
process of inputting data into a computer is via punched
card reader or punched paper tape reader from magnetic
tape. The advantages of a computer are its small size
and weight, reliability, speed of operation and little
power required for running it.

computers and input data
are described. Special
emphasis is laid on the
advantages of the
computer.

HAHWBLIBII BXKUBAHI KJIIIE JJ51 HATIUCAHHS AHOTAIII:

|. KJIIIIE, IKI CTOCYIOTHCSA 3ATAJIBHOI TEMU TEKCTY

1.V TekcTi po3moBiIa€THCS MO ...

1. The text deals with ...

2. CTaTTst TOPKAETHCS MPOOTIEM ...

The paper (article) is concerned with the
problem ... (centers the problem of the)

3. Y upomy po3aim
BaXKJIMBA MpodJema ...

PO3IIAIa€TbCA

3. The chapter discusses (deals with) the
important problem of ...

4.V nauiii kHu31 (CTATTI, Mparl)
- TOIAl0ThCSI 20CHOBHI MOJOXKEHHS ...
- OTIAHOBYETHCS IIKaBUI METO
- PO3MOBIIAETHCS PO ...
- popMyITIOIOTHCS 3aBAAHHA ...

4. In this paper
- the main principles of ... are given.
- an interesting method of ... is
suggested.
- the paper dwells upon ... the problem
of ... are started.
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5. Crart (miparisi, KHUTA)
- Ma€ Ha3BY ...
- TIpo ...
- IIMPOKO PO3KPHUBAE MIPOOIIEMY ...
- HaMKCcaHa Ha TEMY ...
- IPUCBAYCHA HACTYITHUM MTUTAHHSM ...
- TOPKA€ETHCSI EKOHOMIYHUX MPOOJIEM ...
- Hece 1H(opMaIliio mpo ...
- iHQopMy€E unTaua ...

5. The paper
- is headlined (is entitled)
- is about ...
- widely covers the problem of ...
- deals with
- is devoted to the problem of ...
- touches upon economic issues ...
- carries information on ...
- informs the reader of ...

6. HasBa crarri ...

6. The headline (heading, title) of the
article is ...

/. ABTOp CTarTi ...

7. The author of the article is ...

8. CrarTa Hanucana ...

8. The article is written by ...

9. CrarTs HampyKoBaHa ...

9. The article is published (printed)...

10. V crarTi (npaiii, KHU31)
- PO3MOBIAAETHCSA PO TE, IO ...
- CTaBUTHCS TUTAHHS TIPO ...
- OITUCYETHCH ...

10. The paper
- deals with (concerns) ...
- poses the problem of ...
- describes ...

11. Cepen iHIIUX MPOOJIEM CTATTS
miaifiMae MUTaHHA ...

11. Among the other problem the paper
raises the problem ...

1. KVIIIIE, AKI BUABJAKOTH I'O

JIOBHY AYMKY, IIEIO TEKCTY

1. ABtop migkpecnroe TymKy mpo Te, mo | 1. The author emphasizes the idea
(that)...
2. TonoBHa AymMKa TEKCTy y ToMy, 110 ... | 2. The main idea (point, keynote) of the
text is (that) ...
3. Merta cratTi 3. The aim (purpose, objective, goal) of
the article is
- MIOKAa3aTH ... - to show ...
- IoAaTH YnuTavyy 1HGOpMaLIIo Mpo ... - to give the reader information on ...
4. ABTOp BBa)xKae, 1IO ... 4. The author believes (that) ...
5. ABTop mounHae 3 Toro, 1o nosigzomise | 5. The author starts by telling the reader
qyuTavy ...
6. ABTOp iH(pOpMYE YnTaYa TPO ... 6. The author informs the reader of ...
7. ABrop momae geski (aktu, ski| 7. The author gives some facts (data)
CTOCYIOTBCA ... COIlCCI’Ilil’lg
8. ABTop 3BepTae yBary uutaya Ha Te, o | 8. The author draws the reader’s
attention to the fact that ...
9. BiH BKka3ye Ha Te, IO ... 9. The author (he) points out (that) ...
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10. ABTop
- KOHIICHTPYE yBary Ha ...
- CTBEPIUKYE, IIIO ...
- MAKPECITIOE. ..
- BUCTYIIA€ TIPOTH ...
- TyMae ...
- XapaKTePHU3YE ...
- TIOKA3YE ...
- TOKJIAJHO 3YIUHSETHCS HA ...

- HaJa€ 0COOJIMBOTO 3HAYEHHS ...

- aHAI3YE ...

- 3HAUOMUTH ...
- TIOSICHIOE ...

- OTIUCYE ...

- IPE3CHTYE ...

10. The author
- concentrates on ...
- states that ...
- stresses ...
- comes against ...
- thinks ...
- characterizes ...
- introduces...
- dwellson ...
- emphasizes ...
- analyses ...
- acquaints ...
- explains ...
- describes ...
- presents ...

11. V cBoiii miparii aBTop
- TOBOJIUTD, 1O ...
- BCTaHOBIIIOE, IO ...
- IEMOHCTPYE, IO ...
- MATBEPKYE 17€10, 11O ...

11. In his work (paper) the author
- proves that ...
- finds out that ...
- shows that ...
- supports the idea of ...

12. ABTODp BUSBIISAE
- CBOIO TOUKY 30Dy

12. The author expresses
- his point of view

- CYMHIBH Y ... - his doubts (in)
13. ABTOp BHOCHUTb BEIMKHI BKIIAT ... 13. The author makes a great
contribution  to (The  author

contributed greatly to)

14. ABTOp npononye
- OPUTIHAJIbHY T10TE3Y PO
- [[1KaB1 MIPKYBaHHS MO ...

14. The author suggests
- a peculiar hypothesis of ...
- some interesting notations on ...

15. ABTOp BUCYBa€
- HOBY T1MOTE3Y
- POTIO3UITI O
- OCHOBHI IPHUHITUIIY ...

15. The author puts forward
- the new hypothesis of (on)
- suggestion
- the basic principles of (on)
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16. ABTOp nogae
- BUYEPIHUN HAyKOBHUH aHATI3 ...
- Baromi JI0Kasy ...
BUPA3HUM  BUKJIAA
MOJIOKEHb ...
- HayKOBE OOTPYHTYBaHHS ...
- YiTKE BU3HAYCHHS 3aKOHY ...

OCHOBHHX

- TOUHY XapaKTEpPUCTUKY METOAA ...

- JIOKJIQJIHUHM aHaji3 3aKOHOMIPHOCTEN

16. The author gives
- a comprehensive analysis of ...
- sound proofs
- cleancut presentation of the basic
principles of ...
- well-founded explanations
- well-formulated statement of the
law of ...
- precise characteristic of the method
of ...
detailed analysis of the basic
regularities of ...

17. ABTOp BUBYa€
- OCHOBHI 3aKOHH
- IesIK1 0COOJIMBOCTI
- IPUYMHU BUHUKHEHHS
- CKJIaJIH1 ITPOLIECH PO3BUTKY

- p13Hi criocoou

17. The author investigates
- the basic law
- some features (peculiarities) of ...
- the causes of ...
- complex processes of development
of ...
- various ways ...

18. ABTOp OCHIIKYE
- TUTaHHS PO BIUIUB ... HA ....
- BJICKHICTb ... BI] ...
- mpobJyieMy B3a€MOIT ... 3 ...

18. The author investigates
- the problem of ... effect on
- dependence of ... upon
- the problem of ... interaction

19. ABTOp po3pobIIsIE
- HOBUW POMUCIIOBUM METOJ

OTpUMAaHHS

- OBl  JOCKOHANy  METOAMKY
JTOCITIIKEHHS

- HOBY CUCTeMY (TEXHIKY) MPOBEICHHS
EKCTIIEPUMEHTY

19. The author works out (develops)

- the new commercial (large scale)
method of obtaining

- improved method of investigation
(investigation method)
new  experimental

(procedure)

technique

1. KIITIIE, AKI IIOBA3AHI 3 BUCHOBKAMM, 10 AKUX ABTOP
IHNPUBOJAUTDH UYNTAYA

1. ABTOp NpUXOJIUTH 10 BUCHOBKY, IO ...

1. The author comes to the conclusion
that ...

2. [IpounTaBmn
NEPEKOHYEMOCS, 1110 ...

CTaTTIO MH

2. Upon reading the paper, one realizes
that ...

3. YV BHCHOBKax po3MOBIJIA€ThCS PO TE,
IO ...

3. In conclusion the paper point out that
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4.V crarTi ( mpaiii, KHU31) 4. The paper
- MOJIA€THCS KOPOTKUM OTJISIT - surveys briefly
- BMIIIIYFOThCS IIKaBi BiIOMOCTI - presents some interesting facts
concerning
- MO’KHA 3HAWTH I[iKaBi (paKTH Ipo ... - presents some interesting facts about
- IOJA€ThCS  KOPOTKHH  OIJIsf - reviews the literature to the problem
MaTepiany 3 bOTO MATAHHS
- PO3TJIAAAOTHCS AKTYaIbHI ITUTAHHS - concerns the most important problem
of ...
5. VY crarti aBTOp 5. The author of the paper
- CTABUTH - poses
- TOPKAETHCS - touches upon
- BUCYBA€ - puts forward
- aHaTI3ye - analyses
- BUpIIIYy€ - tries to solve
- BUKJIAJIa€ HACTYITHI TATAHHS - states the following problems
6. BinmoBiiHO 10 TEKCTY ... 6. According to the text ...
7. Ha mymKy aBTOpa .. 7. In the author’s opinion ...
8. Ha 3aBepiiieHHs ... 8. In conclusion ...
Metrolink

The Metrolink tram network is located in Manchester, northwest England. Due
to increasing traffic congestion, and a declining patronage on some local heavy rail
lines, it was decided to build a light rail public transport network. The tram was
chosen for three specific reasons: it allowed penetration into the city centre from the
suburbs; it is seen as a viable alternative to the car, and, if planned correctly it can
avoid traffic congestion. The existing tram network is 31 km in length, connecting a
suburban area to the north with another suburban area to the southwest via the city
centre, main rail stations and large sports/cultural venues. The trams are two-car
articulated units, designed for operation both on-street and on conventional railway
track.

The system has been very successful, exceeding expectations with 13,8m trips
in 1997. Research suggests that 20 per cent of these trips would otherwise have been
done by car which means Metrolink has been successful in achieving a modal shift.
The network is set to expand out into the area west of the city centre, through the new

waterfront development at Salford Quays.
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Reading Comprehension

1. Why was the Metrolink tram network built?

2. How could the Metrolink improve the traffic congestion in Manchester?

3. What is specific about the trams of Metrolink?

PLAN

1. The location of Metrolink.

2. The reasons why the network began to build.

3. The reasons why it was chosen.

D

. The length, rolling stock and the route of Metrolink.

5. The successful network for Manchester.

6. Future development of Metrolink.

Summary

1. | TITLE The paper is headlined ‘Metrolink’.

2. | AUTHOR

3. | SOURCE

4. | TOPIC OF THE | The text deals with the tram network in Manchester.

ARTICLE

5. | CONTENTS 5. The author starts by telling the reader about the
location of the Metrolink.

6. 6. He explains the reasons why the network began to
build and why it was chosen.

7. 7. In the article it is described the length, rolling stock and
the route of Metrolink.

8. 8. The author suggests that this tram network has been
successful for the city.

9. | CONCLUSION In conclusion the author writes about future development
of Metrolink and he believes it’ll solve the problem of
traffic congestion.
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