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PART ONE

BUSINESS ACROSS CULTURES (PART 1)
Cultures and Culture

Alexandra Adler is an expert in doing business s&rltures. She is talking to
a group of British businesspeople.

‘Culture is the ‘way we do things here’. ‘Here’ mag a country, an area, a
social class or an organization such as a compasghmol. You often talk about:

u company or corporate culture: the way a particular company works,
and the things it believes are important.

u canteen culture the ways that people in an organization suchhas t
police think and talk, not approved by the leadérthe organization.

u long-hours culture: where people are expected to work for a long time
each day.

u macho culture: ideas typically associated with men: physica¢rsgth,
aggressiveness, etc.

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

Distance and Familiarity

Distance between managers and the people who work under ttagies in
different cultures. Look at these two companies.

In Country A, managers are usually ealy Country B, managers are usually more

to talk to —accessibleandapproachable distant andremote. Employees may feel

— and there is a tradition of employeemiite distant from their managers and

being involved indecision-making as have a Ilot of deference for them:

part of ateam of equals accepting decisions but not participating
in them.




This company is not verhierarchical, Companies in Countri3 tend to be more
with only threemanagement layers hierarchical than those in Country A,
with moremanagement layers

Deference and distance may be shown in languagee $mguages have many
forms of addressthat you use to indicate hofamiliar you are with someone.
English only has one form, ‘you’, but distance nisy shown in other ways, for
example, in whether first names or surnames arm use

culture — kybpTypa

company or corporate culture —koprnopaTuBHa KyabTypa

canteen culture —arpecuBHa KyJIbTypa 3 paCUCTCHKUMH HACTAHOBAMU
long-hours culture —kyneTypa nparoBaTH 032 HOPMOBAHUM YacOM
macho culture —kynerypa y cTiini «mauo» (arpecMBHa KyJIbTypa CIUIKYBAHHS)
stereotype —crepeorun

distance —Biacranp

accessible AocTynHui

approachable —nocsoxuuMi

decision-making —mporiec IpUAHATTS pillieHb

team of equals «omanna piBHHX

distant —Bignanenuii

remote —naanekuit

deference -mioBara

hierarchical — iepapxiunmuit

management layer -pisens ynpasimiHHs

forms of address —opmu 3BepranHs

familiar — mo6pe o6izHaHui

1. Which word combination with ‘culture’ describesach of the following?

1. The men really dominate in this company, they'tdmake life easy for women at
all. All they talk about is football.

2. Among the management here we try to be fairetapfe from different minorities,
but there are still elements of racism among thekfecce.

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

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

5. Here the male managers talk about the markiéitasas some kind of battlefield.

6. They say that if you go home at 5.30, you cha’'tloing your job properly, but I'm

going anyway.

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

The Associated Box Company (ABC) and the Superat Borporation (SBC)
both make cardboard boxes.



At ABC there are three levels of management betvieerCEO and the people
who actually make the boxes. At SBC, there is amlg level.

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

Managers and the CEO of SBC have an open-doorypehere employees can
come to see them about any complaint they mighe hav ABC, employees must
sort out problems with the manager immediately altbem.

At ABC, employees call their managers ‘sir'. At SB&veryone uses first
names.

CEO - Chief Executive Officer

1. Which company:
A. is more hierarchical?
B. is more informal in the way people talk to eadneo?

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 wook”
6. What are the advantages and disadvantageslotygseof company?



BUSINESS ACROSS CULTURES (PART 2)

Names
- family name
| first name | or surname
(l\l;]{yt relal namel’ls ThE)rmas, John Smith
ease call me Tom. .
utp ¢ Marketi ng Managel
J\ I’'m from the US. The ‘R’ stands for Robert — that’s
Th df hn G my middle name. My dad is also called Douglas R.
<1f§r{)f1tirelall}?:vjacr)1tnto IEE%?:?YD Baxendale, so he puts Sr {senior) after his name, and I
put Jr (junior). This is unusual in the UK.

7

Douglas R. Baxendale Jr
CHIEF EXECUTIVE OFFICER

[  TAX msrﬁc‘mem]

In the English-speaking business world, people fusé names, even with
people they do not know very well. But if you areslure, useMr and the family
name for men, anfirs or Miss and the family name for women, depending on
whether they are married or nMs often replaces Mrs and Miss. You don't use Mr,
Mrs, Miss or Ms with only a first name (e.g. Mr dlor by itself.

Business Cards

qualifications

Megaboo@ubiishing ('c\? Abrahams, Campbell Esi:omto

Corporate Accountants
34 Dean Street, Saho, London WI1R 4EF

7590 W Charleston Bivd
JAMES CASSIDY © | 1. vegas, NV 89147
Sales Director { ! (702) 2589783

Tel: 020 7452 8960 | KAREN A ESPOSITO, B.S., CPA.
Fax: 020 7452 8965 : : Senior Partner

E-mall jamas. id book.com ¢

e-mail: kesposito@ace.com

Dress

In Alphaland, businesspeople dress quiemally. The business suitis
common, but for men, wearing non-matching jacket tanusers is also a possibility.

In Betatania, the darkusiness suitis obligatory for men. Some companies
allow women to wear trouser suits.

In Gammaria, the business suit is almost as nageasan Betatania, but with
more variation in colours. Some companies requimpleyees to wear formal clothes
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from Monday to Thursday, and allow less formal owm@swhat they calkasual
Fridays or dress-down Fridays.In some places, many banks and shops require
people dealing with customers to weaiforms so that they all dress the same.

In Deltatonia, people dress marasually at work than in the other countries.
For men, suits and ties are less common than etgewlhis issmart casual.

first name —im's

family name or surname —mpi3Buiie

initials — inxiiann

job title — na3Ba mocaau

qualifications — kBaunidikariist

formally — odimiitao

business suit -ainoBuit KocTioM

casual Fridays or dress-down Fridays — neHb TWXKHs (3BUYaiHO IT ATHHISA) , KOJHU Bij
MPAIiBHUKIB HE BUMAra€ThCsl cTpora popma ofsry; IeHb «0e3 KpaBaToK»
uniform — yripopma

casually—uen6ano

smart casual -voH#uil OAT BIIBHOTO KPOFO

1. Decide whether these pieces of advice aboutihglish-speaking business

world are true or false.

1. It's possible to introduce yourself by sayinguydamily name then your first
name.

. It's possible to use Mr, Mrs or Miss on its ovan,with a first name.

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

. Americans often show their middle name withratal.

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

. Ms is being used more and more as a title fonam

. You can show your qualifications after your namneyour business card.

ga b~ WwN

~N O

2. Which country does each of these people comef?o

a - e S




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 yaunrtog?
4. What are the advantages and disadvantages op&omle dress?



BUSINESS ACROSS CULTURES (PART 3)

Entertainment and Hospitality

Alexandra Adler continues her seminar on crossicaltissuesEntertaining
andhospitality vary a lot in different cultures.

u In Alphaland, entertaining is important. There kg business lunches
in restaurants, where deals are discussed. Prof@dsand private life are separate,
andclients are never invited home.

u In Betatania, evenings are spent drinking and smgn bars with
colleagues and clients.
u In Gammaha, lunch can be important, but less soithAlphaland.

Important contacts may be invited to dinner at hoGwporate hospitality is a big
industry, with invited to big sports

u In Deltatonia, restaurants are rare outside theitala Some
entertainment takes place when important cliengsirarited to people’s houses for
dinner, or go sailing or to country houses forwmezkend, etc.

Time

Attitudes towards time can vary enormously.

In Busyville, people start work at eight, and a#ity finish at six, though
many managers stay much longer. There is a cubtiupeesenteeism being at work
when you don’t need to be.

There is a two-houunch break, and a lot of business is done over restaurant
lunches. (Lunch is the main meal. Tiverking breakfast is rare.) There are no
snacks between meals, just coffee, so eat properheal times.

As for punctuality, you can arrive up to 15 minutes ‘late’ for meesingdf
invited to someone’s house (unusual in businessyeal5 — 30 minutes after the
time given.

Don’t phone people at home about work, and dondnghthem at all after 9
pm.

There are a lot opublic holidays (about 15) during the year. Busyville is
empty in August, as many companies close compldtelyour weeks. Employees
have five weeksholiday a year and they usually take four of them in Adigus

Cross-Cultural Communication

Here are some other areas of potential culturaimdgsrstanding:

a) distance when talking to peoplewhat is comfortable?

b) eye contact how much of the time do people look directly atle other?
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¢) gesture do people make lots of facial gestures? How mitlihey move
their arms and hands?

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

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

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

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

h) rules of conversation and the role of silencenow long can people be
silent before they feel uncomfortable? Is it acabf@ to interrupt when others are
speaking?

entertaining — npuitmanHs rocrei

hospitality — roctuaHicTh

business lunch -ainoswuii cHiganok

corporate hospitality —kopnoparuBHa roOCTHHHICTb

presenteeism —mepebyBaHHs Ha pPOOOYOMY MICI[i IOHAJ BCTAHOBICHHWM dYac; IOCTiiHA
NOHaHOpPMOBa poboTa (He 000B’ I3KOBO 3a JOJJaTKOBY OILIATY)

lunch break —o6ixniii yac

working breakfast — cHinanok Ha po6oTi

punctuality — nyHKkTyaabHICTh, TOUHICTh

public holidays —odimiiiauii HepoOouwHii 1CHD

holiday — BigmycTka

distance when talking to people Biacranb, Ha sIKiii pO3MOBJISIFOTH 3 JFOABMU

eye contact 30poBHil KOHTAKT

gesture —kectu

greetings/goodbyes #pusitanus / mporanHs

humour — rymop

physical contact— ¢i3uunuii KOHTaKT

present—noaapyHok

rules of conversation— npasuia BeIeHHS Tiaory

the role of silence -ponp MmoBuaHHS

1. In which country might you hear these things?

1. How about a trip out tomorrow afternoon? We dosge some horse racing and
have a glass of champagne.

2. Do come out with us this evening! | know someagbars. How's your singing?

3. What are you doing this weekend? You could ctor@ur 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 dédnow a nice restaurant near here,
with some very good local dishes.

11



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

| phoned my contact in her office at 7.30 pm. J1.l.suggested a working
breakfast the next morning. (2...) She wasn’t kesen] suggested lunch. (3...) We
arranged to meet at her office at 12.30. | arriaed.2.45 (4...) and we went to a
restaurant, where we had a very good discussioat &vening | wanted to check
something, so | found her name in the phone bodkplioned her at home. (5...) She
was less friendly than at lunchtime. | said | wolld back in Busyville in mid-
August (6...). Not a good time, she said, so | sstgd September. (7...)

3. Which points from ‘Cross-Cultural Communicatiorare referred to in this
story?

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

She is the first to arrive, at exactly 3 o’clockh& the others arrive, some
shake hands with each other. Some kiss on one cb#eks on both cheeks. Others
arrive and say hello without kissing or shaking dean(1...) Some bring wine or
flowers, which the host does not open and putsn® side. Others bring nothing.
(2...)

In conversations, some people move their arms arauot and seem to make
signs with their hands, others keep their handghby sides. (3...) Some people do
not let others finish what they are saying, ancettsay almost nothing; the people
with them seem upset and move away when they @an) Some people look
directly at the person they are talking to. OtHerk away more. (5...) Some touch
the arm of the other person whenever they are sppa@ them. (6...) She notices
that some people seem to be slowly moving backwamiess the garden as the
conversation goes on, while the person with themasing forward. (7...)

Later, somebody makes a joke but nobody laughstyBae goes quiet. (8...)
People start saying goodbye and leaving.

3. Answer the questions below.
What should visitors to your country know about goents in ‘Entertainment
and Hospitality’, ‘Time’, ‘Cross-Cultural Communitan’?

12



PRESENTATIONS: PREPARATION AND INTRODUCTION

Types of Presentation

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

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

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

m demonstration: the head of research and development tells non-
technical colleagues aboainew machine.

u product launch: a car company announcesew model.

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

u talk: a member of a stamp-collecting club tells otheanrhers about
19th century British stamps.

u seminar: a financial adviser gives advice about investmdat®ight
people.

u workshop: a yoga expert tells people how to improve theiratirimg
techniques and gets them to practise.

Dos and Don'ts: Preparation

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

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

b) Find out about theenueand thefacilities: the room, the seating plan, the
equipment, etc.

c) Plan the content anstructure, but don’t write the complete text of the
presentation.

d) Write notes on sheets of paper, notards.

e) Try to memorizethe first five sentences of your talk.

f) Preparevisual aids: pictures, diagrams, etc.

g) Rehearseyour presentation (practise it so that it becomesy familiar)
with friends or colleagues.

Key Phrases: Introduction

13



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

h) Introduce yourself and your subject:

‘My name’s Anne-Marie Duval and | work for Gem Cattants. My talk is
called ‘Consultancy Skills for the 2LTentury’

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

‘There are three main skills areas | want to téléwd today ...’

]) Say whether people should agkestionsduring the talk, or at the end.

‘If you have any questions, I'll be very happy tesaer them at the end of the
session.’

press conference HpeckoHpepeHis
briefing — 6pudinr

demonstration —gemoHcTpariis

product launch —mpe3senTaiiiss HOBOro ToBapy Ha pUHKY
lecture —nexiris

talk — 6ecinma, meperoBopu

seminar —ceminap

workshop —maiictep-kiac

stand-up presentation —npe3eHTariis nepe ayaAuTOPI€r0
audience —ayauropis

venue —Micre 3ycTpivi

facilities — ymoBu mistibHOCTI

content —3micr

structure — ctpykrypa

card —kaprtka

memorize— 3anam’ siTaT

visual aids —naouni nmpuaamas

rehearse —penerupyBaru

introduce —npencraBasaTu

outline — HakpecIUTH B 3araJlbHUX PUCAX
guestion— nutaHHs

1. Match the presentation types to the things (&)that people say in them.
u press conference
u briefing

m demonstration
u product launch
| lecture

n talk

| seminar

u workshop

14



1. As you can see, this prototype is far in advarf@nything we’'ve done before.

2. Here are some typical patterns for demand applgin the widget industry.

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

4. Now is the right time to get out of company €saaind invest in property.

5. The combined resources of our two organizatigiisallow us to achieve great
things.

6. The first postage stamp in the world was then@&tack in 1840.

. The parachutists will come in at 08:30 and lemivo waves, here and here.

8. The X300 has the most advanced features of amnin dts class.

\l

2. Here are reasons for the advice given in part®os and Don'ts:
Preparation’ and ‘Key Phrases: Introduction’. Matcteach reason (1 — 10) to a
piece of advice (a —j).

1. If you drop the cards on the floor, you're iauble.

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

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

4. 1t will help you to keep control, and avoid pepmterrupting if you don’'t want
them to.

5. It will help your audience follow the logic ofhat you're going to say.

6. It will make you feel more at ease at the beigignwhen you may be nervous.

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

8. They add visual interest, provide you with sup@md help the audience follow
you.

9. You can ask for changes in the seating plapckssary.

10 They will be able to tell you if anything is uear 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 / baceptason?

15



PRESENTATIONS: MAIN PART

Dos and Don'ts: Timing

Melanie Kray is giving more advice about preseotei

a) Start on time
Don’t wait for
latecomers.

d) Don’t digress

(| (talk about things

that have nothing
to do with the

have a particul
purpose in mind.

subject), unless yju

Q2

=

R i omine B
¥ point 2: i

b) Plan how
long
you’re going tog
spend on each
point and keej
to these
timings.

OJ

c) Don’t labour
a particular
point (spend toc
long on
something).

A4

e) Finish on time
Don’t run over It
looks bad if you
don’t have time tg
finish all your
points and answe
guestions.

)

11

voice.

Dos and Don'ts: Voice
f) Project your voice to the back of the room, but don’'t shddbn’t ask if
people at the back can hear. Check the volume rilesg) of your voice beforehand.
g) Use amicrophone if you need one. Don't hold it too close to yououth.

h) Whether using a microphone or not, speaknataral tone of voice. Don't
speak in anonotone(on the same level all the time). Vary thiéch (level) of your

Rapport with the Audience
Experts say that you ca@ain the audience’s attentionn a presentation by:
telling ananecdote(a story, perhaps a personal one).

mentioning aeally surprisingfact or statistic.

stating gproblem.
asking aquestion.

16



Of course, it is important to respect the cultevgbectations 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 skillsOf course related to technical skills is a good generalvidedge of
management subjects ... Bluh digressing: let's get backto the technical skills
themselves .That's all | have time for on technical skills.

Let's move onto the second area: interpersonal ski#ls youcan seeon this
transparency, there are twey areas in relation tointerpersonal skills ... I think
that covers everything oninterpersonal skills.

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

latecomer —roii, XTO 3ami3HUBCS

timings — po3paxyHok 4acy

labour — noxiagatu 3ycunb

digress —BigxumsaTucs

run over— noBTOPHOBATH

project — manyBaTu

microphone —wmikpodon

natural tone of voice —1pupoaHiii TOH ToIoCy

mMonotone —MOHOTOHHUI

pitch — Bucora

gain the audience’s attention Fpumatu yBary ayauTopii

anecdote -aHeka0T

fact or statistic —dakr abo crarucruka

problem —npo6iema

guestion —muTaHHs

To begin, let's look at ... -CrouaTky gaBaiiTe pO3TISHEMO ...

I’'m digressing: let's get back —S BigxunuBcs Bif TeMH, qaBaiiTe TOBEPHEMOCS
That's all I have time for on —Ie Bce, 1110 s XOTIiB OBIJOMHUTH IIPO ...
Let’'s move on —/laBaiite nepeinemo 110 ...

As you can see Ak Bu moxere mobaunty ...

key areas in relation to —x1r040Bi 30HH CTOCOBHO (I110J10)

that covers everything on -ie 0XoIuToe Bce mpo ...

Time is moving on, so let’s turn Hac iine, Tak 110 gaBaiTe 3BEpHEMOCS

1. Melanie recently went to a presentation where thpeaker did not follow
her advice. Match each of Melanie’s thoughts (1 }t6 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 thaj!

2. He’s already said that three times.

3. | know there are people who want to ask questiand there won’t be time.
4. He's really droning on: there’s no life in hisige and everyone’s asleep.
5. The sound of his breath in the microphone ilyr@anoying.

17



6. | don’t see what this has got to do with whas lie/ing to say.
7. Get on with it! If people turn up late, thattetr problem.
2. Look at ‘Key Phrases: Main Point’ and correct ¢hmistakes in these

sentences.

1. OK. For beginlet we look forthe most basic product in our range.

2. Of course, related with product specificatiaisour basic model is the issue of
product performance.

3. ButI'm a digressionet’s get back oithe product specifications themselves.

4. That's all_I'm having time foon product specifications. Let's moving &m our
mid-range model.

5. As you can be seeimn this transparency, there are two key featuvesnit to talk
about_in relative t@ur mid-range model.

6. | think thatcovers up everythingon our mid-range model.

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

3. Answer the questions?

1. How are people expected to dress for differgpes of presentation in our
country?

2. What do people think about humour in presentatio

18



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. Dooricentrate on just one or two
people.

u Don’t speak to the equipment or the screface the audienceat all
times.

Smiling is fine at appropriate moments, but not too much.
Usegesture(hand movements) to emphasize key points.
Stay more or less in one place: don’'t move aroondnuch.

u Avoid mannerisms (ways of moving and speaking which you do
repeatedly without realizing).

Visual Aids

Visual aids bullet points T

Melanie sometimes \",
uses these visual
aids when giving
presentations:

whiteboard (Gl

blackboard —f

flipchart

1
overhead

e s

— projector
M ( RV
ANV (‘ ’ a-.\ 4 !-4 {‘ ] 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 skillssecondly at
management skills anldst, but by no means leastat interpersonal skilldn my
view, the secret for success in the future is goindpagainterpersonal skillsThat
brings me to the endof my presentatiorAre there any questiong’

Here are some phrases which can be useful whereangvguestions:

a) That's a fair point. | know that some consultants don’t have a vergdgo
image. But | think that Gem Consultants have helpahpanies reduce costs and
increase profits enormously.

b) That's confidential. I'm afraid I'm not at liberty to tell you.
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c) That's not really my field. But | can put you in touch with someone in my
organization who is working on Internet applicaton

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

e) Well, | think that goes beyond the scope of today’presentation Today |
wanted to concentrate on consultants’ skills, notirgo 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 questioey might say:

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

Anne-Marie ends the presentation by saying:

‘| think that’s a good place to stop. Thank you forlistening.’

eye contact-30poBHil KOHTAKT

face the audience- muBurtucs Ha aygUTOPItO

smiling — ycmixarucs

gesture—xectu

mannerism— MaHipHiCTh

visual aids— naounictb

Sum Up— IiaBOAUTH MiACYMOK

firstly , —mo-nepiue,

secondly —mo-mpyre,

last, — na xinenp

but by no means least—aie emie He Ha camuii KiHeIb

In my view, —3 Mo€T ToukH 30py

That brings me to the end- Ile migBoanTs MEHE 10 KiHIIA ...

Are there any question® — € skich 3anUTaHHS?

That's a fair point. —Ile crpaBeInBe 3ayBaXKCHHS.

That's confidential. —Ile koudineHIiiHO.

That’s not really my field. —Ile e 30BciM Mos cepa.

The questioner would like to know —3anutyBau X0oTiB OU Ji3HATHCS.
Well, |1 think that goes beyond the scope of today presentation — Hy, s aymaro, 1e
BUXOJIUTh 332 PAMKH ChOTOHIIIHBOT IPE3CHTAIII.

I’'m afraid we’ve run out of time . — borocs, y Hac He BUCTauUTh Yacy.
Sorry, | didn’t catch the question. — Bubaure, s He po34yB NUTaHHS.
| think that's a good place to stop— S aymaro, 1110 11e X0opoIie Miciie s 3aKiHICHHS
Thank you for listening. — Jlsxyro 3a yBary.

1. Which words from A and® opposite could the underlined words refer to?
In some cases there is more than one possible answe
1. But don’t overdo itlt can seem insincere (not real).
2. Again, don't overdo itLook round at everybody in the room.
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3. Don't let thesedominate the presentation. People have come ty@genot the
equipment.

4. Do not use continuous text on these

5. Do not use onm a large room because people at the back werélite to see it.

6. Don’t look at itor the screen behind you: face the audience atradb.

7. Have a backup plan_iffigils to work.

8. Keep thenunder control. Remember, for example, that pogntuith your finger is
rude in some cultures.

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

10. Some of thepfor example putting your hands in your pocketsuwming your
fingers through your hair, really upset some people

2. Match these questions from the audience (1 +td)he answers (a — f) that

Anne-Matrie gives inC opposite.

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

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

3. Some companies refuse to use management carisulféghat do you say to people
who say that consultants are a waste of time anteg

4. What's the average salary for your consultants?

5. I don’t know if you have time to answer thist lsan you tell me how I can apply
to work for Gem?

6. You say that Gem have enormously increasedtptofi some companies. Can you
give one or two examples of this?

3. Answer the questions?
1. How is body language used in presentation incountry?
2. Which gestures are acceptable and which are not?
3. What are the advantages and disadvantagesngf digierent 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 tolarge 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 ffisdide you’ll see our total
carbon usage for 2005...

B. Hello everyone. Thanks very much for coming aléogay. My name is Kirk
Renolds and today I'll be talking about some ofwwek we've been doing on
our environmental strategy...

C. Hello ladies and gentlemen. My name is Kirk Resadd today I'll be talking
about some of the work we've been doing on ourrenvinental strategy...

2. What do you say next?

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

B. ‘Okay well, as | said, this presentation is dbat our environmental strategy
and when we first started looking at this none ®fwas really sure where to
start, but I'll talk about that in more detail im@nute or two. Er... and then 'l
tell you about some of the problems we had settmg up — actually, |
remember one particular incident very clearly, vahid quickly relate... °

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

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

B. ‘In January 2005, there was a saving of £29F.abruary, there was a saving of
£300, in March...’

C. ‘Here’s the next slide. OK? And on the next slide

D. ‘Oh dear! I'm awfully sorry but we seem to be Imgvsome technical problems
with the projector. At this point | wanted to shgwu a slide with the energy

savings we made between 2005 and 2006. Savingsased from just under
£300 to...’

4. Suddenly, someone asks a question. How do yospend?
A. ‘Look, | said at the start that I'd be happy &a@e questions at the end...’
B. ‘That's a very interesting question...’
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C. ‘Would you mind if I came back to your questidntlze end? It's just that I'm
rather conscious of the time...’

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

A. ‘I'm terribly sorry but | seem to taken too lorgp we don’t actually have time
for any questions! However, if you grab me aftex gession I'll be happy to
answer any questions you might have.’

B. ‘If you have any questions, | would be happynswaer them now...’

C. ‘Any other business?’

2. Read this introduction to a presentation. Chooseetlecorrect word or
phrases in italics:

Good afternoon ladies and gentlemen and welcomia (i / for our seminar
on corporate property development. | would likg2pbegin / starting / commence
by (3) drawing / telling / outlining some of the main (4@xplanations / matters /
iIssuesin corporate property management $6)that / for / inorder you will be able
to judge whether your company is devoting suffickme to this question.

I will then (6) look / turn / changeto some of the legal and financial (7)
gueries / aspects / pieces property management, and will (@)l / look / explain
how your companies may be affected by current andrd legislation. | will (9)
illustrate / give examples / discusd¥ the kinds of problems our clients have faced
and explain what was done to solve them.

I will finish (10) by / with / givinga brief resume of the consultancy services
that we offer, and | will explain what you (1d¢ed / shall / shouldlo if you would
like to look into the matter further.

As we are rather (13jurried / pressed / shorfor time, | would be grateful if
you could (13yest / stay / savany questions you may wish to (ke / raise / arise
until the end, when | will (15o / make / haveny best to answer them.

3. The introductions to two different presentations erjumbled below.
Separate the two and put them in the correct order.

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

B. Good morning students and welcome to our sessiotherdynamics of
motivation.

C. Then | will give you a short demonstration of ouptptype and explain
what we have already achieved.
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D. Please feel free to raise any questions at arg éina | shall do my best to
answer them.

E. To begin with, | shall outline the main goals o¢ broject.

F. I would like to ask you to keep any questions yaay have until the end,
when | hope we will also have the time to discumsrypersonal experiences.

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

H. | will then return to what we really mean by mation and look at the
internal and external factors that play a partreatng it.

|. Good afternoon ladies and gentlemen. | would liketalk to you this
afternoon about why we feel our interactive videgjgct is worth investing in.

J. | shall begin by looking at why motivation is smgortant 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 Ameri¢a.China he was a very
good electronics salesman. He came to the US t@ mmaike money to send home to
his family. He’s been working in a restaurairtcehe came to Oakland.

Simon graduatedfrom high school in China. He studied electronios two
years.

“Electronics” is almost anything that uses eledfyicusually computers, TVs,
stereos, and DVD players. He was a good studentdiuhetop student in higlass
There were 4000 people in his high school, and @b@@0 people in his class!

After he graduated, he took the best job he cauld. fSimon sold electronics
in a big, busy outdoor market (see picture) in ditg. It was difficult work, but
Simon was a good salesman. ¢tamsistentlysold lots of electronics to people. Simon
also worked hard. HEequentlyworked 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 ataurant washing dishes.
At night he studies English reading, writing, graammand conversation. Simon just
found out there’s a job open for an electronicesabn at Top Electronics, a big
store in downtown Oakland.

Simon went to the store to ask about the job. Th&lhim to come back with
aresumeto tell them about his workxperienceSo Simon went home to work on a
resume. He has never made one before, but howcbatd 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 lgmad employee.
experience— What you have done.

1. Was Simon a good student in China? Was he sttolent?
2. Was Simon a good employee in China? Why?
3. Are there many outdoor markets in the US?
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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 ChinadSoany
electronics to many people.

Education

1999 — 2003

China High School, Guangzhou, China
Graduated from high school.

2004 —Present
Oakland Adult School, Oakland, CA
Currentlystudying English.

Skills
Can sell things
Can speak a little English

Objective—~What you want to do.
Present- Right now.
Currently— Right now.

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
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2003 — 2004 Electronics Salesman, Guangzhou, China
Was consistentlya top salesman in one of the busiest markets in Chimdd S
televisions, stereos and DVD playdfsequentlyworked 12 to 14 hours a day.

Education

1999 — 2003 China Electronics High School, Guangzlihina

Completed high school in China. Studied electronmiepair and salesskills.
Graduatedn the top of myclass.

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

Skills

Strongsales skills andork ethic
Experienced in using computers.
Strong English language speaker.
FluentChinese 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

2. What are the sections or parts of a €Wlatch the section titles with the
descriptions and details of a CV.

1. Personal A. Your interests or hobbies
Information
2. Profile B. Lists the foreign languages you can speak and lpvat of
competence

3. Experience C. Name and contact details of 2 or 3 people who adsa ¢
information to recruiters about you
4. Education D. A summary of your education, experience and mailssk
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. Languages E.

. Computer F.
Skills

. Interests G.

. References H.

(up to 5 lines only)
Your computer skills and software experience
Name, address, telephone, email

Clear, detailed information about your educatioregid
with your most recent degree

Your work experience in reverse chronological order
Include the names of employers, position, dutiesl an
responsibilities, dates of employment

3. Write your own Resume.

Objective

Work Experience

2003 — 2004
Education
1993 — 2003

2004 — Present

Skills
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4. Look at this sample CV. Write the section titles a CV in the blanks
provided.

SUSAN JOMES
72 Baker Road, London W2 3BT
Telephone: 021-TB90 3714  Mobile: 07860 947739

Email: susanjones@mymail.com

Enthusiastic and professional bifingual secretary with more than five yvears 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 Financial Bank 2009 - prasent
Executive Bilingual Secretary

# Coordinated meebings and conferences

o Made travel armangements

# Lpdated and maintained computer databases

Exposales Internabional 2006 - 2008
Bilingual Secretary (o Expon Sales Manager

& Created spreadsheets and chars

«  Translated documents

Global IT Serices Lid 2003 - 2006
Office Assistant
»  Typed contracts and letiers

o Answeredphone calls
3.

Fitman s Secretanal College 2004 - 2005
Executive Secretary Diploma

Liniversity of Greamwich 1900 . 2003
BA Ecanomics & French

4.

Gemmarn, fluent
French, fluent
Japanese basic

5.
Micrasof Ward, Excel, PowserPoinl Accass

6.

Tennis, swimming, cooking and tavel

T.
Available on request
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PART FOUR

WHAT IS A SUMMARY?

Summary is a short statement or a group of sergetitat states the most
important details of the original paragraph, storyarticle, without giving all the
details and leaving unimportant details.

ARTICLE IMPORTANT DETAILS

Where and How to Cut Your Losses

Half the skull in getting ahead on the career fisniMPORTANT TO KNOW
knowing when to move on. In everyone’s life theY¢HEN TO CHANGE JOB
comes a moment when they should make the break —
the world is full if has-beens who, perhaps, jughid | MANY MISS
have the courage to take a chance when that chdmte RIGHT MOMENT
came. It pays to constantly reassess where youl.stan
A good stock question to ask yourself is ‘Where lam
going to be this time next year, if | stay in treme| TRY TO CONCEDER
job?’ Each career has a different kind of time-sgafOUR POSITION A
The sale scene moves fast — you tent to make [Yy0EAR AHEAD
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 aneé |th
patter. The same thing goes, to a certain extent, SOME CAREERS&JOBS
advertising. But other careers move at a diffepate| MOVE SLOWLY, SOME
— to become head curator in a museum, for instan¢d&AST
head librarian, may take years.

Summary

In this article on successful careers it says #f®timportant to know when tp
change jobs. Many people miss the right momeny.ososhould always think about
where you are now, and where you'll be in a yeam& jobs, though, move slowly,
while others move quickly — careers have diffetene-scales.
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BUIMIHHOCTI AHOTYBAHHA Bl/| PEOEPYBAHHA

AHOTYBAHHSA PE®EPYBAHHS
MosgHi 3aco6u | Bucokwii ctynisb | [lutyBaHHs OpPUTIHAJIBHOTO
a0OcTparyBaHHs Ta | TEKCTY.
y3arajJbHEHHS. MaiicTepHicTh y  CKOpOYEHHI
DopMyITFOBaHHS BJIACHUMHU | TEKCTY TEPIIOKEepena

CJIOBaAMU, BUKOPHUCTAHHA KITIIIe.

O6csr J1o 500 npykoBaHUX 3HAKIB 20001pykoBaHuX 3HAKIB
1/8, a6o 10 — 15% crarTi
(mepromreperna)
CrtpykTypa a) y3arajJbHCHHS BHMKJIAay TEMH | a) (OPMYJIOBaHHS  TOJOBHOI
YChOTO TEKCTY; TYMKH;
0) mnepenik (0e3 po3kputrTA) | 6) POPMYTIOBAHHS  KOXHOTO
OCHOBHUX MIITEM; [IATAHHS , BUCHOBOK 10 HBOTO 1
B) BUCHOBOK. HEOOX1IHa HHU3Ka JOKa3iB y iX
JIOT1YHIN ITOCIIIJOBHOCTI,
B) BHCHOBKH aBTOpA
pedhepoBaHOTO TEKCTY.
Mera [ToBimomiieHHsT TIpo iCHYBaHHS | BuknaaeHHs 3MicTy JOKyMEHTa

JIOKYMEHTa TMEBHOTO 3MICTy 1
XapakxTepy.

3  XapaKTepUCTUKOI  METO/IIB

JTOCHIDKeHHS, 3 (PaKTHUHUMU

KIHIIEBUMH TTiJICYMKaM# pOOOTH.

3PA30K AHOTAILII TA PE®EPATY

PE®EPAT AHOTAIIA
(PRECIS) (SUMMARY)

A computer is counting machine. There are two The text deals with
kinds of computers: special-purpose and genec@mputers. Types  of
purpose computers. F computer can store | toeputers and input data
information in its memory until it is needed. Th®pesg are  described.  Special
of inputting data into a computer is via puncheddca&mphasis is laid on the
reader or punched paper tape reader from magagic advantages of the

The advantages of a computer are its small size
weight, reliability, speed of operation and litpp@wer

required for running it.

eohputer.

31



HAHWBLIbII BJKUBAHI KJIIIE JJIsI HAITUCAHHA AHOTAIIIL:

|. KJILIE, AKI CTOCYIOThCS 3ATAJIBHOI TEMU TEKCTY

1.V tekcTi po3noBiAAETHCS MPO ...

1. The text deals with ...

2. CTaTTs TOPKAETHCS POOJIEM ...

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

3. Y umsomy po3aiii
BaXKJIMBa mpoodjema ...

PO3TIAOAECTHCA

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

4.V naniii kau3i (cTaTTi, mparr)

- IOJAIOTHECA 20CHOBHI MOJIOKEHHS ...

- OTIAHOBYETHCS IIIKABUI METO/T
- PO3MOBITAETHCS PO ...
- (OPMYITIOIOTHCS 3aBJIAHHS ...

4. In this paper

- the main principles of ... are given.
- an interesting method of
suggested.

- the paper dwells upon ... the problé
of ... are started.

5. Cratrs (mparis, KHUTa)

- Ma€ Ha3By ...

- TIpo ...

- IIMPOKO PO3KPUBAE MPOOIEMY ...
- HAIIKCaHa Ha TEMY ...

- IPUCBSIYCHA HACTYITHUM TTUTAHHSM ...
- TOPKA€ETHCSI EKOHOMIUYHMX MPOOJIEM ...

- Hece 1HpopMaIIiio o ...
- iHpopMyE UnTaYa ...

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 ...

the

the

IS

6. HasBa crarri ...

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

he

7. ABTOp CTarTI ...

7. The author of the article is ...

8. CrarTs Hanucana ...

8. The article is written by ...

9. Crarts HagpyKoOBaHa ...

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

10.VY crarrti (npari, KHA31)
- PO3MOBIAETHCS MPO TE, 11O ...
- CTABUTHCS TUTAHHS TIPO ...

- OIIUCYETHCA ...

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

11. Cepen inmux npoOiem cTaTTs
maiMae MUTaHHs ...

11. Among the other problem the pa
raises the problem ...

per

II. KVIIIIE, AKI BUABJIAIOTH 'OJIOBHY AYMKY, IIEIO TEKCTY

1. ABTOp MiAKpecCTIoE TyMKY Ipo T€, 110

1. The author emphasizes the i

lea

(that). ..
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2.T'0n0BHa 1yMKa TEKCTY y TOMY, 11O ...

2. The main idea (point, keynote) of t
text is (that) ...

he

3. Mera crarTi

- IOKA3aTH ...
- MOJIaTH YKTavy iH(OpMaLIiio Tpo ...

3. The aim (purpose, objective, goal)
the article is

- to show ...

- to give the reader information on ...

of

4. ABTOp BBaXKaE, 1IO ...

4. The author believes (that) ...

5. ABTOp MOYHHAE 3 TOTO, 1110 MOB1IOMJISE
quTayy ...

5. The author starts by telling the rea

der

6. ABTOp 1H(pOPMYE ynTaya mpo ...

6. The author informs the reader of ...

7. ABTop momae aeski ¢akTH, SKI

CTOCYIOTBCA ...

7. The author gives some facts (dé
concerning ...

ita)

8. ABTOp 3BepTae yBary untaya Ha Te, 10

8. The author draws the reader’s atten
to the fact that ...

[ion

9. Bin Bkasye Ha Te, 11O ...

9. The author (he) points out (that) ...

10. ABTop

- KOHIIEHTPYE yBary Ha ...

- CTBEPIIKYE, IIIO ...

- MMAKPECIIIOE. ..

- BUCTYIIA€ TIPOTH ...

- IyMace ...

- XapaKTEPU3YE ...

- IOKA3YE ...

- TOKJIAJIHO 3YTIUHSETHCS HA ...
- HaJa€ 0cOOJIMBOIO 3HAYECHHS ...
- QaHANI3YE ...

- BHAlOMUTD ...

- IOSICHIOE ...

- OTUCYE ...

- IPE3CHTYE ...

10. The author

- concentrates on ...
- states that ...

- stresses ...

- comes against ...
- thinks ...

- characterizes ...
- introduces...

- dwells on ...

- emphasizes ...

- analyses ...

- acquaints ...

- explains ...

- describes ...

- presents ...

11.V cBoili nipartii aBTOp

- IOBOJUTB, 11O ...

- BCTAHOBJIIOE, 11O ...

- IEMOHCTPYE, IO ...

- MATBEPIKYE 17€10, 11O ...

11. In his work (paper) the author
- proves that ...

- finds out that ...

- shows that ...

- supports the idea of ...
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12. ABTOp BUABIISE
- CBOIO TOUKY 30py
- CYMHIBU Y ...

12. The author expresses
- his point of view
- his doubts (in)

13. ABTOp BHOCUTDH BETMKHI BKJIAT ...

13. The author
contribution to
contributed greatly to ...)

makes
(The

a gre

autha

>at
)

14. ABTop npomnonye
- OpUTIHAJBHY T1IOTE3Yy MPO
- I[IKaB1 MIPKYBaHHS IO ...

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

15. ABTOp BUCYBaE

- HOBY T1IIOTE3Y

- MPOTIO3HUITI IO

- OCHOBHI MPUHIIMIIH ...

15. The author puts forward
- the new hypothesis of (on)
- suggestion

- the basic principles of (on)

16. ABTOp nonae

- BUYEPITHUN HAYKOBHM aHamI3 ...

- BaroMmi J0KasM ...

- BUpaA3HUI BUKJIAJl OCHOBHUX IOJIOKEHb

- HayKOBE OOTPYHTYBaHHS ...
- YiTKe BU3HAYCHHS 3aKOHY ...

- TOYHY XapaKTEepPUCTUKY METOJA ...

- IOKJIAITHUM aHaJI13 3aKOHOMIPHOCTEH ...

16. The author gives

- a comprehensive analysis of ...
- sound proofs

- cleancut presentation of the ba
principles of ...

- well-founded explanations

- well-formulated statement of the law

- precise characteristic of the method

detailed analysis of the bas

regularities of ...

SiC

of

of

5iC

17. ABTOp BUBUAE

- OCHOBHI 3aKOHH

- TeAK1 0COOJIUBOCTI

- IPUYNHU BUHUKHCHHS

- CKJIaJTHI TTPOIIECH PO3BUTKY

- p13H1 crocoou

17. The author investigates

- the basic law

- some features (peculiarities) of ...
- the causes of ...

- complex processes of development

- various ways ...

of

18. ABTOp mochimKye
- MUTaHHS PO BIUIUB ... HA ....
- 3QJIEKHICTD ... BIT ...

- Mpo0OJIeMy B3a€EMOJIT ... 3 ...

18. The author investigates

- the problem of ... effect on

- dependence of ... upon

- the problem of ... interaction
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19. ABTOp po3polIsie
- HOBUM IPOMMCIIOBUM METOJ OTPUMAaHHS
OB

JOCKOHAy ~ METOJHUKY
JOCITKEHHS
- HOBY CHCTeMY (TEXHIKY) IPOBEIACHHS

EKCIIEPUMEHTY

19. The author works out (develops)

- the new commercial (large sca
method of obtaining

- improved method of investigatic
(investigation method)

- new experimental techniqt
(procedure)

e)
n

e

[ll. KJIIIIE, KT IIOBA3AHI 3 BUCHOBKAMU, 10 AKUX ABTOP
HPUBOJIUTD UYNTAYA

1. ABTOp MpUXOIUTH 10 BUCHOBKY, 1110 ... | 1. The author comes to the conclusion
that ...

2. [TpounTaBiu CTaTTIO mu | 2. Upon reading the paper, one realizes

MEePEKOHYEMOCS, TIIO ... that ...

3. Y BucHoOBKax po3mnoBimaetscsa npo Te, | 3. In conclusion the paper point out that

1o ...

4.V crarti ( mparii, KHU31) 4. The paper

- IOJAETHCS KOPOTKHMA OTJISI]T - surveys briefly

- BMIIIIYFOThCS IIKaBi BiIOMOCTI - presents some interesting facts
concerning

- MO’KHA 3HaWUTH IiKaBi (aKTH Tpo ...

- TIOJTA€ThCS KOPOTKHM OTJISA MaTepiany 3
IILOTO MMUTAHHS

- PO3IIISIAIOTHCS AKTyaJIbHI TUTAHHS

- presents some interesting facts abou
- reviews the literature to the problem

- concerns the most important problem

of

5.V crarti aBTOp

- CTaBUTh

- TOPKA€ETHCSA

- BUCYBA€

- aHaJI3ye

- BUpIIIYE

- BUKJIAJ]a€ HACTYIIHI MUTAaHHS

5. The author of the paper

- poses

- touches upon

- puts forward

- analyses

- tries to solve

- states the following problems

6. BianmoBiIHO 710 TEKCTY ...

6. According to the text ...

7. Ha nymKky aBTOpa ..

7. In the author’s opinion ...

8. Ha 3aBepiieHHS ...

8. In conclusion ...
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METROLINK

The Metrolink tram network is located in Manchesterthwest England. Due to
increasing traffic congestion, and a decliningguadige on some local heavy rail lines, it
was decided to build a light rail public transpaetwork. The tram was chosen for three
specific reasons: it allowed penetration into tiye aentre from the suburbs; it is seen as
a viable alternative to the car, and, if plannedemtly it can avoid traffic congestion.
The existing tram network is 31 km in length, cartimg a suburban area to the north
with another suburban area to the southwest viaitilecentre, main rail stations and
large sports/cultural venues. The trams are twoasticulated units, designed for
operation both on-street and on conventional railinsck.

The system has been very successful, exceedingtakpas with 13,8m trips in
1997. Research suggests that 20 per cent of thyesevbuld otherwise have been done
by car which means Metrolink has been successfacimeving a modal shift. The
network is set to expand out into the area wedhefcity centre, through the new
waterfront development at Salford Quays.

Reading Comprehension

1. Why was the Metrolink tram network built?

2. How could the Metrolink improve the traffic caggion 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.

4. The length, rolling stock and the route of Métia
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
ARTICLE Manchester.
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5.| CONTENTS The author starts by telling the reader about dication of the
Metrolink.

6. He explains_the reasons why the network began ild land
why it was chosen

1. In the article it is described the length, rollispck and the
route of Metrolink

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

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

SOURCES

1. Aspinall, T., Bethell, G. Test Your Business ¥balary in Use. —
Cambridge Univercity Press, 2005. — 102p.
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