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Introduction

—

Who is this book for?

Professional English in Use Management is designed 1o help msesmmediase and upper
intermediate learners of English to improve their managemens vocabulary — and perhaps
even their knowledge of management. It is for people prepanng o start studying for an MBA
programme or a master’s level course in management as well as for those already working in
a management role who need English for their job.

You can use this book on your own for self-study, or with a teacher in the classroom,
one-to-one or in groups.

How is this book organised?

The book has 40 two-page thematic units, in seven areas of management commonly studied
on MBA courses worldwide: management in context, innovation, marketing, operations,
people and human resources, finance and strategy and change.

The left-hand page of each unit presents new words and expressions in context in authentic
texts, and the right-hand page allows you to check and develop your understanding of them
through a series of different tasks.

There is an answer key at the back of the book. Most of the units have exercises with only
one answer. However, some of the tasks, including the Over to you activities at the end of
each unit (see opposite), are designed for writing and/or discussion about yourself and your
own organisation, or one you would like to work for.

There is also an index. This lists all the words and expressions introduced in the book, and
gives the unit numbers in which they appear. The index also tells you how the words and
expressions are pronounced.

An appendix highlighting the difference berween UK and US English terms can also be found
at the end of the book.

The left-hand page

This page introduces new vocabulary for each thematic area in an authentic context,

using the type of texts you will meet in MBA study and authentic business situations. The
presentation is divided into sections indicated by letters — usually A, B and C - with simple,
clear ritles.

As well as explanations of vocabulary, there are examples of typical word combinations and
the grammar associated with particular vocabulary, for example the verbs that are typically
used with certain nouns.

The right-hand page

The tasks on the right-hand page give practice in using the new vocabulary presented on
the left-hand page. Sometimes the tasks concentrate on using the words and expressions
presented on the left-hand page in other business contexts. Other tasks test your
understanding of the concepts on the left-hand page. Some units contain diagrams or tables
to complete. As well as further explanations of the target vocabulary, there is information
about typical word combinations, for example, the verbs that are typically used with certain
nouns and the grammar associated with particular vocabulary items.

Over to you sections

An important feature of Professional English in Use Management is the Over to you section
at the end of each unit. The Over to you sections give you the chance to explore the concepts
and target vocabulary presented in the unit in relation to your own professional situation or
studies. For some of these you will need to find information on the Internet.

Self-study learners can do this section as a written activity.
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In the classroom, the Over to you sections can be used as the basis for discussion with
the whole class, or in small groups with a spokesperson for each group summarizing the
discussion and its outcome for rest of the class. The teacher can then get learners to look
again at the exercises relating to points that have caused difficulty. Learners can follow
up by using the Over to you section as a written activity, for example as homework,
where appropriate.

How to use the book for self-study

Find the topic you are looking for by referring to the contents page or the index. Read
through the texts on the left-hand page of the unit, and note the target vocabulary, which is
marked in bold. Do the tasks on the right-hand page. Check your answers in the key. If you
have made some mistakes, go back and look at the words in context and any explanations
or definitions given in the texts or tasks again. In your notebook, note down important
words and expressions and their meanings in the business context and also useful word
combinations.

How to use the book in the classroom

The themes can be explored in the order given, so that the students’ understanding develops
from basic management concepts to more complex ones. Alternatively, teachers can choose
units that relate to learner’s particular needs and interests, for example areas they have
covered in course books, or that have come up in other contexts. Alternatively, lessons can
contain a regular vocabulary slot, where learners look systematically at the vocabulary of
particular thematic areas.

Learners can work on the units in pairs, with the teacher going round the class assisting and
advising. Teachers should get learners to think about the reasons why one answer is possible,
and others are not.

We very much hope you enjoy using Professional English in Use Management.
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Perspectives on management

What is managing?

Consider several managers and their work.

My job is simple: | have to make sure that the

construction industry, meets our production programme that il appeal 10 a
targets and makes a profit. broad ronge of audences. \We have
_ SO L el 10 set ealistic prices for tickets

Tom is the general manager of a |

for each concert. We have to

My job is {0 pay attention to every detall of every
quest 's stay with us.

They all work in different environments, with different stakeholders, that is, all the people
who can be affected by their company’s actions, and different key performance indicators to
measure success, but they share some general management responsibilities:

® Identifying customers’ needs

@ Setting targets and putting the necessary resources in place

®@ Planning and scheduling their own work and the team they manage
® Measuring performance and the outcomes achieved

® Reporting on results.

Mintzberg
Henry Mintzberg, a Canadian professor of management, has made significant contributions
to our understanding of managerial work and the role of the manager. He has identified
different roles in a manager’s job and placed them in three categories:
® [Interpersonal roles — a manager is the figurehead, providing leadership for the team, the
department or the organization and liaising with other stakeholders (both internal and external)
® Information roles — a manager has to be an effective communicator as information
constantly moves in, round and out of the organization
® Decision roles — a manager has responsibility for spotting opportunities, allocating
resources and dealing with conflict or the day-to-day differences that can arise in any
team or organization.

Management practice

Pavel is speaking to some new recruits at a major firm of management consultants, where he
is to be their mentor during the first six montbhs:

“Welcome to Delboi! I have three pieces of advice as you make the move from studying
management to the real-world environment in which we work:

First: you need to be a team player. Our success here comes from collaborating with
colleagues to create feasible solutions when we are interacting with clients.

Second: all the solutions that you recommend to our clients have to be practical rather than
academic. You have to integrate what you have been learning and constantly challenge
your own assumptions. You need to be able to develop creative thinking skills and discuss
complex issues in the workplace from a ‘people perspective’.

And finally: if you do not know something, or if you are uncertain about how we do things
here, please ask!

“We hope you enjoy your time here and we look forward to working with you.’
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1.1 Make ten word combinations from boxes 1 and 2. Look at A and B 1o help vou.

1 allocate cover identify make measure meet pay attention to
report on set spot

2 a profit COsts detail needs opportunities performance
prices resources results targets

1.2 Match one of Mintzberg’s 10 Managerial Roles from the box with its definition below.

Disseminator Disturbance handler Entrepreneur Figurehead Leader
Liaiser Monitor Negonator Resource allocator Spokesperson

Performing symbolic duties as a representative of the OIBANIZATION. wecivrernresensesincannassossns

Collecting all types of information thart are relevant and useful to the
OTRANTEALION. | cucensosssnnnnsssssssonsssprds

Developing and maintaining business networks. ............ S Nerh s vseatisaa

Spotting opportunities, being innovative and championing change in products, services or
buSINESS Processes. .........icorvvrvcvsneresesens

Dealing with unexpected challenges and crises. .....ceeveveereverisessnnns

Negotiating with individuals and dealing with other organizations. ..............coovvvvveviinin.
Communicating information from inside the organization to outsiders. ........oooeoooooooen.
Deciding on the most appropriate use of the Organization’s reSoOurces. ..o oo omoosooson.

Communicating information from outside the organization to relevant groups inside the
OFERAIIZATION T 1354255 4s kmaeicosscacnsyennnny

Establishing the organizational culture and motivating the staff. .........oovvvveeveooeoeio,

1.3 Complete these testimonials from alumni students from an MBA programme using words or
expressions from A, B or C.

n Bdngaﬂemnﬂuap_&md’yaﬂya&wumdhml*mmﬁmm
variousﬂddsofmnagammasmuasc_—mmoﬂmmunnngewdnlmgemya__s
dhﬂdeWWmemaMWlmwﬁmxsﬂb
aswellashelpingtod____ mycreativer__ skills.

lnowhaveabetwldeaaboutm—_workhgenmlkammeﬁngw.lwasabbtol_my
previous experience with marketing. Inaddition,.d_____ ofthemorec_ i s of psychology

during the course means that | am now much better at i and meeting the n s of my customers.
| also leamt how to become a much more effective ¢ .

S i s S ST UL ¥ X
= A 5 =l l

Not only did | learn how to become a team p . but | was able to develop my own personal | skills.
And by the end | had become a much more effective ¢ -I'm far from becoming a f
bulldohawmuchmeconﬁdenceandhaveappﬁedfwmmganmtjobslnmaldiﬁerents of
i . Ihope that soon I'll be able tom a junior member of staff and put it all into practice.

Over 4o You

Look at Mintzberg's ten manaqerial roles in 1.2. Whi« A you identify in your current

job or in a job you would lik
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Organization structures
Organizational structures

e —- e
m An example of a divisional structure

Management structures identify the different departments in an organization and set out who answers
to whom in the chain of command.

The traditional types of organizational structure are functional or divisional. In a functional structure,
the organization is divided up into different functional areas or departments, such as Marketing,
Finance and Production. Multi-divisional structures also exist, where the organization is divided along
geographical or product divisions. This allows the company to grow and develop in new parts of the
world and to add new combinations of products. A multi-divisional matrix may also be adopted. This is
a combination of product and geographical divisions that allows a large company to adapt products for
particular markets.

Matrix structures are especially used in large organizations that have a number of clearly defined
projects. Organizations with one single owner, a sole trader, often have no formal structure.

Large organizations may have a tall structure, with complex hierarchies and many layers of management,

but even a very large organization can have a flat structure, with only a few levels of management.

An organization chart is a diagram showing relationships between different jobs and departments. It may
identify the various functional departments, the hierarchy, from the CEO and the Board of Management
downwards, and the lines of responsibility, to identify reporting channels (including individual managers’
spans of control).

Head of organization
CEO (Chief Executive Officer)

I

Board of Management

[
[ l

Product Division 1 Product Division 2
Foodstuffs Domestic cleaning products
Human - Accounting Human . Accounting
Resources Marketing and Finance Resources Marketing and Finance
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2.1 Match the terms in the box below with their definitions, using information from A and B.

chain of command lines of responsibility spans of control Board of Management

1 Handing decision making from the higher levels of an organization to lower ones. .................

2 The number of people a manager can effectively manage in a particular situation.

3 The specification of individual employees” responsibilities for particular aspects of work
and of their management responsibilities and who they report to in the organization.

4 A committee of members elected by the shareholders to manage and oversee the company.

“rrnrrnranne Srssssanan

2.2 Give each sentence below a subheading from the box.

flat functional matrix

multi-divisional no formal structure product

e oSl BT 4 — departments are separated according to the different aspects of company
work, such as producing goods or dealing with the financial marters.

O . ws-eeee. — the company is divided into separate units specializing in a particular area
of the world or has separate units dealing with particular types of products.

B i nnanais .....— the company uses a mixture of divisional structures, to enable it to be more
flexible and organize its work around specific projects.

RIS S — very small companies run by a single person or group are like this.

RTINS A — in this type of structure responsibility is shared, with fewer managers and

with individuals being responsible for their own tasks.

6 i i i T — the organization is divided according to a particular product or type of
product, each of which has functional teams to take care of staff, finance, etc.

2.3 Add words from the box into the correct phrase to make noun phrases.

l command control management responsibility
1 chain [ e o IR 3
2 layer " S L2 S0 L e s
3 line o - A kit e b
4 span of s e vkien iyl

Over 4o You

[)f.ly'. an lll(;d"*l;"l' on structure for an or janNiZation NIt W vou are tamiliar
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Henri Fayol (1841-1925)

Henri Fayol began his career as a mining engineer in Comentry-Fourchamboult-Decazeville, France.
He was appointed director of a group of mines in 1872 and became managing director in 1888, before
retiring in 1918,

His book General and Industrial Management demonstrates how general management concepts can be
applied across a vast range of organizations, regardless of sector: manufacturing, services, public sector,
etc. There are multiple layers to a manager’s role, including having to develop a workable structure,
dealing with staff — roles and responsibilities, as well as from a motivational perspective — considering
the macro environment — that is the wider economic conditions that affect an organization, and drawing
up a suitable strategic plan. Fayol also identified the major functions of ‘administrative management’,
such as marketing, production and finance.

ATy —— e o -

m Frederick Winslow Taylor (1856-1915)

Frederick Winslow Taylor, an American engineer, is credited with being the inventor
of ‘scientific management’ in manufacturing environments.

As a manager at the Midvale Steel Works in Philadelphia he used a stopwatch and
notebook to identify each step in the various processes on the factory floor. From
these observations he was able to measure the productivity rates of workers at
every stage in the different tasks he saw performed. He was then able to make
recommendations that led to greater efficiency in the production process.

Taylor’s The Principles of Sclentific Management, published in 1911, was the first
bestseller in the history of modern management. His work had a huge impact on how factories were
managed in the early decades of the twentieth century, especially in America and Europe. Henry Ford, for
example, followed the principles of Taylorism, scientific management and mass production when he set
up the Ford Motor Company in 1903. He introduced the Model T Ford in 1909 and soon captured a huge
share of the American car market: in 1918, fifty per cent of all the cars on American roads were Model T
Fords. In the Soviet Union, Lenin urged workers to use production targets that followed the principles of
Taylorism; failure to do so could lead to severe penalties and punishment.

- o
Peter Drucker (1909-2005)

Peter Drucker is regarded by many of his peers as the most significant management guru of modern
management practice.

Drucker was born in Austria in 1909. He moved to America, via England, in 1937 and worked at General
Motors as a management consultant during the Second World War. His academic career began after the war.

R —

The focus of his work, and a major reason for his appeal to practising managers, is on the practical
application of management theories to the real-world working environments in which managers do their
jobs and seek to achieve results. That said, ideas such as management by objectives, decentralization
and knowledge working can all be traced back to Drucker’s work, many years before they entered
mainstream management thinking.
His seminal work ‘What Makes an Effective Executive?’ in 2004 was awarded the McKinsey Prize for the E
best Harvard Business Review article of the year. [
e R g TR, e - ——
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3.1 Find seven word combinations using management from A, B and C. Then match five of them
to the correct definition below.

1 A person with knowledge or expertise who becomes an intellectual guide for others in a
particular aspect of the field.

2 Someone who advises people on management issues for a fee.

3 The rationalization and standardization of work through division of labour, time and
mortion studies, work measurement, and piece-rate wages, as defined by US engineer,
Frederick Winslow Taylor.

4 An idea or principle connected with something abstract concerning management.

5 Related to businesses’ managerial roles and administrative functions, as defined by French
engineer, Henri Fayol.

3.2 Complete the PowerPoint slide using information from A.

! Managers must/need to...

1 examine the organization’s ........cceveevvvvanns environment and draw Up ...,
plans for the organization’s response to what is likely to lie ahead.

2 0UNE UP @ i s aascecciainaces plan of the organization and put in place procedures
which can help with the preparation and implementation of plans.

3 .iiiiieeeenneens. @and set an example for their staff, as well as clarify the .......... T
and e ....... Of the organization’s teams and individuals.

4 ensure that the work done by the various teams and departments is consistent
with the overall plan for the organization.

5 ensure that what happens is what should happen, in accordance with the
organizational plan.

3.3 Complete the statements and then decide to which management guru, Fayol, Taylor or
Drucker, each one is attributed. Use words and expressions from A, B and C.

1 Production .......cccceeeeeencenn at the turn of the twentieth century across Europe and the USA
benefited greatly from the....................... OF D iveaismmanerosmds theory of management,
based on research into .......cocveeenneeens production which dealt with optimum ........cccenn.....
rates and resulted overall in greater ......oocevneveennnne o ) R were set for
individuals according to the time available and the share of the workload. Applying
these principles enabled Ford to .....cccvevcuninnnaes the major share of the automobile market
at the beginning of the twentieth century. The man who developed these theories was

b AR e el are those who develop and use knowledge in the workplace.
Along with the ....ceiiniieeenn. of the role of management, these are just two of the concepts
that can be attributed to one person in particular .....ccccooviieniniin cenieriniiininennnn :

3 The manufacturing and ...........ccccueeuee. industries as well as the ...................... sector
have gained from a greater understanding of the roles of management, and the
separarte functions involved in management, as highlighted in the ........ccceeeeeeeee. work of

.............................................

Over 4o Yo

ll[l[w'l the proil les o

units in this book, av
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Management in different sectors
Private

Public

Not for Profit

14

ong works for a large hotel chain In
Guangzhou, China. She is In charge of a
customer service team:

‘The company Is under private ownership.
Our founder was an entrepreneur who
spotted an opportunity to provide high-quality
conference facilities for the growing number of
trade shows and industrial exhibitions attracted
to the region. Part of the equity Is still in the
hands of the family; a minority of the shares is
held by a number of institutional investors.

‘We also have strategic partnerships with
local, national and international airlines and
tour operators.

is a public sector employee working for the

City Council in Madison, Wisconsin. She is

a food safety officer, with responsibility for a
team of ten food safety inspectors:

‘Our mission is simple: we exist to serve the
public by ensuring that heaith is not put at risk
by unsafe food. This mission is then developed
into a series of strategic and operational
plans that are discussed and approved each
year by the council’s senior management team.

‘Members of the team make regular visits to
restaurants and other places where food is
prepared and sold to the public. We also visit food-
processing factories to monitor standards like
cleanliness, general hygiene and cold storage.

vid manages the furniture workshop in a
social enterprise in Dublin, Ireland:

‘A social enterprise is a business with primarily
social objectives, so we do not focus on
making a profit from our activities. Any financial
surplus we can generate is re-invested in the
business or in the community. We do not have to
maximize profits for owners or shareholders.

‘There are many different kinds of social
enterprise but they are all accountable to their
stakeholders such as employees, clients, local
community groups or other users.

‘Our mission is to make life better in this
community by creating income and employment

Professional English in Use Management
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‘In all that we do our mission is strictly
commercial, we have to generate a profit
for the family and for the institutional
shareholders.

‘The customer service team works closely
with managers and staff in every part of the
customer experience, so that every guest
receives an excellent level of service at each
stage of their stay with us. The company
operates within a very competitive business.
If we don’t keep our customers satisfied we
won't survive.'

e e

‘We are not profit seeking, rather, we have to
make sure we can provide services within the
budget agreed and endorsed for each year.

‘My own job involves:

« planning and scheduling the work done by
the members of the team

« ensuring that adequate resources are in
place to support their work

« monitoring the regular inspections (including
any recommendations for preventative
and corrective action required) so that I
can provide regular reports to my own line
manager.’

for local people. We do this by taking in
donations of furniture, repair it if necessary
and clean it for resale to our customers.

Like other non-profit organizations, we have
a triple bottom line:

e we minimize any negative effects on the
environment

« we have to be aware of the needs of our
staff, both waged and volunteers

« we have to make enough profit or surplus to
provide a sustainable business.

It is never easy to balance all three of these
but it is very satisfying work.'




4.1 Change the nouns in the box into adjectives.

competition/competitor  correction entrepreneur finance  imstitution
privacy public society strategy  sustamability

4.2 Using expressions from the texts on the left, match the questions (1-6) and answers (a—f)
following an MBA lecturer’s session.

1
2
3
4
5
6

-

I was just wondering, Dr Khomer, if you could clarify the meaning of public sector?

Dr Khomer, You mentioned something about social obiectives, but I didnt quite catch what you said ..
Excuse me, could Hou elaborate a little on what uCu meant b-j the term sustainable business?

Yes, Dr Khomer, I_;us{ wondered what wou had 1o say about institutional investors.

Sorry, [ didn't quite understand wour point about financial surplus. Could wou show us the slide again please?
Yes, 1 '4 like to know what you mean by triple botiom line exactly.

They include the production and supply of quality qoods and services, adoption of fairtrade practices
and contribution 10 the general welfare of society.

These consist of entities, such as pension funds, insurance Companies and investment barks, with large
amounts 10 invest.

Yes, it refers 10 the generation of resources, such as capital that exceeds experditure.

Sure. It 's an accounting term that means the most important factors for measuring an organization s
sucCess in social and environmental as well as economic terms — we say pecple, planet, profit.

The army is an example of an oraanization that provides a public service funded by the qovernment.
This refers 10 the need for an organization 1o make enough profit or surplus for it 10 survive.

4.3 Complete these observations from employees of three enterprises. Choose words from the box.

accountable  competitors donate equity mission non-profit

organization planning profit resources  satisfying  shareholders

social volunteer waged

1 We don’t hold e....cccccannnninaies and SO OUr Mu...uccircieciennens R SRR enterprise is to
generate financial f...occeieecinnans to facilitate the operation of our association.

2 Pisiivisiboiaipsssn a schedule for the vi...ccccoivnniinnns who run our ... is not a simple
task; while we don’t have a problem finding people willing to d.......cceneeee. their time free
of charge, they are not necessarily available when we need them. Luckily, we also have a
ETOUD OF Wiicqeesseeharsacares staff working specific shifts to ensure a permanent presence. They
all agree it’s highly s......cccuueun..... work.

B BeInE A i ey banens B0 OB R L ot aarseacomsas is a necessary evil for any private enterprise. It is
vital that we provide them with an annual report, outlining the amount of p....cccverccnnnnns

generated over each 12-month period, as well as our positioning compared to that of the
CUTENTC i e in the market.

Over 4o You

Find out more about Muhammad Yunus d the Grameen Bank. Compare and contrast his

ideas with the principles on w
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Roberto manages the loyalty card scheme for a large supermarket chain that rewards
shoppers when they make purchases:

“We use computers running proprietary software to find patterns and trends in customers’
purchasing habits. Reductions in storage costs and techniques for data mining let us collect
and analyse data for every single purchase. This has brought significant changes in the way
we can manage our stores throughout the country and elsewhere in our overseas branches.
Most of our customers have loyalty cards. Every single transaction they make can be
recorded and analysed using a sophisticated database software package. We are able to
access huge amounts of data and by using elaborate statistical techniques we can analyse the
raw data to identify significant factors and make predictions on a region-by-region and store-
by-store basis.

This helps us make better informed decisions about:
@ the amount of shelf space we allocate to different products in different stores
@ stock, inventory control and reordering
@ logistics for getting deliveries on time to each store.”
Time
Paul, the senior partner in a major firm of management consultants, is talking about how he
and his colleagues charge their time to the client:

‘Like other providers of professional services, we use time management software to record
time spent on the various projects we are involved in. This can include project preparation,
face-to-face meerings with the client and any work off-site. We also charge for travel and
accommodation, plus any other incidental expenditure.

All of this is set out in advance in our standard terms of reference for each individual
project. This is signed off by both the client and us before work begins, so there are no nasty
surprises when the bills start to arrive on the client’s desk.

Of course, staff at different grades are charged our at different daily rates; the daily rate
for a junior consultant is significantly lower than the rate for a senior partner. The project
manager can easily compile regular statements of account and invoices by using data from
the system.’

Money

Tim is the Director of Innovation in a university. He is talking to an MBA class about
sources of finance for a start-up business:

‘Money makes the business world go round; a manager, regardless of their role and the
sector in which they work, has to understand some basic principles of finance. Starting a
new business is exciting!

Let’s think for a few minutes about where entrepreneurs can find funding for their new
enterprise:

@ savings are a possibility

@ grants, for example from the Government

loans from family and friends; banks, who will want some form of collateral to protect
their money

a substannal profit

individual business angels, bearing in mind they are interested in the equity and may
even want to get directly involved in the business.’

-
® firms of venture capitalists who are prepared to take a lot of risk in return for making
=
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5.1

5.2

5.3

5.4

Find seven noun phrases and three verb phrases using the words data and software from
A and B.

Find words or word combinations in A with the following meanings.

1 Copyrighted computer programs developed and sold by a commercial IT company

2 The exchange of goods or services berween buyer and seller for money

3 The management of business operations, such as the acquisition, storage, transportation
and delivery of goods along the supply chains

4 Keeping track of goods or products available for purchase at a shop or warchouse at a
particular moment in time usually via a software package

5 Goods or products held in a shop or warehouse

6 The area available in a shop to display stock for purchase

Suszanna responds to questions from Markus confirming the terms of reference for a new
contract. Complete the dialogue, using B to help you. Then decide who is the project manager
and who is the junior consultant.

Markus:  Sorry to disturb you, I'm trying to make sense of these terms. Could you just confirm

a few things for me before I .........cococinrinrce sevssssrnrsenssnnneee. this contract? [ know the
daily .......cccvvevinneee. depends on my ... cesaeeee. but ’'m not sure of the rest.
Suszanna: Well, basically, the ................. A, e seesenanneess ATE S€T OUL by Our company, as
the consultancy firm, and you can use our ......cccccevcccvennnn. MANAZEMENT «eeveerreernnresseoses
to keep track of the hours you do.
Markus: OK, I understand. What if I'm working ....c.cccccvveieennne 5 what am | entitled to?
Suszanna: The usual, accommodation and travel bur also any incidental ........... e csvis - such

as internet fees and photocopying. So make sure you keep all your receipts.

Markus: I'm sure I'll lose some of them from time to time. Do I need to send .ocoevvevnncannneee.
to the clients?

Suszanna: No. Send them to me and I'll download a ...................... ot St and the
invoices and send them to the client for payment.

Complete the explanations using the correct terms and expressions from C.

1 Family and friends can always be of help by providing ...cccccccereuenenn. T
business. Stelios Haji-lonanou, for example, had access to $20 million in funding, thanks
to his family’s shipping business. This is how he was able to fund the loan to set up
EasyJet, a major European low-cost airline.

Rt may be available in some areas to encourage innovarion and to attract
inward investment. Local enterprise agencies will be able to help you to identify these
potential ......cccecuvrreeenen. Of finance and to discuss the criteria for eligibility.

3 Unlike grants, ......ccccceveunneeee. have to be paid back. It is worth trying different banks and
finance houses to find out what is available. Lenders will normally require some form of
........ seeesenneessss SUCh @s property, as a guarantee that the borrower will pay back the loan.

4 If you’re lucky, you may be able to identify .......coevveeeees eeenneencnneeenn.2 people who will
help to fund the business, usually in return for a share of the business or its profits.’

5 Then there’s .....c..ccesrueennee. Capital — this is another source of private equity. Providers are
seeking to invest other people’s money and expect their investment to have paid off within
seven years.

6 Finally, if none of these options is available, entrepreneurs may even consider using their
OWN PrAVALE weverreersasssunes ... to fund a small business venture.

“

Over 4o you T

Webquest: use your onlint archi X re about career opportunities in

management consultancy. Write a n that rests you
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Organizations of every sort need to innovate if they are to survive and thrive. This may
involve developing new products or services, improving existing products or services, or
making changes to existing working practices or procedures.

Managers need to challenge the status quo in regular reviews of trends and changes in the
macro-environment, and to seck better alternatives to their organizartion’s products, services
and operational processes. This may often require taking risks and clearly specifying the
benefits expected from the innovation.

Innovartion is different from invention: inventions are often the result of an individual’s
ingenuity in creating a new product idea, whereas innovation generally involves a team
working together to develop business solutions and significant competitive advantage for
their organization.

Innovation is also different from creativity: creativity involves thinking of novel and appropriate F
ideas, whereas innovation is the process by which ideas are turned into practice or product.

Innovation consists of distinct stages:

® [dea generation — the development of a design concept or technical proposal by
integrating marker needs with technical information

® Problem solving - R&D (research and development) and engineering to develop a
technical solution to the proposal

® Implementation and diffusion — market introduction, and the communication and use
by which the innovation comes to have a wider social and economic impact.
Innovation and new ideas can come from within a manager’s team, from elsewhere in the
organization, or from customers, suppliers and other stakeholders. Consumers play two roles:

@ as a resource to supply customer-need information and to evaluate ideas for new products
@ as a co-creator where customers collaborate and participate actively in the development
and testing of the viability of an inital concept.
Lead users are customers who are well ahead of market trends, and who have a propensity to
innovate solutions to their own problems. Marketers often look to lead users for useful insights
for innovations and possibly even commercialize their innovations for other customers.

Trevor Baylis: a case study on the value of market research in the
innovation process 1

Trevor Baylis, the British inventor of the clockwork radio,
had his ‘a-ha” moment when he saw an opportunity to
develop a radio that uses a simple clockwork mechanism
rather than bartteries. He created a prototype that was
market tested in rural South Africa with potential
customers. Further product development was carried

out in Britain to increase its robustness and functionality
before the product was launched onto market. Now,
twenty years after the development of the initial concept,
the product is well established. Lead users were large aid
agencies, who purchased the radios in bulk to be used in
areas hit by natural disasters, where the electricity and
communications infrastructure has collapsed.
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6.1

6.2

6.3

Steve talks about entrepreneurs he has known. Complete his thoughts using expressions from
A. You may need to change the form of some words.

“The most important characteristic was the enthusiasm they broughr ro business.

1 They are good at spotting .......... vssssereness iN the macro-environment and don’t just accept the

2 Almost everyone takes ........cccevrnnnenn and is prepared to gamble with their time,
commitment and money.

3 They are flexible and willing to experiment with their ......c.ocu......... to make it work.

4 They utilize their sense of .................. .... t0 the benefit of the company and have a
...................... to know exactly when to .......cccceeuue.eee. .

5 All of them recognize the need to .................. .... their innovative product or service and
ultimately achieve competitive ......... I sl

Match the words and expressions (1-9) to the correct definition (a—-i). Use A and B to help you.

1 ‘a-ha’ moment a to introduce a new product to the market

2 to launch b a product sample used to get feedback from likely customers

3 viability ¢ a new product or service designed from someone’s idea

4 to test a market d the ability to succeed over the long term

5 prototype e the time when an entreprencur gets a new idea

6 ingenuity f those likely to be interested in a product or service

7 invention g the skill of inventing new things

8 potential h document thar identifies the technical requirements of a
customers project or product and explains a plan to meet them

9 rtechnical proposal i to explore the reaction of the buyer to a new producr or service

Use the words in the box to complete the banner for this homepage.

co-creator competitive concept consumer development innovation (x2)

product research trends

ane . R v 4 i
f 1 c , + http//www.IndDes_innovationawards.com/ -'Q-

boundaries in ...................... development enabling companies to gain that all-important
srranssaneansanianesss advantage. The 2077 Innovation Awards for Industrial Design recognize

individuals with proven expertise in...........ccccoeeeee. @A aeuuevvnrennnnsnnn.... Who have come up with
adesign.........cceee.ee... that responds to current market ...................... in the field of industrial
dedm.mmmmmbymm-howwmm”mwammh 3

Over 4o you

What do you think is more important for an organization, to be able to develop creative

or to be innavative and turn creativ ractice
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Screening ideas

Criteria for screening ideas

Dr Brown is talking about the importance of using clear criteria in making decisions for
selecting and screening new ideas:

It is important to have a structured approach and transparent consultation process for
selecting the best ideas for further research and development. Companies typically establish
screening criteria to provide an objective procedure for evaluating the potential of ideas for
new products. This reduces subjectivity and provides a unity of purpose and a context for
our new product planners.

Screening criteria usually involve three factors:

1 Market criteria — market size and the product’s attractiveness to a range of customers;
market share and the percentage of the marker we can get; likely trends in marker growth:
market positioning and differentiation — how it is different from competitors’ products;
ease of distribution

2 Product criteria — newness: will it have some novelty? Technical feasibility: can we actually
make it? Compatibility: does it fit in with other products in our product portfolio — that is,
the full range of products we sell?

3 Financial criteria — sales value and profitability; return on investment; cash flow.

We use a simple checklist in a decision-making grid to ensure we do not omit or overlook
key criteria. Usually, three ideas are discussed in departmental meetings in which we
brainstorm and develop them and make decisions about any further development work that
might be required.

This is the table we use in my team to screen new ideas:

Must-have | Does it fill a perceived need?
criteria

Does it have unique product characteristics
that offer distinctive benefits to the user?

Will it make sufficient contribution to profit?

Is it saleable in large, expanding territories?

Would-like | Does it fit in with our product portfolio?
criteria

Is it suitable for mass media advertising and
promotion?

Trevor Baylis: a case study on the value of market research in the
innovation process 2

Christopher Staines, a colleague of Trevor Baylis, talks about the development of the
clockwork radio technology:

“When I met Trevor we had a lot of work to do to protect the intellectual property in his idea
and we had to ensure that the basic idea was technically feasible for mass production.

We also had to consider significant commercial realities:
@ s there a real need for the product?
@ Can we make it?
® Will people buy it, at a price where we can make money?

Now, twenty years after its development, the original concept has been modified and
extended for use in clockwork radios and chargers for mobile telephones.”
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7.1
7.2

7.3

Find seven noun phrases from A using the word criteria.

Join the two halves of the sentences to create definitions of the words in the box.

fbrainstorming checklist objective

subjective ]

1 Based on personal beliefs, or opinions

a to think aloud and suggest as many
ideas as possible.

2 A set of important or relevant actions

b rather than personal opinions.

3 A session where participants are
encouraged

¢ instead of on verifiable evidence.

4 Based on evidence and reason

d or steps to be taken or criteria to be met.

Complete the interview with Tony Hsieh using expressions from A and B.

Soon after Tony Hsieh (pronounced Shay) joined
Zappos at the age of 24, the company grew from
almost no sales to over $1 billion annually. We
asked him about the success of the company.

‘We've been asked by a lot of people just how we grew
so quickly, and the answer is actually really simple. A
process and of the
market led 1o our original concept,

which was to provide the best customer service possibile.
For example, we Nave 8 UNQUE cceeeeeseesssccisscnss poORCyY
that provides the benefit of free shipping both ways.
Qur customers will often buy ten pairs of shoes, salect
one pair they really like in the comfort of their own home
and then return the other nine pairs (o us.

Over 4o You

Visit www.wackyinventions.com and

making grid to evaluate each invent

to discuss how managers like Tony

We don't spend a lot of money on traditional means
Of  csscasses ASneeueeRe - through
media. Instead,
service and enhance
that we get a lot of repeat customers, many of whom

switch brands from our competitors. Much to our

. Just our

the customer expenence so

SUMPASE, e caiviviareesssnssraans concept worked so well
there was never any Need 10 ..ccceeeeses SRR it. We
produce shoes, there is nothing unique in the product
..................... ~ Nether I5 OUFr ..cccccecencececnccnse

particularty extensive. However, what we did realise
was that there were certain obvious commercial
...................... . everyone needs shoes, our prices are
reasonable but still make a profit and, of course, we can
do better than the compsetition!”

Then devise vour own decision
your observation and experience

wallenging the status quo
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m Feasibility studies

The new product development process

The new product development process uses a series of stages and gates. A Stage-Gate Process is a way of i
moving 3 new-product project from idea to launch. This is a carefully designed business process, based on
comprehensive research into understanding product success and fallure.

Stage-Gate divides the effort into distinct stages separated by management decision gates. At each stage l
product champions and developers must complete a prescribed set of related cross-functional tasks prior
to obtaining management approval to proceed to the next stage.

Each stage represents a distinct set of related activities, normally grouped Into five stages using gate criteria,
as shown in the diagram below. At each stage an idea may be approved, rejected or sent for rework.

Product launch, also termed new product introduction, occurs at the end of the commercialization stage.
Following launch, the separate process of product life-cycle management begins.

Opportunity identification Strategic Planning Stage = |[€———
ldea generation techniques Concept Generation Stage —_

?

Concept Evalation Pre-technical Evaluation Stage | — 3,

techniques ¢

Technical Development Stage | — 3,

Market testing ¢
Final marketing plan Commercialization Stage
Launch l

Idea
Bank

Detailed design
Product use testing

Life-Cycle Management

The new product development process

m Is there a need for a product or service?

22

When product design and market opportunities are complex, a preliminary investigation, called a feasibility
study, will be conducted. This is the systematic and detailed assessment of whether a design, process or
material for production fulfils all the technical requirements.

This must take place before detailed (and expensive!) primary market research is carried out so that 3
business case can be prepared to demonstrate that the project is worth developing further.

Evidence based on informal enquiries with current customers can be used at this stage. Any quantitative
data (based on numbers, percentages and statistics) and qualitative data (based on attitudes, opinions and
preferences) that can be gathered from existing in-house sources such as the company’s accounting system
or recent sales records can be valuable. There may be some secondary market information available in
government statistics and in publications from relevant industry bodies or the local chamber of commerce.

More formal primary marketing research can be done later, involving online surveys, focus groups and
structured interviews with those likely to be interested in the new product or service.

:
W
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8.1

Find six word combinations using the word product from A.

8.2  Pur the different stages of the Stage Gate process into the most appropriate order then add
headings to the table, using terms from A. One is done for you.
1. Strategic
planning
a A tangible | b Is it possible| ¢ Is there d Is there ¢ The f The
prototype to deliver evidence of market product product
is created the new markert size interest is finally takes its
and product and technical in the put ultimate
evaluated technology? feasibility product on the form and
using both to create concept, market. marketing
market a market market plans are
and opportunity? viability, evaluared.
technical revenue
criteria. potential,
etc?
8.3 Choose the correct definition of each of these noun phrases.

1 An industry body:
a A professional group that oversees standards and represents the interests of
manufacturers in a particular sector.
b A government body that oversees the standards of industry in a particular sector.
2 A rtrade fair:
a An event where manufacturers from one industry attempt to exchange their products
and services with manufacturers from a different industry.
b An event where manufacturers from a particular industry present their products and
services to porential retailers and distributors.
3 A focus group
a A group in a company who analyses its consumers and their needs.
b Groups of consumers who evaluate a new product or service.
4 A Chamber of Commerce
a An association of businesses in a local city or region which protects the economic
interests of its members.
b A building where businesses come to carry out their trade.
5 A trade journal
a A periodical or magazine about international trade.
b A periodical or magazine aimed at providing news and information for specialists in a
particular area of business, e.g. motor manufacturing or petroleum engineering.
6 Product champion
a An individual who recognizes a new technology or market opportunity as having
significant potential and generates support from other people in the organization.
b A best-selling product or product range.

Over 4+o You

Search online using the key tern arn more about this process

new product development to

Give some examples of how you can m

the stage-qgate diagram
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New product development in practice

Diffusion of innovation and customer adoption of new products

Diffusion of innovation is the process by which new ideas, products and technology spread
through a society or a culture.

The Everett Rogers framework describes the way consumers evaluate and adopt new products
and the categories of consumers at stages of adoption as the product diffuses through the market.

Diffusion of an innovation occurs over a period of time among the members of a customer
group, and involves the following stages: awareness, interest, evaluation, trial and adoprion.
Rogers identifies five categories of adopters:
@ Innovators — the first group to adopr a new product is a small group of individuals
who are very open to new ideas and prepared to rake a risk.
® Early adopters — the next people to adopt the product are often opinion leaders who
serve as vital links to members of the early majority group.
® Early majority — this next group of adopters want to be sure that a new product will
prove successful before they adopr it.
® Late majority — these are people who may be forced to adopt a new product for
economic or social reasons.
® Laggards — often stubbornly resist change and are the last group to adopt the product.

The Maclaren Baby Buggy

Owen Finlay Maclaren, a retired aeronautical designer and former test pilot, used his aircraft design
experience in designing and manufacturing baby buggies. The Maclaren buggy’s wheels and folding
mechanism reflect its designer’s specialist knowledge and experience of aeronautical engineering.
To Maclaren a baby buggy had to be durable, safe and lightweight; so he redesigned the
pushchair from the traditional design. Maclaren’s design director later commented: ‘he
solved a very difficult engineering problem. Today we are using computer-aided design
systems to model solutions like that.’

He secured investment and the first buggy was sold in 1967. By the 1990s production had
reached half a million a year, with steadily growing order books as export sales developed.

The development of balloon tyres, with rubber made to a special formula, to give babies a
smoother ride was another ‘first’ for Maclaren.

Maclaren died in 1978, but his vision transformed baby transport all over the world. The
revolutionary design liberated parents from the bulky pram and quickly became an object of
desire for new parents. Maclaren Ltd today is a highly successful business, consistently winning
design and safety awards for a wide range of products, all variations on the original theme.

Some disasters

The Edsel was a brand of car manufactured by Ford in the late
1950s that became synonymous with innovation failure. There
were several contributory factors:
® The late *50s recession — potential customers preferred a less
innovative product.

The design — service engineers found the engine difficult to work on.

The price — the car was perceived as too expensive.

At 84,000, rotal sales failed to meet the company’s projected break-even point of
170,000 needed to make a profit.

® Fifty years after its spectacular failure, fewer than 6,000 Edsels now survive.
Considered collectors items, they are highly desirable in the eves of car enthusiasts.
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9.1

9.2

9.3

Label the chart using terms from A, then complete the summary using these words: adopt,
diffuse, evaluate, innovate and terms from A.

Diffusion of :
Innovations :

\\\
+ 8

-

cune DSOS, .

This curve shows the .....ciceieenee.
groups of consumers over a period of time. It shows how very small groups of ....... S Rwiains e
are the first to try out new ideas, which are then ....... cesseseeseenees DY OTher consumers. Some
groups wait until the innovation is successful or until they need to own it. These are known
asthe. ...l AUy BT SRR MY TS AN i ibdcansbelivinots SOLLTITLCITRE sensennnny TESPEctively.

Use the words and expressions in the box to complete the text about entrepreneur Levi Roots.

export highly successful business  order book revolutionary
secret formula secured investment wide range of products  vision

After appearing in a TV programme for would-be entrepreneurs, successful reggae singer, Levi

Roots has developed a............. b dsnaes business, selling Reggae Reggae Sauces, a range of hot
spicy barbeque sauces and seasoning. Levi had a.......coneceeeeeec. and 00N ceennviiinniiane. in return
for a substantial share of the equity in his company. Levi has gone on to win huge orders from
major supermarket chains for his sauces, made to a ............. +eeeeere. Dased on an original recipe
from his grandmother in the Caribbean. Retailers now stock a growing range of flavours; pack
sizes as well as a growing ..cc.oceeevvrennenns & R PO, s smr sresrmsasionty will soon be stocking a
cersseassnssenennennes » ANd there are hopes of substantial ................ wveees Sales in the near future.

Match the two halves of the sentences and put them into the correct part of the text.

1 Contributory factors leading a the latest object of desire,

2 enjoying huge success with the iPhone, b rturn out innovation failures ...

3 only 42,000 Pippins were sold — ¢ to such a spectacular failure included

4 even revolutionary designers, Apple d its projected break-even point barely met.
i O T, W sessssssersy, It SCEMS thAt civesesssecsas ekl i ale r— from time to

time. Launched in 1996, the Bandai Pippin was Apple’s effort to compete with the likes of
Nintendo and Sony. Combining a networked computer with a home games console, Apple
created the Pippin platform and hoped to license it to other companies. Bandai, looking for a
way to get in to the games market, snapped it Up. cocccvrevrciriivinien vevenes T e the facr thar its
library of games and software were poor in comparison with rival home consoles and it was
reputed that..........coveeivines A T :

Over 4o you \»

Give some examples from your own observations or experience of how diffusion of

innovation and the custe adoption model work in practice
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mmtellectual property

Patents
Jon, a patent attorney based in Sydney, is outlining some key issues:

‘Coming up with a killer idea is by far the easiest part of the new product development
process. Developing that brainwave into a successful product or service can be a minefield.
There are several ways of protecting ideas, inventions and intellectual property:

@ Patents can protect what products are made of and how things work.
@ Copyright protects literary and artistic works, for example, books and pictures.
® Trademarks protect a brand of a company.

We generally ask clients to consider the following points before taking out a patent:

@ It is essential that you get everyone involved to sign non-disclosure agreements before
they receive any significant information about the proposed innovation.

@ A patent search can be used, for a small fee, to find out if someone has already
patented your idea; this should be done before you spend a lot of money on developing
a prototype or carrying out expensive market research.

@ You can make a patent application; you can use the term ‘Patent Pending’ to describe
your idea while the application is being processed.’

Software piracy

As the Internet took off in the 1990s, games, software and music were often downloaded for
free by users, especially teenagers, who did not see such activity as theft.

Shawn Fanning’s Napster, an online music file-sharing service, allowed people to share their
MP3 files with other users, thus bypassing the established marker for such songs. The music
industry brought cases in which they accused Fanning and his users of massive copyright
violations. The service was issued a court order.

Spotify is a more recent example of a legitimate music file-sharing service. Users can get
access to a mass catalogue of music of many different genres that can either be played on
their computer (during which they receive occasional advertisements) or ad-free, in return
for a small monthly subscription.

Creative Commons

Creative Commons is a non-profit organization thart seeks to increase the amount of
creativity (cultural, educational and scientific content) in ‘the commons’; in other words,
available to the public for free and legal sharing and use. Creative Commons provides free,
easy-to-use legal tools to help everyone, from individual creators to large companies and
institutions, with a simple way to grant copyright permissions to their creative work.

One organization that makes its content available under a Creative Commons licence is
OpenCourse Ware, which provides teaching materials.
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10.1

10.2

10.3

10.4

Use the terms Patents, Trademarks, Copyrights to complete the explanations, using. A to
help you.

material such as books, new inventions and cover l' brand identilies,
photographs, films, TV.and | how inventions work, ' symbols and logos :
MUSIC. allows exclusive rights to | that will distinguish an '

o manufacture, use or sell

an invention.

organization's products or !
services from those sold '
v oy another oraprization.

¢/

Find six word combinations using the word patent. Then match five to the correct definition.
1 An expert specializing in the legal aspects of innovation and new product development.

2 The act of obraining protection for a new invention.

3 Carrying out research to ensure the new invention doesn’t already exist.

4 Requesting protection for the new invention.

5 The term used while waiting for a patent to be granted.

Niki is talking about the innovation culture in her design company. Use the words and
phrases in the box to complete her explanation.

brainwaves copyright violation creative work develop prototypes
intellectual property killer ideas non-disclosure agreements patent search
small fee

*We are not short of «...cooeviicciniiann OF sdcexss boadennts ..esss . HOWever, managers and senior staff
have a significant role to play in seeking out opportunities for innovative ideas and in testing
their feasibility. We can only survive and thrive if we all agree to work as follows:

® To protect the .evvccicincnn. rights of any ideas or innovations in the ............ seeiens that we do

@ Where necessary, we need our partners and suppliers on individual projects to sign
...................... before significant work is done

® To......... e of new products

® To agree to have a full-scale ..........cuununeeen. carried out

®@ To avoid any form of ....... cesernnensnens that could damage the reputation of the company.’

Complete this student’s notes on intellectual property, using terms from A, B and C.

Wikipedia — the world’s largest and most cited collaborative encyclopaedia is one example of
content available under a .......... cesennansens « By allowing people to ....cceivicnnirennnns share content,
this has since become one of the greatest cultural resources of the digital revolution.

Flickr — the photo sharing site ...c....ccccciinnnnann o S A to the creative work of
photographers around the world, enabling millions of photos to be in ‘the ..ol

Over 4o You ‘k
Think about a product or service you know. What form of intellectual property protection do

you think it would need, e.g. patent, trademan wright? To find out more, visit the "Types

of IP’ section of the UK Intellectual Property Off website, www.ipo.gov.uk
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Marketing principles
Needs and wants

MBA teacher, Professor Smith, is introducing the overview of a module he is about to deliver
in the new semester:

“The Chartered Institute of Marketing defines marketing as:
“the process which identifies, anticipates and satisfies customers’ requirements profitably”.

Marketing finds out what products or services customers want or need and provides them at
a price which leaves a profit for the business.

Modern marketing management is very customer focused; it asks what they really need and
if the business is meeting those needs. Such market-driven businesses will change the product
or service to suit the customer.

Marketing begins with analysis of the social, technological, economic, environmental and
political factors that will have an impact on customer demand for what the organization
offers in the marketplace.

We will be looking later at a range of techniques for primary market research (original data and
internal company information) and secondary market research (published statistics) that can
help managers to find out what customers want or need and whar they are prepared to pay for.

Then managers can make better-informed decisions about the marketing mix - the product,
pricing, promotion and place — which can all be summarized in the marketing plan for
presentation internally and to various stakeholders: investors, banks, and so on.’

m Development of marketing techniques

Marketing was one of the big ideas of the twentieth century. Peter Drucker described it simply
as ‘creating and keeping customers’. Customer focus distinguishes successful organizations
from their less successful competitors.

Marketing as a formal management discipline first emerged in post-war America, when the
supply of goods began to grow more rapidly than consumer demand for them. Manufacturers
found that in the face of increased competition they had to rethink their attitudes to business.
The old ways of operating were no longer working. These included ‘production-led’ approaches
that assume that if a product is of sufficiently high quality, people will buy it without any

further sales effort and ‘sales-led’ approaches that put all their energy into selling the goods

to customers. Where the high-pressure sales approach fails is in establishing long-term :
business relationships with customers which leads to true success.

In its early days, marketing was used to help sell tangible products such as cars, ‘white’
goods such as freezers and washing machines for the home and FMCG ('fast moving consumer
goods’) such as groceries and detergent. Later, the basic principles of marketing were adapted
to provide a clear structure for making significant management decisions in public sectors such
as education and financial services. Even more recently, interesting work is being done to apply
marketing principles in charitable organizations and the arts,

More recently, companies have found significant benefit in drawing attention to the use of
environmentally friendly materials in the manufacturing processes used in their product
portfolio. Organizations in every sector are making use of high levels of customer service,

Web 2.0 and social media to complement, or even replace, traditional forms of promotional
material and advertising.
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11.1  Find six word combinations using customer. Use texts A and B to help you.

11.2 Complete this student’s notes about marketing terms.

apply marketing principles high-pressure sales approach market-driven
production-led sales-led supply of goods

SR st AR = amoant of products produced

bl o = markel is dependent on the kiph standard of the goods

&l = markel is dependent on the ranmber of goods cold

& bt = guided by the needs of the castomer

& i = hard sell

A = pall theories aboal markeling inlo practice 2

11.3 Look at the consumer product overview for the Kindle and then answer the questions. Use
texts A and B to help you if necessary.

Amazon - now supplying rechnical goods to the book-buying public
The Kindle — Consumer Product Overview

1 Revolutionary electronic-paper display provides a sharp, high-resolution screen that
looks and reads like real paper.

2 Simple to use: no computer, no cables, no syncing.

3 Wireless connectivity enables you to shop at the Kindle Store directly from your Kindle,

whether you’re in the back of a taxi, at the airport or in bed.

Buy a book and it is auto-delivered wirelessly in less than one minute.

More than 500,000 books, newspapers, magazines and blogs available.

Lighter and thinner than a typical paperback; weighs only 10.3 ounces.

Holds over 200 ritles.

Long battery life. Leave wireless on and recharge approximately every other day. Turn

wireless off and read for a week or more before recharging. Fully recharges in two hours.

9 Unlike Wi-Fi, you never have to locate a hotspor.

10 No monthly wireless bills, service plans, or commitments — we take care of the wireless
delivery so you can simply click, buy and read.

KNOOUCH

1 To what extent is the Kindle environmentally friendly?

2 Would you describe the Kindle as a rangible product, a ‘white’ good or an FMCG?

3 Where would you expect to find promortional materials advertising the Kindle?

4 Whar orther goods might form part of the same product portfolio as the Kindle?

5 According to the product overview, what kind of customer service does the manufacturer
of the Kindle provide in order to meet customer needs and wants?

6 Which of your own personal consumer demands does this product respond to?

Over 4o Yyou

Think of a product or service your orgar ition provides or a isumer product you use. How

would you answer the questions in 11.3 to o te consumer product overview!
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[”4 Marketing planning

The benefits of marketing planning

Organizations succeed by creating and keeping customers. Marketing managers regularly
have to assess which customers they are trying to reach and how they can design products
and services that provide better value and benefits, delivering competitive advantage

over competitors in their sector. This process is known as marketing planning. A formal
marketing plan can help managers identify and analyse future opportunities to meet
customer needs by defining attractive market segments of customers who have certain
characteristics in common.

Marketing planning is based on an analysis of the company’s customers, competitors and
significant factors in the external environment and of its internal performance. The contents
of a strategic marketing plan are as follows:

@ Mission statement: serting out the purpose of the organizarion and covering its role,
business definition, distinctive competence and future direction

® Market overview: a brief picture of the market, including market structure, market
trends, key market segments and (sometimes) gap analysis

® SWOT analysis: analysing the strengths and weaknesses of the organization compared
with competitors as well as opportunities and threats in the external environment

Underlying assumptions critical to the planned marketing objectives

Marketing objectives, usually consisting of quantitative statements of the profit,
volume and market share the organization wishes to achieve

Marketing strategies: stating how the objectives are to be achieved

® Resource requirements and the full budgert, giving the revenues and associated costs for
each year.

m SWOT analysis — Caffé Italia, a UK coffee retail outlet

The following table appears in a student’s marketing assignment:

Strengths Weaknesses

Caffeé Italia is a UK coffee brand built Some of the company’s personnel still lack
upon a reputation for fine products and essential skills.

o= e The company is over-dependent on the
This global retailer is a respected employer retailing of coffee, and should consider
that values its workforce. diversifying.

The organization has strong ethical values
and an ethical mission statement.

Opportunities Threats

Opening new locations and branches Another type of beverage or leisure activity
to exploit market development while may replace coffee in the furure.
expanding its range. Caffe Iralia is exposed to rises in the cost
Co-branding with other manufacturers of of coffee.

food and drink and brand franchising to The success of Caffé Italia has led to the
manufacturers of other goods and services market entry of many copy-cat brands that
have potential. now pose a potential threar.

Caffe Italia should consider extending its
market presence into Asia.

30 Professional English in Use Management




12.1
12.2

12.3

Find eleven word combinations with market and marketing using words from A and B.

Read the five definitions and match them to word combinations from 12.1.

a|ene6 L e
E! 4 » ”__c_l 1:—| http//www business_onlinedictionary.com/ - Q-

- M
lrEnter a word or phrase... m

a An identifiable group (individuals, industries, geographical areas, etc.) sharing one or more
need or characteristic that tends to respond to a promotional offer in a way that is predictable.

b The percentage of sales volume within a market that is captured by a particular brand,
company or product,

€ A pattern of change within a market.

d An exact statement of the amount of sales, profit and percentage of the total market for "
particular goods and services that the company aims to achieve.

e A plan combining promotion and distribution, product development and pricing to identify
the company’s marketing goals and how these might be achieved within a given timeframe.

Using words from A and B complete the statements about a competitor to Caffé Italia, Coffee
Independent. (You will need to change the form of the nouns in brackets.) Then decide if the
statements represent Strengths (S), Weaknesses (W), Opportunities (O) or Threats (T).

a With its new fair-trade product lines the organization is set to update its mission statement

EO TEIBCE IS o sruriussorsarissen values.

b Coffee Independent is a brand built upon a ..o for outstanding customer service.

¢ Coffee Independent’s recent attempts at establishing a market ..o in France have
not been entirely ....... e fo s (profit).

d The company has earned respect amongst competitors for its ability t0 coeeciiniinnnne
(exploitation) opportunities for market development and ....ooccvininnee (diversification)
when necessary.

e Like some of its competitors, as Coffee Independent is a global ........ e sEhes ., it is likely to
heccigdisnins (exposure) to political problems in countries where it has operations.

f In some regions of the UK the company does not have enough branches to ensure market

g Coffee Independent has recently ...... S ctanaa . {expansion) its range of coffees and now
includes fair-trade products.

h The company ........ R el (dependent) quite significantly ..........cc...cc... a relatively ourdated
IT system which threatens its ability to ......... s with the larger global .............. Shenass :

i The company has been approached as a potential partner in a Co-...ooveeee. Sideis venture to
sell products under the same brand name.

j Despite the arrival of ............ sveseeees brands onto the market recently, Coffee Independent
has maintained its lead on the local market.

k The results of a new gap ...cccecevraeenns ... point to potential markets in the Middle East.
However, this would involve significant resource ......cocceeneeees . and a complete review of
internal ......... dissivesses SR

Over 4o you

Explore www.marketingteacher.co.uk for fuller d n of SWOT analysis from a
| ]

marketing perspective.

Give at least one example of your organization’s internal strengths and weaknesses and

any opportunities and threats you cai ientil nt external environment.
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The marketing mix

The four Ps / the seven Ps of the marketing mix

32

The marketmg mix refers to the key activities used in marketing

an organization’s products or services. It is frequently referred to
as the four Ps:

m the features and benefits of the product or service provided
e Price - the costs of production, prices charged by the competitors and customers’ expectations

. m how to promote and advertise the product or service, i.e. how to communicate
‘with customers

- Phu howto distribute the product and make it available for consumers, e.g. through
i @wmor via the Internet

i e o s

Some people argue that three other Ps should be added to the marketing mix, especially for
organizations that provide intangible services that are generally consumed art the time of
purchase and may depend on significant human input rather than tangible products:

People — those involved in the delivery of services to consumers; for example, staff
serving in a restaurant are as important as the food on the plate.

Process — how will you deliver the services offered?

Physical evidence — what premises (such as factories and offices), or other tangibles do
you need?

Senior managers can control the elements of the markering mix to keep ahead of competition.
The marketing mix can vary at different times throughour the product life cycle.

m Product life cycle

Some products have a very long lifespan, requiring a series of different marketing mixes. For
example, the price may be reduced or advertising might be Increased at times when sales are
declining. Other items go out of fashion quickly. The product life cycle is the path of a product
from the very beginning through to withdrawal from the market, with six separate stages:

Research and development (R&D) - market research is carried out and the product’s
technical feasibility tested, before the product is put on the market.

Introduction or launch - emphasis is placed on promeotion to build up product
awareness, encouraging interest in its features and benefits and creating a desire to buy it.

Growth - sales grow rapidly as most customers are aware of the product, many have
tried it and are starting to develop customer loyalty.

Maturity - sales levels are maintained and the product has an established place in the
market. Competition may become very intense.

Saturation - supply is plentiful and it is difficult to find new customers.

Decline - sales of the product have fallen. They are not covering the manufacturing costs
and the product is therefore unprofitable. The well-prepared business will have a second
product ready for introduction to the market to replace the declining product.

e I R ———
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13.1
13.2

Find six word combinations in A and B for the word product.

Choose the correct definition of each of these words or phrases from A and B.

C

retail outlets

ustomer loyalry intangible service premises product life cycle

a
b

c
d

€

Something a company provides to customers that cannot be touched or stored.

A place where goods or services are sold directly to the customer, e.g. a shop or services
supplied face to face, e.g. a hairdressing salon.

A building used for business purposes.

When people regularly buy the same brand of product because they feel confident that it
will meet their needs and wants.

The identifiable stages from when a product or service is first designed to when it can no
longer be sold on the market.

13.3 Use A to label the columns in this table representing the marketing strategy of a chain offering
domestic help for the elderly, based on the seven Ps.

1 2 3 4 5 6 7
All employees Employees Networking Researching Providing a Delivery of Establishment
are well have a specific at health costs (pay rates, | care service for the service of one office per
tramed; client list. SECTOr events, numbers of clderly people is directly to town to ensure
uniforms A relationship advernising staff required) so they can live clients in their recognisable
give a smart, is built and in local that are with dignity own homes. market presence,
professional the client newspapers, affordable to and comfort website aimed at
appearance. feels secure. website. government in their own clients, families
Supervisors organizations homes. and healthcare
regularly or charities. professionals.
check client
satsfaction.
13.4 Label the diagram putting the activities (a—e)
into a logical sequence (1-5), according to
the product life cycle in B.
a Develop and understand corporate goals
and strategies to develop replacement ! ? 3
products.
b Develop marketing mix. 4 5
¢ Develop strategy, identify and targert ¥
market segment, differentiate from E
Competitors. =
d Implement and control - provide 5
resources to undertake development of /
replacement product. o, N
e Analyse and understand customer needs

and wants, evaluate competition, monitor
the environment, conduct marker research and consider product lifespan.

Over 4o You

Identify at least TWO products or s

staqges in the product life ove Int
} |
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MMarket research

34

STEEP analysis

Martin is a senior manager in a major supermarket chain. He is speaking to an MBA class
about how he and bis team make significant business decisions:

‘As you may know, STEEP analysis involves examining the social, technological, economic,
environmental and political factors that affect an organization. It generally relates to a
marketing and strategic instrument for scanning the macro environment in which we carry
out our business activities. Regular use of such a management instrument can help us find
opportunities for growth and set a clear direction for our operations.

The first slide gives you a clear idea of what the acronym STEEP stands for ...

STEEP Analysis

Social
« Changing demographics over time, based on patterns of birth, death, etc. in the population
= Changes in lifestyle, recreation and leisure patterns
= Changes in social trends, including migration patterns
Technological
« Information technology for business management
« Social networking
Economic
= General economic trends and changes in local, national and global markets
« Tax and insurance
Environmental
» Energy efficiency and sustainability, using raw materials and energy in @ manner that does not harm
the environment
« Reducing our consumption of raw materials and energy and recycling our waste material
« The ‘green’ agenda and the impact of a carbon footprint
Political

= EU and national legislation, including changes In Health & Safety laws
« Trade unions and industry bodies
« Local and national party politics and potential elections.

Market research methods

Mansour, a partner in a consultancy firm specializing in market research for banks and
insurance companies, talking to students conducting a marketing project:

‘In each assignment, we are trying to establish the market for a proposed product or service. We
work closely with our client to establish the research brief, gathering information about a product’s
history and competitive position, the scale of the project and its likely timescale and costs.

We can sometimes make use of secondary research data that has already been compiled about
similar products or industry sectors and may be available in business libraries or online.

In the main data collection stage we use a range of survey methods, including:

@ questionnaires that we can deliver face to face, by telephone or online using a resource
such as SurveyMonkey after determining a suitable sample of the rotal population of
likely customers

® agendas for discussion in semi-structured interviews with focus groups and consumer
panels containing current or potential users of the proposed product or service.

Some research helps us gather quantitative data, based on numbers and percentages, and other
research is qualitative, helping us to understand customers’ values, beliefs and behaviour.

The final stage involves the analysis of the data, the preparation of the findings and
recommendations and the creation of the final assignment report for our client.’
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14.1

14.2

14.3

Put the following examples under the correct heading in the STEEP analysis table below:

a Carbon footprint

b Consumer trends

¢ Implementation of a ‘green agenda’

d Interest rates

e Legislation in relation to Health & Safety in the workplace

f Local by-laws

9 Local demographic changes — following the impact of economic migration
h Recycling of waste products

i Trade unions

j  Use of online social networking for communicating with other businesses & clients
k Use of sustainable forestation for purchasing of raw materials

Find three terms in A with the word instrument. Then find one or more suitable synonyms for

the word instrument, as it is used in this context.

Following the talk by Mansour Said Ali, the students are asked to describe how they carried
out their marketing project. Complete Elspeth Goetz’s description using terms from B.

‘I'm a bit of a health freak and as | knew the producers of the local spring water were

VIR D0 <ivs cissssesansnmoda the market in the region, | proposed my services free of charge.

The marketing manager determined a ......ccccruuvennee.. sample and my ...cccoooiriiiannnnns brief
forthe. . - s was to survey the consumption pattern for the 20-25 age group, the
...................... of which would then be put to a....................... panel for further analysis. The
CRALHE i iesrrereroriaaines stage was fun bur I did spend a lot of time designing the.........cccouuue..... SO
that it could be used both face to face in ... interviews as well as via an online
resource. | know the ......... .... position of this particular producer is currently fairly
poor, but I hope that on....................... of the data I was able to collect they will see the

potential at least for this particular age group of ......ooeeeeeennee. customers.’

Over 4o you

Prepare a STEEP analysis for a product you know well to be marketed in your country or region

What factors identified in your STEEP analysis have a particular impact on your organization's

marketing strategy? (You may wish to look at www.mintel.com or www.keynote.co.uk to help

with this.)
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[ $Y Using the Internet for marketing
Market research online

Nick, who runs a specialist consultancy firm based in Zurich, is speaking on a weekly
podcast on bis firm’s website:

“We provide specialist information and advice for clients who need specialist glass packaging
for their products.

In the last ten years the Internet has helped us to improve the quality and quantity of the work
we do in carrying out market research assignments for our clients. We can go online and use
sophisticated search techniques to gather data and information from industry associations,
periodicals and government agencies. We make a lot of use of online communities in which
we can read and contribute to blogs that have been developed by other organizations and
individuals. This is a cost-effective (but time-consuming) way of getting our name in front

of potential clients and suppliers. LinkedIn is a social networking site for businesses and for
professional people to collaborate with their peers and to extend their networks by taking
part in communities of practice that are related to their professional interests.

SurveyMonkey allows us to create, distribute and analyse the results from online
questionnaires more casily than traditional methods using postage and reply-paid envelopes.

More recently, we have begun to provide search engine optimization to help clients to
improve their ranking in search engines and to increase the ‘stickiness’ of their website, so
that visitors stay on the site for longer.’

IR 7/c Long Tail and Freemium

Professor Kirk is discussing the reading list for an assignment on marketing and the Internet:

‘It is well worth looking at two books by Chris Anderson that appear on your reading

list. The Long Tail, published in 2006, shows how the Internet can provide business
opportunities, especially for products and services that can be provided digitally, to

give more choice and access to niche markets, that is small specialist markets, that were
previously unprofitable. He gives the example of how the music industry has had to change
to use digital downloads and streaming media.

More recently in Freemium he has explored companies that offer basic online services or
a basic downloadable digital product for free and then charge a premium for advanced
or special features. These can encourage the creation of user-generated content, where
individuals can contribute their knowledge and experience to help others. For example,
Google provides basic services such as email, photo sharing and a suite of programs that
allow users to create and collaborate on documents in an online environment, and then
charges subscriptions for premium services as well as content-related advertising.’
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15.1 Complete word combinations for the word online using six examples from A and B. The first
one is done for you.

20 I

online

| -
|

15.2 Use expressions in the box to complete this advertisement for SMM, a provider of social
media markering.

advertisers blog communities digital downloadable networking
niche optimization  podcasts premium questionnaires  stickiness
subscription
806
[« » :‘1?[ [—:[ hitp://www. SMMwebads. com/ iy N _a-
SMM will design you @ .....cceceveenriennans to enable you to reach clients from your particular =
...................... market as well as access the relevant ...................... of practice through F
existing social ...cccoceevernniannnas sites. SMM can also help boost awareness of your website,
by ensuring search engine .......cceeeeeeevunnns . Give potential customers up-to-the-minute
information on your product line. Have existing clients post testimonials and participate
N ONNG . A il S . An informal non-sales approach allowing you to interact

directly with your customers and gain valuable insight into their needs and wants.

If technology is an issue, then SMM has the know-how. Get potential customers excited
about your latest service by sending them ........ccccevveeemnenn of interviews with those who

have already tried and tested it. Or if it's ...cccovververeniinnes downloads you offer, then send |
< g0y [ - RS R e sampie. SMM has the technical means, so sit back and relax.

SMM will also give you that all-important advice on how to exploit the potential of your
website: how to attract content-related ........cccccevvereens ; how to ensure '.......ccovvveninens ¢ .J
so that visitors to your website hang around a little longer; how much to charge for
...................... services; and how to decide which services to charge a ...........cccceuvee... fOL

Click here :

Over 4o you ‘k

Explore Skype and LinkedIn to identify some significant differences between their free products

and services and those for which a subscription is re

Explore www.surveymonkey.com and some re -reate a simple online

survey that you can develop further ar in an organization with which vou are familiar
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The four Ps online

Andre, a lecturer in marketing, is talking about effective websites and the impact of the
Internet on the marketing mix:

‘If a website is to be successful it needs to be relevant to the needs of the target audience.
We need to ask users what they expect to see and be able to do. Interesting content
encourages ‘stickiness’; visitors return regularly and spend longer on the site. Community
features include simple opinion polls, online surveys and discussion forums to engage
customers and develop a feeling of ‘belonging’ to the website.

Companies are using the Internet to make decisions about their marketing mix. Products can
be customized to suit the needs and interests of regular customers. Supermarkets can create
personalized lists of reccommendations based on a shopper’s regular purchases. Retailers can
ensure that price comparison websites feature their products at competitive prices. Company
websites can include interactive features such as surveys and competitions to build relationships
with customers. Software, music and hotel reservations can be delivered digitally.’

Viral marketing in action

38

‘b el ST e e e o P A —— LRt st e L o SR

Viral marketing (or ‘word of mouse marketing’) isa  accessories and smart phones have recently
method of advertising and promoting a company's benefited from buzz marketing.

products or services in which individuals send Some companies are moving away from traditional
information to their friends using a range of online advertising media and are starting to make use
media such as email, blogs, Facebook and other of short videos as entertainment appealing to

social networking sites. a broader range of consumers. One successful
Buzz marketing operates in a similar way. Product  example of viral marketing is Cadbury, who used
champions and trendsetters can be identified and a familiar piece of popular music in their ‘Gorilla’
encouraged to push products or services. Fashion advertisement for their chocolate products.

Doing business online
Dr Dorndorf is introducing an assignment that students are required to complete for
her module:

“The challenge in the assignment is to draw clear differences between traditional business
processes and the processes used in carrying out online business, both B2C (a business that
deals directly with consumers) and B2B (providing goods and services for other businesses).

You can choose to explore the activities of online retailers where the business may be fully
online, such as Amazon, or a clicks and mortar site, such as an established retailer that has
both physical outlets on the High Street and an online presence.

Some businesses, such as low-cost airlines, have been able to pass on massive savings in
transaction costs to their customers.

You may also need to consider consumer concerns about how personal information is
collected, data security and online payments such as PayPal.’
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6.1 March words from the two lists to make collocations related to online retailing.

buzz online (x2) advertising media markering (x2)
clicks and mortar physical audience online
community product business outler
discussion target champions retailer

fully traditional feature (x2) site

interactive viral forum

16.2 Use the two-word collocations in 16.1 to complete this article.

i SN - T g
a il %:l mpylwww.gbbaﬂssl:amconvarylsox_sr\ahm =a-

Shahara Khan, Marketing Manager, takes us wider public. Our use of technology goes beyond
through a period of transition for SOX.com. sbsssanssisasaansay: ONIE OF OLF THONR ticoovessarsocns -

S is our online ‘catwalk’, a unique tool enabling
Voted the fashion iNdustry’s ....ccccevereanaanes
of the year in 2009, SOX.com started out = OIMOu" i toissee o:;vetp POUCEE-Of MOVIng
life as a....cccvvinenenest @ small stall in the oL, s 10858 VY PIND stimrrripagssny !

trendy Spitalfields Market in London. Taking RO S Sy through '

it slowly, SOX. then | S led !so ..... - via faoebook, for e::t::'le seS;)X.
verssnsncsssssnsen EVENLUAIY QOING cvevinsrrisancnsss N bt s e R i 2 5 P

2005. Unlike other .......ccc.ceev00. in the fashion S e e

participate in ....c.ccoceeveeee. = where they discuss ‘
world, it has witnessed phenomenal success, and
’ P the latest styles available in our online store. L

now stocks over 32,000 styles, with a product In this g
range aimed primarily at the 16 to 34 ond: REZ S o &
iy e " o recently but has proved highly successful ... 2

group, but which In reality appeals to a much

16.3 Following her article, Shahara Khan received various questions posted on the discussion
forum. Martch the two halves to form questions.

AL N )
e e R e YY)

Low-cost airlines seem to be having © However, 1 would like to know if there
probiems competing these days with are any hidden transaction costs, and

Over 4o You

cConsider vou

Are there ar vV Chi
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W4 Processes
Managing operations overview

Operations management deals with all aspects of how an organization produces and delivers
its products and services. These include its business processes and procedures, its supply
chain and issues in quality management.

The value chain is Michael Porter’s instrument for considering all the functions that transform
inputs into outputs, plus the internal business functions that support the transformation process.

Outsourcing can be another important element in an organization’s operations management:
should some business processes be kept in-house or subcontracted to an external supplier?

m Porter's value chain

This model indicates how each of the elements Porter identifies can make significant
contributions to the value provided for customers. Improvements in one area can lead to
overall improvements in the organization’s competitive advantage. Porter identifies two types
of activities:

A ———— vy

Primary activities
o Inbound logistics: receiving goods into store, stock control
o Operations: production processes, packaging, testing of finished goods

o Outbound logistics: how the company gets its finished goods to the customers,
transportation

AR .

o Marketing and sales: promotion, pricing, selling
o Service: installation, customer training, customer support.

Support activities
0 Procurement: obtaining raw materials, equipment and machinery, maintenance of equipment
o Technology development: R&D (research and development), design
o Human resource management: recruitment, development, reward of staff
o Organizational infrastructure: planning, finance, legal, management.

O —— - -
Contingency planning and risk

Margaret is a lecturer introducing a new module on
an MBA programme:

e ——r— -~ —

“Today’s businesses are exposed to ever-changing
global risks, from volcanic ash to major financial
challenges.

Senior managers must be able to assess risk
accurately and to understand where their business
may be vulnerable. They need to be able to put in
place a risk management process to deal with risk
and an effective contingency plan if necessary.

Successful organizations will be risk aware, and will have confidence in their ability to identify
and avoid potential risks that come from both predictable and unpredictable changes in the
environment in which they operate. We will look at how companies produce risk profiles and
develop systems to prioritize risks which eventually form their risk management policies.

Visiting speakers on this module will include senior staff involved in risk and continuity
management as well as emergency planning officers and business continuity managers.’
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17.1 March the descriptions to the explanations of Porter’s value chain to complete the PowerPoint

slides.
N e e e ) | e e s =
1 Inbound logistics a The storage and distribution of the finished goods
2 Outbound logistics b The purchasing of all goods, raw materials and services needed to
create the product or service
3 Service < The receiving and storing of raw materials from suppliers, and then
distributing them to where they are needed
4 Procurement d The activities that help improve the efficiency or effectiveness of the
primary activities
5 Organizational infrastructure e The organization and control of finance, legal matters and information
technology
6 Support activities f The activities that are directly concerned with making the product or
dellvering the service
7 Primary activities g The support for customers after they have bought the product,

including installing the product, delivering after-sales service and
handling complaints

17.2 Find ten word combinations using the word risk from C and place them in the correct column.

Noun phrase Verb phrase Adjectival phrase
! }

prioritize risks

17.3 Alain is senior manager in an oil exploration company. Read his explanation of the steps his
company took to develop a risk-management process. Complete his strategy using A, B and C
to help you. Then put the strategy steps into the correct order.

1 From this analysis, we have established an effective risk ....c.ccecvviecnnens e R across
the organization by:

@ systematically identifying, evaluating and prioritizing .....cc.cccouveenne. risks. For this we
have & wrren A1k < i tesssssesss savats that sets out responsibilities of key staff.

@ developing an organizational culture in which individuals are risk .....coeeeeen.... ... but are
not afraid of taking decisions and undertaking activities which involve acceptable levels
of risk.

2 We regularly collect data and evaluate information to monitor further risks and review
e RNt 1 ) .. plans which have been purt in place. We also monitor and review the
effectiveness of the risk ........c.ccceeeereene oersseonee esusaisens in the company, identifying potential
improvements and making changes where necessary.

3 Aspartofthe.......cccceniiiiiiiae R e .... team, I chair a working group to evaluate and
monitor both our current and our planned projects to identify the nature of the risks, the
probability of occurrence and the consequences. From this we produce a .
so that we can see where the company might be ........c.ccoeee... and then .......ccoeennee
identified risks.

4 We identify ....cccovuenrnnen. .... risks as well as issues that could affect us on a more local scale,
such as the risk to our ......cccervrnnen... chain, as we rely a lot on ...................... and we also
...................... processes to external suppliers.

5 We then pass all this information on to our ............... ey oweanarasnaen et Ueos .. officers and
................ vaemes saessssenennennenesss INANAgers, who ensure continuity of service to our key
customers and the protection of our reputation following a disruptive event.

Over 4o You

Visit the Institute of Risk Management website at www.theirm.org to find out how the

International Standards can help business manaqe to approach risk management
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Supply chains

Central to the way that companies produce things is the way that they manage their supply
chains — the collection and distribution of all the inputs to the production process. Much

of the improvement in supply chain management in recent years has come about through
improved information systems that enable managers to know more accurately exactly what
is where and when. In many cases improving the efficiency of supply chains also involves
changing a company’s relationships with its suppliers. Not all suppliers or subcontractors
are prepared to bear the extra cost involved in holding stock on their customers’ behalf.
Those that are want a greater commitment from those customers, which has led companies
to become much closer to their suppliers, sometimes establishing a formal alliance with
them and sometimes taking an equity stake in their business. Such a relationship also means
having a tighter control over suppliers. This can be done via a supplier audit so that remedial
steps can be taken to ensure tighter control over production.

Purchasing

Extract from a lecture by Leonardo, who has recently completed a major survey of
purchasing procedures in successful organizations:

‘So whart are the elements in the purchasing process? Well, once the need for the product is
firmly established, the procurement department must draw up specifications, to make sure

the supplier knows exactly what is required for goods to be fit for purpose. Then they have
to identify suppliers who can provide the specified products on time and within budget.

The procurement department will often have a list of approved suppliers the organization
has done business with in the past. In some cases they may use trade directories, online
databases and other means to research potential suppliers. They also need to carry out a
value analysis of each item procured to make sure that there is not a more cost-effective
substitute.

After the initial order is fulfilled the relationship with the new supplier must be managed,
especially if the organizarion is likely to make substantial repeat purchases over a
considerable period of time.’

Outsourcing

Senior managers have a responsibility to identify business processes which are not part of their

organization’s core competences. These include not only payroll management, cleaning or
security but also more complex processes such as helpline provision or product assembly. These
can also include outsourced processes delivered on the organization’s own premises (for
example, catering) and processes carried out at the suppliers’ premises.

Members of the senior management team need to be able to:

« identify core and non-core business processes and assess the potential benefits, costs,
risks and any legal and ethical implications of outsourcing these processes.

e create a clear specification of requirements.

« shortlist potential vendors using a rating system and then select the one which best
meets the criteria.

« negotiate and agree a legally binding contract that specifies the volume and level of
service to be provided, payment terms and how performance will be monitored.

« monitor performance in line with the contract and review the outsourcing arrangement
at agreed points.

et e e e e e e e et et et A N el ST A2 T g £
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18.1

18.2

Complete the interview with Charlotte of Hanna.com, Europe’s market leader in online

fashion retailing by underlining the correct word/expression in each case. Use A to help you.

Q: Hanna.com was named European Online Retailer of the Year in 2011 and I understand
your website is currently artracting over five million visitors a month. With so much
interest, how do you deal with supply chain management / supplier audits?

A:  Our equity stake / supply chain is run on a fairly traditional basis. In fact we audit / bold
stock of over 20,000 product styles in our warehouse. We don’t expect the supplier to
bear the extra cost / take remedial steps of storing the products for us.

Q: T understand that some of your subcontractors / supply chain managers were accused a
few years ago of unethical conduct?

A: Unfortunately, yes. We carried out formal alliances / supplier audits in several countries
and these careful checks revealed that some suppliers / formal alliances had been hiring
underage employees. We immediately took equity stakes / remedial steps and we've
increased the number of factories audited / holding stock each year from 29 to 106.

Q: Have you considered creating a formal alliance / supplier audit with some of your
suppliers so that you work together with their management to avoid similar occurrences?

A: We feel that owning shares in our suppliers is a more effective way to exert control,
rather than entering a formal partnership. So having a formal alliance with / an equity
stake in our subcontractors’ companies may well be the way forward.

Match the words in the lists to find six word combinations from B. Then use four of them to
complete the definitions below.

approved initial procurement repeat trade value

department directory analysis purchases suppliers order

ViThevlantonlinits L BT is responsible for sourcing and purchasing goods and
services needed for the organization’s processes and operations.

 Z IR SR e S eean involves investigating the cost, quality and likely useful life of
an item, to make sure it will give the organization the best value for money after purchase.

3 Alan e S st «esees 18 an extensive published list of companies who supply
different types of products and services to other organizations.

B e hy raen s e AR vesseneneens @re companies who have fulfilled certain conditions so that they

are allowed to offer goods and services to an organization on a regular basis.

18.3 Complete the newspaper article using words or phrases from the box.

core competences legally binding monitored NoN-core processes
outsourced processes outsourcing payroll rating system vendors

Cuts May Create Outsourcing Boom services such as Health and Education, rather than

As the public sector faces efficiency drives and budget sessstesssensanasenaes such as sessessssereansesennns mnnagcmcnl_
cuts resulting from the credit crunch, Sue Rippin, business  Rippin added that outsourcing is very competitive. As
development manager at Northgate Arinso, an HR resssssnssnssassesesss, Offering our services, we are selected

USING 8 FIZOTOUS «evvversnnsrrsrsssasss and have agreed 1o a
ssssssnnsssennssnnesss CONract. The stundard of our performance
Wil BE coaeriiiiiniiiiiasisa. 10 ensure that we keep to the
agreed contract; otherwise we could face legal action”.

casspssaassisennensas . company, expects to see a growth in
business. She highlighted councils as prime areas for growth
I covsaanosnncrsnssncann DOCHUSE thEIr coeeeneennracninsanss
remain refatively limited. They are specialists in supplying

=< w . = 2 P

Over 4o You

Think about t
ones are outsource

supplces, in terms
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m Managing quality

S .y

Management commitment to satisfying the customer involves the creation of a ‘quality’ culture
and recognition that ‘the customer rules’. It ensures that products and services conform to the
customer’s requirements and are fit for purpose. Meeting a customer’s specification leads to
a satisfied customer, who will provide repeat orders and resist offers from competitors.

The quality of the final product depends upon the quality of the exchanges along the internal
supply chain, with continuous improvement of internal and external products and services and
employees trained to take responsibility for their own outputs. Quality assurance is now the
subject of international standards and initiatives by bodies such as the International Organization
for Standardization (ISO), fostering worldwide development of good practice and providing
benchmarks so that organizations can compare their standards with the best performers.

e e et B et el e e S = —— - ——

B 50 9001:2008

ISO 9001:2008 is the international standard providing a set of requirements for a quality
management system, regardless of what the organization does, its size, or whether it is in the
private or public sector.

ISO 9001:2008 requires the organization to have documented procedures for the approval
and control of critical documents (for example, production plans, activity flow-charts),
critical records (for example, orders from customers, invoices for goods and services
provided) and internal audit of the quality management system to verify that it complies
fully with the standard and manages the organization’s processes effectively. Although it lays
down what requirements a quality system must meet, it leaves great flexibility for how these
are implemented in different sectors and business cultures.

EFOM

The EFQM (European Foundation for Quality Management) Excellence Model provides a
basis for achieving sustainable excellence for any organization.

Excellent organizations succeed by:

& progressing towards their vision through planning and achieving balanced results,
which take into account measures of customer satisfaction, employee satisfaction
and business results.

® adding value for customers, striving to innovate and create value for them by
understanding and anticipating their needs and expectations.

® leading with vision, inspiration and integrity, through leaders who shape the future
and make it happen, acting as role models for its values and ethics.

@ managing through structured and strategically aligned processes using fact-based
decision making, such as statistical process control to create sustained results.

@ valuing their people and creating a culture of empowerment for the balanced
achievement of organizational and personal goals.

@ nurturing creativity and innovation, generating increased value and levels of
performance through continual and systematic innovation by harnessing the crearivity
of their stakeholders.

®@ building partnerships — seeking, developing and maintaining trusting relationships with
various partners, customers, key suppliers or the community to ensure murual success.

® embedding within their culture high standards of organizational behaviour, to strive
for economic, social and ecological sustainability.
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19.1

19.2

19.3

Find terms in A that correspond to these definitions.

Enter a word or phrase. . .

(NPT e e ..— standards used for for evaluating performance or level of quality.

7 AR S — a dertailed description of what is required.

D o reniraseevansuisan — suitable for intended use.

R poma g m o) — the stages through which a product or service moves before it is delivered

to the external customer.

S e bk ek — a system for monitoring and checking that processes, goods and services
meet the specified requirements.

6 ..ccovrsrrrsricsnnne. — @ phrase meaning thar the company policy places the needs and wants of
the customer before its own interests or convenience.

Complete this interview with a representative of the ISO with terms from B.

Q: The effective management of water resources and access to clean drinking water are
major concerns for governments. What is the role of the ISO in this process?

A: It is important to understand that our role is not prescriptive; the organization merely
provides the guidelines for a .......ccccevvennan s

Q: What does standardizing service provision worldwide involve?
A: The aim of the ISO is to work with regional and national authorities to determine the
level of results to be achieved and then to establish the means by which their procedures

ARC oo e oo . As with the private sector, these authorities will be required to
...................... and demonstrate that they are ...................... the ISO guidelines. Just as in
the case of the private sector, they may carry out a/an ....cccceeeeveeeeennn, , that is, an objective

internal appraisal of the organization’s procedures and performance to ensure compliance.

Use expressions from C to complete comments from this EFQM judge about the Award
Winner 2010.

The Eskisehir Maternity and Child Illness Hospital seeks to provide patients with a level of
care that exceeds expectations, with nurses in particular being encouraged to ......cccvcnveeenns
directly with their patients, adding value to their experiences through new ways of providing
care. By promoting the free circulation of ideas and personal growth the Eskisehir also
BEEEVES B0 Sics ivssramsrinepivons its staff. Indeed this is a hospital that has developed an environment
of trust and responsibility, actively .......ccevvveniens creativity and innovation from its
employees. This means there is a positive mindser ........ccccevinnnnees within the professional
environment, which helps to retain its staff and ensure a ....coeeereeeneennes furure for the hospital.
As well as focusing on the human factor, the hospital employs a sound basis of ..........cuee..
decision making. The organization has achieved a ..................... - in terms of patient and
staff satisfaction as well as economic efficiency. In fact, its performance has demonstrated an
ability toactas a .ccooeevvivvennnnnnns hospital within the region. The panel felt the Eskisehir had
achieved a certain level of ................... ... that merited this year’s award.

Over to you ‘

Think about manaqing quality in an organization you know. What :
jing q

)

Compare your ideas with the information aboul ity management standards on the 1SO

’

website at www.iso.org
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PA0] Customer care

Customer relationship management (CRM)

2 1st-century companies know they have to maintain high standards of quality. Competition
is fierce; consumers demand that organizations meet their expectations for excellence.

Professor Jaroslav Vrba introduces the concept of CRM to a group of MBA students:

‘As customers become more discriminating, better informed and less loyal to brands,
organizations have had to identify methods of managing relationships with existing
customers and providing better levels of service.

Customer relationship management makes extensive use of information rechnology and the
Internet. Banking and insurance were early movers in this field. They were aware that it costs
much more to recruit a new customer than it does to retain an existing customer. Customer
loyalty cards provide opportunities for data mining; data warchousing can be used to acquire
and store information abourt customers and their purchasing habits, so that better-informed
decisions can be made about products and services that may appeal to individual market
segments within the total customer base.

The data in the system can also be used to identify opportunities for cross-selling. For
example, knowledge of significant changes in a customer’s life can be used to offer them
mortgages or pension plans for retirement.’

m Customer journey mapping

Helena is a local government official, speaking at a conference on improving public services
for local communities:

‘Customer journey mapping helps to identify contact points in users’ experiences when

they use a service from regional or tentral government. It takes into account not only what
happens to them burt also their reactions and responses to their experiences. It provides a
clear view of government services from the customer’s perspective. Used well, this technique
can reveal opportunities for improvement and innovation. If hotels can do it, why can’t we?

Why is this important?

= We recognise that we have to do more to get closer to customers, understanding what
really drives behaviour and attitudes. Journey mapping, with its focus on tracking and
describing customer experience, is one of the tools that can help do this.

« Journey mapping helps bring customers’ stories and experiences to life. It can challenge
assumptions and help change perceptions, contributing to culture change in the

organization.
S e e e
The insights that it generates can help shape policy, leading to better customer experiences

and more efficient service delivery by customer-facing reams who have direct contact with
the customers.’
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20.1

20.2

20.3

Match the questions (1-5) and answers (a—e) following Professor Vrba's session on CRM in A.
"Excuse me, Professor Vrba ..

1 .. could you clarify the meaning of a The first refers 10 the people or organizations who buy
cross—selling? or use a particular product. The second refers to a
group Of Consumers who Share Certain characteristics or
lifestyles. These groups tend 10 respond predictably to a
particular marketing offer, for example.

2 . you mentioned data warehousing, b Ii's when companies offer customers further products
but | didn 't quite understand what based on information aboul their purchasing history.
lJOu meant ,

3 .. could you explain the difference ¢ It's about sorting through databases containing large
between customer base and market amounts of information about customers, 1o reveal
seqgment? irends and patterns that can be useful to the company.

4 . luwas Just wondering about data d Tom Hindle suggested it was about ' infegrating
mining. Could wou clarify the meaning information about customers and putiing it info one huge
for us, please? database ', s0 the information is stored electromically

and can be used in different ways.
5 .. wou talked about purchasing habits, e Well, it 's crucial in customer relationship management .
what 's the significance of this expression? It basically tells us about customer behaviour, for
example, what they buy, how often and where.
Find expressions from A to match the definitions.

...................... - when an individual always buys the product of a particular company rather
than similar products offered by other companies

...................... - persuading customers to start buying your company’s products

...................... — making sure thar customers continue to purchase your product or service
...................... - systematic policies to monitor and ensure customer satisfaction

A spokesperson for Eurostar explains the outcomes of customer journey mapping. Complete
the article using expressions from B.

The appointment of our new Chief Executive with a marketing background acted as an
important catalyst in bringing about c...ccoeveeecneenees change and §......ovesrrsresapes ety
to make Eurostar more customer orientated.

He suggested we bring our c.......cccueeen..... TS to life by using Co..covveevreecnennen.

RS L R e S L T . This was carried out using a heart monitor, L.....cccceernnennn.
the highs and lows of the journey — the c..c.veeeeceveenens N e where they interacted
with G aa RIS staff or machines, the times when people became bored
or even experienced fear, for example, when entering the tunnel. By making the journey
themselves, staff were able to get cvvvevccvrreennnns to their cia i S.

After experiencing the service from the c...ccveeeeeenneenen. R R Lt ox s st oradant , staff suggested really

practical solutions to problems, which not only improved the experience burt, in many cases,
reduced costs too.

Over 4o you

Think about the customer

customer contact points? H

nformation and how?
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Operations online

Just-in-time and online inventory management

Bror is speaking at bis retirement party in the purchasing department of a major
Scandinavian engineering company:

“When 1 joined the company we used a traditional stock control system. We kept large stocks
of material to give us a margin of safety in the warehouse to cope with sudden orders, or
with poor quality, or to get the benefits of discounts for quantities using economies of scale.
We set our reorder levels to ensure that we had some buffer stock, but this meant that a huge
amount of the company’s money was tied up in inventory, raw materials or components
sitting on the shelves waiting to be used.

Later, in the 1980s, we moved to the Japanese just-in-time approach (JIT) where a signal
automatically triggers an order in the company’s purchasing system when an item is used.
Now, of course, this is underpinned by a state-of-the-art web-based inventory management
system which tracks our stock levels and the current status of any purchase orders we have
made, so there is no costly storage or unused stock.’

m Online tendering

48

Cameroon — Invitation to Tender for

Construction at University of Buea

Open International Invitation to Tender for the Construction of a Teaching
Laboratory Block and Landscaping for the Faculty of Health Sciences at the
University of Buea, Cameroon.

Nature of Service:

The construction of & Teaching Laboratory Block (R+2) of study laboratories, research laboratories and offices (LOT 1),
on the one hand and Landscaping comprising the construction of parking area, pavements, lighting, roads, gutters,
planting of grass and trees on the other hand (LOT 2).

Please note that the administrative file of each bidder must contain a bid bond as follows:

Lot 1: 26,000,000 F CFA (approx £32,500)
Lot 2: 19,000,000 F CFA (approx £23,750)

Fiona runs a small company that provides an online service for businesses in the construction
and related sectors throughout Scotland:

‘Each week private and public organizations put out to tender work they require for their
building projects. This means formal advertisements are published in newspapers or on the
Internet, inviting suppliers to make an offer to provide these services. We put all these on our
website, together with a set of tender documents with full details of the requirements and
specifications for each project. By paying a subscription to our online service, our clients get
access to a larger number of potential business opportunities where they may be prospective
suppliers. They can download the tender documents and put in a tender, that is, submit an
offer to provide the services.

We endeavour to make this site as ‘user-friendly’ as possible, with clear guidance notes about
: y g
procedures for resolving any pre-tender queries and information about how the tenders will
be evaluated, and we carefully research the answers to our FAQs (frequently asked questions)
: _ $.t0 O quently que
pages. Registered users can even take part in our discussion forums, to compare experiences.

Of course, many large organizations use their own online procurement system that allows
tenderers to download the documents and submit a bid electronically via the Internet. These
secure online systems even store and encrypt submissions to ensure confidentiality.

These days more and more organizations who wish to source products or services are able to
make use of their own online systems or commercial services like ours to identify potential
suppliers and compare the products and support services they offer, to make most efficient
use of their procurement budgets.’
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21.1

21.2

21.3

Majed is introducing the topic of online inventory management to students on an MBA
course. Find words or phrases from A that have the same meaning as the underlined phrases.

A few years ago companies used to think in terms of just controlling and monitoring the
supplies or goods stored in the company (1).

These days manufacturers take a more active approach to managing the flow of supplies
and materials needed for their processes (2). This relies on the most technically advanced (3)

software systems for tracking purchases and monitoring the actual stock on the shelves (4).
They also rcordcr new stock when the existing stock reaches a certain minimum quanuty (5).

When holding stock, there needs to be enough spare capacity for emergencies (6), so

companies usually kept spare items (7) for this purpose. However, a more modern approach
is to have a very quick turnaround, so thart supplies are ordered and arrive just at the time
when they are needed (8). Of course, the disadvantage of this system is that manufacturers
lose the price reductions (9) they might have obtained by achieving reduced costs by
producing or buying large amounts of something (10).

Look at B and find five expressions using the word tender. Also find a noun for suppliers who
offer their goods and services. Now try to write your own definition of the noun tender in its

business meaning. Check your answer with the dictionary definition given in the answers.

Complete the article from the business section of a newspaper, using words from B.

the suppliers provide about their business to ensure

R::hmd Maybey, a manager in a major European conlidaetinlicy:

nancial services group, was asked about We have also used commercial online tendering
his experience of using online Pueccereeecereerccens services. The only problem I find with services
services. targeting the financial sector is that the sites are not

‘l am responsible for an annual procurement
e of 20m euros. Major areas in which

1 BAVE 10 $.1ervessrsersesses goods and services include | YOU BAVE 80Y Poiecrisnunensceiss Qo
IT equi t and catering and cleaning services the information in the F.......ooeeeeeaes page is
P g often insufficient. However, there is sometimes a
In recent years we have moved to a robust system o d.....ovveevvennnnes K revssseniarvenia - where you can
P imspaniertatensed OUF TEQUITEIMENES Oueesrerrrransesenns to  actually talk about issues with other people in the
Risanrsnsywressraniias I simply upload the tu....ciccainnnnnee same line of work. There is often a section where
Qecoseresaacsaseones with our particular S......eeeeennanen. o A e S their expenences, good or
to our website and wait for the suppliers to contact  bad, of particular suppliers, which can be useful,
me and the time taken to find poiiiciiccininnans but this is only fOr feeeereeeeeenerennens Tt e e
A SN is significantly reduced. The 50 you need o S.ueeereerenreseenens first. The cost of this
PrOCESS I8 @ Seuernrrraneniansnnes online system and even  payment can be quite high.’
uses a code 10 C.urnnrnnnnncnnnnnns the private details
=< - -~ . s s

Over 4o you

Use the terms “"onlind ventory management be fits™ u search enqgine to find out how

this technique can |
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y¥A Recruitment and selection

n The recruntment and selection process

o : S B 2.2
?3 Our process I Recommend Site To AFriend &
é;*, 1 Receiving applications: applicants for permanent appointments complete and submit the online application

e form. A confirmation email is sent by a member of the HR staff to acknowledge receipt.

2Wappﬁcaﬂons:appﬁcaﬁmmmtoidonlnylhosethalmenhorequlrememsotmelob
description. This stage includes competency profiling, to match each applicant’s knowledge, skilis and
experience against the requirements identified for the post.

3 Inviting shortlisted applicants to assessment centre and interview: shortlisted applicants are sent information
about their interview by the selection panel and the activities to be undertaken at the assessment centre.
Theseomsistoiamngeoim.mmsmgmpmwmtwmmmagamourm
criteria and measure more accurately their competency profiles.

4 Mmmm:ummpmlmasmntmmdmmmmww
Iolephone.wmmmum”wishbmammmm.msiswbhabmmgmm
references from their previous employers or other referees,

5 Carrying out pre-employment checks: we carry out pre-employment checks, including formal contact with

Y referees and medical clearance.

i- 6 Making conditional offers: within five working days of receiving a telephone offer applicants will receive a
conditional offer letter from the recruitment team.

7 Agmﬂmasmdam:aﬁerpm—anpbymdndshmbeonmpbbduﬁshcbtiyamuwerdm
mcruﬂmmlloamwillbolnmbms&mmotmemummmammmba
mndaw.fhlswﬂ!dependonwno&np«bdappﬂcemshavologivelommemployecsandbelhnhg
of the induction programme for the team that applicants will join.

Recruutment of temporary staff
R e e e e VR e Tl

Roberto is responsible for the recruitment of temporary staff to work in his events
management company on projects across Europe.

‘Because our business model is quite simple, we this level of business, most of whom are hired
do not need a sophisticated human resources through online recruitment services and
strategy. We do sixty per cent of our business social media such as Facebook. We seldom place
in the summer months, providing services at golf job advertisements in newspapers. Some of
tournaments and music concerts, for example. We these temporary workers are later appointed to
need approximately 1,000 staff on temporary permanent posts in our organization.’
contracts in June, July and August to service

.

Employment legislation and equal opportunities

An organization committed to equality welcomes diversity amongst its workforce and seeks to comply
fully with current legislation. Many employers make public statements to the effect that discrimination
will not occur in relation to age, ethnicity, sexual orientation or religious beliefs. Part-time workers
must receive equal treatment to full-time staff. Employers have to assist people with disabilities to

gain equal access to all the employment benefits that are available to other staff. While complaints
most commonly arise at the recruitment stage, employers should ensure that equal opportunities are
embedded in all their employment policies,
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Complete the explanation for each of the points Roberto mentions in his procedure for
recruitment. Use A and B to help you. Then put the steps into the most appropriate order.

@ Screening the applicants: completed application .....cccoueeeee. SR D wiisassssamasnesiossse to
ensure that we only interview suitable candidates. Apart from interviews, we also use
vreeessseeneeeennanes CENETES Where we carry out .........ccccueeeee.. profiling.

@ Person requirements: we draw up a job ....cocvvvccveneene. profiling .....oveeeeeeeenni, that is
the skills and the knowledge required to do the job as well as the essential attitudes
or characteristics to fit into the organization.

e s = this is usually done online.

W .....coovveeeeee programme: every new member of the team spends a day with the team
with whom they will be working. They are introduced to the working procedure and
different team roles.

@ Invitation to interview: we then ask the ...........c......... selected from the screening process
TR candidates) to attend a selection ..........cceruneeeene in Which a group of
interviewers explore the skills, qualifications and knowledge they can bring to the job.

8 Resources requirement: OUr ........eeeeeessees ... strategy, that is, identifying why we are

recruiting and how to match the people we employ and the jobs they do to our company’s

goals, is an important element of our annual planning.

@ Appointment: after the interviews have been completed we make a ...................... offer
and contact the....................... once the successful candidate has accepted the terms and
conditions of their ............... wererns OF crvviveriserenaeneess . They then have to work out their
srrnesssasessnancenses period, that is the length of time they have to continue working for their
present employer after they officially resign from rthar job.

Find four new words or expressions from C using the base word equal.

Correct the mistakes in this extract from this company website. Some of the underlined words or

expressions are in the wrong place. Use C to help you.

QualityTime plc has a robust current legislation policy. That means we welcome
applications from all sections of the communiry, regardless of race, religion, disability or

other differences. In fact, we believe that this workforce in our diversity is a strength of our
organization.

We also believe that equal treatment against any group of workers has no place in a modern
company. We comply with equal access under UK and EU law, and under our employment
policies, discrimination is guaranteed for all members of staff, including those on

current legislation contracts or part-time workers as well as full-time employees.

Over 4o Yyou

Use the term “recruit

policies and procedure
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A& Y Motivation and job design
Herzberg

In his seminal article on employee motivation Frederick Herzberg distinguishes between events or
changes likely to lead to an increase in job satisfaction (‘motivators’) and events or changes likely to
cause job dissatisfaction if missing, but not affect the person’s job satisfaction (‘hygiene factors’, such
as pay, status and working conditions). Good hygiene in a restaurant does not increase the customers’
enjoyment but poor hygiene affects their health or satisfaction. In a similar way, the well-being and job
satisfaction of employees depends on these problems being avoided.

In general, the stronger the person’s feeling about any one of the ‘motivators’, the stronger the person’s

satisfaction and sense of engagement.
e s e gy . > g~ ———TT
Factors that lead to satisfaction Factors that lead to dissatisfaction
* A sense of achievement when challenging * Company policy, ‘red tape’ and administration
targets are reached « Too much supervision and a feeling of being
« The recognition of achievement by their micro managed
peers, and a collaborative environment, with * Low salary levels
opportunities to receive praise and reward » Strained or hostile interpersonal
*» The work itself relationships with colleagues at work
* Responsibility and opportunities to take * Uncomfortable working conditions.
charge of significant projects

Opponmmestormmmm
mhmmmm i 4
feel they have job security. ATy

m Hackman and Oldham'’s job characteristics model

Performance and commitment in the workplace improve if individuals are given autonomy and
responsibility for clearly defined tasks (including being able to complete an activity or job in full),
can use a wide variety of skills, can make decisions and solve problems, and get meaningful
feedback on results and about their performance. According to Hackman procedures that can
lead to improvements in performance and commitment in the workplace are:

* Job rotation - moving people regularly between different sets of tasks.
* Job enlargement - giving an individual a larger number of broadly similar tasks.

* Job enrichment - adding extra tasks that involve more decision-making, and increased
autonomy.

Core Job Psychological Job Outcomes
Characteristics States
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23.1 Find definitions from A and B using the word job to martch these remarks from
HR managers.

1 *Some were reluctant to leave their initial placements, but eventually they
appreciated the value of moving round and realised it provided them with
additional new skills.’

2 “Staff often find this sort of *horizontal® as opposed to vertical expansion of their
role within the division very rewarding.’

3 “The likelihood these days of my staff being able to remain in the same job for the
rest of their life is highly improbable.’

4 “The results of the survey showed thar having a sense of control, a feeling of
accomplishment, and a complex job contributed to their positive attitude toward
the job.’

5 *Whereas previously they’d reported to a supervisor, we gave them lots more control
so that they felt they actually planned and carried ourt the job.’

23.2 Match Hackman and Oldham’s job characteristics to phrases a-e.

1 Autonomy a Receiving an evaluation of your performance

2 Feedback b For example, constructing signs for the Olympic Games
will be more satisfying for a sports fan than making signs
for a new shopping mall

3 Skill variety ¢ Being allowed to solve problems and perform a wider range
of non-routine tasks

4 Task identity |d Being involved in decisions, instead of being told what to do

5 Significance e For example, sewing an entire dress would be more
satisfying to a worker than just sewing buttons onto it

23.3 Complete Stella’s comments about her job at a UN agency using words from the box.

advancement charge collaborative colleagues conditions
engagement interpersonal micro motivation peers
personal recognition red reputation salary
satisfaction well-being

‘Working for the UN, I feel a certain sense of ......................, with the work itself. because
it is contributing to the greater good. Also I have good ..................... . relationships with
MY wroevrrseensensnnnnn. Who work beside me in the team because it is a really ................... s
work environment. However, international organizations have a reputation for
top-heavy administrative procedures and.................... -.. tape, you know, too many
unimportant rules often resulting in too much .................. .... INanagement.

Sadly for secretaries there is little in terms of career-...... AR o and...... o A
developmentand ........ sesessneenes lEVels are low. Most of my .................... - that is, the
other secretaries who work at the same level as me, are multilingual, and we frequently
act as unofficial interpreters, as well as taking ...................... of extremely sensitive UN
documents. However, while working ...................... are generally good and the employee’s
............... «eenes 15 taken into consideration, .........ceoun....... remains low. There is little

R NV S VSR of our achievements, a critical factor in terms of overall job ...... skt g :

0

Over 4o you

Use the terms "motivation r

ind procedures used in seve
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VL:3 Performance appraisal, feedback,

’ training and development

360-degree feedback

Significant changes in organizational structures in recent years, with flattened hierarchies,
virtual teams and greater employee empowerment, have implications for the appraisal
process. An individual’s colleagues may be in a better position to judge his or her performance
than before.

360-degree feedback collects information from all around an individual employee and may be
used in an organization as an aiternative to a traditional performance appraisal system. It
involves self-assessment by an individual and an appraisal (normally using some form of online
appraisal system) by those above, below and to the side of the individual employee. Such
feedback is anonymous; it is provided through an independent and objective facilitator, so that
opinions given and statements made cannot be traced to individuals. The process includes:

* peer appraisal: Individuals are assessed by their colleagues and their line manager.

* team appraisal: Team members assess their own team’s performance. Feedback should
preferably also come from internal customers, that is, employees elsewhere in the
company who are clients of the team and also from a supervisor.

* upward feedback: Managers and others in senior positions are appraised by those who
work under them.

Employees may find the introduction of 360-degree feedback both threatening and challenging.
The exercise should be made as non-threatening as possible by focusing on strengths as

much as weaknesses. Respect for the confidentiality of respondents’ replies is vital. HR staff
should help train and support individuals for their different roles in the process, as appraiser,
appraisee or facilitator.

m Training options

Emma is Director of Human Resources in an Internet company. She is speaking at the
induction of a group of new recruits:

‘Ongoing training has been a key factor in the growth and development of YourNetBiz.

Initial training is carried out on arrival in the company as induction training. This includes

an introduction to the company, its mission and history, as well as training relating to your
job role and mandatory health and safety training. A lot is done internally, using informal
and semi-formal methods such as work-shadowing of more experienced colleagues, coaching,
mentoring and buddy systems. The necessary skills may also be obtained in other ways,
through different forms of supervision, on-the-job training or self-study. E-learning is growing
quickly, especially for some technical training and skills updates that lend themselves to this
form of delivery.

External courses also have a place in our portfolio of training and staff development. They
can be delivered by part-time study at local colleges on day-release courses or through
university programmes thart lead to professional qualifications. Individuals who want to be
considered for such training need to make a convincing business case to their line manager
to get prior approval.

Finally, we take training evaluation seriously, to check your understanding of the objectives
of each training session and to obtain your feedback about the quality of the training.”
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1

24.2

243

Complete the table by purtting a tick (v') in the right column. Use A to help you.

Advantages of Disadvantages of

360-degree 360-degree
feedback feedback

Combined opinion gives a more accurate
and objective view.

Comments are difficult to ignore when
expressed by a number of colleagues.

It can be motivating for people who
undervalue themselves.

It can generate an environment of suspicion,
unless managed openly and honestly.

Some skills, such as leadership, are best
judged by subordinates and peers rather
than superiors.

Which forms of training listed below constitute ‘on-the-job’ training?

self-study induction training skills update
coaching shadowing ongoing training
mentoring day release mandartory training
buddy systems e-learning training evaluation

Carly, Personnel Manager for a supermarket chain, outlines the appraisal system to a group of
new recruits. Replace the words or phrases underlined with those in the box. Use A to help you.

appraisal appraisers confidential employee empowerment facilitator
flattened hierarchy line manager non-threatening environment

online appraisal systems peers performance appraisal self-assessment
team appraisals 360-degree appraisal upward feedback virtual teams

“This afternoon we’re going to talk about ()ur ev glgg_gol 1 system, which if done effectively, i.e.
gdrrud out in a way th; 'ous, can actually contribute to your sense
rol of wh h- SICRCRY ()ur company has a structure without many layers
nf management, so we prefer to use all-round evaluation as opposed to the traditional top-down
evaluation. The evaluators include those from your own level as well as those above and below
you. First you carry out a/an evaluation of your own work. Then we ask your colleagues
and your immediate boss to give their opinion. These appraisals, usually done through a_
computer program, are sent to a/an mdgmndgn; person who will ensure the feedback you
receive is entirely : acy. t.\ aluan gms of ga&hmkmg_
group are also carried out, even for 3 '
only electronically. And you'll be pleased to hcar the branch managers do not escape. Thcw are
subjected to an evaluation from their subordinates known as appraisal from below.’

Over 4o You
How effective is the appraisal system currently in use in an organization with which you

are famihar?

How might your managers respond to upward feedback?
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Bruce Tuckman (born 1938) has explored how teams develop, mature and function
l successfully in the workplace. He defined a process of team development with four
(later five) stages:

® Forming — The team meets for the first time and individuals start to get to know each
other. Members are keen to establish their personality and identify others they think
they can get on with. Group norms and a feeling of group cohesion gradually develop.
These initial exchanges are followed by discussion regarding the task, on ways of
achieving it and on how the group will conduct itself.

® Storming - This stage is characterized by a period of conflict. Arguments may develop
on priorities, working responsibilities and a range of options for getting the job done.

® Norming — Having established procedures, the team is ready to get down to
productive work.

® Performing — The team works effectively and gets on with the job. Team spirit is high.
Members get through their tasks more quickly and may collaborate to solve problems.

® Adjourning — (added in 1977) When the team’s work is finished individuals may
celebrate success but feel nervous about changes thart lie ahead. They may regret losing
the camaraderie of the group.

A manager who knows about these stages will be better able to build a winning team and
promote teamwork.

B scbin

Meredith Belbin (born 1926), working at Henley individuals themselves that was important to the success
Management College in England, conducted research and failure of teamworking.

into management teams and how they operate. It had

been noticed that some teams of executives (although He identified nine useful roles that are necessary in a
they contained very able individuals) performed poorly successful team. They can be placed into three groups:
in teamwork and others performed well. When a some team members make significant contributions to
business game was introduced to one of the courses, the ideas used in the team, others are able to focus on
Belbin discovered that it was the contribution of the task in hand and a final group concentrate on the
particular personality types rather than the ability of the  people and interpersonal relationships within the team.

— ——

ence
R -;TIZ'E : =

Emotional intellig
B

Daniel Goleman (born 1946), developing work done by vision — are required for success, they are insufficient. Truly
Salovey and Mayer and others, is a psychologist who has effective leaders are also distinguished by a high degree of

specialized in emotional intelligence. In his research into emotional intelligence, which includes self-awareness, self-
nearly 200 global companies, Goleman found that, while regulation, motivation, empathy and social skills. Goleman

the gualities traditionally associated with leadership - found direct ties and a strong correlation between
such as intelligence, toughness, determination and emotional intelligence and measurable business results.
|
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25.1 Alexei, an MBA student, has summarized Tuckman’s stages in group development. Complete
his notes then number the stages to show the correcr order.

........... veseeeess.. — Group members work productively together.

PRI Gl S ..— Individuals test their strengths and approaches to the task facing the group;

disagreements and conflict may arise and have to be resolved.

................. ..... — The group becomes more cohesive, with clearly established roles and

working procedures.

........ sessseennsnees — The group dissolves as the project ends.,

wessssnesnnansasnnaess = 1NE €arly encounters between the individual members, when people do not

yet know the others well,

B P —

- ——— —— -~ —— . ——

25.2 Find five phrases including the word get in A that match the definitions below.
1 to start doing a task with serious effort 4 to have a friendly relationship with
2 to continue doing something 5 to become acquainted with someone
3 to complete the task

25.3 Use terms from C to complete the table presenting the five components of emotional
intelligence.

Mortivation | Passion to work for reasons beyond money or status. Drive to achieve

Ability to control or redirect disruptive impulses and think before acting

Proficiency in managing relationships and building effectiveness in
leading change

Ability to understand and respond to the emotions and reactions of other people

Ability to recognize and understand your own moods, emotions and drives,
as well as their effect on others

25.4 Head hunters Samira and Carmel are discussing what they look for in an effective team leader.
Complete their conversation using expressions from A, B and C.

SAMIERY  THE Liversacsaessassrsss R , when you open the conversation with a potential
management candidate is very reve almg, I find. If they can’t establish good
R rasrverarocontare relationships quickly, they are not likely to get on with their team
and cope with the different p.....ccooecvccninnis Boveicivencnsnnneas .. within any one team.

Carmel: The ones that Povorecorariesecs Priosiorcossasasssnssa lack flexibility in their dealings with
others. We need someone who can engage well in t.......

Samira: Yes, that type of leader encourages c.....coeevvveennnn. 00 R BPIIEOF Cl i doinereansssrezacs and
friendship in the ream.

Carmel: Oh yes. They need e.........ccovvennce L. veeeeeees a8 Well as demonstrating a certain
degree of d.......ccvrvuvennees T By TR * for effective leadership.

Over 4o Yyou

Think about your own strengths as am worker and write a p nal statement to add to
vour CV
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Managing knowledge and learning
I In organizations

| Learning organizations

Any organization which continuously transforms itself to be competitive is a learning
organization. Building in continuous learning processes across all levels of the organization
can help to improve business performance. Traditional learning processes simply look for errors
and correct them (single-loop learning). A more productive approach is double-loop learning,
advocated by Chris Argyris, in which the assumptions and goais that lead to the action are
questioned rather than just adopting a short-term solution. To create a true learning organization,
where both individuals and the organization itself are continuously learning, they should:

Identify all sources of knowledge and information, whether external (clients,
sqppuers, oompeﬁm) or lneemal‘(_employ‘les)

Create structures and processes for collecting and sharing knowledge and
Information throughout the organization

Use formal and informal development opportunities to promote a learning
environment that produces business results

Create a 'no blame’ culture that welcomes questioning and debate and creates
~an atmosphere oftrust

Create opportunities for individuals to be stretched and challenged to develop

Utilize business improvement tools to measure the learning process

Value intellectual capital as much as financial assets

n Knowledge management

In a large number of business sectors knowledge management, rather than manufacturing
efficiency, is a source of competitive advantage. Peter Drucker identified the value of knowledge,
not just the value of labour and capital, as vital for modern managers. Acquiring, developing
and sharing knowledge is part of many managers’ routine work, and is part of the process of
adding value to a company’s product or service. Knowledge networking can also help with
innovation and new product development. The sharing of best practice in large and complex
organizations can lead to cost reductions and innovation.

Knowledge can be in two forms:
* Explicit knowledge - the data and information held in databases and files
* Tacit knowledge - intuition, experience and judgement.

Companies now have talent management and retention schemes to ensure they keep
the advanced research expertise and technical skills that some of their high flyers
have acquired.
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26.1 Make nine noun phrases from A and B with the key word knowledge.

26.2 Join the two halves of the sentence and create definitions of the words in the box.

continuous learning double-loop learning learning environment
learning organization learning process no-blame culture

1 The procedure for a the whole of one’s working career.

2 Acquiring knowledge over b by reflecting on the appropriateness of the original

goals and assumputions.

3 Situation or setting where ¢ learns and transforms itself through providing
learning opportunities for individual members.

4 A company or entity that d groups are more interested in solving problems than
finding out who was responsible for the mistake.

5 A set of arritudes where e acquiring knowledge is encouraged and facilitated.

6 The process of correcting errors | f acquiring knowledge.

26.3 Complete this abstract for a talk to be given by Marina Rubio, expert on HR management,
using terms from A and B,

With almost one-third of companies now operating a formal talent strategy, anyone with
any interest in HR management will be aware of the significance of this concept in terms of
organizational b.......cccceceuaens Priisiiiinsaiiie . Organizartions have recognized the need

for continuous investment in the i of their staff to generate
competitive advantage. This has placed increased pressure on HR to demonstrate their

RS T \ (N and justify investments as ‘business critical’.

Following the recent recession, many organizations have revived their attempts to

X o and arttract the h............u...... EanTne . DV EDILHNE Cieonipernsssaanesnss
7 o T DI e firmly back onto the executive agenda. Investing in the right people and
"0 R .. their capabilities is once more a key focus for HR.

Programmes originally focused on the rop talent bur then came the recognition that everyone
needs to realize their full potential; the result of this has been a blended approach to talent
management. Many organizations focus on managing selected subgroups, such as graduate
populations and those with r......cccvivniens R R -

Based on research carried out by the Chartered Institute of Personnel and Development, this
paper demonstrates recent trends in the development of talent m..................... .

Over 4o you 3

Reflect whether double-loop learning could be employed to improve the learning process in

your organization.

What types of knowledge add value to you yartment? How can they be shared and

networked within the organization
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Leadership

Transactional and transformational leaders

In the past decade there has been a paradigm shift in leadership theory, as writers
such as Burns, Alveoli and Bass have described the characteristics of transactional and
transformational leadership. According to these theories, transactional leadership is based :
mainly on rewarding good performance or punishing unsatisfactory performance, sometimes :
known as contingent reward leadership. Some managers only intervene when a subordinate
fails to meet expectations: this passive approach is known as management-by-exception.
Other managers may even adopt a laissez-faire approach, avoiding intervention. However,
active transactional managers will take steps to avoid poor performance. Transformational "
leadership is a participative leadership style, in which the leader provides:

1 Individualized consideration - listening to followers’ concerns, considering their
needs and fostering self-development

2 Intellectual stimulation - challenging assumptions and nurturing creativity

3 Inspirational motivation - communicating clearly and persuasively a vision that will
inspire their followers

4 Idealized influence - Providing a role model which will gain respect and trust.
Followers know that their leader will apply consistent, impartial rules in any conflict.

These concepts have been used in the design of leadership development programmes in
which managers are encouraged to move from passive approaches to active transactional and
transformational approaches.

— ——— —— . A B it T . — o ~—y

m Is there a difference between leadership and management?

Dr White, a lecturer in leadership studies, is introducing a new module:

The ‘great man’ theory based on the concept that leaders are born and that leadership cannot
be taught has now been discredited. However, there is wide acceptance that certain personality
traits can be helpful in potential leaders. Warren Bennis has carried out research into the
characteristics of leaders in many different environments. According to Bennis, good leaders
have integrity and are trusted by their colleagues; they are risk takers who are willing to
experiment; they have a clear vision which they translate into reality and a passion which helps
them to achieve their objectives. Bennis found that how they deal with adversity is a most
reliable indicator of successful charismatic leaders.

The career of Ermest Shackleton, the Antarctic explorer, is a case study of leadership in action.
In planning the expedition, Shackleton demonstrated considerable skill as a manager. He
recruited a talented and well-balanced team, with relevant skills and experience. He ensured
that the expedition was suitably equipped with the right resources for such a challenging
expedition. Teambuilding activities helped to create strong bonds between the different
personalities as the Endurance sailed south.

When their ship became stuck in ice, Shackleton’s leadership qualities emerged. He had a
clear focus on his ultimate goal and was prepared to take risks when necessary to ensure the
survival of the whole team. He kept everyone busy and set a strong personal example of the
sort of behaviour he expected. He was able to manage conflict with sensitivity when it arose
among members of the team and his fairness to everyone, his charisma and communication
skills were evident to all. It was thanks to his leadership qualities that the whole crew eventually
returned to safety, nearly two years later.
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27.1

27.2

27.3

Match the expressions on the left with their definitions on the right.

1 impartial a a way of interacting with followers that involves
them in making decisions and generaring ideas

2 integrity b a person whose behaviour sets an example that
other people like to follow

3 paradigm shift ¢ not favouring one person over another, always fair

4 participative leadership style | d honesty and strength of character

role model e a fundamental change in the model or theory on
which we base our understanding of something

Before a group of managers attend a leadership development programme, their subordinates
are asked to fill in a questionnaire on their management style. Use expressions from A to fill in
the gaps in the questionnaire to label the types of management style that the statements relate
to. The first one is done for you.

Management style

Contingent reward: the person 1 am rating works out agreements with me on what I will receive
if I do what needs to be done.

WP v ee dosessassesanes management-by-exception: they focus attention on mistakes and
deviations from what is expected of me.

B Coaissensisinssessapen management-by-exception: problems have to be critical before the
person I am rating will take action.

< Non-leadership:..... eessessee «eseseesl MY Manager avoids getting involved when important
issues arise,

QR S e anain s e s Ao Es leadership:

Inspirational motivation: In my mind this person is a symbol of success and accomplishment.

. ks sessanaanaessd they introduce new projects and new challenges,

B crrrrrrresennenaeaaaa: they listen to my concerns.

. wvonnsuicsors SEsgeTee ... 1 @am ready to trust the person to overcome any obstacle.

Dr White asks his group to answer the questions: to what extent did Shackleton illustrate
Warren Bennis’s leadership traits? To what extent was he also a good manager? Use the words
in the box to write your own short answer. The first sentence is given to you below. Use the
information in B to help you. Compare your answer with the sample answer in the answer key.

charismatic leadership  clear vision create bonds deal with adversity
fairness integrity managing conflict personality traits
resources risk taker team-building activities  well-balanced team

From the case study it is evidenr that the explorer Ernest Shackleton demonstrated many of

the personality traits identified by Warren Bennis in his research ...

Over 4o You

According to Warren Bennis he right thing! What
3 ’ Y . ’
does this statement tell and management
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Cultural diversity is becoming a significant management issue because of factors such as
globalization and an increasing number of cross-border partnerships. Based on his experience
at IBM, Geert Hofstede developed a framework for understanding cultural differences and
managing problems that can arise because of lack of cultural awareness. He identified four
dimensions for defining work-related values associated with national culture:

® Power distance — the way people perceive power differences and how a society handles
inequalities and differences in status

Individualism/collectivism — behaviour towards the group

=
W Masculinity/femininity — behaviour according to characteristics associated with the
genders

® Uncertainty avoidance — the need for structure and clear rules.

The framework is used to help determine the suitability of certain management techniques
for various countries. For example, in a country with a small power distance such as

the USA, managers find it natural to delegate responsibility and employees will accept
responsibility. This would not be the case in a country with a larger power distance, such as
Mexico, but employees there might accept more discipline.

Cross-cultural competence

Joban, who works for a consultancy firm that specializes in cross-cultural training for
multinational organizations, is introducing a workshop:

“Training in cultural awareness is a vital element in the development of the global managers
of the future. Apart from the cultural differences that we can see between countries, you
need to be aware of the cultural impact of working in different business sectors and different
functional roles. How people in an organization act towards each other, deal with customers,
approach their work, even how they dress, can be very similar and fit the organization’s
values, beliefs and the norms thart are shared by all staff.

Senior managers have responsibility for setting the corporate culture and influencing the
way members of staff behave in the workplace. As managers move from one country to
another and encounter different functional areas of management, it is imperative that they
get away from a restricted ‘silo” mentality, from cultural stereotypes and from any cultural
assumptions they have made.

During this workshop I hope we can explore some of the ways in which people from
different organizational or geographical cultures can have very different norms, unwritten
rules and codes of behaviour.’

Cross-cultural differences

62

oing 1o work in the Gulf state of Qumran for differences in dress code, gestures and body
the national oil company was quite a culture language. Attitudes to time and punctuality
shock after my previous career as an HR manager were very different from those | had been used

in the retalil sector in Stockholm. The company to in Scandinavia. Management meetings and
provided a substantial briefing on the cross- negotiations also followed very different rules.
cultural competences of an international manager Socializing with colleagues and the line between
as part of the induction programme as soon as | family life and working life was different. And of
arrived in Qumran. course the prevailing culture in the oil company
For the first few months | thought | had moved meant that | encountered very few women in senior
out of my comfort zone. | had to get used 1o management roles.

Professional English in Use Management




28.1

Find eleven collocations in A, B and C using the adjective cultural or the noun culture. Then
use six of these to complete the description of the benefits of this training course.

- Xak By
1 c ” + ! hﬂp://www.lochno_'l’mmmgh:stituto‘oom = Q-
Why attend?

The Quest Cross-Cultural Training course will provide you with:

P A better understanding of the cultural .........ccvevvereees of your business and
...................... culture in countries where you operate

P The opportunity to enhance your cultural ...ccciviiennicncnces and develop cross-cultural
...................... by giving you practical tools to reduce cross-cultural misunderstanding

P The opportunity to examine your own cultural .......c.cceeeeveannas and avoid seeing others
through narrow cultural ......ccovveeinnnnns . -

28.2 The sentences below are from the findings of a study of different countries. Add the countries

28.3

to the appropriate categories in this table.

Small power distance Large power distance

More individualist More collectivist

Strong uncertainty avoidance Weak uncertainty avoidance
More masculine values More feminine values

a In the UK the prevailing culture expects people to develop and display their individual
personalities, whereas in China people are defined and act mostly as parr of a long-term
group, such as an age group or profession.

b In New Zealand employees generally relate to one another as equals and managers delegate
responsibility, unlike Malaysia, where subordinates tend to acknowledge hierarchical
positions and do not expect to accept responsibility.

¢ In the USA assertiveness and competitiveness are considered valuable qualities, whereas in
the Netherlands warm relationships and quality of life are given priority.

d UK workers are comfortable to take risks and change jobs frequently, whereas Japanese
workers like to work in a structured situation and remain with the same company.

Martch the dictionary definition to the correct term/s from the box.

codes of behaviour/norm/unwritten rules comfort zone ‘silo” mentality values
P @ http-// +_dictionary. : ='q ’kwxﬁzﬁt
D WWW 3 .com 5 P i ‘-5
: G SRRy a ... people’s ideas about what is right, wrong or important -

2 eavpNoans ceeeeaenanneat @ Set of rules understood by people in a group about suitable behaviour in a

particular situation, for example how to dress appropriately (dress code)
S\ ewnasasyaines .«+sees @ Situation or position in which a person feels secure or in control

G ceeraniyonassaasascasan : an attitude that occurs when groups fail to share information with other .
members of the same company, reducing efficiency of a corporate culture v

Over 4o Yyou

What are the main points you wo

people coming from abroad to
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4] Financial accounting and

I management accounting

‘ Financial accounting

Financial accounting is about measuring the performance of an organization and communicating
this to the external stakeholders. These include shareholders, who have an equity stake entitling
them to a share of the profits, and creditors, such as banks who have loaned money and suppliers
who provide goods. Financial accounting can answer such questions as: what is the company
worth? Are its shares a profitable investment? Can it pay back all the money that it owes?

Accounting is more than just recording transactions in the form of debits and credits. That
activity is known as book-keeping. A much bigger picture is required to understand the
interaction of all the factors affecting the organization’s financial position. Each organization
issues an Annual Report, a public document distributed to shareholders, in which the
management discusses the past year's performance and presents the company’s accounts.
These consist of financial statements representing the organization’s financial activities in
different ways. The balance sheet balances all the assets and liabilities of the business
to show the net worth of the company at a particular moment in time. The profit and loss
account (or income statement) shows revenue, expenses and the net profit or loss over
a specific period of time. The report also includes a cash flow statement detailing the flow
of funds from the company’s operations, investments together with financing activities, such
as selling shares or borrowing to raise capital. When a company has a positive cash flow it
can pay out dividends to its shareholders. If there is a negative cash flow, even a profitable
company may fail because it cannot meet its short-term obligations.

T N P o

m Management accounting

Management accounts are issued regularly for internal use and include detailed information
and forward projections for the financial year, to help in budgeting and cost control.

Managers use this information to help them examine the profitability of individual products or
services. They can conduct a break-even analysis of individual products, to discover at what
level of production costs are just covered by income. They can calculate the gross margin
for each item, that is the margin of profit between the price that it is sold for and the direct
costs of producing it, such as raw materials, and the contribution margin of each unit to
the company's general costs or overheads. These are indirect costs, such as the cost of
maintaining a telephone helpline, and may include both fixed costs, such as the rent for the
premises and variable costs, which increase if production is increased.

To help identify all these different factors, management accountants allocate costs to an
individual product line or use cost centres to evaluate parts of a company separately, for
example, the research and development unit. A profit centre takes this a step further by
making a unit of the organization function like a small business, controlling its own costs and
profit-generating activities.

Another method of allocating costs is by activity-based costing (ABC), based on identifying

the real cost of each activity, including its associated overheads. For example, a software
manufacturer might find that 80% of the calls taken by its helpline concern a particular product.
They may decide to withdraw or improve the product, to reduce the costs of dealing with the calls.

Rl S
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29.1

Here is part of the balance sheet for a group of charity shops collecting and selling furniture

to help homeless people. Decide if the items gapped are assets or liabilities for the charity.
Note that debtors are people or organizations that owe money to the organization.

29.2

e SR T Equipment

Vehicles
CUPTETIC ciireasssseavasansss Cash

Stock

Debtors
CUrEent; = e Creditors

Working capital
Long-term .................... Capiral

Net profit

e e T~

Find nine terms in B using the base word cost.

29.3 March the two halves of the statements.

93,200

11,020

80,000
5,286

8,700
101,900

3,750
1,750
16,520

92,000
7,520
109,420

1

To check if the company can afford to pay
out a dividend shareholders would

a a cost-control programme to improve
future net margins.

To decide if it is worth buying shares
to obtain an equity stake in a company,
prospective investors might look at

b its book-keeping, recording payments
to and from its accounts (debits and
credits).

Before deciding to stop manufacturing a
product, management would carry out

¢ the company’s forward projections in
the management accounts.

A financial manager might decide to
introduce

d ser up profit centres in individual units.

To set a budget for their spending in
the next year, a management team
might look at

e look into the direct costs, or
overheads and the contribution
margin.

A small company will employ an external
accountant to oversee

f look ar the company’s cash flow
statement to see if there is a positive
cash flow.

To make departments manage their costs
more efficiently, the company may

g a break-even analysis to find the
gross margin of the product.

To decide if a new product line would
Increase revenue, managers would

h the bottom line of the balance sheet
in the Annual Report to find the net
worth of a company.

the Annual Report of an oraan

Jb the end of the hirst
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Business valuation and interpretation
of accounts

How much is a business worth? A case study in valuation of assets

A private company owned four hotels in Scotland. The owners
decided to sell the company to an international hotel chain. How
could they decide a fair price? The simplest method of business
valuation might seem to be to balance the assets and debts of the
company to find its net worth. However, assets are reported in the
balance sheet ar book value, thart is, the amount the asset cost to
buy, less its depreciation over time. In this case, one of the hotels
is in a prime tourist location, Princes Streer, Edinburgh, so the >
current value is a great deal more than its historic cost indicares.
Fair value accounting would take this into account.

Instead, the buyers could base the valuation on the projected
free cash flows of the company, using the discounted cash flow
method. In this case, the net present value (NPV) could be
calculated using an estimated discount rate. This rate is based
on the concept of the time value of money, which takes into
account the fact that money may be worth less over time. If your grandfather pur £100 in an
envelope fifty years ago and gives you those notes today, the gift would be worth much less
than its original value.

Finally, the two companies decided to use the market comparables approach. As the hotels
were sold as a going concern, the fair price was easy to agree by comparison with other
similar sales advertised in the property market. In fact, the international chain paid slightly
more than the market value, because acquisition of the Edinburgh hotel completed its goal
of having a hotel in the principal street of every European capital city and would generate a
high return on assets.

A shareholder’s perspective

When deciding to buy shares in a company, shareholders’ first concern is the income they
will receive: their return on investment (ROI). They will compare this with the benefits and
risks of other competing investments. Then they might compare the Price/Earnings (P/E)
ratio, that is, the current share price divided by the earnings in the last twelve months, with
those of similar companies in that sector.

Financial analysts compare company performance with that of similar organizations, on
behalf of potential shareholders. They use financial ratio analysis ro highlight:

@ Profitability — how has revenue exceeded expenses? This can be measured by ratios such
as the gross profit margin (profit made from buying and selling stock) or by the return
on capital (ROC) invested in the business.

@ Short-term liquidity — how easily can cash and other assets meer liabilities? This can
be measured in terms of the working capital ratio or current ratio (current assets over
liabilities), which shows the ability of a business to pay its short-term debts.

® Long-term solvency — the company’s ability to meert its long-term obligations. Analysts
will compare the company’s solvency ratio with the typical ratio for that industry. This
is a measure of the company’s after-tax income (allowing for depreciation) and its total
liabilities. A ratio less than 20% would be cause for concern, whatever the type
of business.
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30.1 MBA student Susie Leung summarizes the case study in A. Replace the underlined expressions
with terms from A.

An international hotel chain decides to parchase foar hotels inolading one located ik a prine UA
Lourist gpot, whick it believes woald provide penerons earnings from ils assels. The vendor selle
the hotels as a successful basiness that will contivae Co make profit. Makinp ax estimate of what
the company ic worth was xot a simple tack, Not only had the cost of il assels beex noted at the
orpiival cost of buging them, less o reduction vver Line, bal alro the vendsrs were wot taking into
account the fact that money has lecs valae over Lime. [Re concept of the value of a busivess or
assel compared to the preseat prices of sther similar businesses was ased lo arrive at a finad]
warkel. mégw,“‘wgbﬂcwm&/h/hcnﬂkﬁo
same warkel. Arother approack they coald kave considered ases the projected amoant of money
the company would have after it kas paid all s expenses, and applies a time-related peduction
perceatage lo estimate what the basiness is really worth row,

30.2 Susie and her classmate Kaoru are comparing two telecoms companies from the point of
view of two financial advisors comparing how to invest their client’s money. Complete
their dialogue, using terms from A and B.

Susie: Look at Easiphone — its ........cccceemneess cosesonssasaseasensens margin is really high, but its
current ratio is low.

Kaoet: I that the Saimt go e s o i i s e i it ratio?

Susie: Yes. Look, it has liabilities of £80 milllion but its assets are only £50 million. It would
have a problem with .........ccccveenneen liquidity.

Kaoru: I agree. It might not be able to pay its ccocvveiiiiiciannnnns -

Susie: SOe L S isn’t as good as it looks. Did you check the ........ceveeene. ratio?

Kaoru: Yes, if you take off tax and ..................... - that ratio is only 16% - it doesn’t look as
though Easiphone will be able to survive in the long term.

Susie: So far we think Easiphone is not likely to give shareholders a good ...................... on
investment. Whart about Youralk?

Kaoru: Well, I think there is a better ROC, that’s the return on the .....eveveeiennnene. that has been

invested in the business.

Susie: And the investors think it’s pretty healthy, too: I checked out the .......ccucuuene..e. ratio
on Youtalk and if you divide the share price by earnings from the year 2010, the
market value of the shares has really gone up.

Kaoru: So, those investors must think their earnings are going to increase in the future.
E SUPDOSE ooeroronsracherrionity (Easipbone/Youtalk) would be the best one to invest in.

Over 4o you

o find out more about fin
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Zopa and the banks

Applying for a bank loan

Banking and financial services

There seems to be a storm brewing in financial
services about the use of services such as Zopa,
the online lending exchange where depositors
can lend money directly to borrowers at a
mutually agreed interest rate. Dubbed the ‘eBay
of banking| the idea behind Zopa is that, by cutting
out the big banks, borrowers should get cheaper
rates, and lenders get higher returns. The APR
(Annual Percentage Rate) paid by the borrower
consists of the rate set by the lender plus Zopa's
initial fee.

PR T o

consumers have been turning to Zopa as a source of
1o its risk-management system, using credit rating |
agencies, such as Experian, also known as credit
data about individuals or companies 1o assign a credit
score based on the applicant's credit history. Some
between borrowers and lenders in this online soclal |
marketplace creates an atmosphere of mutual trust.

Cash management services and payment products

Marcus Sebr, bead of global transaction banking, Deutsche Bank, writes about current trends:

“Today, most payments are executed via electronic transfers. This trend affects every walk of
life, from individual consumers paying at a shop via direct debit to an importer transferring
money to an exporter’s account via a cross-border credit transfer. Today’s payment products
involve customized solutions designed to help control the timing and conditions of payments.
To speed up international payments, the new clearing system of the Eurosystem Central
Banks allows cross-border transactions to be processed in real time.

By centralizing negative and positive balances into a single account position on a daily basis,
overall liquidity can be improved, creating opportunities for the short-term investment of
any surplus funds. Rapid access to payment information can be accessed through channels
such as SWIFT, a system used for secure exchange of dara. Banks also need information to

prevent money laundering and fraud.’
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31.1 Without looking back at the texts, brainstorm seven terms formed from the base word credit.

31.2 Complete these FAQs from an online financial service provider aimed at young entrepreneurs,
using four of the terms from 31.1 and other words from A, B and C.

a|ane
‘_EI@ hietp.//'www.Alfafinance.com

Alfa o —
Finance ,
Becoming an Alfa borrower
1 What kind of credits.............ccc..... does Alfa Finance carry out?
When making @ k..cceveereresannness application you will be giving permission for our credit B.......ccvvveersaeens to
access your credit records 10 determine YOUr Cu.ee..eeeeiiessassnas
2 Hihaveabadcreditr.......ccoovuvunns -+ can | borrow from Alfa Finance?
We regret that those with a history of bad d...........ceiveeeens will have their applications turned down,
3 What does the APR cover?
It covers the annual L....eevseercssaneces you pay to the d...ccccecevreennens . 1.e. the person lending money, i
and our 18e. AS 8 ‘Su..cccivrisrsrarrenns marketplace’ the INterest f.........oocoueeeees are set by our lenders, ;
4 Is it possible to settle my loan early?
No problem. Alfa allows you to repay your loan before it reaches M......c..eceecensnes by USING ©.....cvvnmnianananans '
transfer, or direct d..........covvieveans . Just click on ‘Settle in Full’ ]
S5 Whathappensiflid......cccooeuvunann on my payments? i
We may reassess YOUr Su...ecereessssnsesnes 10 Create a MOre Co.cvveerercnsnnnsnnes solution, suitable for your J
personal needs.
Becoming an Alfa Lender
6 It 1 want to make my money available to others, what are the lending c..................... ?
Simpie, you must be 18 years old, an Australian resident, with an Australian bank account. o
7 Does Alfa Finance protect my money against f..................... ?
Certainly, and against money l. ..... ., 1o prevent criminals hiding their money through our .
accounts. Alfa employs safety measures similar to those of banks. v

31.3 March the term (1-5) to the correct definition (a—e).

1 clearing system a Restrictions placed on the borrower by the bank.
2 collateral/security b Providers of banking, insurance and investment products.
3 covenant ¢ How authorized banks or other financial institutions sertle

payments at the end of each trading day, transferring money
from the payers’ to the payees’ accounts.

4 financial services d Money remaining after all liabilities and taxes have been paid.

5 surplus funds e Properties or assets providing security to the lender in case
the borrower fails to pay back the loan.
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KP4 Raising finance - equity and debt
n Venture capital and private equity

| Companies need to raise money for a variety of purposes. Most people think of money being
required for business start-ups, but there are other stages in the development of a company
where capital is required. For example, second-stage financing provides working capital
for initial expansion once the company is established and bridge financing may be needed
to supply capital for growth in the period when a private company is preparing to go public
and make an IPO (initial public offering) of its shares on the stock market. In equity
financing, investors buy shares in the stock (that is the capital originally put into the business).
This is why shares are also commonly referred to as stocks.

People often think about venture capitalists as business angels, wealthy entrepreneurs who
provide capital in return for a share in the company ownership. However, a larger proportion
of venture capital is provided by investment banks, which specialize in finding appropriate
sources of capital, and by private venture capital partnerships. In return for an equity share,
these groups offer capital, particularly to young companies in the fields of new technologies
or those with an innovative business model. They may even provide seed financing for the

I initial costs of setting up a company, such as preliminary market research. Governments may
also provide grants to assist company start-ups.

At r———— Pl -

m A good business plan

m B-- hmﬂwwwsurtbtmoom

Investors will want evidence of the potential success of your business. Your business plan
should set out your vision and present the unique selling point of your product and the
value proposition of your business — the tangible business benefits to your customers.

So include your marketing strategy and the competitive advantage of your product or
business model. Most importantly, show that you have done the financial planning by
including sales forecasts and projected cash flows and balance sheets for at least three
years ahead. You also need 1o identify performance milestones: specific objectives to be L
achieved as the company develops. This is important because investors are often unwilling .
to release all their funds at once but prefer to issue a first tranche of the equity investment
at the beginning and a second tranche when certain milestones have been met. 3

Debt or equity financing - Microsoft and Manchester United
Dr Gao is introducing a lecture on capital structure:

‘Microsoft Corporation recently sold $2.5 billion of its debt to investors and Manchester
Unirted football club made a debt offering of £500 million. Why would such iconic
companies choose to take on debr rather than issuing equity shares?

In considering their debt to equity ratio, companies need to trade off the risk of bankruptcy
(which makes the debt less attractive to investors) against the advantage that interest
payments on debt are tax-deductible, in contrast to dividend payments.

The required return on equity is usually higher than the interest on debt. For existing
owners, raising money through a share issue will involve diluring ownership, reducing the
return on individual shares. By issuing debt securities such as bonds and notes, the firm has
fixed payments and doesn’t give away a share of the profits. Bondholders and noteholders
are patient people: repayment on Microsoft’s new note offering is due in February 2041!"
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32.1

Managers of a new DVD rental and download company seek financial advice. Martch the

items in the two columns to create a dialogue. Use A, B and C to help you.

1  Tell.me first, what’s the unique selling a We’'re thinking of approaching
point of your product? investment banks or private venture

capital partnerships.

2 Sounds like a good deal. Now, what is b We offer free rental for every 10th DVD
your main source of financial backing? rented or downloaded.

3 What is your plan for revenue generation | ¢ But would we risk becoming bankrupt if
and giving real value to customers? we can’t make the interest payments?

4 1 can see from your business plan d Our value proposition is offering movies
you have an attractive business model. in many different languages, giving
What about second-stage financing? customers huge choice ar low cost.

5 Well, before approaching them, review e ... and get less profit as owners. And
yvour sales forecasts and performance maybe lose some control over the way
milestones for the next 3 years. we run our business.

6 Of course, you realize investors may f Initally our savings, with a small
release only the first instalment of the government grant as seed funding.
loan initially?

7 Bur looking at your plan, I don’t think g Yes, and a second tranche after reaching
these projected cash flows are very the next milestone which is £3.6m
realistic. turnover for 2013.

8 Yes — you could also issue debt as long- h Financial planning is not our strong
term bonds. The interest you pay to the point. What do you think about offering
bondholders will reduce your tax bill. shares to the public in an IPO?

9 You have to trade off the risks to get a i Yes. Our first milestone is achieving 20%

sensible debr to equity ratio. Remember,
you will have to pay dividends on shares ...

of the UK market, and the second is
gaining 5% of the European market.

32.2 Complete the article using terms from A and C.

i
[}

eneo

on the debt S.....cocvvvinvncnnne o

L R —— >
[ Fome =T News —T=ARTSes =T Contact
Harley-Davidson Stocks Roar Ahead
Investor Warren Buffett yesterday purchased $300m worth of d.....c.cccuveenvnnes O s
from the struggling motorcycle manufacturer, Harley-Davidson. The w.......... s gesssdds capitalist,
who already OWNS S.....ocovvenvnannes in US giants General Electric and Mars, is seeking to capitalize
on the current economic crisis. Along with other N.......cccoevvvnee ..., Buffet will receive 15% interest

Although this high interest rate will cut earnings to 18 cents a
..... market reacted positively to this show of confidence from the famous

bUSINESS A....cccvienrrenns .... and Harley’s shares rose by over 15%.

Over 4o You

Think about a particular stage of devs

needed for? What combination of

Read some case studies about business

lopmen
gebdt and «

Frir

government website, www.businesslink.go

yany you know. What is capital

t be appropriate to raise funds’?

irting Up section of the UK

Professional English in Use Management

71



33

Mergers and acquisitions

Value creation and synergy

72

The purpose of any commercial company is to create value for its shareholders. For example,
when two powerful insurance companies Norwich Union and CGU merged, they re-branded,
adopting the name Aviva plc and the slogan: ‘One Aviva, twice the value’. This added value,
the difference between the value of the combined company and the sum of the original values
of the stand-alone companies, is known as synergy. The main aim of mergers and acquisitions
(M&As) is to add shareholder value through synergies which are measurable in terms of cost
savings or revenue generation.

In mergers, two companies create a new entity and issue new stock to their shareholders,
whereas in an acquisition one company ceases to exist and is integrated into the acquiring
company or held as a subsidiary. There are various ways for companies to combine.
Competitors in a market where there is overcapacity can create synergy through horizontal
integration. This allows economies of scale, such as larger orders to suppliers, and cost
cutting, such as closing plants. Companies may also cooperate through joint ventures

and strategic alliances, agreements that do not require a change in ownership.

Companies with an existing business relationship, such as suppliers and producers, can
increase value through vertical integration: for example, a car manufacturer buying a
component firm or a chain of car showrooms. In market-extension mergers, companies
selling the same products in different markets can merge to access more consumers, while
those with related products in the same market can join in product-extension mergers.

In conglomeration, companies with no common business area form a diversified group
to reduce risk.

Merger waves are periods of increased acquisition activity, often associated with a boom

in the value of the stock market in a country or business sector. The recent wave of cross-
border M& As may be part of a strategy for overseas market penetration, such as UK-based
Vodafone’s takeover of Ghana Telecom.

Implementing M&As and post-merger integration

M& As have economic effects, so many countries have competition or anti-trust laws to
prevent a small number of companies from dominating the marker and engaging in
anti-competitive practices. Managers and their professional advisors must exercise due
diligence, investigaring all the risks and legal issues involved. They will check the financial
health and prospects of the target business to be able to value it. In an acquisition, the buyer
will usually pay a premium above the marker value of the company in order to gain control
representing some of the potential synergies from the deal.

After a merger or acquisition, company operations and practices need to be re-structured.
Post-merger integration concerns not only practical aspects like pricing strategies and
integrating I'T systems but also retention of key people. In the knowledge economy, the
‘return on talent’ is an important part of value creation. Effective post-merger strategies aim
for an outcome where the ‘best of both’ is represented, or a transformational approach, in
which the two merging companies change into something much stronger than either of them

had been before — the ‘best of both plus’.
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Find eight 2- or 3-word combinations from A and B containing these words: merger/s,
acquisition/s, integration.

Complete this student’s notes on examples of how synergy is created by adding the names of
the types of mergers, acquisitions or company collaboration the examples represent. Use A to
help you.
V inibershbissttaatis integration: in 2002, budger airline EasyJet took over Go! because of
overcapacity in the holiday industry.
y PRt s -extension merger: in 1998, Chrysler Corp. merged with Daimler Benz to
form DaimlerChrysler, giving Chrysler an opportunity to reach more European markets
and Daimler Benz greater presence in North America.

< Ji Ay iy integration: Walt Disney Corporartion paid a premium to acquire Pixar
Animation Studios in 2006 when there was a boom in the market for animated films.

P AT S e S s ] (OL ieiesisran verenreeees alliance): Sony Corporation and Ericsson set
up a separate company, with 50:50 investment to develop and manufacture mobile phones,
combining Sony’s consumer electronics expertise with Ericsson’s technological leadership
in the communications sector.

services, acquiring subsidiaries in these fields, which in 2005 accounted for about 45% of

the company’s net earnings.

Complete the article abour a key player in the merger implementation process, using words

from A and B.

|ne o S

e » l] [ H + | hitpiwww.News_articie.com = Q- )
Article CEXED

The Integration Manager

Once the target company has been identified it is important that an executive is put in
place to take responsibility for the process up to the....................... integration stage. '
As well as overseeing that operations are re-..............c....... and the new company

P e nracarnesranannanasy, WHEre necessary, such a manager needs to ensure due ........ceerenennssns
Is practised and that the newly formed company complies with the .........c.ccceee.u... laws of ;
the country to avoid any ......cccceeeeeee..a.. practices. A successful integration manager would J
employ 3 ..ccecvrivernrensnees. BpProach, to create true .......ccevevennnene, and making sure the

'return ON ...ccccveeeenneee.n..” Was guaranteed by encouraging and rewarding key workers so ‘
that the new company would not lose their knowledge and experience. 2

- Y S 1331 OYSEITt MRS e T T M St S S S TR R PR B SR P TE  a=o

Over 4o Yyou

Find an online report of a recent merger or acquis Decide if it involved horizontal o

vertical integration or conglomeration. What sort of do you think was created for

the companies involved?
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Corporate governance

Company ownership and the principal-agency problem

The simplest type of ownership is a sole proprietor owning a small business. Sole proprietors
can lose personal assets if the business fails, so they may register as a private limited company
(Ltd.). This means that the company becomes a legal entity, with liability limited to the
amount of capital the owners have invested in the company. However, when a company
becomes a public limited company (plc), allowing its shares to be traded on the stock market,
the problem arises that ownership and control are now separated. The directors are agents,
or fiduciaries, legally responsible for making the best use of the shareholders’ money. How
can the shareholders, the principals, ensure that their agent will look after their investment?
Directors might use inside information about the company’s financial condition to act for their
own benefit against the interests of shareholders — as occurred most famously in the Enron
scandal, where shareholders lost nearly $11 billion as a result of fraud by the executives.

Solutions to this problem include strict regulation by government and industry bodies. For
example, under the Companies Act, registered UK companies must hold an AGM (Annual
General Meeting), where shareholders can vote on important issues. Company accounts
must also be imparrtially reviewed by external auditors. If they are satisfied that the accounts
are true and fair, auditors will give an unqualified opinion. A qualified opinion suggests the
accounts are inaccurate or incomplerte.

Executive compensation

CEO compensation in the USA rose from 42 rimes that of an average worker’s wage in 1982
to 531 times as much in 2000 and people often claim thar this is unfair. However, to avoid a
conflict of interest it is necessary to reward executives well. Such remuneration schemes include
bonuses based on key performance indicators or share options allowing them to buy company
shares at some future date, at a fixed price, thus making a profir if the company performs well.
However, often these incentives are designed so that they promote a fixation on short-term
success, which may encourage the type of risk-taking that led to the 2008 banking collapse.

The board of directors

These extracts from the UK Financial Reporting Council Corporate Governance Code
explain the roles and responsibilities of boards of directors and sharebolders:

Corporate governance is the system by which companies are directed and controlled.

The shareholders’ role is to appoint the directors and auditors and to satisfy themselves
that an appropriate governance structure is in place. The board of directors has collective
responsibility for setting the company’s strategic aims, supervising the management of the
business and reporting to shareholders on their stewardship.

There should be a clear division of responsibilities between the running of the board and

the executive responsibility for running the company’s business. The chairman is responsible
for leadership of the board and ensuring its effectiveness. The non-executive directors, who
are not employees of the company, have the role of constructively challenging proposals

on strategy. The board has ultimate accountability for risk management and ensuring
transparency in communicating with investors.
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34.1 Complete these terms related to corporate governance, choosing from the box.

a legal entity a private limited company a public limited company (plc)
a qualified opinion a sole proprietor an unqualified opinion

| B is an individual who owns a small business.

D b is a company whose owners or shareholders are not liable for the company’s
debts and can lose only the amount of money they have invested in the company.

B vt srerssadasners is an independent auditor’s judgement that a company’s financial statements
are fair and in accordance with accounting regulations.

4 An organization that is ...c...ccveeeeininns has the same status under the law as an individual
person: it can enter into a contract, be sued if it fails to meer its contractual obligations or
prosecuted if it commits a criminal act.

Ry L M is a company which offers shares for public purchase. It must have a
minimum of share capital (over £500,000) and can be listed on the London Stock
Exchange, where shares can be traded freely amongst investors.

B iesitaciconveaaien is a statement by an auditor that information included in a company’s accounts
is not complete or that the accounting methods used do not follow accounting regulations.

34.2 Complete this extract from an MBA textbook using terms from A, B and C. The first letter of
each term has been provided.

The Role of the Board

According to the UK C.....covivnrnnnnnes o S e AN , shareholders have the
role of appointing the b..........c....cceee G SO i e . These directors are f.......cccecernernanns x
that is agents on behalf of the shareholders, with C....cccoveeviivnnnnns responsibility for the success
of the company and a......cocceivinnennes for its failures. In other words, they must demonstrate
QOO ‘Sisricersrssrssriornan , taking care of the company for which they are responsible and always
showing openness, or L....ccccveeenrennanes , towards their Po..cccecececcciinneans, , the shareholders. The
board should include NON-€......cccveeeenrannns directors, responsible for ensuring that objectives are
reached. Supervising the effectiveness of the board is the C...ccecvevevninnnns A8 1y R« PEXBSOIL S C O SN
of responsibilities between the chairman and CEO should be clear to avoid any potential
Cisacisesrinevuosaott of interest, given the amount of f.cccceveeuieenennnns information to which they

have access.

Election of the board is carried out during the A......cccevivnennans (Ot e e 4 L S e e .
which serves as a forum for shareholders to elect or remove the chairman, question the
board’s decisions, raise issues of the fairness of executive C....cccvciverinnnns ... where necessary,
and appoint the €.....c.cccvvvvivrneens . S S AD adan e bhd , accountants from a specialist accounting
company who check the company’s balance sheet.

Serving on a board involves some amount of r....... ARt ...+, Which can take the form of |
Rsacidinvesinarin to stimulate performance, such as b........ Al , extra payments directly :
related to performance, Or S......cccoveiensarenns s haakaamnasaundbmas which link €...ccovveiieieannnes " wealth

to that of the company. In all their activities, the directors and shareholders are responsibie
for conforming to the national laws such as the C....... AR B = i DA e R (UK) and its
equivalents worldwide, such as the US anti-trust laws.

— ——— A e - ——

Over 4o Yyou

Access online the annual report of a company vy an imihiar with. Whae raised

at the Annual General Meeting?
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Risk management

Risk management and financial planning

A manager in the treasury department of a multinational telecoms
company talks about the work of his department:

‘Mitigating risks in operations and in our cash management is an
important responsibility of the treasury department. One of our
important functions is to manage the company’s debt requirement,
for instance, through issuing bonds.

Another important part of our risk management strategy is
hedging, that is protecting future borrowing costs or foreign
exchange exposure. For example, we might budget to spend dollars
in the USA later this year. By then, the exchange rate will have
changed, as currency markets are very volatile. So we buy reserves
of foreign currency to mitigate thart risk.

We play an integral role in the strategic planning process in terms
of adding value and improving capital efficiency. Because we are a
telecoms company, we are a regulated company and have an operating licence. This means
we are obliged by the government to provide certain services. For example, we might be
obliged to build ten mobile phone masts, but one is very remote and will be used very little
compared to city locations. It may take ten years to pay for itself. By standard valuation
techniques, such as net present value (NPV), this may not seem an efficient use of capital.
However, we have to take into account the tangible and intangible benefits — our brand
reputation, for example. The bottom line is we want people to buy our products and invest
in our shares.”

Risk management and investment

The first rule of investing is ‘Don’t put all your eggs in one basket’. Diversification, having
different types of assets or investments in different regions or sectors, is important. However,
it is difficult for small investors to spread their risks withourt specialist knowledge of the
market. This has led to the development of funds. These investment vehicles include pension
funds that manage the investment of the money employees are saving for their retirement and
mutual funds, which allow investors with small amounts of capital to access professionally
managed, diversified investment portfolios of different types of equities, bonds and other
securities. Investors can choose the level of risk they are willing to take. Hedge funds are a
more sophisticated form of investment run by private investment partnerships that use more
flexible investment strategies. They operate under less regulation and aim for high returns
but they are very dependent on the fund managers’ expertise and are considered riskier than
mutual funds.

Some investors prefer to put their beliefs before simple profit. This has led to funds which
operate on the principles of Islamic banking, and the rise of ethical investment, which avoids
investments detrimental to health, the environment or world peace.
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35.1

5.2

An MBA student introduces his seminar group to the Heat Map. Complete his explanation.
Use terms from A and B to help you.

A heat-seeking approach

Annualized earnings at risk for disquised global financial-services company, $ million

Risk concentration
= High {>10% of capital)
BN Medium (>5% of capital)
Business unit
A B { C D E F Other Total

15 5 10 395
40 N/A N/A 1290
10 2 NA 432
25 5 5 720

Total earnings at risk 315 1,105 240 1,060 20 12 15 2837

Total market risk’
Credit risk?
Operational risk
Business-volume risk

"Includes equity-market and interest-rate risks
YIncludes lending, investment, and counterparty risks.

‘A Heat Map is a simple tool prepared by the t.................... department to demonstrate not
only the eaiiiiasi to possible risks for each business unit but also overall corporate
earnings that are at risk. It uses colour to show areas of high risk, with red showing the
MOTE Veeeeranan Gedas cuawhas areas, accounting for 10% of the company’s capital at risk, in this
example. From this a risk profile is drawn up and the board of directors devises an
APPrOPLIALE Keveversesrsrasssnesss strategy. Where the company has an investment p........ccveeieiaen
there may be a need for d..................... $0 BN vetevetis cairhaass the risk. Risks can also be

Ik cosrvecsess SRy ire o' | RO . for example, holding a currency r....... asressosesiianng AL CABE
there are changes in the e......ccccvevannnnne. rate. Companies r........ Ssveyetsaass by the government are
not always free to act as they wish, but must factor in the costs of fulfilling the terms of their
s s sismsniing ... Companies also have to weigh up not only the t....cccocreeennnnee. benefits of
certain risk-management strategies, such as capital e....cccccunn...e. » but also the L. =
for example, investment in safety measures in car design might be expensive, but enhances

s i caiasass e

Complete these definitions of terms from B.

1 AN INVeStMENT «.covvverireenrsnnenss is a means of investing money.

2 i e baes fund is a stock of funds collected from a group of people and invested in
securities including stocks and bonds.

) 4snecvresyoasunustibes banking is a system that allows investors to share profit and loss while
avoiding collection and payment of interest.

[ SSPR RS e bebattdres investment is a system based on the investor’s personal moral principles.

X s volismviensinrestaty fund is often set up as a private investment partnership, open to a limited

number of investors and requiring a large initial minimum investment over at least a year.

Over 4o you
Think of the nisks a major retanler and an mtern [Clecommunicalions company ar

cxposcd o

Now look at the annual reports for tw Ca mies and sess thewr nsk-management

strateqgies. Pubhically histed companies w ovid 1 of the annual report on then

websit
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K1y Managing in difficult times
— A year that changed the world

m B - hltpjl\wnwﬁnlnoal market.com

Archive

In March 2008, there was panic on Wall Street after respected private equity firm Carlyle
Capital admitted that it could not repay its debt. For every $1 of equity, the $22bn Carlyle
Capital Corporation fund was leveraged with $32 of loans. In other words, it toppled over
under the weight of unsustainable debt. A process that would bring Wall Street and the world’s
banking system to its knees had begun.

In September, Lehman Brothers, America’s fourth-largest bank, collapsed. Lehman’s 5,000
London staff turned up to work on Monday to find their employer was bankrupt. They left
carrying their belongings in boxes. Lehman Brothers had a huge commercial property loan book, i
specializing in sub-prime debt. These were high-risk mortgages issued to US borrowers with
low incomes. The lenders gambled on the buyer’s income increasing to keep up the repayments.
Worse still, Lehman, along with many other institutions, had securitized this risk in the form
of derivatives, secondary financial products traded on the markets whose value depended on
the value of these risky assets. A whole shadow banking system had come into existence,
borrowing and lending money without the regulation and checks and balances of the
traditional banks.

Fearing a bank run on the UK'’s largest mortgage lender HBOS, the UK government agreed to
waive competition law to allow Lloyds Bank to take over HBOS. Meanwhile, on the other side
of the Atlantic, the world’s biggest insurance company, AIG, saw its stock market value collapse.
If the firm went under it could bring the world banking system down, so the US Federal
Reserve announced an $85 billion emergency loan. By October the world’s financial system had |
come closer to absolute collapse and long-term recession than at any time since the 1930s. w

The continuing effects of the financial meltdown threatened entire countries in a sovereign
debt crisis. By 2011, the Irish government had to be bailed out by the EU to save the country
and its banking system from economic collapse, following a 36% fall in the housing market.

“

m Capital markets and the credit crunch

After the collapse of two US investment banks and the near collapse of AIG, interbank
lending rates rocketed. The London Interbank Overnight Rate (LIBOR) is the rate at
which banks across the world lend to each other — the lower the rate, the more accessible
cash usually is. It is a measure of confidence berween banks. Most lenders tap into this
commercial markert ro help fund their daily operations.

A major cause of the credit crunch was the shutting-off of money to commercial markets
as financial companies retained cash to protect themselves against losses from bad debits.
The US government announced a $700 billion programme to buy up toxic assets from
endangered US institutions. Central banks of governments around the world have also
helped the global capital markets, through quantitative easing, creating money by buying
securities, but they cannot guarantee that the cash will filter down ro smaller financial
institutions which need it most to avoid collapse.

One solution is bank capitalization thar has larger equity buffers and is less dependent on
debr and leverage. However, once banks become ‘too big to fail’ and governments underwrite
them, there is less incentive for the banks to move to a safer capital structure.
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36.1

36.2

MBA student Alex Manning is preparing an essay on the credit crunch of 2008. Help him
organize his thoughts by putting the terms and expressions from the box in the right place
in his table. Some have already been done for you.

The Credit Crunch of 2008: how did it happen, who was involved and what measures can
be used to rackle these problems?

bad-debts bank capitalization banksun bankrupt capital markets Central banks
checks-and-balances credit crunch derivatives equity buffers Federal Reserve
interbank lending The London Interbank Overnight Rate (LIBOR) meltdown
mortgages quanutarive easing recession regulation  sovereign debt crisis
sub-prime debt  toxic assets underwrite waive competition law  Wall Street

I Type of investment products and lending derivatives, mortgages,
Institutions and markets involved Central banks,
Things that went wrong bad debts, bank run,
Ways of tackling the crisis and making banks safe checks and balances,

Complete the dialogue between two MBA students following a lecture on the 2008 credit
crunch, using the terms and expressions in the box.

checks and balances leverage (x2) securitizing shadow banking system

sovereign debt crisis sub-prime too big ro fail underwriting

Casey:  So, did you understand what really caused the credit crunch? I'm not sure that I did.

Ashraf: Well, I get the impression it Was .....ccoeveevee... that caused the problem.

Casey:  You mean people were using borrowed money to borrow more money?

Ashraf:  Yes. So as well as the real banks with all their elaborate SYStemS Of <.icciveiviuiioneiasas
that they use to avoid risky lending, there was also a whole.......... StiiLceanias of other
companies lending and ..... et et yers risky products.

Casey:  So what you mean is they were turning these things like ........... iaperices mortgages
into securities to sell on the markets?

Ashraf: Exactly, and the banks were buying them up. The problem with .c.....ooovve...... is that
the loss is greater to the investor when things start to go wrong; in reality they are
unable to sustain the debt. However, as the banks were ........ooouveveenn... , governments

had to bail them out and buy up their debts.
Casey:  The lecturer called that ......vcu.......... - I think?

Ashraf: Yes. And of course some governments like Greece and Iceland couldn’t pay their
debts, so that’s when the ...................... came about.

Casey:  Oh, OK, I think I've a better understanding of it all. Thanks, Ashraf.

Over 4o you

What do you think are the future tren in the times in which you will be manaqging? Find

some websites to explore one of the
¢ The growth of the BRIC countries: Bra Russ India and China
* |slamic banking

e Ethical finance
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KY 4 Strategic options
Porter — competitive forces

Michael Porter identified five factors affecting the competitive position of a company arguing
that a company must take account of these competitive forces in the wider industry scene
before it can make decisions about the best strategy for its future success.

‘ Threat of new entrants

Industry
Bargaining power competitars Bargaining power
= of suppliers of buyers
Suppliers u Buyers
Rivalry among
existing firms
i

Threat of substitute
products or services

Substitutes

Based on this model, Porter identified three generic strategies:

@ competing on price
® differentiating products and services by offering something not offered by competitors
® focusing on a niche market.

Later, he went on to consider the role of diversification as a strategy. A sixth force was also
added to Porter’s original model: complementors — products that sell well with another
product, or make it easier to buy or use, for example, computer software and hardware.

Ansoff - product development versus market development

Strategic marketing objectives are set in terms of which products to sell in which markets.
Igor Ansoff developed this four-way matrix to identify strategies a company can adopt:

Existing products New products
Existing Market penetration: focus on Product development: develop new products
markets increasing brand loyalty of existing | for existing customers, especially where
customers and attracting new companies’ strengths depend on a close
customers in that market segment | relationship with these customers
New Market development: persuade | Diversification: develop new products
markets customers in different market for new markets. This is the most risky
segments or geographical regions | strategy, as the company has to move
to buy the company’s existing outside its core competencies to acquire
products new skills and invest in new resources.

world watch industry

F AN U= ey LRt 3_4____,-_,:,..7::_ =

Case study: th

| I n 1948, the Swiss watch industry had 80% of woridwide  themselves in the increasingly important American and
sales. By 1985 this had dropped to just 13%, with new Asian markets.

entrants to the market, the Japanese, having taken over The fight-back by the Swi tch industry bors juct |

85 fsshot laader. innovation and design, high volume sales and aggressive

The Swiss had failed to recognize the shift in consumer marketing, most notably in the USA, where Swatch’s

demand towards cheaper, electronic rather than diversification programme aimed at making the company
mechanical watches. By adopting new manufacturing a total fashion enterprise. The Swatch, a blend of Swiss and
technologies and positioning themselves in a watch, launched as a response to Japanese competition, is
competitive cost position, the Japanese had established now a classic case study in strategic marketing. J
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37.1

37.2

37.3

Martch the words in columns A and B to make nine word combinations from A, B and C.

aggressive generic competencies position
bargaining market entrants power
competitive niche leader products
core potential market (x2) strategies
existing substitute marketing
Complete the case study on the global automobile industry.
Let’s consider the c..................... of companies within the global automobile industry. While
suppliers of auto parts are plentiful, they are not considered a threat in terms of profit. In
fact, from @ S.icccivensisicsrsass point of view, some of their products could be regarded as
Cixiiinsiipimesnnarat to be marketed alongside the cars. However, other suppliers of inputs to the

car industry, such as organized labour, can be a powerful force. Buyers (auto dealerships, car

rental firms and individual consumers) remain unorganized but can negotiate on price.
Competition amongst €......ccveeeereranns car firms further strengthens the customer’s b.....................
Successfolim o it is costly, which means there is little threat from n...occeeeeennen..... to thc
market. There is little cause for concern with regard to s..................... , as despite alternatives —
motorbikes, bicycles, public transport — most people prefer to purchase their own car. So
there is unlikely to be a s....ccoceveeenneee. in the foreseeable future. However, r........cc..u........
within the industry itself is particularly intense, resulting in highly a..........cccoueuu... campaigns.

Thereis a hi....cciiiiins but oversupply occurs due to enlarged production capacity, while

A oeiSiacastvains proves difficult, except in n..................... , such as sports cars: d......cccceuueeeee. into
new markets has fairly limited potential. As a result of SuCh Gl anik . the auto industry
bears only moderate profits.

Use the information in the case study of the automobile industry in 37.2 to summarize Porter’s
five forces model in the table below.

Strength of force Comment and trends
(rating: low, moderate,

Force

light, high)

Buyers

Suppliers

Substitute products

Potential entrants

Rivalry

Over 4o you ‘

Choose an industry that you are relatively familiar with and conduct Porter's five-force

analysis. Where are the key competitive pressures in your industry? For example, suppliers

may have a strong bargaining position and be able to set prices, or buyers may have a wide

choice and may easily be able to switch between one organization’s products and another's
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Gaining competitive advantage through corporate strategy

Managers in every type of organization need to devote considerable attention to the
corporate strategy thar can drive the business. They need to monitor factors in the near and
far environments that may affect their own organization, and make appropriate plans to
manage these. One definition of corporate strategy is the way a company creates value for its
customers, employees and investors through its configuration and through the coordination
of its multimarket activities (its configuration in terms of product, geographical and

vertical divisions).

The organization’s mission statement is a useful starting point for setting realistic objectives
and making strategic decisions. Good mission statements identify the organization’s core
values, indicate the products or services that it provides and the critical factors for success
in the marketplace where it operates.

Mission, tactics and operational planning

The strategic planning cycle provides managers with a structure that allows them to set
the organizational purpose and its current strategy and consider how the organization’s
resources can be best utilized.

Driven by the mission statement, senior managers can create a corporate plan that provides
the overall direction for their business and influences the tactical and operational plans that
can be creared for individual parts of the organization. Tactical plans support strategic plan
implementation and achievement of tactical goals. They are more specific and concrete than
strategic plans and focus on intermediarte timeframes, usually one to three years. Operational
plans, on the other hand, support the implementation of tactical plans and achievement of
operational goals, with tumeframes of below a year.

The corporate plan needs to be closely linked to the external environment in which the
organization operates and should rake into consideration the culture as well as the strengths
and weaknesses within the organization. A situational analysis should be carried out,
including a general audit of the types of environmental factors influencing the performance
of the business and the forces operating in the competitive environment. Many organizations
now prepare contingency plans that can help them prepare for dramatic change in their
business environment. They will also carry out a SWOT analysis where the understanding
of the external environment is specifically related to the organization and its internal
environment.

Scenario planning

In today’s climate of rapid social and technological change, strategic decisions can be
increasingly difficult to make. Scenario planning is a strategy instrument that can help senior
managers make well-informed decisions about the long-term future of their organization
and assist forward planning in a complex environment. It differs from market research

or financial forecasting techniques in that it depicts alternative *futures’ instead of just
projecting current trends forward. This enables organizations to model a series of potential
futures and to modify their future plans according to the most feasible scenarios. Scenarios
are not predictions but plausible hypotheses of various ‘what if’ possibilities.
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38.1 Refer to B and label the diagram below using the terms in the box. Then add an appropriate
time scale for the second and third stages of the cycle.

operational goals  operational plans
strategic goals  racrical goals  rtacnical plans

Top management
Organization-wide perspective

Middle management
Departmental perspective
L[ T (T

First-level management
Unit/individual perspective
Timeframe: ...

Strategic planning cycle

38.2 Complete the dictionary definitions below by choosing the correct term from the box.

contingency plan core values corporate strategy multi-marker activities
scenario planning  situational analysis  strategy investment  value creation

ann - o e
{ - l—i]@ hitp:/iwww.business_onlinedictionary.com/ ~'a-

1

Principles that guide the functioning of an organization, both internally and in terms of its
relationship with the outside world.

=) (=l

A planning strategy involving visualizing the consequences of possible future events and
how the organization could respond to them. l

A management goal whereby the interests of customers, investors and employees are
taken into consideration to ensure a successful business or product.

Identification of the position of a company within its business environment and how well it
meets the demands of that environment.

A fixed procedure for evaluating a long-term plan of action for achieving a particular goal.

Actions to ensure that immediate follow-up steps are taken in the event of an emergency J
that seek to both limit damage and maintain continuity of the organization’s key operations.

When companies operate in a range of different product or geographical areas of business.

The direction and scope of an organization over the long term to meet the needs of the market.

38.3 Read the mission statement and analyse it in terms of their core values and the critical factors

for

success in the particular marketplace in which the organization operates.

Our vision is to be earth’s most customer-centric company; to build a place where people
can come to find and discover anything they might want to buy online. In meeting their
needs everything we do must be of high quality. We must constantly strive to reduce our
costs in order to maintain reasonable prices. Customers’ orders must be serviced promptly
and accurately. Our suppliers and distributors must have an opportunity to make a fair
profit. (Amazon: Corporate FAQs)

Over 4o Yyou

Use some ‘'what 1f?" que ons to identify

Y

ou are familiar may have to consider

Professional English in Use Management 83



k1] Managing change
n Planning for change with force field analysis

Organizations face constant pressures for change from both outside the organization and
from within. Force field analysis is a management tool devised by Kurt Lewin to examine the
driving forces that are pushing for change, and the restraining forces that are opposing it, thus
creating an equilibrium, which is the existing situation. The force field diagram represents
the variables involved in planning and implementing a programme for change. The existing
situation is in the middle, with the forces driving and opposing change listed on either side.
The diagram below illustrates the forces operating in a Xerox copier plant in the USA. By
assigning a score to each force, from 1 (weak) to S (strong), managers can assess the relative
importance of these factors and identify the key players in the situation. Among these will be
allies supporting a decision and opponents who may have vested interests in maintaining the
status quo. Managers can influence these target groups and reduce opposition to change.

Driving forces for change Restraining forces against change
historically good company-union

relations -
foreign competition ‘
- stringent work rules

recent company losses ‘
current benefit costs

h t costs
union desire to save jobs - i

company desire for flexibility

in layoff decisions
current desired
high = low
cost cost
level level

m Overcoming resistance to change

Why do more than half of change programmes fail> Why do employees often engage in
active or passive resistance to change? Kotter and Schlesinger identified four main reasons
for resistance to change:

® Self-interest: concerns about the effect the change will have on ourselves and anxiety
about our ability to learn new skills and behaviour

® Misunderstanding: when we do not understand the implications of changes, because
of inadequate communication or lack of trust

® Inertia and low tolerance of change: we are afraid to take a risk and leave our
comfort zone

® We disagree with the reasons behind the decision to make the change.

Approaches to dealing with opposition to change in the workplace include effective
communication, involving employees in the change effort and offering support during

the transition period, as they come to terms with the need for change. Managers can also
negotiate, offering incentives to employees, or use co-option, by inviting the leaders of the
resisters to participate in the change effort. Managers may use coercion, with threats of job
losses. Recently, researchers have pointed out that resistance to change is not a negative force,
but a constructive phenomenon that acts as a catalyst for change. By listening ro the valid
concerns of their employees, managers can strengthen commitment to the eventual changes.
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39.1

39.2

39.3

After a lecture on managing change, match the lecturer’s responses (a-f) to the student’s
questions below (1-6).

Please can you clarify the meaning of:

1 vested interest a It’s the acrual resistance to change, our tendency to keep
going in the same direction.
2 status quo b Think about it simply as the current or existing state of affairs.
3 ‘variable’ in a management ¢ It’s people who support us when others are trying to
context oppose our ideas.
4 allies d This represents the personal stake that underlies someone’s

desire to maintain or influence an action.
5 equilibrium e These are factors that are subject to unknown changes.

6 ‘Inertia’ in a business context f It’s a state of balance.

Complete the case study about managing change, using terms from the box.

allies cometoterms driving force field key players management tool
opponents opposition/resistance pressuré restraining status quo  vested interest

Faced with ...................... for change, in the form of serious overseas competition, Xerox set
a goal of reducing manufacturing costs at its New York copier plant through outsourcing

certain electrical components, thus eliminating 150 jobs. The....................... in the situation
were the workforce. It might be expected that they would be .......... e b e . of change as
they had a.....cccoenuee vevenses IN Maintaining the ..........ccceeeen.. to keep their jobs. However,

the company had a history of good relations with their workforce, so union leaders and
managers became .............coeeeeeeey Working together to overcome the ...........ceueenee.. to change.
The diagram on the opposite page shows the major ....... S BN aneusmmessasoasanmer RNCERS
Union leaders and management studied ways to save money, which finally led to eliminating
certain healthcare benefits. In return, the company promised no layoffs for three years.

By reducing these...........cccc....... fOrces, changes were agreed on which reduced cost levels
without eliminating jobs. This case study illustrates how ...................... analysis can be
applied as a .........c.cceeuueee. 10 help employees to ..................... with change.

Read the case study and then answer the questions using the words in brackets to help you.

A company decided to implement PAN, a new software package. I'T employees argued
strongly that PAN was inappropriate. The CEO’s failure to listen to these valid concerns gave
rise to conflict between IT and those in administration who would be using the software.

The admin department looked into an alternative application, Zeus. Representatives from
both departments were invited to a product demonstration and allowed to raise questions.
IT employees asked abourt technical specifications, while admin staff enquired about the
different accountancy facilities offered by the package. It was agreed that Zeus would
provide a viable solution.

1 What form did the IT workers’ resistance take? (active resistance, passive resistance)

2 How did the product demonstration help employees to accept change? (a catalyst)

3 Were the IT employees co-opted or coerced into accepting the new application? (co-option,
coercion, come to terms with, resister, comfort zone, strengthen commitment)

Over 4o You

Describe a change situalic

diagram 1o 1d
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%0} Action planning

Implementing strategy — management by objectives

Management by objectives (MBO) m
starts with clearly defined strategic 0 S
organizational objectives expressed in ¥
mission and vision statements. To
support the mission, the organization
needs to set clear goals and objectives,
which then cascade down from one

et Organizational
R | Objcctlvﬁ

organizational level to the next until they ;: Reward | %dc Objectives
reach everyone. ~ Performance | to Employees
Critics of MBO have pointed out that rigid 3

objectives may be a source of weakness, Evaluate .fj == :

as a modern company needs to be flexible " Performance ~ Monitor

to survive. However, MBO has evolved in ——

line with modern management thinking. Its

overarching premise is that of empowerment. Taking responsibility for performance and
seeing how achievements affect the organization as a whole increases motivation and loyaity.

SMART objectives

Peter Drucker, in his book The Practice of Management, proposes the SMART acronym to
make MBO more effective. The idea of SMART is to set goals thart are attainable and for
which people feel accountable. Drucher said that goals and objectives must be:

Specific

Measurable

Agreed (relating to the participative management principle)
Realistic

Time related

Notice that the ‘A’ in SMART is ‘agreed’. This is sometimes referred to as ‘achievable’ bur it
is not enough for the goals and objectives to be set at the top and then cascaded down. They
must trickle down through various stages of agreement. The only goal thar is going to be met
is one that is agreed on.

To create a mechanism for monitoring progress towards the agreed goals you need a clear
path marked by accountability checkpoints. Remember the participative principle: rewarding
goal achievers sends a clear message o everyone that goal attainment is valued. After this
five-stage process, the cycle begins again, with a review of the strategic corporate goals in the
light of performance.

Resource allocation

Resource allocation is a central management activity for strategy implementation. However,
organizational politics may prevent resources from being allocated effectively to particular
divisions and departments. Structural reorganization may be required, as new strategies often
place emphasis on different areas of the business.

There are practical considerations in allocating resources. Contingency mechanisms allow for
changes in the organization’s situation. Items are given priority rankings to decide which should
be funded if more resources become available or dropped Iif funds have to be reduced. Sometimes
this prioritization is done by means of algorithms or by decision-making software.

N e SN e e O~ e e — e
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40.1

40.2

40.3

Look at the case study and analyse it against Peter Drucker’s SMART objectives acronym.

Serious traffic congestion and flooding of the local river in the business district of a large city
in Malaysia meant that an Icelandic firm was contracted to build an 8.9 km tunnel to divert
floodwater away from the city centre. They would also provide a two-tier motorway system
above the tunnel, to relieve congestion. The construction firm consulted with local teams and
together agreed solutions to resolve excavation issues in the construction of the runnel. The
tunnel was completed in 2007, on time and within budget. The flow of traffic is dramatically
reduced and floodwater has since been successfully diverted from the business district.

Complete this description of how the management team of a call centre reviewed their
objectives at the end of the MBO cycle. Use terms from A, B and C.

Initially, in order to achieve our v....oceercevveanenn statement we tried to implement Drucker’s
Y SRR e Uaehirorarmiaies DY SEttINg Prevsececeessacersaess goals and rewarding employee
contribution. We had hoped thar these objectives would t..................... | Bt

down to those dealing directly with the callers. However, we soon realized thart the goal of
finishing calls within seven minutes was not being met; calls were becoming more complex
or there was a faulty new product, and operators were finishing calls early to meet targers,
leaving customers frustrated. So we considered a contingency mu......ccceoeeveene .« We gave

call types priority f.....ccccececeeeee. depending on the problem presented by the caller. We

also reassessed resource a..........cccevenenn. and rook on more staff to handle the calls. By

1 SRR R R R s , we had picked up the shift in the goal environment and goals
were changed accordingly. We also built in accountability c.................... - where the staff
could decide for themselves if the caller’s needs had been met or refer them to a supervisor.
This e e s staff and helped them to feel a.................... . for their decisions. We
learned that you can't just C...ccoevevannens .... decisions downwards, you need participation and
empowerment: after all, that is the overarching p.....c.cccooveeneue. of MBO.

Martch the meanings (1-4) to the correct terms from B and C.
1 A computer application that goes through the process of selecting a logical choice from a
set of available options.
2 A set of rules to be followed to enable someone to solve a problem.
3 A word formed from the first letters of a group of words making up a name.
4 The pursuit of self-interest within a company while showing total disregard of its effect on
the efforts of that company to achieve its goals.

Over 4o you

What are the objectives of MBO? What do you think may be its disadvantages?

Allocating resources can be a political activity in firms that do not use strategic management

Why is this true? Does adopting strategic management assure easy resource allocation? Why?
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US English terms

UK English term

AGM (Annual General Meeting)
agree an annual budget

analyse data

assessment centre

behaviour

business angels

centre

charge subscriptions

competency profiling
contract of employment
credit bureaux

critical factors for success
cross-border mergers and acquisitions
diffuse

early majority

fit for purpose

followers

grade

guidance notes

have a propensity to

high flyers

induction programme
induction training
industry bodies

Late majority

lead users

licence

near and far environments

object of desire

order books

overheads

permanent posts
pre-employment checks
preventative action
prioritise risks
procurement department
profit and loss account
programmes

recruitment and selection process
referees

reporting channels
research brief

search engine optimisation
secure investment
selection panel

services

sifting

skills updates

sole trader

Professional English in Use Management

US English equivalent

Annual Meeting

agree on an annual budget

analyze dara

testing center

behavior

private investors

center

charge subscription fees or charge for
subscriprions

skill assessment

employment contract

credit bureaus

critical success factors

international mergers and acquisitions
penetrate

core adopters

appropriate

subordinates

level (“Staff ar different levels.™)

help notes

have a propensity for + -ing (e.g. “Have a
propensity for innovating.”)
up-and-comers or up-and-coming employees
hiring program or training program
new-employee training

trade bodies or industry associations
late adoprers

lead customers

license

immediate and long-term environments or
short- and long-term environments
desired object

orders booked

overhead

permanent positions

reference checks

preventive action

prioritize risks

order department

profit and loss statement or income statement
programs

hiring process

references

reporting lines

research parameters or research assignment
optimization

obtain investment

selection committee

service (“He works in service.™)
sorting

skill updates

sole proprietorship




sources of finance
stages of adoption
statements of account
take charge of

task in hand

terms of reference
trade directories
treasury department
waive competition law

white goods

sources of funding
adoption stages

account statements

be in charge of

task ar hand

terms of agreement
business directories

the accounting department
waive anti-trust laws
major appliances
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1.1

1.2

1.3

Answer Key

allocare resources
cover costs

identify needs
measure performance
make a profit

meet targets

pay attention to derail
report on results

set prices

Spot opportunities

Interpersonal roles
Figurehead — Performing symbolic duties as a representative of the organization
Leader — Establishing the organizational culture and motivating the staff
Liaiser — Developing and maintaining business networks

Informartion roles
Monitor — Collecting all types of information thar are relevant and useful to the
organization
Disseminator — Communicating information from outside the organization to relevant
groups inside the organization
Spokesperson — Communicating information from inside the organization to outsiders

Decision-making roles
Entrepreneur — Spotting opportunities, being innovarive and championing change in
products, services or business processes
Disturbance handler — Dealing with unexpected challenges and crises
Resource allocator — Deciding on the most appropriate use of the organization’s
resources
Negotiator — Negotiating with individuals and dealing with other organizations

1 Being able ro make a profit is really only a tiny aspect of business. Interacting with
experts from the various fields of management as well as collaboration with other
students raught me to challenge my assumptions of the role of management. Amongst
other things, the course gave me a practical insight into soft management skills as well as
helping to develop my creative thinking skills.

2 I now have a better idea about managerial work in general. As a marketing manager,

I was able to integrate my previous experience with marketing. In addirtion, discussion
of the more complex issues of psychology during the course means that I am now much
better at identifying and meeting the needs of my customers. I also learnt how to become
a much more effective communicator.

3 The part time Executive Programme gave me the chance to put the theory into practice
immediately. | am responsible for setting and mecting production targets for a small
electronics firm. I learnt about the different management responsibilities. This knowledge
has made it easier for me to stick to an agreed budget for production and to apply key
performance indicators to monitor performance more accurately.

4 Not only did I learn how to become a ream player, but I was able to develop my
own personal leadership skills. And by the end I had become a much more effective
communicator. I'm far from becoming a figurehead, but I do have much more
confidence and have applied for management jobs in several different sectors of industry.
I hope that soon I'll be able to mentor a junior member of staff and pur it all into practice.

Professional English in Use Management




2.1

2.2

2.3

chain of command Handing decision making from the higher levels of an
organization to lower ones

lines of responsibility The specification of individual employees’ responsibilities
for particular aspects of work and of their management
responsibilities and who they report to in the organization

spans of control The number of people a manager can effectively manage in
a particular situation

‘managerial mystique’ When managers behave as detached unemotional experts
who do not need to share their ideas or explain what is
going on to the people who work for them

subordinates People who are below a manager in the hierarchy

collective leadership When decision making and authority is shared by a group
of managers

bureaucratic organizations Where there are fixed and formal rules and policies which
must be followed with little freedom for individuals to
make their own decisions

entrepreneurial culture A business environment encouraging new ideas and
individual effort

Board of Management A committee of members elected by the shareholders to
manage and oversee the company

Functional — Departments are separated according to the different aspects of company
work, such as producing goods or dealing with the financial matters.

Multi-divisional — The company is divided into separate units specializing in a particular
area of the world or has separate units dealing with particular types of products.

Matrix — The company uses a mixture of divisional structures, to enable it to be more
flexible and organize its work around specific projects.

No formal structure — Very small companies run by a single person or group are

like this.

Flat — In this type of structure responsibility is shared, with fewer managers and with
individuals being responsible for their own rasks.

Product — the organization is divided according to a particular product or type of product,
each of which has functional teams to take care of staff, finance, etc.

chain command

layer management
of

line responsibility

span control
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3.1 administrative management, scientific management, management by objectives, industrial
management, general management, modern management, management consultant,
management theory, management concept, management guru

management guru
management consultant

1

2

3 scientific management

4 management concept

5 administrative management

3.2 Managers must examine the organization’s macro environment and draw up strategic plans
for the organization’s response to what is likely to lie ahead.

Managers must build up the strategic plan of the organization and put in place procedures
which can help with the preparation and implementation of plans.

Managers need to motivate and set an example for their staff, as well as clarify the roles and
responsibilities of the organization’s teams and individuals.

Managers need to ensure that the work done by the various teams and departments is
consistent with the overall plan for the organization.

Managers need to ensure that what happens is what should happen, in accordance with the
organizational plan.

3.3 1 Production processes at the turn of the twentieth century across Europe and the USA
benefited greatly from the principles of the scientific theory of management, based on
research into mass production which dealt with optimum productivity rates and resulted
overall in greater efficiency. Production targets were set for individuals according to the time
available and the share of the workload. Applying these principles enabled Ford to capture
the major share of the automobile market at the beginning of the twentieth century. The
man who developed these theories was Frederick Taylor,

2 Knowledge workers are those who develop and use knowledge in the workplace. Along
with the decentralization of the role of management, these are just two of the concepts that
can be artributed to one person in particular, Peter Drucker.

3 The manufacturing and service industries as well as the public sector have gained from a
greater understanding of the roles of management, and the separate functions involved in

management, as highlighted in the seminal work of Henri Fayol.

4.1 Noun Adjective
competition/competitor competitive privacy private
correction corrective® public public
entrepreneur entrepreneurial society social
finance financial strategy strategic
institution institutional sustainability sustainable

* Note there are two adjectives from correct: correct =something is right /corrective = making
something right

4.2 e, 2a, 3f, 4b, 5c, 6d
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4.3

5.1

5.2

5.3

5.4

1

2

access darta data mining
analyse (raw) data raw data
collect data amounts of data

We don’t hold equity and so our mission as a social enterprise is to generate financial
resources to facilitate the operation of our association.

Planning a schedule for the volunteers who run our non-profit organization is not a simple task;
while we don’t have a problem finding people willing to donate their time free of charge, they

are not necessarily available when we need them. Luckily, we also have a group of waged staff
working specific shifts to ensure a permanent presence. They all agree it’s highly sartisfying work.

Being accountable to our sharcholders is a necessary evil for any private enterprise. It is
vital that we provide them with an annual report, outlining the amount of profit generated
over each 12-month period, as well as our positioning compared to that of the current

competitors in the marker.

Verb phrases

software package

database software

time management software
proprietary software

O H WUN =

proprietary software
transaction

logistics

inventory control
stock

shelf space

Suszanna is the project manager and Markus the junior consultant.
Markus:  Sorry to disturb you, I'm trying to make sense of these terms. Could you just

confirm a few things for me before I sign off this contract? 1 know the daily rate
depends on my grade but I'm not sure of the rest.

Suszanna: Well, basically, the terms of reference are set out by our company, as the

consultancy firm, and you can use our time management software to keep track
of the hours you do.

Markus: OK, I understand. What if I'm working off-site; what am I entitled to?
Suszanna: The usual, accommodation and travel bur also any incidental expenditure, such

as internet fees and photocopying. So make sure you keep all your receipts.

Markus: I'm sure I'll lose some of them from time to time. Do I need to send invoices to

the clients?

Suszanna: No. Send them to me and I'll download a statement of account and the invoices

1

and send them to the client for payment.

Family and friends can always be of help by providing funding for a start-up business.
Stelios Haji-lonanou, for example, had access to $20 million in funding, thanks to his
family’s shipping business. This is how he was able to fund the loan to set up Easy]Jer,
a major European low-cost airline.

2 Grants may be available in some areas to encourage innovation and to attract inward

investment. Local enterprise agencies will be able to help you to identify these potential
sources of finance and to discuss the criteria for eligibility.
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6.1

6.2
6.3

7.1

7.2
7.3

8.1

94

3 Unlike grants, loans have to be paid back. It is worth trying different banks and finance
houses to find out what is available. Lenders will normally require some form of collateral,
such as property, as a guarantee that the borrower will pay back the loan.

4 If you're lucky, you may be able to identify business angels: people who will help to fund the
business, usually in return for a share of the business or its profits.

5 Then there’s venture capital — this is another source of private equity. Providers are
seeking to invest other people’s money and expect their investment to have paid off within
seven years.

6 Finally, if none of these options is available, entrepreneurs may even consider using their
own private savings to fund a small business venture.’

1 They are good at spotting trends in the macro environment and don’t just accepr the starus quo.
2 Almost everyone takes risks and is prepared to gamble with their time, commitment
and money.

3 They are flexible and willing to experiment with their initial concept to make it work.

4 They utilize their sense of creativity to the benefit of the company and have a propensity to
know exactly when to innovate.

5 All of them recognize the need to commercialize their innovative product or service and
ultimately achieve competitive advantage.

1e, 2a, 3d, 44, 5b, 6g, 7c, 8f, 9h

Essential to the success of any industry is innovation. Innovation pushes the boundaries in
product development, enabling companies to gain that all-important competitive advantage.
The 2011 Innovation Awards for Industrial Design recognize individuals with proven
expertise in research and development who have come up with a design concept that responds
to current market trends in the field of industrial design. The difference with this year’s
winner — he or she will have worked directly with the consumer as co-creator to come up with
the winning concept.

screening criteria, market criteria, product criteria, financial criteria, must-have criteria,
would-like criteria, key criteria

brainstorming - 3a, checklist — 2d, objective — 4b, subjective 1c

‘We've been asked by a lot of people just how we grew so quickly, and the answer is actually
really simple. A consultation process and evaluation of the potential market led to our original
concept, which was to provide the best customer service possible. For example, we have a
unique distribution policy that provides the benefit of free shipping both ways. Our customers
will often buy ten pairs of shoes, select one pair they really like in the comfort of their own
home and then return the other nine pairs to us.

We don't spend a lot of money on traditional means of advertising through mass media.
Instead, we try to differentiate just our service and enhance the customer experience so that
we get a lot of repeat customers, many of whom switch brands from our competitors. Much
to our surprise, the original concept worked so well there was never any need to modify

it. We produce shoes, there is nothing unique in the product characteristics, neither is our
portfolio particularly extensive. However, what we did realise was that there were certain
obvious commercial realities: everyone needs shoes, our prices are reasonable bur still make
a profit and, of course, we can do better than the competition!’

new product introduction, product champion, new-product project, product life-cycle, new
product development process, product launch
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Strategic
planning

Concept

generation

Pre

evaluation

technica

erciahzation

New product
introduction

8.3
9.1

9.2

9.3

¢ Is there d Is there blsit a A tangible |f The product takes |e The product

evidence marker possible prototype is | its ultimate form is finally
of market interest to deliver created and | and marketing put on the
size and in the the new evaluated plans are market.
technical product product using both evaluated.
feasibiliry concept, technology? | market and
to create market technical
a market viability, criteria.
opportunity? revenue

potential,

etc?

1a, 2b, 3b, 4a, 5b, 6a

Late
Majority

e

N

2.5%

e R

This curve shows the diffusion of an innovation in the market as it is adopted by groups of
consumers over a period of time. It shows how very small groups of innovators are the first
to try out new ideas, which are then adopted by other consumers. Some groups wait until the
innovation is successful or until they need to own it. These are known as the early majority
and late majority, respectively.

After appearing in a TV programme for would-be entrepreneurs, successful reggae singer,

Levi Roots has developed a revolutionary business, selling Reggae Reggae Sauces, a range

of hot spicy barbeque sauces and seasoning. Levi had a vision and soon secured investment

in return for a substantial share of the equity in his company. Levi has gone on to win huge
orders from major supermarket chains for his sauces, made to a secret forumula based on an
original recipe from his grandmother in the Caribbean. Retailers now stock a growing range
of flavours; pack sizes as well as a growing order book. This now

will soon be stocking a wide range of products. And there are hopes of substantial export sales

in the near future.

Despite (2) :mmmghugc.&ucs:sss.&nh_tb:_mhg_nc (a) the latest object of desire, it seems
that (4) (b) turn out innovation failures from time to
tme. Launched in 1996, the Bandai Pippin was Apple’s effort to compete with the likes of
Nintendo and Sony. Combining a networked computer with a home games console, Apple
created the Pippin platform and hoped to license it to other companies. Bandai, looking for

a way to get in to the games markert, snapped it up. (1) Contributory factors leading (¢) 1o
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10.1

10.2

10.3

10.4

1.1

11.2

1.3

96

the fact that its library of games and software were poor
in companson with rival home consoles, and it was reputed that (3) only 42,000 Pippins were
sold - (d) its projected break-even point barely met.

Copyrights protect material such as books, photographs, films, TV and music.

Patents protect new inventions and cover how inventions work; allow exclusive rights to
manufacture, use or sell an invention.

Trademarks protect brand identities, symbols and logos that will distinguish an organization’s
products or services from those sold by another organization.

1 Patent attorney

2 To patent an idea or invention
3 Patent search

4 Parent application

5 Patent pending

We are not short of killer ideas or brainwaves. However, managers and senior staff have a
significant role to play in seeking out opportunities for innovative ideas and in testing their
feasibility. We can only survive and thrive if we all agree to work as follows:
* To protect the intellectual property rights of any ideas or innovations in the creative
work that we do
* Where necessary, we need our partners and supplicrs on individual projects ro sign non-
disclosure agreements before significant work is done
* To develop prototypes of new products

To agree to have a full-scale patent search carried out
* To avoid any form of copyright violation that could damage the reputation of the

company.

Wikipedia — the world’s largest and most cited collaborative encyclopaedia is one example

of content available under a ¢reative commons licence. By allowing people to legally share
content, this has since become one of the greatest cultural resources of the digital revolution.

Flickr — the photo sharing site grants copyright permissions to the creative work of
photographers around the world, enabling millions of photos to be in ‘the commons’.

customer focused, customer service, customer needs, customer wants, customer demand,
customer requirements

supply of goods
production-led

sales-led

market-driven

high-pressure sales approach
apply marketing principles

O s WN -

—

Long-life battery, capacity to hold 200 titles, online retail facility (no use of polluting
vehicles to deliver the books).

Tangible product, because the reader can buy the device and see the book on the screen.

3 Book shops (especially in railway stations and airports), department stores, large
supermarkets, hi-tech stores, on the Interner.

4 Speciality Kindles targeted according to age, gender, etc., Kindles offering different genres, etc.

5 Practical (no need for Wi-Fi hotspor or cables, etc.), size and weight, capacity, choice
(500,000 books, magazines, etc.), payment options.
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12.1

12.2

123

13.1 distribute the product, tangible product, product life cycle, product awareness, be aware of the

13.2
13.3

marketing planning, marketing management, marketing objectives, market development,
market entry, market structure, market segment, market share, market trend, marketing

strategies, market presence

a market segment, b market share, ¢ market trend, d marketing objectives, e marketing

strategies

Strengths

b Coffee Independent is a brand built
upon a reputation for outstanding
customer service.

g Coffee Independent has recently
expanded its range of coffees and now
includes fair trade products.

Weaknesses

¢ Coffee Independent’s recent attempts
ar establishing a market presence
in France have not been entirely

f In some regions of the UK the company
does not have enough branches to

a With its new fair-trade product lines
the organization is set to update its
mission statement to reflect its ethical
values.

d The company has earned respect
amongst competitors for its ability
to exploit opportunities for market
development and diversify when
necessary.

k The results of a new gap analysis point
to potential markets in the Middle
East. However, this would involve

significant resource requirements
and a complctc review of internal

i The company has been approached as
a potential partner in a co-branding
venture to sell products under the
same brand name.

j Despite the arrival of copy-cat brands ensure market presence.
onto the market recently, Coffee
Independent has maintained its lead on
the local markert.

Opportunities Threats

e Like some of its competitors, as Coffee
Independent is a global retailer, it
is likely to be exposed to political
problems in countries where it has
operations.

h The company depends quite significantly
on a relatively outdated IT system which
threatens its ability to compete with the
larger global brands.

product, declining product

a intangible service, b retail outlets, ¢ premises, d customer loyalty, e product life cycle

People
Process
Promotion

Product

1

2

3

4 Price
5

6 Place
7

Physical evidence
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13.4

14.1

14.2

143

15.1

15.2

98

1e Research and development (R&D)
2¢ Introduction or launch

3b Growth

4a Marturity

5d Saturation - to decline

marketing instrument, management instrument, strategic instrument
Synonyms: tool for carrying out an activity, document

‘I'm a bit of a health freak and as I knew the producers of the local spring water were trying
to gstablish the market in the region, I proposed my services free of charge. The marketing
manager determined a suitable sample and my research brief for the assignment was to survey
the consumption pattern for the 20-25 age group, the findings of which would then be put to
a consumer panel for further analysis. The data collection stage was fun but I did spend a lot
of time designing the questionnaire so that it could be used both face to face in semi-structured
mterviews as well as via an online resource. I know the competitive position of this particular
producer is currently fairly poor, but I hope that on analysis of the data I was able to collect
they will see the potential at least for this particular age group of likely customers.’

2o
communities
questionnaire

online -

basic services
environment

SMM will design you a blog to enable you to reach clients from your particular niche market
as well as access the relevant communities of practice through existing social networking sites.
SMM can also help boost awareness of your website, by ensuring search engine optimization.
Give potential customers up-to-the-minute information on your product line. Have existing
clients post testimonials and participate in online guestionnaires. An informal non-sales
approach allowing you to interact directly with your customers and gain valuable insight into
their needs and wants.

If technology is an issue, then SMM has the know-how. Get potential customers excited
about your latest service by sending them podcasts of interviews with those who have already
tried and tested it. Or if it’s digital downloads you offer, then send them a downloadable

sample. SMM has the technical means, so sit back and relax.

SMM will also give you that all-important advice on how to exploit the potential of your
website: how to attract content-related advertisers; how to ensure ‘stickiness’ so that visitors
to your website hang around a little longer; how much to charge for subscription services;
and how to decide which services to charge a premium for.
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16.1

16.2

16.3
17.1
17.2

17.3

buzz marketing
clicks and mortar site
community feature
discussion forum
fully online
interactive feature
online business
online retailer
physical outlet
product champions
target audience
traditional advertising media
viral marketing

Voted the fashion industry’s online retailer of the year in 2009, SOX.com started out life as

a physical outlet: a small stall in the trendy Spltalﬁelds Market in London. Taking it slowly,
SOX.com then became a so-called clicks and mortar site, eventually going fully onling in
2005. Unlike other online businesses in the fashion world, it has witnessed phenomenal
success, and now stocks over 32,000 styles, with a product range aimed primarily at the 16
to 34 age group, but which in reality appeals to a much wider public. Our use of technology
goes beyond traditional advertising media; one of our more interactive features is our online
‘catwalk’, a unique tool enabling fashionistas to see our products on moving models. Ours is
a relatwely young target audience, so it’s very easy to promote sales through viral marketing -
via Facebook, for example. SOX.com also engages in buzz marketing o help sell our new
lines. We encourage our product champions to participate in discussion forums — where they
discuss the latest styles available in our online store. Indeed this community feature was only
added fairly recently but has proved highly successful ...

1c, 2a, 3d, 4b

1c, 2a, 3g, 4b, Se, 6d, 7f

Noun phras

global risks prioritize risks risk aware
risk profile assess risk
risk management process deal with risk

potential risk

risk and continuity
management

risk management policy

3 As part of the operations management team, | chair a working group to evaluate and monitor
both our current and our planned projects to identify the nature of the risks, the probability
of occurrence and the consequences. From this we produce a risk profile so that we can see
where the company might be yulnerable and then prioritize/assess the identified risks.

4 We identify global risks as well as issues that could affect us on a more local scale, such
as the risk to our supply chain, as we rely a lot on outsourcing and we also subcontract

processes to external suppliers.
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18.1

18.2

18.3

19.1

1 From this analysis, we have established an effective risk management process across the
organization by:
e systematically identifying, evaluating and prioritizing potential risks. For this we have a
written risk management policy that sets out responsibilities of key staff.
e developing an organizational culture in which individuals are risk aware but are not afraid
of taking decisions and undertaking activities which involve acceptable levels of risk.

2 We regularly collect data and evaluate information from every project to monitor further
risks and review the contingency plans which have been put in place. We also monitor
and review the effectiveness of the risk management process in the company, identifying
potential improvements and making changes where necessary.

5 We then pass all this information on to our gmgr,ggngy_planmng officers and business
continuity managers, who ensure continuity of service to our key customers and the
protection of our reputation following a disruptive event.

Q: Hanna.com was named Europcan Online Retailer of the Year in 2011 and I understand
your website is currently attracting over five million visitors a month. With so much

interest, how do you deal with supply chain management?

A:  Our supply chain is run on a fairly traditional basis. In fact we hold stock of over 20,000
product styles in our warehouse. We don’t expect the supplier to bear the extra cost of
storing the products for us.

Q: I understand that some of your subcontractors were accused a few years ago of unethical
conduct?

A: Unfortunately, yes. We carried out supplier audits in several countries and these careful
checks revealed that some supph:n had been hiring underage employees. We immediately
took remedial steps and we’ve increased the number of factories audited each year from
29 to 106.

Q: Have you considered creating a formal alliance with some of your suppliers so that you
work together with their management to avoid similar occurrences?

A: We feel that owning shares in our suppliers is a more effective way to exert
control, rather than entering a formal partnership. So having an equity stake in our
subcontractors’ companies may well be the way forward.

approved suppliers, initial order, trade directory, procurement department, repeat purchases,
value analysis

1 Procurement department
2 Value analysis

3 Trade directory

4 Approved suppliers

As the public sector faces efficiency drives and budget cuts resulting from the credit crunch,
Sue Rippin, business development manager at Northgate Arinso, an HR gutsourcing company,
expects to see a growth in business. She highlighted councils as prime areas for growth in
outsourced processes, because their core competences remain relatively limited. They are
specialists in supplying services such as Health and Education, rather than non-core processes
such as payroll management. Rippin added that ‘outsourcing is very competitive. As vendors,
offering our services, we are selected using a rigorous rating system and have agreed to a
legally binding contract. The standard of our performance will be monitored to ensure that we
keep to the agreed contract; otherwise we could face legal action’.

1 benchmarks, 2 customer’s specification, 3 fit for purpose, 4 internal supply chain, 5 quality
assurance, 6 ‘the customer rules’
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19.2

19.3

20.1
20.2

20.3

21.1

Q: The effective management of water resources and access to clean drinking water are major
concerns for governments. What is the role of the ISO in this process?

A:  Itis important to understand thar the role of the ISO is not prescriptive; the organization

merely provides the guidelines for a gquality management system.

Q: What does standardizing service provision worldwide involve?

A:  The aim of the ISO is to work with regional and national authorities to determine the
level of results to be achieved and then to establish the means by which their procedures
are implemented. As with the private sector, these authorities will be required to
document procedures and demonstrate that they are complying fully with the 1ISO
guidelines. Just as in the case of the private sector, they may carry out an internal audit,
that is, an objective internal appraisal of the organization’s procedures and performance
to ensure compliance.

The Eskisehir Maternity and Child Iliness Hospital seeks to provide patients with a level

of care that exceeds expectations, with nurses in particular being encouraged to build
partnerships directly with their patients, adding value to their experiences through new ways
of providing care. By promoting the free circulation of ideas and personal growth the Eskisehir
also strives to empower its staff. Indeed this is a hospital that has developed an environment
of trust and responsibility, actively nurturing creativity and innovation from its employees.
This means there is a positive mindset embedded within the professional environment, which
helps to retain its staff and ensure a sustainable future for the hospital. As well as focusing

on the human factor, the hospital employs a sound basis of fact-based decision making. The
organization has achieved a balanced set of results, in terms of patient and staff satisfaction
as well as economic efficiency. In fact, its performance has demonstrated an ability to act as a
role-model hospital within the region. The panel felt the Eskisehir had achieved a certain level

of sustainable excellence that merited this year’s award.
1b, 2d, 3a, 4c, 5¢
Loyal to the brand When an individual always buys the product of a

particular company rather than similar products offered
by other companies

Recruiting customers Persuading customers to start buying your company’s
products

Retaining existing customers Making sure that customers continue to purchase your
product or service

Customer relationship Systematic policies to monitor and ensure customer

management satisfaction

The appointment of our new Chief Executive with a marketing background acted as an
important catalyst in bringing abour culture change and shaping policies to make Eurostar

more customer orientated.

He suggested we bring our customers” stories to life by using Customer journcy mapping.
This was carried out using a heart monitor, tracking the highs and lows of the journey — the

contact points where they interacred with customer-facing staff or machines, the times when
people became bored or even experienced fear, for example, when entering the tunnel. By

making the journey themselves, staff were able to get close to their customers.

After experiencing the service from the customer’s perspective, staff suggested really practical
solutions to problems, which not only improved the experience but, in many cases, reduced
COSIS tOO.

1 stock control, 2 inventory management system, 3 state-of-the-art, 4 inventory, 5 reorder level
6 margin of safety, 7 buffer stock, 8 just in time, 9 discounts, 10 economies of scale
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21.2

213

22.1

22.2

102

online tendering, tender documents, pre-tender queries, to evaluate a tender, to put out to
tender, put in a tender

Tenderers = people who tender (offer) their goods or services

A tender is a formal written offer to do work or supply goods or services for an agreed price
and under agreed conditions.

Richard Maybey, a manager in a major European financial services group, was asked about
his experience of using online procurement services.

‘I am responsible for an annual procurement budget of 20m euros. Major areas in which |
have to source goods and services include IT equipment and catering and cleaning services.

In recent years we have moved to a robust system to put our requirements out to tender.

I simply upload the tender documents with our particular specifications to our website

and wait for the suppliers to contact me and the time taken to find prospective suppliers is
significantly reduced. The process is a secure online system and even uses a code to encrypt
the private details the suppliers provide about their business to ensure confidentiality.

We have also used commercial online tendering services. The only problem I find with
services targeting the financial sector is that the sites are not always user-friendly and lack
guidance notes to take you through the features of the site. And if you have any pre-tender
queries, the information in the FAQs page is often insufficient. However, there is sometimes
a discussion forum, where you can actually talk about issues with other people in the same
line of work. There is often a section where people compare their experiences, good or bad,
of particular suppliers, which can be useful, but this is only for registered users so you need a
subscription first. The cost of this payment can be quite high.”

Resources requirement: our human resources strategy, that is, identifying why we are
recruiting and how to match the people we employ and the jobs they do to our company’s
goals, is an important element of our annual planning.

Person requirements: we draw up a job description profiling competencies, that is the skills
and the knowledge required to do the job as well as the essential attitudes or characteristics

to fit into the organization.

Job advertisement: this is usually done online.

Screening the applicants: completed application forms are sifted to ensure that we only
interview suitable candidates. Apart from interviews, we also use assessment centres

where we carry out competency profiling.

Invitation to interview: we then ask the applicants selected from the screening process (the
shortlisted candidates) to attend a selection panel in which a group of interviewers explore
the skills, qualifications and knowledge they can bring to the job.

Appointment: after the interviews have been completed we make a conditional offer and
contact the referees once the successful candidate has accepted the terms and conditions of
their contract of employment. They then have to work out their notice period, that is the
length of time they have to continue working for their present employer after they officially
resign from that job.

Induction programme: every new member of the team spends a day with the team with whom
they will be working. They are introduced to the working procedure and different team roles.

equal treatment, equal access, equal opportunities, equality
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22.3 QualityTime plc has an equal access policy. That means we welcome applications from all
sections of the community, regardless of race, religion, disability or other differences. In fact,

we believe that this diversity in our workforce is a strength of our organization.

We also believe that discrimination against any group of workers has no place in a modern
company. We comply with current legislation under UK and EU law, and under our
employment policies, equal treatment is guaranteed for all members of staff, including those

on temporary contracts or part-time workers as well as full-time employees.
23.1 job rotation (1), job enlargement (2), job security (3), job satisfaction (4), job enrichment (5)
23.2 1d, 2a, 3c, 4¢, 5b

23.3 Working for the UN, I feel a certain sense of gngagement, with the work itself, because
it is contributing to the greater good. Also I have good interpersonal relationships with
my colleagues who work beside me in the team because it is a really collaborative work
environment. However, international organizations have a reputation for top-heavy
administrative procedures and red tape, you know, too many unimportant rules often
resulting in too much micro management.

Sadly for secretaries there is little in terms of career advancement and personal development
and salary levels are low. Most of my peers, that is, the other secretaries who work at the same
level as me, are multilingual, and we frequently act as unofficial interpreters, as well as taking
charge of extremely sensitive U\ documents. However, while working conditions are generally
good and the employee’s 2 is taken into consideration, motivation remains low. There
is lirtle recognition of our achlcvcments. a critical factor in terms of overall job satisfaction.’

24.1

Advantages of Disadvantages of

360-deqgree 360-degree
feedback feedback

Combined opinion gives a more accurate and v
objective view.

Comments are difficult to ignore when v
expressed by a number of colleagues.

It can be motivating for people who undervalue v
themselves.

It can generate an environment of suspicion, it
unless managed openly and honestly.

Some skills, such as leadership, are best judged v
by subordinates and peers rather than superiors.

24.2 Coaching, mentoring, buddy systems, induction training, shadowing

24.3 “This afternoon we're going to talk about our performance appraisal system, which if done
effectively, i.e. carried out in a non-threatening environment, can actually contribute to your
sense of employee empowerment. Our company has a ﬂnmngih;umh; so we prefer to
use 360-degree appraisal as opposed to the traditional top down appraisal. The appraisers
include those from your own level as well as those above and below you. First you carry out
a self-assessment. Then we ask your peers and your line manager to give their opinion. These
appraisals, usually done through online appraisal systems, are sent to a facilitator who will
ensure the feedback you receive is entirely confidential. Team appraisals are also carried out,
even for yirtual teams. And you’ll be pleased to hear the branch managers do not escape.
They are subjected to an evaluation from their subordinates known as upward feedback.’
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25.1

25.2

25.3

25.4

26.1

26.2

26.3

104

1 Forming — The early encounters between the individual members, when people do nort yet
know the others well.

2 Storming — Individuals test their strengths and approaches to the task facing the group;
disagreements and conflict may arise and have to be resolved.

3 Norming — Group members work productively rtogether.

4 Performing — The group becomes more cohesive, with clearly established roles and working
procedures.

5 Adjourning — The group dissolves as the project ends.

1 to get down to 4 to get on with someone
2 to get on with something 5 to get to know each other

3 to get through

Motivation Passion to work for reasons beyond money or status. Drive to achieve

Self-requlation Ability to control or redirect disruptive impulses and think before acting

Social skills Proficiency in managing relationships and building effectiveness in
leading change

Empathy Ability to understand and respond to the emotions and reactions of
other people

Ability to recognize and understand your moods, emotions and drives,
as well as their effect on others

Samira:  The initial exchange, when you open the conversation with a potential
management candidate is very revealing, I find. If they can’t establish good
interpersonal relationships quickly, they are not likely to get on with their team
and cope with the different personality types within any one team.

Carmel: The ones that perform poorly lack flexibility in their dealings with others. We need
someone who can engage well in teamwork and develop enthusiasm and team
spirit to build a winning team.

Samira:  Yes, that type of leader encourages collaboration and a spirit of camaraderie and
friendship in the team.

Carmel: O, yes, they need emotional intelligence as well as demonstrating a certain degree
of determination and ‘toughness’ for effective leadership.

sources of knowledge, collect knowledge, share knowledge, knowledge management, acquire
knowledge, develop knowledge, knowledge nerworking, explicit knowledge, tacit knowledge

continuous learning — 2a, double-loop learning — 6b, learning environment — 3e, learning
organization — 4¢, learning process — 1f, no-blame culture - 5d

With almost one-third of companies now operating a formal talent strategy, anyone with

any interest in HR management will be aware of the significance of this concept in terms of
organizational best practice. Organizations have recognized the need for continuous investment in
the intellectual capital of their staff to generate competitive advantage. This has placed increased
pressure on HR to demonstrate their added value and justify investments as ‘business critical’.

Following the recent recession, many organizations have revived their attempts to retain and

attract the high flyers, by purting talent management firmly back onto the executive agenda.
Investing in the right people and stretching their capabilities is once more a key focus for HR.
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27.1
27.2

27.3

28.1

28.2

Programmes originally focused on the top talent but then came the recognition that everyone
needs to realize their full potential; the result of this has been a blended approach to talent
management and monitoring. Many organizations focus on managing selected subgroups,
such as graduate populations and those with research expertise.

Based on research carried out by the Chartered Institute of Personnel and Development, this
paper demonstrates recent trends in the development of talent management.

1c, 2d, 3e, 4a, 5b

Active management-by-exception: they focus attention on mistakes and deviations from what
is expected of me.

Passive management-by-exception: problems have to be critical before the person I am rating
will take action.

Non-leadership Laissez-faire: my manager avoids getting involved when important issues arise.

Transformational leadership

Inspirational motivation: in my mind this person is a symbol of success and accomplishment.
Intellectual stimulation: they introduce new projects and new challenges.

Individual consideration: they listen to my concerns.
Idealized influence: I am ready to trust the person to overcome any obstacle.

From the case study it is evident that the explorer Ernest Shackleton demonstrated many of the
personality traits identified by Warren Bennis in his research. Like any explorer, Shackleton could
definitely be described as a risk taker but he also had a ¢lear vision which he put into action
through his management skills, making sure the appropriate equipment and resources were in
place before the expedition began. He also made sure he had a well-balanced team, and showed
an active management approach in carrying out team-building activities to create bonds between
the team and make sure that they worked cooperatively together. However, his achievement was
not simply about reaching the Antarcric; his charismatc leadership when his ship was trapped

in the ice showed his ability ro deal with adversity and ensured the survival of his team. He also
earned the trust and respect of his team by his integrity in setting a personal example of hard
work and in his fairness and communication skills when managing conflicts that arose.

cross-cultural competences, cross-cultural differences, corporate culture, cultural assumptions,
cultural awareness, cultural differences, cultural diversity, cultural impact, cultural stereotypes,
culture shock, prevailing culture

The Quest Cultural Training course will provide you with:
® A better understanding of the cultural impact of your business and corporate culture in
countries where you operate
* The opportunity to enhance your cultural awareness and develop cross-cultural
competences by giving you practical tools to reduce cross-cultural misunderstanding
* The opportunity to examine your own cultural assumptions and avoid seeing others
through narrow cultural stereotypes.

Small power distance — New Zealand Large power distance — Malaysia
More individualist — the UK More collectivist — China
Strong uncertainty avoidance — Japan Weak uncertainty avoidance — the UK
More masculine values — the USA More feminine values — the Netherlands
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28.3

29.1
29.2

29.3
30.1

30.2

31.1

31.2

106

1 values, 2 codes of behaviour/norm/unwritten rules, 3 comfort zone, 4 ‘silo’ mentality
(This is a metaphor based on farming, where food is stored for a long time in containers
called silos, and is therefore not available for consumption.)

Fixed assets, current assets, current liabilities, long-term assets

cost control, direct cost, indirect costs, fixed costs, variable costs, allocate costs, cost centre,
real cost, activity-based costing

1f, 2h, 3g, 4a, 5¢, 6b, 7d, 8e

An international hotel chain decides to purchase four hotels, including one located in a prime
UK rourist spot, which it believes would provide generous return on assets. The vendor

sells the hotels as a going concern. Making a business valuation was not a simple task. Not
only had the cost of its assets been noted at their book value, less depreciation, but also the
vendors were not taking into account the rime value of money. The concept of fair value

was used to arrive at a final, more realistic price that was slightly higher than marker value.
This is . Another approach they could have considered uses

the projected free cash flow/FCF, and applies a time-related discount rate to estimate the net
present value/NPV.

Susie: Look at Easiphone — its gross profit margin is really high, but its current ratio is low.
Kaoru: Is that the same as the working capital ratio?

Susie: Yes. Look, it has liabilities of £80 milllion but its assets are only £50 million.
It would have a problem with short-term liquidity.

Kaoru: [ agree. It might not be able to pay its debts.

Susie: So its profitability isn’t as good as it looks. Did you check the solvency ratio?

Kaoru:  Yes, if you take off tax and depreciation, that ratio is only 16% — it doesn’t look as
though Easiphone will be able to survive in the long term.

Susie: So far we think Easiphone is not likely to give shareholders a good return on
investment. What about Youtalk?

Kaoru:  Well, I think there is a better ROC, that’s the return on the capital that has been
invested in the business.

Susie: And the investors think it’s pretty healthy, too: I checked out the Price/Earnings
(P/E) ratio on Youtalk and if you divide the share price by earnings from the year
2010, the market value of the shares has really gone up.

Kaoru:  So, those investors must think their earnings are going to increase in the future.
I suppose Youtalk would be the best one to invest in.

credit rating, credit score, credit search, creditworthiness, credit history, credit transfer,
credit bureau(x)

Becoming an Alfa borrower

1 What kind of credit search does Alfa Finance carry out?
When making a loan application you will be giving permission for our credit bureau to
access your credit records to determine your creditworthiness.

2 If I bave a bad credit rating, can I borrow from Alfa Finance?
We regret that those with a history of bad debt will have their applications turned down.
(note: bad debt (noun phrase) bad-debr (adjective form)

3 What does the APR cover?
It covers the annual interest you pay to the depositor, i.e. the person lending money, and our
fee. As a ‘social marketplace’ the interest rates are set by our lenders.

4 Is it possible to settle my loan early?
No problem. Alfa allows you to repay your loan before it reaches maturity by using electronic
transfer, or direct debit. Just click on ‘Sertle in Full’.
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32.1
32.2

33.1

33.2

333

34.1

34.2

5 What happens if I default on my payments?
We may reassess your schedule to create a more customized solution, suitable for your
personal needs.

Becoming an Alpha lender:

6 If I want to make my money available to others, what are the lending criteria?
Simple, you must be 18 years old, an Australian resident, with an Australian bank account.
7 Does Alfa Finance protect my money against fraud?
Certainly, and money against laundering, to prevent criminals hiding their money through
our accounts. Alfa employs safety measures similar to those of banks.

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

Investor Warren Buffett yesterday purchased $300m worth of debt offering from the struggling
motorcycle manufacturer, Harley-Davidson. The venture capiralist, who already owns stocks in

US giants General Electric and Mars, is seeking to capitalize on the current economic crisis. Along
with other notcholders, Buffetr will receive 15% interest on the debr securities. Although this high
interest rate will cut earnings to 18 cents a share, the stock market reacted positively to this show of
confidence from the famous business angel and Harley’s shares rose by over 15%.

mergers and acquisitions, market-extension mergers, product-extension mergers, cross-
border mergers and acquisitions, merger waves, vertical integration, horizontal integration,
post-merger integration

1 horizontal integration, 2 market-extension merger, 3 vertical integration, 4 Joint venture, or
strategic alliance, 5 Conglomeration.

Once the target company has been identified it is important that an executive is put in place to
take responsibility for the process up to the post-merger integration stage. As well as overseeing
that operations are re-structured and the new company re-branded, where necessary, such

a manager needs to ensure due diligence is practised and that the newly formed company
complies with the anti-trust laws of the country to avoid any anti-competitive practices.

A successful integration manager would employ a transformational approach, to create true
synergy, making sure the ‘return on talent” was guaranteed by encouraging and rewarding

key workers so that the new company would not lose their knowledge and experience.

1 a sole proprietor

2 a private limited company

3 an unqualified opinion

4 a legal entity

5 a public limited company (plc)
6 a qualified opinion

According to the UK code of corporate governance, shareholders have the role of appointing the
board of directors. These directors are fiduciarics, that is agents on behalf of the shareholders,
with collective responsibility for the success of the company and accountability for its failures.

In other words, they must demonstrate good stewardship, taking care of the company for which
they are responsible and always showing openness, or transparency, towards their principals, the
shareholders. The board should include non-executive directors, responsible for ensuring that
objectives are reached. Supervising the effectiveness of the board is the chairman. The division of
responsibilities between the chairman and CEO should be clear to avoid any potential conflict of
interest, given the amount of inside informarion to which they have access.

Election of the board is carried out during the Annual General Meeting, which serves as a forum
for shareholders to elect or remove the chairman, question the board’s decisions, raise issues

of the fairness of executive compensation, where necessary, and appoint the external auditors,
accountants from a specialist accounting company who check the company’s balance sheet.
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35.1

35.2
36.1

36.2

37.1

37.2

Serving on a board involves some amount of remuneration, which can take the form of incentives
to stimulate performance, such as bonuses, extra payments directly related to performance,

or share options which link executives” wealth to that of the company. In all their activities,

the directors and shareholders are responsible for conforming to the national laws such as the
Companies Act (UK) and its equivalents worldwide, such as the US anti-trust laws.

‘A Heat Map is a simple tool prepared by the treasury department to demonstrate not only

the exposure to possible risks for each business unit but also overall corporate earnings that
are at risk. It uses colour to show areas of high risk, with red showing the more yolatile areas,
accounting for 10% of the company’s capital at risk, in this example. From this a risk profile is
drawn up and the board of directors devises an appropriate risk-management strategy. Where
the company has an investment portfolio, there may be a need for diversification to spread the
risk. Risks can also be mitigated by hedging, for example, holding a currency reserve, in case
there are changes in the exchange rate. Companies regulated by the government are not always
free to act as they wish, but must factor in the costs of fulfilling the terms of their operating
licence. Companies also have to weigh up not only the tangible benefits of certain risk

management strategies, such as capital efficiency, but also the intangible benefits: for example,
investment in safety measures in car design might be expensive, but enhances brand reputation.’

1 investment vehicle, 2 mutual fund, 3 Islamic banking, 4 ethical investment, 5 hedge fund

Type of investment derivatives, mortgages, sub-prime debt, interbank lending,
products and lending The London Interbank Overnight Rate (LIBOR)
Institutions and markets Central banks, Federal Reserve, Wall Street, capital markets
involved

Things that went wrong bad debts, bank run, bankrupt, meltdown, recession,

sovereign debrt crisis, toxic assets, credit crunch

Ways of tackling the crisis | checks and balances, equity buffers, underwrite, waive

and making banks safe competition law, bank capitalization, quantitative easing,
regulation
Casey: So, did you understand what really caused the credit crunch? I'm not sure that I did.
Ashraf: Well, I get the impression it was leverage that caused the problem.
Casey: You mean people were using borrowed money to borrow more money?

Ashraf: Yes. So as well as the real banks with all their elaborate systems of checks and
balances that they use to avoid risky lending, there was also a whole shadow
banking system of other companies lending and securitizing risky products.

Casey: So what you mean is they were turning these things like sub-prime mortgages into
securities to sell on the markets?

Ashraf: Exactly, and the banks were buying them up. The problem with leverage is
that the loss is greater to the investor when things start to g0 wrong; in reality
they are unable to sustain the debt. However, as the banks were oo big to fail,
governments had to bail them out and buy up their debts.

Casey: The lecturer called thar underwriting, I think?
Ashraf:  Yes. And of course some governments like Greece and Iceland couldn’t pay their

debts, so that’s when the sovercign debt crisis came about.
Casey: Oh, OK, I think I've a better understanding of it all. Thanks, Ashraf.

aggressive marketing, bargaining power, competitive position, core competencies, existing
market, generic strategies, market leader, niche market, potential entrants, substitute products

Let’s consider the competitive position of companies within the global automobile industry,
While suppliers of auto parts are plentiful, they are not considered a threat in terms of profit.
In fact, from a strategic marketing point of view, some of their products could be regarded as
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complementors to be marketed alongside the cars. However, other suppliers of inputs to the car
industry, such as organized labour, can be a powerful force. Buyers (auto dcalcrships car rental
firms and individual consumers) remain unorganized but can negotiate on price. Competition
amongst existing car firms further strengthens the customer’s bargaining power. Successful
market penetration is costly, which means there is little threar from new entrants to the market.
There is little cause for concern with regard ro substitute products, as despite alternatives —
motorbikes, bicycles, public transport — most people prefer to purchase their own car. So there
is unlikely to be a shift in consumer demand in the foreseeable future. However, rivalry within
the industry itself is particularly intense, resulting in highly aggressive marketing campaigns.
There is a high volume of sales but oversupply occurs due to enlarged production capacity,
while differentiation proves difficult, except in niche markets, such as sports cars: diversification
into new markets has fairly limited potential. As a result of such competitive forces, the auto
industry bears only moderate profits.

37.3 (Sample answers)

Force Strength Comment and trends

of force

Buyers Moderate to | Customers have low switching costs as they change cars every
strong few years and can choose a different model each time. They
will choose the manufacturer with the most competitive deal.

Suppliers Moderate Most auto inputs are commodity products so their
manufacturers are highly dependent on the car firms.
However, labour can be a powerful force for some firms
(e.g. General Motors and the French auto firms).

Substitute | Low For those living in towns and cities, it is public transport.
products Motorbikes and bicycles have limired sales.

Potential Low Economies of scale make it very difficult to produce cars
entrants profitably without major investments in capital, labour and

distribution. New technologies in drive and power systems are
being introduced primarily by the automakers themselves.

Rivalry High Because of high capital costs and worldwide overcapacity,
firms compete fiercely for new (and each other’s) customers.
Aggressive marketing campaigns seek to increase the
competition.

38.1

Top management
Organization-wide perspective

Middie management
Departmental perspective
Timeframe: 1-3 years

First-level management
Unitfindividual perspective
Timeframe: a few days to one year

Strategic planning cycle
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38.2

38.3

39.1
39.2

39.3

40.1

40.2

1 core values, 2 scenario planning, 3 value creation, 4 situational analysis, 5 strategy
investment, 6 contingency plan, 7 multi-marker activities, 8 corporate strategy

(Sample answer)

Amazon'’s core values are to develop a company that puts the customer completely at the
centre of its activities. Critical factors for the company’s success are ensuring a high-quality
service as well as price control - this will satisfy both supplier and distributor.

1d, 2b, 3e, 4¢, 5f, 6a

Faced with pressure for change, in the form of serious overseas competition, Xerox set a goal
of reducing manufacturing costs at its New York copier plant through outsourcing certain
electrical components, thus eliminating 150 jobs. The key players in the situation were the
workforce. It might be expected that they would be opponents of change as they had a vested
interest in maintaining the status quo to keep their jobs. However, the company had a history
of good relations with their workforce, so union leaders and managers became allies, working

together to overcome the opposition/resistance to change.

The diagram on the opposite page shows the major driving and restraining forces. Union
leaders and management studied ways to save money, which finally led to eliminating
certain healthcare benefits. In return, the company promised no layoffs for three years. By
reducing these restraining forces, changes were agreed on which reduced cost levels without
eliminating jobs. This case study illustrates how force field analysis can be applied as a
management tool to help employees come to terms with change.

(sample answers)

1 The IT workers demonstrated active resistance to the introduction of PAN by voicing their
opinions about the suitability of the product.

2 The presentation acted as a catalyst that encouraged the employees to accept the
new package.

3 The IT employees were co-opted as opposed to coerced, or forced; resisters were given the
chance to become involved in the proposed change and leave their comfort zone of the
previous familiar system. Being involved in the decision strengthened their commitment.
They finally came to terms with the decision to implement a new application.

(Sample answer)
S — The project required a specific objective of building a tunnel of required length.

M — The result was a dramatic reduction in traffic congestion and diversion of floodwater
away from the district.

A — The Icelandic construction firm worked with local specialists to come to an agreement
regarding the best way to resolve excavation issues.

R — It would have been unrealistic not to consider working with local experts, without whose
specialized knowledge the project might not have succeeded.

T ~ The time set was sufficient for the project to be completed on time.

Initially, in order to achieve our vision statement we tried to implement Drucker’s MBO
process by setting participative goals and rewarding employee contribution. We had hoped
that these objectives would trickle down to those dealing directly with the callers. However,
we soon realized that the goal of finishing calls within seven minutes was not being met; calls
were becoming more complex or there was a faulty new product, and operators were finishing
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40.3

calls early to meer targets, leaving customers frustrated. So we considered a contingency
mechanism. We gave call types priority rankings depending on the problem presented by

the caller. We also reassessed resource allocation and took on more staff to handle the calls.

By monitoring progress, we had picked up the shift in the goal environment and goals were
changed accordingly. We also built in accountability checkpoints, where the staff could decide
for themselves if the caller’s needs had been met or refer them to a supervisor. This empowered
staff and helped them to feel accountable for their decisions. We learned that you can’t just
cascade decisions downwards, you need participation and empowerment: after all, that is the
overarching premise of MBO.

1 decision-making software, 2 algorithm, 3 acronym, 4 organizational politics
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accept responsibility
/ak'sept 11 sponsa’biliti/ 28
access data /'@kses ‘deita/ §
accountability /3 kaunta'bilati/
34, 40
achievable /a'tfizvabl/ 40
achievement /3'tfizvmant/ 23
acquiring knowledge
/a'kwatarm ‘nolidz/ 26
acquisition / @kwi'zifn/ 33
acronym /‘zkronim/ 40
act as a caralyst
/ekt 9z 3 'keetolist/ 39
active S‘mkuv/ 27, 39
activity flow-charts
/zk'tivad flav tfats/ 19
add value /=d 'veelju:/ 19, 26
ad-free /ed friz/ 10
adjourning /a'dzamm/ 25
administrative management
/ad'mmistrativ ‘mamdszmant/ 3
adopt /a'dopt/ 9
advancement /ad'va:nsmant/ 23
aggressive marketing
/a'grestv 'makitiy/ 37
agreed annual budger
/a'gridd ‘mnjual ‘badzat/ 1
a-ha moment /a:'ha: 'mavmant/ 6
aircraft design /'eakra:ft di'zam/ 9
alliance /a'latans/ 33
allies /=larz/ 39
allocare costs /'®lakert kosts/ 29
allocaring resources
/'=lakertm r'zosiz/ 1
amounts of data
/a'maunts av 'deita/ §
an online presence
/an 'on lam 'prezns/ 16
analyse data /®nalaz 'denta/ §
Annual Report /'@njual n'pat/ 29
anti-competititive pracrices
/'&enti kam'petativ
‘preektisiz/ 33
anti-trust laws / znti'trast 1>:z/ 33
applicants /‘®phkants/ 22
application form /,@pli'keifn
form/ 22
apply marketing principles
/a'plar ‘'mazkitip ‘prinsaplz/ 11
appraisee /2 prei'zi/ 24
appraiser /a'preiza/ 24
approved supplier
/a'pruivd sa'plaa/ 18
APR (annual percentage rate)
/e pi'a:(‘enjual pa'sentids
reit)/ 31
assessment centre
/a'sesmant 'senta/ 22
assers /'sets/ 29
atrainable /3'temabl/ 40
autonomy /'tonami/ 23
bad debt / bad 'det/ 31, 36
balance sheet /'beelons fixt/ 29
bank capitalization

/baenk keprtalar'zeifn/ 36

bankrupt /'baegkrapt/ 32, 36
banks /beenks/ 32
bargaining power /‘ba:gmin
'‘pava/ 37
be dependent on
/bi dr'pendant pn/ 12
be exposed to /bi k'spavzd tu/ 12
beliefs /br'lizfs/ 28
benchmarks /‘bentfmazks/ 19
benefit /‘bentfit/ 39
best practice /best ‘praekus/ 26
blogs /'blogz/ 15
board of management
/bo:d av ‘'manidzmant/ 2
body language /'bodi
‘langwidz/ 28
bondholders /'bond holdarz/ 32
bonds /bondz/ 32
bonuses /'bavnasiz/ 34
book value /buk 'veeljuz/ 30
book-keeping /'buk ki:pmy/ 29
boom /bu:m/ 33
borrowers /‘boravaz/ 31
brainstorm /‘bremsta:m/ 7
brainwave /‘bremwerv/ 10
brand franchising
/breend ‘frentfazin/ 12
brand reputation
/brand repju'terfn/ 35
break-even analysis
/'breik ivan a'naelasis/ 29
bridge financing /bnd3z
famarnsi/ 32
brought cases /broit ‘kesiz/ 10
buddy systems /'badi 'sistomz/ 24
budgeting /'badzatn/ 29
buffer stock /'bafo stok/ 21
build a winning team
/bild 3 'winiy tizm/ 25
build upon a reputation
/bild 3'pon 5 repju'terin/ 12
business angels /‘biznas ‘emnd3zalz/
5,32
business continuity managers
/'hznas kontr'njuti
‘manidzaz/ 17
business model /‘biznas ‘modl/ 32
business plan /'biznas plaen/ 32
business start-ups /
'biznas 'sta:'tops/ 32
business valuation /
‘biznas vaelju'erfn/ 30
buzz marketing /baz 'mazkitmy/ 16
camaraderie / keema'ra:dori/ 25
candidates /keendidats/ 22
capital efficiency /keepital 1'fifnsi/ 35
capital markets /‘keepital ‘mazkits/
36
capture a share of the market
/'kaptfar 2 fear av 8o ‘mazki/ 3
career development
/ka'na dr'velapmant/ 23
cascade /ka'skeid/ 40
cash flow statement
/keef flau 'stertmant/ 29
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central banks /'sentral baenks/

31, 36
CEO /si: if'au/ 2
chain of command

/tfen v ka'maind/ 2
chairman /‘tfeaman/ 34
challenging assumptions

/tfelandzm 'sampinz/ 1, 27
chamber of commerce

/'tfetmbar av ‘koma:s/ 8
charge a premium

/tfa:dz 2 'priimam/ 15
charge subscriptions

/tja:d3 sab'skripfnz/ 15
charisma /ka'rizma/ 27
charismatic leaders

/ kanz'metk 'li:daz/ 27
checklist /'tfeklist/ 7
checks and balances

/tfeks and 'balansiz/ 36
clear focus /kle 'fovkas/ 27
clear vision /kle 'vizn/ 27
clearing system /'kliarm

'sistam/ 31
coaching /'kautfin/ 24
co-branding /kav 'breendin/ 12
co-crearor /kav kriz'erta/ 6
codes of behaviour

/kaudz av brhevia/ 28
coercion /kau's:fn/ 39
collaborate /ka'lebarent/ 25
collaborate with colleagues

/ka'leebarert wid 'koli:gz/ 1
collateral /ka'letaral/ 5, 31
colleagues /'koli:gz/ 23
collect dara /ka‘lekt 'derta/ 5
collecting knowledge

/ka'lektip 'nolidz/ 26
collective responsibility

/ka’lektiv r1 sponsa‘biliti/ 34
collectivism /ka'lektivizam/ 28
come to terms with

/kam tu txmz wid/ 39
comfort zone /'kamfot zaun/

28, 39
commercial realities

/ka'ma:f] ri'elitiz/ 7
commercialize /ka'ma:folaiz/ 6
communication skills /

ka mjuzm’kerfn skilz/ 27
communities of practice /

ka'mjunitiz av ‘prackus/ 15
community features

/ka'mjuniti 'fistfoz/ 16
company’s accounting system

/'kampaniz a'kauntiy ‘sistam/ 8
compare experiences

/'kompear 1k'spranansiz/ 21
compensation / kompen'seifn/ 34
competency profiling

/'kompitansi ‘pravfailm/ 22
competition law / kompa'tfn b/

33,36
competitive advantage

/kam'petattv ad'va:ntidz/ 6




competitive business
/kam'petativ ‘biznas/ 4
competitive environment
/kam'petativ in'vamranmant/ 38
competitive position
/kam'petativ pa'zifn/ 14, 37
competitor /kam'petita/ 12
complementors / kompla'mentaz/
37

comply fully with
/kam'plar 'fuli wid/ 19
comply with current legislation
/kam'plar wid 'karent
Jedzis'lerfn/ 22
computer-aided design
/kam'pjuta 'exdid di'’zain/ 9
concept generation
/'konsept dzena'reifn/ 8
conditional offer /kan'difnal
‘pfa/ 22
configuration /kan figa'reifn/ 38
conflict of interest
/'konflikt av 'mtrast/ 34
conglomeration /kon gloma'resfn/
33
consultation process
/ konsal'terfn ‘prouses/ 7
consumer demand
/kan'sjuzma di'ma:nd/ 11
consumer panels
/ken'sju:ma 'panlz/ 14
consumers /kon'sjuumaz/ 6
contact points /'kontaekt pomts/ 20
content related adverusing
/'kontent r'lertid
‘mdvatarzin/ 15
contingency plan
/kan'und3ansi plen/ 17, 38
contingent reward leadership
/kan'tindzant ri'wad
‘lizdafip/ 27
contunuous learning
/kan'tmjuas 'lamin/ 26
contract of employment
/'kontraekt av 1m'ploimant/ 22
contribution margin
/ kontri'bjuzfn ‘ma:dzm/ 29
contributory factors
/kan'tnbjutari 'fektaz/ 9
co-option /kav 'opfn/ 39
coordination / kav 2:din'esfn/ 38
copy-cat brand /'kopikaet
breend/ 12
copyright /'kopirait/ 10
copyright violations
/'koprrait vaa'lerfnz/ 10
core and non-core business
processes /kar and ‘non'ka:
‘biznas 'prousesiz/ 18
core competencies
/ko: 'kompitonsiz/ 18,37
corporate culture
/kaxparat 'kaltfa/ 28
corporate governance

/'ka:parat 'gavenans/ 34

corporate plan /'ka:parat plan/ 38
corporate strategy

/'karparat 'stratadzi/ 38
cost centre /kost 'senta/ 29
cost control /kost kan'traul/ 29
cost forces /kost 'fosiz/ 37
cost position /kost pa'zifn/ 37
court order /kat 'nda/ 10
covenant /kavenant/ 31
cover costs /'kava kosts/ 1
create strong bonds

/kri'eit strog bondz/ 27
create value /krident 'vaeljuy/ 38
creative work /krideitiv watk/ 10
creativity /kri'eitiviti/ 6
credit bureaux /'kredit

‘bjueravz/ 31
credit crunch /'kredit krantf/ 36
credit history /'kredit 'histri/ 31
credit rating /'kredit 'restiy/ 31
credit score /'kredit ska:/ 31
credit search /kredit sa:tf/ 31
credir transfer /‘kredit

‘treensfa:/ 31
creditors /'kreditoz/ 29
credits /'kredits/ 29
creditworthiness /‘kreditwa:dmas/

31
critical documents

/'knitik] 'dokjuments/ 19
critical factors for success

/'kritk] 'feektoz fo sak'ses/ 38
critical records /'kritikl

‘rekadz/ 19
cross-border mergers and

acquisitions /'kros bo:da

‘ma:dzez and akwr'zifnz/ 33
cross-cultural competences

/kros 'kaltforal 'kompitansiz/ 28
cross-cultural differences

/kros 'kaltfaral 'difronsiz/ 28
cross-selling /kros 'selin/ 20
cultural assumpuions

/'kaltfaral a'sampfnz/ 28
cultural awareness

/'kaltforal a'weanas/ 28
cultural differences

/'kaltforal 'difronsiz/ 28
culrural diversity

/'kaltforal dar'vasiti/ 28
cultural impact

/'kaltforal im'paekt/ 28
culrural stereotypes

/'kaltfaral 'steriataips/ 28
culture change /'kaltfa tfeindz/ 20
culture shock /‘kaltfa fok/ 28
current ratio /'karant ‘re1fiav/ 30
current trends /‘karant trendz/ 38
customer base /'kastoma beis/ 20
customer demand

/'kastoma di'mamnd/ 11
customer experience

/'kastamar 1k’sprartans/ 20
customer focus /'kKastoma

‘favkas/ 11
customer journey mapping

/'kastoma 'dz3ni ‘mapm/ 20

customer loyalty /'kastama
‘lomwlti/ 13
customer needs /'kastoma nicdz/ 12
customer perspective
/'kastama pa'spektiv/ 20
customer relationship management
/'kastama r'leifnfip
‘manidzmant/ 20
customer requirements
/'kastama n'kwaramants/ 11
customer service /'kastama
'ssvis/ 11
customers’ storics
/'kastomaz ‘storiz/ 20
customer-facing /'kastoma
‘fewsi/ 20
customer’s specification
/'kastamaz spesifikerfn/ 19
customized /'kastamarzd/ 16
customized solutions
/'kastamaizdsa'luzfnz/ 31
daily rare /'deili reit/ §
data /'derta/ 5
data collection stage
/'derta ka'lekfn sterdz/ 14
data mining /'denta 'mami/ 5, 20
data security /'deita
st'kjueriti/ 16
data warchousing
/'derta 'weahavzig/ 20
database /'dertabers/ 5
day-release course
/der ri'lizs kais/ 24
deal with adversity
/dizl wid ad'vasati/ 27
deal with conflict
/dizl wid kan'flikt/ 1
deal with risk /di:l wid nisk/ 17
debits /'debits/ 29
debr /det/ 30, 31
debt covenant /det 'kavanant/ 31
debr offering /det 'ofeny/ 32
debr 10 equity ratio
/det tu ‘ekwiti ‘reiftau/ 32
decentralization
/ disentralaiz'erfn/ 3
decision gates /di'sizn gerts/ 8
decision-making grid
/da'sizon mekin gnd/ 7
declining product
/di'klamin ‘prodakt/ 13
defaule /dr'falt/ 31
delegate /'deligert/ 28
deliver services /dr'liva
‘smwvisiz/ 13
delivered digitally
/dr'hivad ‘didziali/ 16
depositors /di'pozitaz/ 31
depreciation /d1 pri:fi'eifn/ 30
derivatives /di'mvativz/ 36
design /di'zam/ 9
design concepr /dr'zain 'konsept/ 6
design director /di'zamn di'rekta/ 9
determination /di tumi'neifn/ 25
develop creative thinking skills
/di'velap kri:'ertiv 'Gikin
skilz/ 1

Professional English in Use Management 13



developing a prototype

/di'velapim » 'pravtataip/ 10
differentiate / difa'renfient/ 7, 37
diffuse /di'fjuzz/ 9
digital downloads

/'didazit] daun'lavdz/ 15
digitally /'didzitali/ 15
direct costs /di'rekt kosts/ 29
direct debit /dr'rekt 'debrt/ 31
direcrors /di'rektaz/ 34
discount rate /diskaunt rent/ 30
discounted cash flow

/dis'kauntid kaef flav/ 30
discrimination /diskrimi'nesfn/ 22
discuss complex issues

/di'skas 'kompleks 'tfuz/ 1
discussion forum /dr'skafn 'forram/

16, 21
dissatisfaction

/di'sztsfaid kastomaz/ 23
distribute a product

/dr'stmbju:t 2 'prodakt/ 13
distribution / distn'bju:fn/ 7
diversification /dai vasifi'kerfn/ 35
diversify /dar'vassifar/ 12
diversity /dar'vasiti/ 22
dividends /‘dividendz/ 29
division of responsibilities

/di'vizn av n sponsa’bilitiz/ 34
documented procedures

/'dokjumenud pro'si:dzaz/ 19
donanion /dauv'neifn/ 4
double-loop leaming

/'dabl lwp 'Imnmy/ 26
downloadable /daun'laudabl/ 15
draw up specifications

/dro: ap spesifi’keifnz/ 18
dress code /dres kaud/ 28
driving forces /draivin 'foisiz/ 39
due diligence /dju: 'dilidzans/ 33
early adopters /'3:li 3'doptaz/ 9
early majority /a:li ma'dzonti/ 9
economies of scale

/r'konamiz av skeil/ 21
effective communicator

/r'fektiv ka'mjumikenta/ 1
e-learning /i: 'la:nmy/ 24
elecrronic transfer

/elek'tromk 'treensfa:/ 31
emergency planning officers

/tma:dzansi 'pleenin 'ofisaz/ 17
emotional intelligence

/1'maufnal in'tehdzans/ 25
empathy /'empaBi/ 25
employment policies

/im'plommant ‘polasiz/ 22
empowerment /im'pavamant/

19, 40
encrypt /m'kript/ 21
ensure confidentiality

/m'fus konfidenfr'eliti/ 21
entreprencur / ontropra‘na:/ 4
environmental factors

/m vararan'ment] 'fektaz/ 38
environmentally friendly

/m varan'mentali 'frendli/ 11
equal access /'izkwal 'ekses/ 22

equal opportunities

/'itkwal opa'tjumitiz/ 22
equal treatment /'izkwal

‘tri:tmant/ 22
equality /r'kwoliti/ 22
equilibrium / izkwi'hbriom/ 39
equity /‘ekwiti/ 4, 32
equity buffers /‘ekwrti ‘bafaz/ 36
equity financing

/'ekwrti 'famaensiny/ 32
equity stake /‘ekwiti stetk/ 18, 29
establish the market

/t'steblif 83 ‘mazkit/ 14
ethical investment

/'etik] in'vestmant/ 35
ethical values /'etik] 'vaeljuzz/ 12
evaluate /1'veeljuert/ 9
evaluating the potential

/r'valjuertiy 8o pa'tenfl/ 7
exchange rate /ik'stfemnds reit/ 35
executive responsibility

/1g'zekjutiv n sponsa’biliti/ 34
executives /1g'zekjotivz/ 34
existing firms /1g'zistiy fa:mz/ 37
expand the range

/1k'speend do remd3z/ 12
expectations / ekspek'teifnz/ 19
explicit knowledge

/1ik'sphsit ‘'nohdz/ 26
export sales /'ekspo:t seilz/ 9
exposure /1K'spauza/ 35
external auditors /ik'sta:n]

aditaz/ 34
external environment

/ik'sta:n] m'vararenmant/ 38
facilitator /fa'siliterta/ 24
fact-based decision making

/faekt bewst di'sizn ‘metkin/ 19
fair price /fea prais/ 30
fair value /fea ‘valju:/ 30
fairness /'feanas/ 27
FAQs / ef e1'kjuzz/ 21
feasibility / fi:zza'biliti/ 13
feasibility study / fizza'bilrti

'stadi/ 8
Federal Reserve /'fedaral

ri'zav/ 36
feedback /'fi:dbeek/ 23
feel accountable /fi:l a'kauntabl/ 40
femininity / fema'nminiti/ 28
fiduciaries /fo'du:fi eriz/ 34
figurchead /'figahed/ 1
financial accounring

/far'nezn(] 'kavntin/ 29
financial analysts

/fai'nzenfl 'enalists/ 30
financial criteria

/far'ngenf] krar'tiaria/ 7
financial ratio analysis

/far'nzen(] 'rerfiav a'naelasis/ 30
financial services

/far'nzenf] 'suvisiz/ 31
financial statements

/far'nzen(] 'stertmants/ 29
financial surplus

/far'nznf] 'saplas/ 4
findings /'famdinz/ 14
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finished goods /' fimift godz/ 17
first tranche /fa:st tra:nf/ 32
fit for purpose /fit fa 'pupas/ 18,
19
fixed costs /fikst kosts/ 29
flar structure /flet 'straktfa/ 2
flattened hierarchy
/fletd "haweraki/ 24
fast moving consumer goods
/fazst 'muzving kan'sjuzma gudz/
11
focus groups /'foukas gruzps/ 8, 14
followers /'folavaz/ 27
force field analysis
/s ficld a'naelasis/ 39
force field diagram
/fas fizld 'datagreem/ 39
forecasting techniques
/'forkazstiy tek'nizks/ 38
formal alliance /'fo:m] 3'latans/ 18
forming /'formim/ 25
forward planning
/'f:wad 'plaenim/ 38
forward projections
/'forwad pro'dzekinz/ 29
fostering self-development
/'fostarm selfdi'velopmoant/ 27
fraud /fro:d/ 31
free cash flows /fri: kaef flavz/ 30
fully online /'fuli pn'lam/ 16
functional departments
/'fapkinal di'paitmants/ 2
funding /'fandmy/ 5
gap analysis /gep a'nzlasis/ 12
gate criteria /gert krar'tiarta/ 8
generate a profit
/‘dzenarest 3 ‘profit/ 4
generic strategy
/dzi'nenk ‘stretadzi/ 37
geographical divisions
/ dza'greefikl di'viznz/ 2
gestures /'dzestfaz/ 28
get down to something
/get daun tu 'sam@m/ 25
get on with someone
/get on w10 'samwan/ 25
get the job done
/get 83 dzob dan/ 25
get through /get Bru:/ 25
get to know someone
/get tu nav ‘samwan/ 25
global retailer /'glaubl ‘rizterla/ 12
global risks /'glaubl risks/ 17
go online /gau pn'lamn/ 15
go public /gau ‘pablik/ 32
goal artainment
/gaul 3'temmant/ 40
going concern /'gaum kan'san/ 30
government statistics
/'gavanmant sta'tistiks/ 8
grade /greid/ §
grant copyright permissions
/gra:nt kopirait pa'mifnz/ 10
grants /gramnts/ 5, 32
greater efficiency
/'‘grextar 1'fifnsi/ 3
green agenda /gri:n a'dzenda/ 14




gross margin /gravs ‘'ma:dzm/ 29
gross profit margin /

graus 'profit ‘ma:dzm/ 30
group cohesion

/grup kav'hizzn/ 25
group norms /gru:p namz/ 25
group work /gruzp wak/ 22
guidance notes /'gaidns navts/ 21
have a propensity to

/hav a pra'pensiti t/ 6
hedge fund /hed3 fand/ 35
hedging /hedzmy/ 35
high flyers /hai 'flaaz/ 26
high volume sales

/hat 'volju:m seilz/ 37
highly successful business

/'haili sak'sesfal 'brznas/ 9
high-pressure sales approach

/hai 'prefo seilz a'pravt{/ 11
hire /hara/ 22
historic cost /hr'stonik kost/ 30
holding stock /‘havldiy stok/ 18
horizontal integration

/hori'’zont] mtr'greifn/ 33
housing market /havziy 'makit/ 36
human resources strategy

/"hjwmen n'zosiz ‘stretadszi/ 22
hygiene factors /haidzi:n

'faektaz/ 23
idealized influence

/ar'dilazd 'mfluans/ 27
implemented /tmplmentid/ 19
inbound logistics

/'mbaund la'dzisuks/ 17
incentives /m'sentivz/ 34
incidental expenditure

/ msi'dent] ik'spenditfa/ 5
Income statement

/'mkam 'stestmant/ 29
indirect costs / indir'rekt kosts/ 29
individual consideration

/mdr'vidzual kan sida'reifn/ 27
individualism

/ mdr'vidzoalizam/ 28
induction programme

/m'dakfn 'prougreem/ 22
induction training

/m'dakin 'tremm/ 24
industry bodies /'mdastri 'bodiz/ 8
inertia /r'na:fa/ 39
ingenuity / md3r'njunti/ 6
in-house /'m havs/ 17
in-house sources /'m haos ‘sxsiz/ 8
initial concepr /1'mif] 'konsept/ 6
inirial exchanges

/r'mif] ik'stfemdziz/ 25
initial order /r'nif]l ':da/ 18
initial public offering (IPO)

/1'mifl 'pablik 'vforiy

(,a1pi'au)/ 32
innovate /'maveit/ 6
innovation / ma'velfn/ 6
innovative product

/' mavertiv 'prodakt/ 9
innovators /'maveitaz/ 9
inside information

/m'said mfa'metfn/ 34

inspirational motivation

/mspa'reifnal maotn'veifn/ 27
institutional investor

/mstr'tju:fnal mn'vesta/ 4
institutional shareholder

/ msu'tju:fnal 'feahavlda/ 4
intangible services

/m'taend3zabl 'sa:visiz/ 13
integrate /'mtigrent/ 1
integrity /in'tegnti/ 27
intellectual capital

/ mta'lektfual 'kaeprtal/ 26
intellectual property

/ mta'lektfual 'propati/ 10
intellecrual stimulation

/ mw'lektfoal stimju’lerfn/ 27
interact with clients

/ mta'reekt wid 'kiasants/ 1
interactive features

/mta‘rekuv ‘fistfoz/ 16
interbank lending rates

/ ntar'baznk 'lendin reits/ 36
interest rate /'intrast reit/ 31
internal audit /m'tan] '>:dit/ 19
internal customers

/m'tzn] kastomaz/ 24
internal environment

/in'tanl m'vasranmant/ 38
internal performance

/m'tenl pa‘formans/ 12
internal supply chain

/m'txnl] s3'plar tfemn/ 19
interpersonal relationships

/mta'paisanl n'lesfnfips/ 23, 25
invention /m'venfn/ 6
inventory /'mvantri/ 21
inventory control

/'mvantri kan‘traul/ 5
inventory management system

/'mvantri ‘mendzmant

‘sistam/ 21
investment bank

/m'vestmant bagk/ 32
investment portfolio

/m'vestmant pa:t'fovliao/ 35
investment vehicle

/m'vestmant 'viankl/ 35
invoice /'mvois/ 5§
Islamic banking /1z'leemik

bankin/ 35
job advertisement

/d3zob ad'vatismant/ 22
job description /d3zob di'skripfn/

22

job enlargement

/d3zob m'la:dzmant/ 23
job enrichment

/d3ob m'ntfmant/ 23
job rotation /d3pb rav'teifn/ 23
job sansfaction /dzob sets'fekin/

23
job security /d3ob si'kjuanti/ 23
joint venture /dzomt 'ventfa/ 33
junior consultant

/'dzunie kan'saltant/ 5
just-in-time /dz3Ast i tarm/ 21
key criteria /ki: krai'tana/ 7

key performance indicators
/ki: pa'formans 'indikertaz/ 1
key players /ki: 'plesaz/ 39
killer idea /'kilar ar'dia/ 10
knowledge management
/'nolidz 'menidzmant/ 26
knowledge networking

/‘nolid3z ‘wakmy/ 3
laggards /'legadz/ 9
laissez-faire approach
/ leiser 'fear a'pravtf/ 27
late majority /lest ma'dzonti/ 9
launch /lomtf/ 6
layers of management
/'lenz av 'mamdzmant/ 2
lead users /lizd 'juszaz/ 6
leadership /'lisdafip/ 1, 27
leadership qualities
/'li:dafip 'kwolitiz/ 27
learning organization
/lamim >:gena'zerfn/ 26
legal entity /'lixgl 'entiti/ 34
legal sharing /'li:gl 'fearm/ 10
legally binding contract
/'lizgali ‘bamndi 'kontraekt/ 18
legislation / ledzis'leifn/ 14
legitimare /li'dsitimat/ 10
lend money /lend 'mani/ 31
lending criteria /'lendm
krar'tiora/ 31
levels of service /'leviz av 's:vis/
20
leveraged /'lizvonidzd/ 36
liabilities / lara'bilitiz/ 29
liability / lama'biliti/ 34
haising with /li'erzip wid/ 1
lifespan /'laifspen/ 13
likely customers
/laikli 'kastomaz/ 14
line manager /lamn ‘manidza/ 24
lines of responsibility
/lamnz av n sponsa'biliti/ 2
loan application /laun
@pli'kerfn/ 31
loans /launz/ 5
logistics /la'dzistiks/ 5, 17
long-term solvency
/log tazm ‘'solvensi/ 30
loyal to brands /losal tu
breendz/ 20
Macro environment
/'makrau in'varanmant/ 3
maintain the status quo
/mem’temn 83 'stertas ‘kwau/ 39
make aprofit /meik 2 'profit/ 1
manage conflict
/'manids 'konflikt/ 27
management discipline
/'memdzmant 'disiplin/ 11
management instrument
/'manidzmant ‘mstramant/ 14
management accounting
/' memdzmant a'kaunty/ 29
management by objectives
/'maémdzmant bar ab'dzektvz/ 3
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management concept

/'mamd3zmant konsept/ 3
management consultant

/'manidzmant kan'saltant/ 3
management guru

/' mamdimant 'guru:/ 3
management theories

/'menidzmant 'Oeriz/ 3
management-by-exception

/' mamdzmant bar ik'sepfn/ 27
managerial work

/ maeni'dsanal wak/ 1
manufacturing

/ mzenju'faektfarm/ 3
margin of safety

/'ma:dzm av 'sesfti/ 21
market comparables

/'mazkit '’komprablz/ 30
market criteria /'mazkit

krar'tara/ 7
market development

/'mazkit di'velopmoant/ 12, 37
market-driven /mazkit 'drivn/ 11
market entry /'mazkat ‘entri/ 12
market-extension merger

/'mackit 1k'stenfn ‘ma:dza/ 33
market leader /'mazkst 'lizda/ 37
market overview

/'mackit ‘sovavju:/ 12
market penetration

/'makat pent'treifn/ 37
market presence /'mazkit

'‘prezns/ 12
marker segment /mackit seg'ment/

12, 20
market share /'mackst fea/ 12
market structure

/'mazkat ‘straktfa/ 12
market tested /'mazkit ‘testid/ 6
market trends /'mazkit trendz/

6,12
market value /'mazkit 'vaelju:/ 30
markering /'mazkitin/ 14
marketing managers

/'mazkaty ‘maenidzaz/ 12
marketing mix /‘makitiy miks/ 11
marketing objectives

/'ma:zkitim ab'dzektivz/ 12
marketing plan /' ma:kitig

plen/ 12
marketing strategies

/'makit ‘streetadsiz/ 12
masculinity / maskju'liniti/ 28
mass media advertising

/maes ‘mi:diar ‘advatarzin/ 7
mass production /mas pra'dakin/ 3
mature /ma'tjua/ 25
maturity /ma'tjuanti/ 13,31
measurable /'mezarabl/ 40
measure success /' me3a sak'ses/ 1
meet production targets

/mizt pra'dakfn ‘ta:gits/ 1
meeting needs /'miztin nicdz/ 11
meltdown /'meltdavn/ 36
members /‘membaz/ 25
mentor /‘menta:/ 1

mentoring /'mentarn/ 24

merge /mad3z/ 33

merger /'ma:dza/ 33

merger waves /'ma:d3ze wervz/ 33

mergers and acquisitions
/'mudzerz and mkwi'ziafnz/ 33

/'mifn 'stestmant/ 12, 38
mitigate risks /'mitigent risks/ 35
modified /'modifaid/ 7
money laundering

/'mani 'Ia:ndary/ 31
monitor performance

/'monita po'famans/ 18
MONItOr Progress

/' monita 'pravgres/ 40
mortgages / magidziz/ 36
motivation /maoti'veifn/ 23
motivational /'mavtiverfnal/ 3
multi-divisional structures

/'malti di'viznal 'straktfaz/ 2
multimarket activitics

/'malti'mazkat &k'uvatiz/ 38
must-have criteria

/mast hov krar'iana/ 7
murtual fund /'mju:tfval fand/ 35
near and far environments

/miar and fair m'vawrenmants/

38
negative cash flow

/'negativ kel flav/ 29
net present value

/net ‘prezant 'velju:z/ 30
net profit /net ‘profit/ 29
net worth /net wa:8/ 29
new entrants /nju: 'entronts/ 37
new product development process

/nju: ‘prodakt di'velapmant

'prouses/ §
new product introduction

/nju: ‘prodakt intra'dakin/ 8
new-product project

/nju: ‘prodakt ‘prodzekt/ 8
niche market /mif 'mazkit/ 15, 37
no blame culture

/navu blemn ‘kaltfa/ 26
no formal structure

/nau 'foem) 'straktfa/ 2
non-disclosure agreements

/non dis'klauze a'gricmants/ 10
non-executive directors

/'nonig'zekjativ di'rektoz/ 34
non-profit organization

/non'profat 2:gana'zeifn/ 4
non-threatening /non '‘Gretnin/ 24
norming /'namin/ 25
norms /na:mz/ 28
noteholders /'naut holdarz/ 32
notes /naots/ 32
notice period /'navts ‘prarad/ 22
nurturing creativity

/'nastform krier'uviti/ 27
object of desire

/'obdzekt av di'zaa/ 9
objective /ab'dzektiv/ 7
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online appraisal system

/'on lam 'preiz] 'sistom/ 24
online business /'on lam 'biznas/ 16
online communirties

/'on lam ka'mjuznitiz/ 15
online procurement system

/'on Jam pra’kjuamant

'sistam/ 21
online questionnaires

/'onJam kwestfo'neaz/ 15
online recruitment services

/'on lam ri'krutmant

'suvisiz/ 22
online services /'on lam

'smvisiz/ 15
online surveys /'on lam ‘sa:veiz/ 8
online rendering

/'on lamn ‘tendory/ 21
on-the-job training

/on 83 d3zob 'tremm/ 24
operating licence

/‘opareity) 'laisns/ 35
operational plan

/.ppa'reifnal plaen/ 4, 38
operations management

/opa'reifnz ‘'mandzmant/ 17
opponents /a'paunants/ 39
opportunities and threats

/,0pa'tju:nitiz and Orets/ 12
opposition to change

/,ppa‘zifn tu tfemnds/ 39
order books /*a:da buks/ 9
organization chart

/ ganar'zesfn tfat/ 2
organizational infrastructure

/ >:ganai'zeifnal

‘mfrastraktfa/ 17
original concept

/a'ndzanl 'konsept/ 7
out of my comfort zone /

aut av mai 'kamfat zavn/ 28
outbound logistics

/'avtbaund la'dmistiks/ 17
outsourced processes

/'autsoist 'prausesiz/ 18
outsourcing /'avtsasig/ 17
overarching premise

/ puva'ra:tfig ‘premis/ 40
overcapacity /auvaka'pesati/ 33
overheads /'auvahedz/ 29
paradigm shift /'paeradamm fift/ 27
parucipative leadership style

/ paz'usapativ 'lizdafip stail/ 27
passive /'pasiv/ 27, 39
patent /'pestnt/ 10
patent an idea /'peitnt an

ar'da/ 10
patent application

/'pertnt @ph'keifn/ 10
patent attorney /'pertnt 3'tsmi/ 10
Patent Pending /‘peitnt 'pendin/ 10
patent search /‘pertnt sa:tf/ 10
pay attention to detail

/pe1 a'tenfn tu 'dizterl/ 1
payroll management

/‘perraul ‘'mamdzmant/ 18
peer appraisal /prar 3'prez)/ 24




peers /pwz/ 23
pension fund /‘penfn fand/ 35
performance appraisal

/pa‘famans 2'premzl/ 24
performance milestones

/pa'fozmans 'mailstaonz/ 32
performed poorly /pa'formd

‘puali/ 25
period of conflict

/'prarad av 'konflikt/ 25
permanent posts

/'paumanant pausts/ 22
personality traits

/ pasa‘nahti treits/ 27
personality types /

pasa'naliti taips/ 25
personalized lists

/ pa:sanlazd lists/ 16
physical outlets /'fizikl 'autlets/ 16
planning and scheduling

/'plenm and 'fedjuzlin/ 4
plausible hypothesis

/'pla:zabl har'poBasis/ 38
podcast /'podka:st/ 15
portfolios /pat'fovleuz/ 35
positioning themselves

/pa'zifnm dam'selvz/ 37
positive cash flow

/'pozatv kaef flav/ 29
post-merger integration

/paust 'madzs mmt'greifn/ 33
potennial customers

/pa'tenf] kastomaz/ 6
potential risks /pa‘ten(] nisks/ 17
power distance /'paua 'distans/ 28
predictions /pri'dikfnz/ 38
pre-employment checks

/primm'plommant tfeks/ 22
premises /'premisiz/ 13
premium /'pricmiam/ 33
premium services

/'prizmiam 'suvisiz/ 15
pressures for change

/'prefaz fa tfeindz/ 39
pre-technical evaluation

/pri'teknikl 1 veelju'erfn/ 8
pre-tender queries

/pri‘tends kwiariz/ 21
prevailing culture

/pri'veilin ‘kaltfa/ 28
price /prais/ 13
price-comparison websites

/prais kem'pansn ‘'websaits/ 16
price-carnings ratio

/prais “znigz ‘reifrav/ 30
primary activities

/'pramori ®k'uvatiz/ 17
primary market research

/prammari 'mazkit ri'sactf/ 8, 11
principal /'prinsapl/ 34
principal-agency problem

/'prinsapl 'erdzansi

‘problom/ 34
principles of Taylorism

/'primsaplz av tetlarizm/ 3
prioritize risks /prar'ontaiz

risks/ 17

private limited company

/'pravit "imimnd 'kampani/ 34
private ownership

/'pramvat ‘sunafip/ 4
private venture capital partnerships

/'prawvit 'ventfe 'kaepital

'‘paztnafips/ 32
processes /'prausesiz/ 3, 17
procurement /pra‘kjuamant/ 17
procurement budger

/pra‘’kjvamant 'badszat/ 21
procurement department

/pra’kjuemant di'pa:tmant/ 18
product awareness

/'prodakt a'weanas/ 13
product champions

/'prodakt 'tfempanz/ 8, 16
product criteria

/'prodakt krar'tere/ 7
product development

/‘prodakt di'velapmant/ 6
product divisions

/'prodakt di'viznz/ 2
product-extension merger

/'prodakt 1k'stenfn

‘ma:dza/ 33
product launch /'prodakt lamtf/ 8
product life cycle

/'prodakt lasf 'saskl/ 8, 13
product portfolio

/'prodakt pa:t'favliu/ 7
production process

/pra‘dakin 'prouses/ 3
production targets

/pra‘dakin 'taxgits/ 3
production-led /pra‘dakfn led/ 11
productivity rates

/. prodak'uviti rents/ 3
profit and loss account

/'profit and los a'kavnt/ 29
profit centre /'profit 'senta/ 29
profit seeking /'profit 'sitkin/ 4
profitability /'profitabl/ 30
project manager

/pra‘dzekt 'mamdza/ §
projected break-even point

/pra'dzektid 'bre1 kiven point/ 9
projected cash flows

/pra'dzekud kef flavz/ 32
promorte teamwork

/pra'maot "ti:mwak/ 25
promotion /pra'mavfin/ 7, 13
promotional material

/pra'mauinal ma'uanal/ 11
proprietary software

/pra‘praatri 'softwea/ §
prospective suppliers

/pra'spektiv sa'plaraz/ 21
prototype /'pravtataip/ 6, 10
public limited company (plc)

/'pabhik ‘limitid 'kampani

(i el'siz)/ 34
public sector /'pablik 'sekta/ 3
punctuality / panktfo'aeliti/ 28
purchasing habirs

/'patfasm ‘heebns/ 20
put in a tender /put m 3 ‘tenda/ 21

qualified opinion
/'kwolifaid a'pmian/ 34
qualitative analysis
/'kwolitatv a'nzlosis/ 14
qualitative data /'kwolitativ
'deita/ 8
quality assurance
/kwoliti 3'farrans/ 19
quality culrure /kwoliti 'kaltfa/ 19
quality management
/kwoliti ‘mamidsmant/ 17
quality management system
/'kwoliti 'manidzmant
‘sistam/ 19
quantitative analysis
/'kwontitativ a'naelasis/ 14
quantitative data
/kwontitotiv 'deita/ 8§
quantitative easing
/'kwontitetiv ':zig/ 36
rate /reit/ §
raw data /ro: 'deita/ 5
raw materials /ro: ma'tarelz/ 14
real cost /rial kost/ 29
re-brand /ri:breend/ 33
recession /ri'sefn/ 36
recognition of achievement
/ rekag'mifn av a'tfizvmant/ 23
recruit a new customer
/m'kruzt 2 nju: 'kastoma/ 20
recruitment and selection
process /r'kru:tmant
and sr'lekfn 'prouses/ 22
red tape /red teip/ 23
redesign / rizdi'zain/ 9
referees / refo'rizz/ 22
registered users /'redzistad
'jurzaz/ 21
regulated company
/'regjolertid 'kamponi/ 35
regulation / regju'lerfn/ 36
remuneration /n mjuna‘resfn/ 34
reorder levels / ri:'a:da leviz/ 21
repayment schedule
/r'permant 'fedju:l/ 31
repeat purchases /ri'pist
‘patfosiz/ 18
report on results
/ri'poit on ri'zalts/ 1
research and development (R & D)
/ri'sat] and di'velapmant
(aran'diz)/ 6, 13
research brief /ri'sutf bri:f/ 14
research expertise
/ri'sact] ekspas'tizz/ 26
reserves of currency
/ri'zavz av 'karansi/ 35
resistance to change
/ri'zistans tu tfeinds/ 39
resisters /r1'zistaz/ 39
resource requirements
/ri'zys kwatamants/ 12
resources /ri'zasiz/ 4, 27
respect for confidentiality
/ri'spekt fo konfi denfr'zliti/ 24
restraining forces
/ri'strem ‘forsiz/ 39
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re-structure / riz'straktfa/ 33
retail outlets /'ricter] ‘avtlets/ 13
retain an existing customer
/ri'tem an 1g'zistip ‘kastama/ 20
return on assets /r1'ta:n on
‘sets/ 30
return on capital (ROC)
/r'tan on 'kapital(a:r v siz)/ 30
return on equity /r1'ts:n pn
‘ekwiti/ 32
return on investment (ROIT)
/r'tam pn in'vestmant
(ar au a1)/ 30
return on talent /r1'tsm on
‘telont/ 33
revenue /‘revenju:/ 29
revenue generation
/'revanju: dzena'reifn/ 33
review /ri'vju:/ 40
revolutionary design
/ reva'lu:fanri di'zam/ 9
rigid /'ndsid/ 40
risk and continuity management
/misk and konti'njuzti
‘menidzmant/ 17
risk aware /nisk a'wea/ 17
risk management
/nisk ‘memdzmant/ 35
risk management policy
/misk ‘'mamdzmant 'polasi/ 17
risk management process
/misk 'meenidzmant ‘prouses/ 17
risk management strategy
/nisk 'maenidzmant
'stretadzi/ 35
risk profile /risk 'provfail/ 17, 35
risk taking /risk 'tetkin/ 6, 27
rivalry /'rarvalri/ 37
role model /ravl 'mpdi/ 19, 27
roles and responsibilities
/raulz and nsponsa'bilitiz/ 3
salary levels /'s@lari leviz/ 23
sales forecasts /seilz 'fockasts/ 32
sales records /seilz 'reka:dz/ 8
sales-led /seilz led/ 11
satsfied customers
/'seetisfard 'kastomaz/ 19
sansfying work /'setisfann wak/ 4
saturation / setfa'reifn/ 13
savings /'servinz/ 5
scanning the environment
/'skeenip 8i m'vaaronmant/ 14
scenario planning
/st'nairiau 'pleenin/ 38
scientific management /
sapn'tfik 'mendzmant/ 3
screening criteria
/'skriznm krar'ttarn/ 7
search engine optimization
/sxtf 'end3zm ppumar'zeifn/ 15
search techniques
/s9:tf tek'nizks/ 15
second-stage financing
/'sekand steid3 'famaensm/ 32
second tranche /'sekand tra:nf/ 32
secondary market information
/'sekandri 'mazkit mfa'meifn/ 8

secondary market research

/'sekandri ‘'mazkat mi'sa:f/ 11
secondary research data

/'sekandri m's3:tf 'deita/ 14
secure online systems

/st'’kjuar 'on lam 'sistamz/ 21
secured investment

/st’kjuad m'vestmant/ 9
securities /st'kjuarntiz/ 32
securitized /sr'kjurs taizd/ 36
security /st'kjuariti/ 31
seed financing /sixd ‘famaensin/ 32
selection panel /si'lek{n ‘panl/ 22
self-assessment /self 2'sesmant/ 24
self-awareness /self 2'weanas/ 25
self-interest /self 'introst/ 39
self-regulation /self regju'leifn/ 25
self-study /self 'stadi/ 24
seminal work /‘'semml wa:k/ 3
semi-structured interviews

/'semi ‘straktfod 'mtavjuzz/ 14
senior partner /'si:nta 'paitna/ 5
sense of achievement

/sens av a'tfi:vmant/ 23
services /'savisiz/ 3
set a personal example

/set a 'pa:sanl 1g'za:mpl/ 27
set prices /set 'prasiz/ 1
set targets /set 'ta:xgrts/ 1
shadow banking system

/'fedav bagkin 'sistom/ 36
shape policy /ferp 'polasi/ 20
share options /fear 'opfnz/ 34
shareholders /'feahavldaz/ 4, 29
sharing knowledge

/'fearm 'nohidz/ 26
shelf space /felf speis/ 5
shift in consumer demand

/fhift n kan'sjuzma di'mamd/ 37
short-term liquidity

/fa:t tazm W'kwaditi/ 30
shordist /facthst/ 22
sifting /'sifun/ 22
sign off /samn of/ 5
silo mentality /'sailau

men'tehti/ 28
single-loop learning

/'smgl luzp 'la:nimy/ 26
situational analysis

/ sitfu'esfnal a'naelosis/ 38
skills updates /skilz ap'derts/ 24
small fee /sma:l fiz/ 10
social enterprise /'sauf]

‘entopraz/ 4
social marketplace

/'sa0f] ‘'mazkatpleis/ 31
social networking site

/'saufl 'netwakin sait/ 15
social objectives

/'saufl ab'dzekuvz/ 4
social skills /'saufl skilz/ 25
socializing with colleagues

/'sauflarzin wid ‘koli:gz/ 28
software /'softwea/ 5
sole proprietor /savl

pra'praata/ 34
sole trader /saul ‘treida/ 2
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solvency ratio /'splvansi
'rerfizu/ 30
sophisticared /sa'fistikend/ 5
sources of finance
/'sasiz av 'famaens/ §
sources of knowledge
/'susiz av 'noldz/ 26
sovereign debrt crisis
/'sovrm det 'kraisis/ 36
span of control
/spen av kan'travl/ 2
special formula /'spef] 'famjula/ 9
specifications / spesifi’kerfnz/ 21
specifying /‘spesifann/ 18
spectacular failure
/spektzkjola 'feiljo/ 9
Spot opportunities
/spot ppa‘tju:mitiz/ 1
spread the risks /spred
8o nisks/ 35
Stage-Gare Process
/sterds geit ‘prauses/ 8
stages of adoption
/'sterdziz av a'dopin/ 9
stakeholders /'stetkhavldaz/ 4
start-up business /'sta:'tap
'biznas/ 5
statements of account
/'stertmants v a'kaunt/ §
state-of-the-art /stest ov 8a a:t/ 21
statistical process control
/sta'tistik] ‘prouses kan'travl/ 19
statistical techniques
/sta'ustik] tek'nizks/ 5
status quo /'stertas 'kwau/ 6, 39
STEEP analysis /stizp a'neelasis/ 14
stewardship /'stjwadfip/ 34
stickiness /'stikinas/ 15
stock /stok/ 5, 21, 32
stocks /stoks/ 32
stock control system
/stok kan'traul 'sistam/ 21
stock market /stok ‘mazkit/ 32
storming /'sta:miy/ 25
strategic /stra'tixdzik/ 14
strategic decisions
/stra'ti:dzik di'siznz/ 38
strategic marketing
/stra'ti:d3ik 'mazkitin/ 37
strategic partnership
/stra'tizdzik 'partnafip/ 4
strategic plan /stra'ti:dzik
plen/ 3,4, 8
strategic planning cycle
/stra'ti:dzik ‘plaeniy ‘sark]/ 38
streaming media /'strizmim
‘mixda/ 15
structured interviews
/straktfad 'mtaviu:z/ 8
subcontracted
/ sabkan'trekud/ 17
subcontractor / sabken'trekta/ 18
subjectivity /sabdzek'tiviti/ 7
sub-prime debt /sab praim
det/ 36
subscription /sab'sknipfn/ 10, 21
subsidiary /sab'sidiori/ 33



substitute product

/'sabstitju:t 'prodakt/ 37
substitute services

/'sabsutju:t 'suvisiz/ 37
suitably equipped

/'swtabli r'kwipt/ 27
supplier /sa'plaa/ 18
supplier audit /sa'plasar "n:dit/ 18
supply chain /sa'plar tfemn/ 17,18
supply chain management

/sa'plat tfemn ‘manidzmant/ 18
supply of goods /sa‘plar av

gudz/ 11
support activities

/sa‘poit @k'tvatiz/ 17
surplus funds /'saplas fandz/ 31
sustainability /sa'stemabl/ 14
sustainable business

/sa'stemabl ‘biznas/ 4
sustamnable excellence

/sa'stemabl 'eksalons/ 19
SWIFT /swift/ 31
SWOT analysis /swot

o'neelasis/ 12
synergy /'smadzi/ 33
tacit knowledge /‘t@sit 'nohdz/ 26
tactical plan /'tacktik] plaen/ 38
take charge of /teik tfa:dz ov/ 23
take out a patent

/tetk aut 2 'pertnt/ 10
take remedial steps

/teik n'mi:dial steps/ 18
take risks /teik risks/ 6,27
takeover /'tetkavva/ 33
talent management and

retention scheme /

'teelont ‘menidzmant and

r'tenfn ski:m/ 26
tall structure /to:] 'straktfa/ 2
tangible and intangible

benefits /'teend3abl ond

m'tznd3zabl 'benifits/ 35
tangible products

/"teendzabl ‘prodakes/ 11, 13
tangibles /'tzendzabalz/ 13
target audience /'taigit 'a:dians/ 16
rax-deductible

/teeks di'daktabl/ 32
team appraisal /ti:m 3'preizl/ 24
team development

/tizm di'velapmant/ 25
team player /tizm 'plesa/ 1
team spirit /tizm ‘spirt/ 25
reamworking /ti:m'wakim/ 25
teambuilding activities

/'ti:mbildmek'uvatiz/ 27
technical development

/'teknik] di'velopmant/ 8
technical proposal

/'teknik] pra‘pavzl/ 6
technical requirements

/'teknik] r'kwamants/ 8
rechnical skills /'teknik] skilz/ 26
temporary contract

/temprari 'kontraekt/ 22
tender /‘tenda/ 21

tender documents
/'tenda 'dokjuments/ 21
terms of reference
/tamz av 'refrans/ §
the ‘great man’ theory
/8a greit maen 'Gari/ 27
the board of directors
/8% bxd av di'rektaz/ 34
the commons /8s 'komanz/ 10
the Companies Act
/8% 'kampaniz @kt/ 34
the customer rules
/09 'kastoma ru:lz/ 19
theft /Beft/ 10
threatening /‘Bretnin/ 24
tme management software
/taim 'mamdzmoant 'softwea/ S
time value of money
/tamm ‘veelju: av ‘'mani/ 30
timeframe /'taim frem/ 38
to be stretched /tu bi stretft/ 26
to evaluate a tender
/tu 'vaeljuert 2 'tenda/ 21
to gert closer to their customers
/tu get klausa tu dea
'kastamaz/ 20
to have potential /tu hav
pa'‘tenfl/ 12
to put out to tender
/tu put aut tu ‘tenda/ 21
too big to fail /tu: big tu feil/ 36
toughness /tafnas/ 25
toxic assets /'toksik ‘zsets/ 36
tracking /'treekin/ 20
trade directories /treid
dr'rektoriz/ 18
trade off /trexd of/ 32
trade unions /treid ‘jumnianz/ 14
rrademarks /‘tresdmazks/ 10
traditional advertising media
/tra'difnal ‘edvatazin
‘mizdia/ 16
traditional design
/tra'difnal di'zam/ 9
traditional methods
/tra'difpal 'meBadz/ 15
training evaluation
/'tremm 1 valju'elfn/ 24
transaction /treen'zekfn/ 5
transactional leadership
/treen'zeknal li:dafip/ 27
transformational approach
/ treensfa'mesfnal a'prautf/ 33
transformational leadership
/ reensfo'merfnal lidalip/ 27
transition period

/tren'zifn 'prared/ 39

under a licence /'andar 3
laisns/ 10
underlying assumptions
/anda'lang a'sampinz/ 12
underwrite / anda'rait/ 36
unigue product characteristics
/jur'nizk ‘prodakt
Jkeerokta'ristiks/ 7
unique selling point
/jw'nizk 'selim pomnt/ 32
unqualified opinion
/an'kwolifaid 2'pmian/ 34
unwritten rules / an'ntn ru:lz/ 28
upward feedback
/'Apwad 'fi:dbak/ 24
user-friendly /jussa'frendli/ 21
valid concerns /'vaehd
kon'sa:nz/ 39
value analysis /'vaelju:
a'nazlasis/ 18
value chain /'veelju: tfem/ 17
value proposition
/'vaelju: propa'zifn/ 32
values /'vaeljuz/ 28
variable costs /'veariabl kosts/ 29
variables /'vesarablz/ 39
vendor /'venda/ 18
venture capital /'ventfa
‘kaepital/ 32
venture capitalists
/'ventfo kapitalists/ 5, 32
vertical integration
/'vaukl mu'greifn/ 33
vested interests /'vestid
‘mtrasts/ 39
viability / vara'biliti/ 6
viral marketing /varal
‘mazkitg/ 16
virtual team /'va:tfual tiim/ 24
vision /'vizn/ 9
vision statement /'vizn
'stertmant/ 40
volatile /'volatail/ 35
volunteers / volan'tiaz/ 4
vulnerable /'valnarabl/ 17
waged /weidzd/ 4
waive competition law
/weiv kompa'ufn 12/ 36
Wall Street /wa:l strist/ 36
waste material /weist
ma'tienal/ 14
well-balanced team
/wel 'baelanst tizm/ 27
well-being /wel 'bizg/ 23
what if /wot 1f/ 38
white goods /wait gudz/ 11
wide variety of skills
/waid va'ramti av skilz/ 23
work off-site /wazk of sait/ 5
workforce /'wakfais/ 22
working capital ratio
/'watkm ‘kapital retfiav/ 30
working conditions
/'wakig kan'difnz/ 23
work shadowing /‘wak
f{edouin/ 24
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