Business Spotlight

The vocabulary challenge:
bilingual or monolingual?

Deborah Capras, deputy editor
lan McMaster, editor-in-chief
Business Spotlight

2012 BESIG
Stuttgart, 17 November 2012




: s s I
Spotlight Verlag

= Munich-based publishing house founded in 1981

= Six successful print products for language-learning
= Each magazine: audio products, e-paper, website
= Video-learning platform: “dalango”
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Overview

= |s vocabulary the answer?
= Guessing games

= Monolingual approach

= Bilingual approach

= QOur blend

= OQur support

* Your feedback
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Is vocabulary the answer?

“[....] there are hundreds of thousands of chunks in English;
learning enough of these to have an appropriate chunk to hand
in a given situation is not a quick or trivial job. With much less
time and effort, learners can acquire grammar for putting
together comprehensible phrases and sentences that can serve
them on the long journey towards more native-like proficiency.”

“This does not mean that grammar is the most important thing
to teach: the title probably goes to vocabulary.”

Dr Catherine Walter
Lecturer in applied linguistics at the University of Oxford

Co-author with Michael Swan of the Oxford English Grammar Course
Guardian Weekly

18 September, 2012
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Is vocabulary the answer?

“Poor sentence structure can hinder comprehension, but poor
vocabulary can stop comprehension immediately.”

Keith S. Folse
TESOL Professor
University of Florida (2012)

“Grammar is important, but more learners need to focus much
more on vocabulary.”

Keith S. Folse
Business Spotlight 5/2012
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What do learners want most?

Business Spotlight

Extend my vocabulary

Be proficient in English

Learn specialist terms/vocabulary
Learn grammar

Test my English

Improve intercultural communication
Attain soft skills

92 %
84 %
82 %
55 %
50 %
43 %
40 %

Business Spotlight survey, 2011. Respondents 1,011. Selected results.
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Guessing from context

Star power

“I was living in a in New York when somebody asked
me if | cooked. | said yes. That person told me ‘we have a party of
200 people and you have to make one ', and | made

" A party guest recommended Khanna for a job at a
restaurant called Salaam Bombay. This led to his current position as
at Junoon. “Although it’s a restaurant, |
have always tried to keep simple food in it,” he says. Khanna, who is
single, says his mother wants him to marry an Indian girl. “All | want
is that she be as proud an Indian as | am,” he says. Khanna adds
that he’s not looking for a woman who can cook well. “| don’t want
the ,. he laughs.

Extract from “Star power”, Business Spotlight International, 2/2012, p. 6

L y
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Guessing games

“In reality, unknown words within texts are very often
not deducible from contextual clues.”

Della Summers, lexicologist,
study for Longman Dictionaries, 1980
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Guessing games

= Guessing words from context is an excellent reading strategy: it's
not a learning strategy

= Research suggests that 95 per cent of the words in a text need to
be known in order to understand it (Liu Na and 1.S.P. Nation, 1985)

= (Guessing a word does not mean that the students have learned
the word

= Students often guess words incorrectly
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What would you do?

Business Spotlight

How can we help learners to understand unfamiliar words?

disposable
appeal

bill

cap

= means
benefits
malign
modest
Lords

-arries a distinct nuance. But ever since the days of the parish
loaf, the basic idea has been ensuring every hungry mouth gets

fed. Until now. The mumndmumauhmh the Lords under the

misnomer of welfare “reform™ is in truth more a litany of cuts. Of its

many gbjectionable features one stands out — an arbitrary annual cap
on any family’s total benefits of £26,000. The appeal ... is easy enough
to understand in the context of the Tory conference, which is where

Y ou can call it welfare, social security or the safety net, and each

George Osborne ... [declared] that no one
would get more in welfare than the typi-
cal working wage. Burt this sloganising
rests upon confusions ... both deliberate
and malign. For one thing, there is the
muddle between earnings and disposable
incomes, which for working families of
modest means will include tax credits
which the coalition are busily cutting. ...
The second wilful mix-up is between indi-
vidual and household incomes. The same
cash ... has to stretch much further with a
family of six than a single wage earner. ...

A CLOSER LOOK

Under the Elizabethan Poor
Law of 1601, people who
were too old or sick to work
were provided with food
and clothing by local
church parishes. Because
bread was an important
part of the diet, the provi-
sion of food became known
as the parish loaf. The law
was named after Queen
Elizabeth | (1533-1603).

Guessing is not enough — give concrete help in context
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“Knowing” a word

What does it mean to know a word?
We know a word or expression when we know its...

= spoken and written form
= |exical class

= use

= collocations

= appropriacy

= |level of formality

= synonyms and antonyms
= word family

= meaning/definition

= L1 translation
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Why provide English definitions?

Translations can cause problems:

“Mapping second-language vocabulary onto the
mother tongue is a basic and indispensable learning
strategy, but also inevitably leads to error.”

Michael Swan, linguist and author

The influence of the mother tongue on second language vocabulary acquisition, 1997
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Define!

Students may gain only superficial knowledge of the new words if
they learn the meaning only as a translation

True meaning may be lost in translation

Definitions work best if they are context-related, clear, brief and
as unambiguous as possible

Definitions make the student think about the word in relation to
the text and to its meaning

Definitions also draw the learners attentions to synonyms or
antonyms and so help them to remember

“Students learn to make use of general words and to develop the
skill of talking around a word” (Brown 1979)




Business Spotlight

Why provide translations?

Translations help:

“First language translations are probably the
simplest kind of definition in that they are short and
draw directly on familiar experience.”

|.S.P. Nation, Professor of applied linguistics,
Victoria University of Wellington, 2001
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Translating difficult vocabulary

In monolingual classes, I’'m more likely to use
my students’ first language to translate
difficult vocabulary items

60% -

50% -
M Strongly agree

40% -

° M Agree

30% - [ | Disagree

20% - M Strongly disagree
[ INo opinion

10% -

0% - L

mother tongue German mother tongue English

Source: Business Spotlight Teacher's Survey 2011, 289 respondents
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Which dictionary?

Selected research results:

= 37% allow monolingual dictionaries

= 32 % favour context clues

= 5% allow bilingual dictionaries

= 8% allow different dictionary type depending on learners' level
= 7% allow students to choose the dictionary

= 11% ban dictionaries
K. Folse, 2004
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Why provide translations?

“There is absolutely no research showing that
translations are bad.”

Keith S. Folse (2012)
“Getting to know you”, Business Spotlight 5/2012
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Translate!

= Translations can provide confirmation of correct meaning
= Translations can provide a quick answer

= Students will translate the words anyway (if not out loud then
definitely in their heads) so why try to forbid it?

= Related languages often share a great deal of cognate
vocabulary

= Languages may have exact translation equivalents

= Studies have shown that less proficient students were able to
learn more vocabulary items when they had learned the words
via translation and not in context (Prince, 1995)

= Bilingual dictionaries are more generally employed in the initial
stages of learning a language (Ronald Carter & Michael McCarthy, 1988)
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Tricky translations

= appreciate: an Wert gewinnen, schéatzen, zu schatzen wissen,
dankbar sein fiir, verstehen, begreifen, sich (dessen) bewusst
sein

= spike: Gleisnagel, Belegnagel, plotzlicher Anstieg, stark
anziehen, jemand Drogen ins Getréank tun, (einen Bericht)
stoppen/verhindern/einstampfen/zuriickziehen

= equity: Eigenkapital, (equities) Aktien, Aktienkapital, Kapital,
Kapitalbeteiligung, Neutralitat, Unbefangenheit

= drive: Spritztour, Einfahrt, Antrieb, Vorderradantrieb, fahren, von
elw. angetrien werden, Biss, Aktion, Kampagne, Festplatte,
Laufwerk, Datentrager
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Tricky Translations

Business Spotlight

TRICKY TRANSLATIONS ~

How do you say “appreciate” in German?

In financial English, to “appreciate” is to become more
valuable: “l expect this building to appreciate over the
next ten years.” This is best translated as im Wert steigen
or an Wert gewinnen: Ich erwarte, dass der Wert dieses
Gebédudes in den ndchsten zehn Jahren steigt.

The word is also used to signal that you recognize how
good or useful someone or something is: “My boss just
doesn’t appreciate my skills.” This is translated as
schatzen or zu schatzen wissen: Mein Chef weil3 meine
Fahigkeiten einfach nicht zu schétzen.

We also use it to express thanks for something someone
has done for us: “l really appreciate your help.” This can
be translated as (zu) schatzen (wissen) or dankbar sein
fiir: Ich bin sehr dankbar fiir Ihre Hilfe.

To “appreciate” something is also to understand it ful-
ly and know what it means: “l don't think he appreciates
the seriousness of our situation.” This is often translated
as verstehen, begreifen or sich (dessen) bewusst sein: Ich
glaube nicht, dass er sich bewusst ist, wie ernst unsere
Lage ist.

How do you say bestehen in English?

In the context of testing, bestehen means to sit an exam-
ination or test successfully: /ch habe gerade die TOEFL-
Priifung bestanden. This is translated as pass: “I've just
passed the TOEFL test.” Bestehen can also be used in the
sense of continuing despite problems: Wir missen am
Markt bestehen. This is translated as succeed, prevail or
endure: “We must prevail in the marketplace.”

Bestehen can also be used to refer to the existence of
something. Diese Tradition besteht seit Jahrhunderten;
Wie lange besteht das Unternehmen schon? This is trans-
lated as exist, be in force (said about laws) or be in busi-
ness (said about companies): “This tradition has existed
for hundreds of years”; “How long has the company been
in business?” Informally, one can also say be around: “The
tradition/firm/theory has been around for a long time.”

Followed by the preposition auf, bestehen means some-
thing very different: Ich bestehe darauf, zu bezahlen. This
is best translated as insist on: “| insist on paying.”

Followed by the preposition aus, bestehen describes the
components of something: Die Priifung besteht aus zwei
Teilen. This is translated as consist of or comprise: “The
exam consists of two parts.”

s 2

EXERCISE 1 Translate the following sentence.

| appreciate how difficult this must be for him.

4 3\

EXERCISE 2 Translate the following sentence.

Ich hoffe, ich habe diesmal bestanden.
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Article with translations

Business Spotlight

The Guardian

Welfare
cuts

Sozialhilfe ja, aber in
welcher Hohe? Was
steht dazu in dem g
Gesetz, das derzeit im
britischen Oberhaus
verhandelt wird?

ou can call it welfare, social mculiry or the safety net, and cach
Yurrm a distinct nuance. But ever since the days of the parish

loaf, the basic idea has been ensuring every hungry mouth gets
fed. Until now. The bill wending its way through the Lords under the
misnomer of welfare “reform™ is in truth more a litany of cuts. Of its
many ob ble features one stands out — an arbitrary annual cap
on any family’s total benefits of £26,000. The appeal ... is casy enough
to understand in the context of the Tory conference, which is where
George Osbome ... [declared] that no one
would get more in welfare than the typi-
cal working wage. But this sloganising Under the Elizabathan Poor
rests upon confusions ... both Law of 1601, people who
and malign. For one thing, there is the :ﬁ‘g&‘f‘;ﬂ”ﬁl;"m
muddle between carnings and na clothing D’ 'DC“
ingomes, which for working families of church pasishas,
modest_means will include tax_credits breag was an unpomn:
which the coalition are busily cutting. ... part of the digt, the provi-
The second wilful mix-up is between indi- sion of food became known
vidual and houschold incomes. The same ﬁ.;"s‘m ﬁu Y:ﬁ'::
cash ... has to stretch much further witha ¥
family of six than a single wage carner. ... Exzabeth | (1333-1608).

A CLOSER LOOK
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Combination?

Sixty-five per cent of our readers favour definitions
in English, in addition to the translations

Business Spotlight survey, 2011. Selected results.




Business Words

Business Spotlight

il Telekom.de 3G 11:25 R 92%

Word of the Day

jarsd fringe benefits
2 [

Nebenleistungen

extra payment, or other benefits, on top
of one's normal salary

"You can expect to receive all kinds of
fringe benefits working here — including

cheaper flights."

>

il Telekom.de 3G 11:26

R 92% &P

executive toy
fringe benefits

half-baked idea

Favoriten

Bearbeiten

(]

Favoriten
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Customized solutions

= Content syndication

= Customized print publication

= Customized e-paper

= Web-based solutions for companies

= Special subscription offers
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Content syndication

Business Spotlight
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Page 60
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= The job doctor
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Licence edition
(Czech Republic)

Single articles for
interested clients or
publications

longer term newsletter
content agreement
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Customized print publications

Business Spotlight

FREE BOOKLET: A BUSINESS SHORT STORY

Business Spotlight
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Customized e-paper: Business Spotlight International

Business Spotlight
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Web-based solutions

Business Spotlight

Intranet for companies:
e.g. Siemens website
exercises, podcasts,
business words

Customized online content
for companies/publishers:
Spiegel Online

Manager Magazin
Postbank

Handelsblatt

Bu;ineSS Spot]ight

SIEMENS

ENGLISCH FUR IHREN BERUFLICHEN ERFOLG | ONLINE learnin g campus

Halten Sie Ihre Englischkenntnisse fit und aktuell! Der Learning Campus der
Siemens AG bietet Ihnen zL mit il light hier aktuelle News und
Sprachiibungen.

Updated every day

)))) emerging economy (noun)
{ economies in the process of rapid growth or industrialization
German: aufstrebende Volkswirtschaft

Listen here: "With a growth rate of about 5 per cent, Indonesia is an
® emerging economy that interests investors.”
Download

Updated every week
Vocabulary: Street life

= >

Elisa ry: This is Elisa M ry for i i to our
podcast for the 13th of September 2011.

Elisa Moolecherry: You know, there is a form of work that fits everyone. Some people
work freelance, and do project work for several companies. Some have a steady job
with one company. Others do temporary work, often while learning a new skill or

Abonnement
Business Spotlight

IMPROVE
YOUR EMAILS!

Exklusiv-Angebot fir SIEMENS-
Mitarbeiter

Archive

13.09.2011

Vocabulary: Street life
06.09.2011

Business Skills: Matrix organizations
30.08.2011

Grammar: "so” and “neither”
23.08.2011

Intercultural Communication: The
Czech Republic

16.08.2011

Vocabulary: Working conditions

Feeback
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What to learn/teach?

Which words and expressions might learners have
problems with and why?

_ mingle talk through
audiencegraveyard slot  sweet-talking
assembly room long time no see
go over like a lead balloon

catch’up hospitality staff ~ well-seasoned
don't mind me same old same old

mess straight talk
lecture off the c%ff

www.wordle.net
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Skill Up! Vocabulary guide

Business Spotlight
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VOKABELTRAINING LEICHT GEMACHT

AAAAAAA

In focus: getting orgamzed | Small talk: Great to see you!
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Methods for presenting vocabulary

Business Spotlight

Brainstorm some methods (there's one!)

= Mind maps/brainstorming

= Vocabulary in context

= Feeding in lexis during task-based activities
= Grouping/sorting words

=  Semantic sets/fields/groups

=  Synonyms, antonyms, homophones

= Pictures/photos/realia

= Explanations

= Examples: why would you swerve in a car?

= Labelling

= Completing diagrams and charts/describing processes
= Scales, e.g. always------------- never

=  Wordlists
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Methods for consolidating vocabulary

Business Spotlight

Review, repeat, remember

Self-study tips

= Create memory aids and associations
= Practise visualization

= Draw mind maps

= Use wordlists

Classwork

= Group writing activities

= Gap-fill exercises

= Games

= Dictations/dictogloss activities
= Jumbled letters or sentences
= Use wordlists
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Vocabulary lists are useful

“Lists are clear. Lists are concrete.”

Keith Folse, 2004




Vocabulary list and MP3 audio

Business Spotlight
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Use this page to practise the vocabulary from the current issue of Business Spotlight.
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timetable |tamm tethad) Stusden-, Fateplas um memer, you can domnioad 3n MP3 file of these

1rerdin pacst |l peust
travel insurance
["tevel i fuoeses b - for-|

x s

words o0 our website, All the English-German vecab-
ulary lists from the magazines, gong back to 2001, e
alyo gemlable st www. buminess-spotlight. dedwodlist
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PRATE PRORETY

A BANKING UNION

Der Ruf nach einer europiischen Bankenunion wird immer
lauter. Fir den Zusammenschluss fehlen allerdings noch
wichtige Voraussetzungen, wie |aN MCMASTER erldutert.

Darf jeder alles tber jeden erfahren? MatT FIRTH befasst sich
mit den Gesetzen zum Schutz lhres Personlichkeitsrechts.

here has been much discussion recently about the con-

ditions that would be necessary to guarantee the success
of the euro. As many experts have said, a key problem is that
a monetary union was created before introducing either a po-
litical union or a fiscal union,

The eurozone countries share a single currency and a com-
fmon monetary policy, with interest rates set by the European
Central Bank in Frankfurt. But there is no central eurozone
government with control over spending and taxation in the
area. Nor is there an automatic system for fiscal transfers
from rich countries to poor countries, as there normally is
between the regions of individual countries, via taxes and
social benefits.

As well as discussions about the need to move towards
greater political and fiscal union, there has been a lot of de-
bate in recent months about whether the eurozone also

Many of the eurozone’s
problems have come from
the banking sector

needs a “banking union”. This would be a closer coordina-
tion of banking activities within the area.

A key reason for this discussion has been recognition of
the link between the debt problems of banks and the debt
problems of the countries in which those banks operate. For
example, in Ireland, the financial problems of private-sector
banks — caused largely by the collapse of property prices
— became a sovereign debt crisis when the government had
to rescue the banks,

Proposals for a banking union (or “bank union”) usually
include one or more of the following elements:

1. Central regulation and supervision of eurozone hanks.
At the EU summit in Brussels at the end of June, it was
agreed in principle that the European Central Bank (ECB)
would play a key role here. However, many details still
have to be worked out, in particular, the ECB's exact

86 www.business-spotlight.de

powers, its relationship with non-eurozone EU countries,
such as Britain, and exactly which eurozone banks would be
covered. Germany wants only the biggest banks to be regu-
lated, and not, for example, all regional savings banks as
well. Agreement is unlikely before the end of 2012.

2. A common recapitalization and

This would have the power to restructure and, u\(\mately‘
close down struggling banks — if necessary, against the
wishes of national governments. At the summit, it was
agreed only to allow the European Stability Mechanism
(ESM), the eurozone's new permanent rescue fund, to re-
capitalize banks directly rather than via individual govern-
ments. Spain and Ireland will be the first beneficiaries of
this decision. This proposal is not planned to take effect un-
til central regulation and supervision have been introduced.

3. A common bhank deposit insurance scheme. At the
moment, individual countries have their own schemes.
The proposal for a common scheme across the eurozone
would again help to break the link between banking and
sovereign crises in individual countries. But the German
government is firmly against such a scheme being intro-
duced at the eurozone level for fear that the country's
taxpayers would have to bail out bank customers in other

countries.
authority [o:'8vrati] Instanz
ball sb. out jmdm. aus der Klemme

helfen
Bankeinlagensicherungs-

‘a
k deposit Insurance scheme

bk di,pbzit n' fusrans skim] system
beneficiary [ benr': fari] NutznieBer(in)
bt [det] Schulden
fiscal transfers [ fiskel ‘trensta] Finanzausgleich
fiscal unlon [,fiskel jumion] Steuer, Fiskalunion
nterest rate ('ntrast rert] Tinssatz
Tink [kl Verkeftung
‘monetary union [, mantari jumian] Wehrungsnion
property [propati] Trnmobilie(n)

scue sth./sb. ['reskjui] et /jmdn. reften
rescue fund ('reskju: fand] Reffungsfonds
resolution [,1ezs'lu: wn] Abwicklung
savings bank ['servinz bank] Sparkasse
single currency [smg¢l Earansi] Einheitsvaniung
Soclal benefits [,soufl benits] Sozialleistungen
soverelgn ['sovrin] Staats-
summit ['samit] Gipfel(freffen)
supenvision [ suipaizn] Aufsicht

IAN McMASTER is the editor-in-chief of Business
. Spotfight. You can read his blog on topics relating to
global business at www. business-spotiight.de/biogs
[{ Contact: | mcmaster@spotlight-verlag de
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Celebrities: do they have the right to be let alone?

owe need privacy? Ina highly respected essay of 1890,

Louis D. Brandeis — who later became a US Supreme
Court justice — stated “the right to be let alone” was fun-
damental to a free society. Privacy law aims to protect this
right by regulating the use and storage of personal informa-
tion collected by governments and private organizations
Regulation is provided by international laws on privacy (for
example, Article 8 of the European Convention on Hurnan
Rights, or ECHR), as well as specific national laws.

As with other areas of law, there is often conflict between
the aims of privacy law and laws that seek to protect other
rights. Article 8 of the ECHR guarantees a “right to respect
for privacy and family life”. However, this right is qualified
by a number of restrictions included in the law. One of these
restrictions is the right to freedom of expression, which is
necessary for the exercise of a free press, and is also guar-
anteed by the ECHR.

Other international legislation on privacy includes the
United Nations' convention on political and civil rights. This
states that the individual's “privacy, family, home, corre-
spondence, honour and reputation” are to be protected from
unlawful attacks,

In some countries, including the UK, individuals have no
explicit right to privacy beyond that which is granted under
the international conventions their governments have signed.
Other nations have a range of privacy laws that regulate, for

example, the use and storage of data regarding citizens'
health, finances, communication as well as cther areas of
their private lives,

Nonetheless, states frequently atternpt to give themselves
greater access to their citizens' private information. In 2009,
the UK government failed to pass controversial legislation
that would have given it access to details of every aspect of
its citizens’ online activities. The current government is try-
ing to pass similar legislation, but there is still strong oppo-
sition from the press and civil-rights organizations.

Princess Caroline’s privacy

In February 2012, the European Court of Human Rights,
in Strasbourg, rejected an invasion-of-privacy complaint
by Princess Caroline of Monaco. She claimed that pho-
tographs taken of her and her husband on a skiing holi-
day in Switzerland yiolated their right to privacy. German
courts had rejected their argument, a decision upheld by
the European court. It said freedom of expression for the
magazine Frau im Spiegel had been “carefully balanced.

against the right of the applicants to respect for their pri-
vate life”, and the photographs had contributed to a “de-
bate of general interest”. This landmark decision supports
the media's right to report on celebrities

EXERCISE: Respect or reject?

Choose the words that best complete the text.

Article 8 of the European Convention on Human Rights
(ECHR) guarantees the right to respect for one's priva-
cy, but this is a) qualified / regulated by other rights,
such as the right to freedom of expression. The United
Nations also seeks to protect individuals against unlaw-
ful attacks on their b) restriction / reputation. A decision
made by a Gerrman court against a complaint by Princess
Caroline of Monaco was c) rejected / upheld by the Eu-
ropean Court of Human Rights. The court stated that the
rights of the d) applicants / arguments had been consid-
ered, but that photographs of them had made a contri-
bution to a “debate of general interest”. This was con-
sidered a e) landmark / celebrity decision.

access ['zkses] Zugang

applicant [ plikant] Antragsteller(in); Klager(in)

celebrity [sa'lebrati] Promi

conventlon (kan'venfon] Abkornmen

expliclt [1k'splist] ausdraicklich

‘grant sth. [grax etw. gewahren -

Invaslon (im'verzen]  Eingriff; hier: Verleizing

pass legislation [ pazs ledsrslerfon]  ein Geselz/Geselze verab-
chieden

privacy ['privasi] Privatsphare; Datenschuz

privacy law ['privasi 1] Gesefzgebung zum Schutz
der P

reject sth. [ri'dsekt] etw.

storage ['storrids] Speicherung

Supreme Cout justice Richter(in) am

[supriztn feourt 'dsastis®] US Bundesgerichtshof

uphold sth. [xphauld] filer: etw. bestatigen

violate sth. [ aralert] etw. verleizen

*This symbol marks standard US pronunciation that differs from standard UK pronunciation
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Answers on page 89

MATT FIRTH teaches legal English at the University

= of St Gallen, Switzerland. He Is also secretary of

" the European Legal English Teachers' Association
(EULETA). Contact: matthew. firth@unisg.ch
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AZMAT

Danger symhol:
it warns of a risk
to health or to

the environment ] X L

Phatodiss

Was verbindet einen Computer mit einem Unkrautvemichtungsmittel? Es ist die Tatsache, dass beide
gefahrliche Stoffe enthalten. Evan Frenoo gibt nahere Informationen. aivancod |

hat do the following things have in common:
| the computer in your office, the petrol in your
car, the medicine you take for allergies and
the weedkiller you use in your garden? They
areall potentlally dangerous because they contain haz-

-dous materials, or “hazmat” for short.

Organizations and industries classify hazardous ma-
terials, sometimes called “dangerous substances”, in dif-
ferent ways. In the transportation industry, hazardous
materials are those that present a risk to public safety
or the environment while they are being moved from
one place to another. In the building industry, concerns
include what happens to materials as they deteriorate
over time and whether they cause a current or future
threat. One example is the health problems created by

‘asbestos [ees'bestas] Asbest
decontamination [ dikan,temi'nerf+n] Entgiftung
deterlorate [di'trariarert] verfaller

‘emergency response team Noffall
[itardzonsi ri'spons tirm]

hazard control zone
(,hzzad kan'travl zavn]
vazardous materlal [,heez>das fa'tiarial]  Gefanrstoft
Incident ['msidsnt] Twischen-, Storfall

asbestos. In the recycling industry, 2 key question is how
best to deal with the range of materials found in elec-
tronic goods. Every industry has its own view, resulting
in a great number of rules and regulations.

Hazardous materials can be classified in various
ways, for example, as solid, liquid or gas. Alternative-
ly, substances can be divided into categories such as nu-
clear, chemical or biological materials. Other classifica-
tion systems are based on potential risks. The United
Nations’ “Recommendations on the Transport of Dan-
gerous Goods” form the basis of hazmat regulations in
many countries.

Many materials come with a safety data sheet (SDS)
that describes safe handling procedures, information
about the material and warnings of potential dangers.
People have to be certified to deal with hazardous ma-
terials. Their training depends on the industry, the
worker’s specific role and the level of risk. Basic train-
ing covers areas such as handling, storage and transport.

For people working with very hazardous materials,
the training must be rigorous and include instructions
for using personal protection equipment (PPE), for re-
sponding to incidents and emergencies, for setting up
hazard control zones and for decontamination proce-

petrol ['petral] UK Benzin

regulation [ regju'leifon] Vorschrift,

safety data sheet (SDS) ['seifti deits fut] Sicherheifsdatenblaft

Sorage [stomds] . Lageung _____ normal to have IEenc

weedkiller ['wixd kila] Unkrautverichtungsmittel

70 www.business-spotlight.de

dures. In certain contexts, such as the oil industry, it is
emergency response teams on standby,
ready to deal with any problems that may arise.

5012

EXERCISES

1. Handle with care
Complete these sentences using the correct words
from the box.

certified m environment m procedures
= radioactive m regulations

o

Many rules and ___
hazardous materials.

exist for dealing with

b) To avoid accidents, it is essential to follow safe

handling .

c) Ourstaffareall _______to deal with hazardous
materials.

d) A nuclear reactor produces ______ waste.

€) Hazardous materials may threaten the

Match the words to their descriptions.

1. poisonous
a) biological 2. easily catches fire
b) corrosive 3. get worse and worse
¢) decontamination 4. removing hazardous
d) deteriorate substances
e) explosive 5. relating to living things
f) flammable 6. having the potential to
2 toxic explode

7. causing damage to

metal

ald b0 o0 &[0 e[ +00 e

8. Focusing on safsty
Choose a word from each column to create three-word
collocations found in the text.

control equipment
data sheet

protection

a) safety
by bezard 00 e o w0 a0
©) personal

1 z)vegu\anons b) proceduves ©) certified; d) radioactive; e environment

b-7; e6; -2, g-1. 3. a) safety data sheet;

Bt ool zone 5 pevsmal protection equipment

52012

Usstul vocabulary

assess sth. [o'ses] etw._bewerten

biological [, baro'Iodzrk1] biologisch

certified [saztifaid] Gtaatlich) gepraft
chemical [kemikl] Chernikalie; chemisch
classification [ leesifiEer[n] Efnordnung, Unterteilung
Classify sth. [ klzsifa;

etw. einordnen, unterteflen
brennbar, Bre sttt
Efnhaitung (von

combustible [kam bastabel]
compliance (kam plarans]

containment (kan'temnmant] Eindammung
corrosive [ka'rausiv] KorrosTy, atzend
emergency ['m:dzansi] Notfall

emergency response team Notfalleinsatzteam
[i,taxdsonsi ri'spons tizm]

evzuatlon [1vzk]n‘el on]

explosi plaust  explosh
exposule [Esravp]

feuergefahrlich

Uflzzmabsl/in'flemabsl)

guideline ['gardlam] Richtiinfe

handling ['heendli] Handhabun
i D — A T — rdung
‘hazard control zone Gefafrenzone

[ hzezod kan'troul zoun]

‘hazardous material [ hzzades ma'tiarial] _Gefahistoff
isofate sth. [‘arsalert] etw_[solleren, elngrenzen
fabel sth. ['lerb=]) et i
labelling ['letblin] K
[ r1sa'lernias] nstige(r,s)
monitor sth. ['monita] etw._dbenwachen

nuclear ['njurklia] nuKlea, atomar, Kern-
oxidizer ['oksidaiza] Oxidationsmitel
personal protection equipment (PPE)  personiiche

[;pazssnal pra'tek[n 1, kwipmant] Schutzausriistung.
precaution [pri'ko: =n]

prevention [pri‘venfen] Vorbeugung
procedure [prav'si:dsa] Verfahren, Vorgehen
raclioactive [ reidiou'zktiv] radioaktiv

recover sth. [ri'kava] efw. wit

regulation [ regju'lerf*n] Vorschrift,
regulator ['regjulerta] Regufativ

tespond to sth. [ri'spbud tu]
response [ri'spbns]

safety data sheet (SDS) ['seifti derto 1] smherhensaatenmatt
Lache; auch: Olteppich

Noffallset bel einem Ol-
unfall

(Inhalts-)Stoff, Substanz

auf eby. reagleren

spill [spi]
spill kit ['spiT Ere]

substance ['sabstans]
toxic ['toEsiE]
toxicity [tok'sisati]

giftig
ToxizItat, Giftigkelt

For more Information

BOOK

m English for Construction, Evan Frendo (Pearson ELT); see page 89

WEBSITES

m Control of Substances Hazardous to Health (COSHH):
wwwfhse. gov. uk/coshh

® United Nations Economic Commission for Europe (UNECE) on the
transport of dangerous goods: www.unece. orghrans/idanger/danger. htm!

For related exercises, see Business Spatiight plus

Purposes. Contact: evan frendo@edb.de
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EVAN FRENDO worked as a mechanical engineer for 11
| years Since 1993, he has been a language trainer and
u coursebook author specializing in English for Specific
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CORPORATE HOSPITALITY

Be my guest

his summer, major sporting events included the

European football championships in Poland and Ukraine
and the 2012 Olympic Games in London. Many large com-
panies use such events to provide corporate hospitality, a
way to wine and dine their clients with bespoke packages for
enjoying the sporting events in cormfort and style.

These packages include facilities such as corporate boxes
or marquees, from which guests can watch the match; the
opportunity to “meet and greet”, in other words, to shake
hands and chat with the footballers or other athletes; exclu-
sive catering services ranging from canapés to a full sit-
down, three-course meal; reserved parking areas; and hosts
and hostesses who are responsible for taking care of the
visitors.

All this care and attention isn't only during the game or
match. In many football stadiums, for example, corporate

l]llll: Company fun
Choose the correct answer for each question.

a) Keith Prowse Ltd, a UK firm, has provided events
and corporate hospitality for over _________ years.
1. 220 2.120 3.76

b) Hiring an Executive Club box at Chelsea FC costs
. per person per season.
1. £1,825; 2.£8,250 3.£12,000

© Manchester United player Roy Keane referred criti-
cally to VIP spectators as the “______ brigade”
1. champagne 2. black tie 3. prawn sandwich

d) One hospitality ticket for the 2012 men's singles
final at Wimbledoncosts ______.
1. £1,000 2. £2,000 3. £4,000

Rnswers on page 89

84 www.business-spotlight.de

Die i und L wvon Fi &l kann,
abhingig von den Steuergesetzen des Landes, ein lukratives
Geschift sein, wie MIKE SEYMOUR erklart.

hospitality begins up to three hours before the match starts
and extends for another hour after it ends, so departing par-
ticipants do not have to deal with too much traffic when
leaving. The planners really do think of everything — and
they have to, because entertaining business guests is big
business. A recent report by Market & Business Development
Ltd estimates the value of the UK market for corporate hos-
pitality in 2012 at nearly £1.3 billion (€1.6 billion)

However, the corporate hospitality industry does have its
critics. Somme say that the number of corporate tickets pro-
vided for sporting events reduces the number available for
true fans, and that many of the tickets sold on the black
market were originally intended for corporate clients. The
practice of providing corporate hospitality to clients is also
sometimes criticized for being very close to bribery,

But corporate hospitality isn't just about “schmoozing”
clients. There are also events for employees, and it seems
the providers' imagination is practically unlimited. Corporate
occasions include incentives, team-building events,
Christmas parties, as well as seminars or conferences. Event
managers might offer golfing, flying, off-road driving, clay
pigeon shooting or fly fishing and, for the not-so-sporty
employees, wine tasting, chocolate making or learning
magic tricks.

In Germany, recent sex scandals involving insurance
salesmen at a corporate event have given the industry a bad
image. However, this is one of the countries where corporate
hospitality is not offered as widely as in Britain, for example,
because the guest has to pay tax on the value of the pack-
age. This means that many business people in Germany pre-
fer not to accept invitations.

bespoke (bi'spauk] UK mabgeschneldert; her auf den

Kunden
billion [biljsn] Willardefn)
bribery [‘bratbari] Bestechung
champlonshlp ('t [ mpjan/ip] WMelsterschaft

clay pigeon shooting Tontaubenschieben

(ke ‘prdzen futig]
corporate hospitality
[ kotparat hospr'teelati)

Unteraltung und Bewirtung
von

faclllty [='silati] Emrichtung
Incentive (in‘sentrv] (CerstungsJAnrez
maglc trick [madstk trik] Zaubertrick
marquee (ma:'kis] UK Bewirtungszelt

schmooze sb. [Jthurz) US efwas sich bel jmdr._einschleiren
wine and dine sb. [;waim an 'dain] Jmdn. furstlich bewirten

| MIKE SEYMOUR is a business English trainer and
consultant in Bonn. He is the author of Hofel &
Hospitality Englishr (Collins) and regularly writes for
W87 Business Spotiight Contact: www. mikeseymour.com
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Facilities and services
amenity [o'miznoti]

bespoke [bi'spauk] /-
tailor-made [,terkr 'me1d*] US

Annehmlichkeit
mabgeschneidert; hier:
auf den Kunden zuge-
schnitten

Incentives and activities

fy fishing ['flar fifin] Fliegenfischen
magician [mo'd31fn] Zauberer, Zauberin
magic show ['madsik [2u] Zaubervorfihrung

off-road driving [,of raud 'drarvin]

betting facility [‘betin £,stlati] Wettmoglichkeit

onruany] ori

Tacility [To'siloti] Einrichtung
freebie [Tribi] il Gratis-, Werbegeschenk
hoststh./sb. [houst] etw. austragen / jmdn.

bewirten
(Ausweis-)Trageband

Tanyard [‘lenjad]

&
potholing / caving [pothouliy / kervin]  Hohlenforschen
UK spelunking [spr'lagkig] US

pottery making ['potari ,meikin] Topfern; Keramik
rock climbing ['rok Klarmm] Klettern

sailing ['scielin] Segeln
i

party tent ['pairti ,tent*] US

parking space ['pa:kiy speis] Parkplatz
Separate entrance [seperat ‘entians] _separater Eingang
{sporting) fegend [ledzond] UK (Sport-JLegende
VIP pass [viz ar 'pl: pais] VIP-Ausiieis

Places and locations

arena [o'ritna] (FuBball-}Arena

survival training [sa'varv=l tremnin]
treasure hunt [‘treso hant]

Schatzsuche

Food and drink
appetizer / hors d'ceuvre
[eptaiza / o1 'dary]
beverage [bevaridsl Getrank
buffet ['bufer] Buffet
‘canapé ['keenoper]

Vorspeise, Happchen

backstage [,bxk'steds] Backstage, Hinterblhne catering ['kertorm] Verkestigunz,
corporate enloge, VIP-Loge

grandstand [ Haupttriba champagne [ f=m'pein] Champagner
Tower/upper tier [[laua /,aps "1a] oberer/unterer Rang, complimentary [ kpmpli'mentari] kostenlos

obere/untere Reihe
Haupttribine
e

main stand [,mein 'stend]

free bar [
Tiquor [11ka]
prawn sandwich [;promn ‘swnwids]

stenlose Getranke
irituose(n}

players’ lounge ['pleroz launds]

icl
am Tisch serviertes

stadium ['sterdiom] Stadion
stall [stoil] Stand, Bude
upholstered seat [Ap haulstad 'si:(] gepolsterter Sitz
vantage point [va:ntids pount] ‘Aussichtspunkt
venue [venju:] Veranstaltungsort

sit-down meal [,s1t daun ‘mizel]

‘sparkling wine [ spazklin "wam] Sekt

The dark side

black market [[blzck 'markit] Schwarzmarkt
bribe (sb.) [brarb] Bestechungsgeld,
~geschenk; jmdn.
bestechen
bribery ["brarbori] Bestechung
corruption [ko'Apfon] Korruption
counterfeit ['kauntofit] Falschung
forge sth. [fids] etw. falschen
forgery ['fo Falschung

ri]
markup (on a ticket) ['mazkap] Aufschiag (auf eine

events
‘awayday [o'werder] UK
breakout session ['brerkzot, sefn]

Betriebsausflug

thematische Auftellung

in Gruppen

Konferenz, Kongress,
28

conference [konfarons]/
convention [kon'ven|en] ung
event(s) management ni-, Veranstaliungs-
[t'vent(s) mantdzment] management

event(s) manager [r'vent(s) mznidzal  Eventmanager(in),
Veranstaltungsleiter(in)
(Leistungs JAnreiz
WICE-Tndustrie
Tegungswirtschaft

incentive [m'sentrv]

MICE (meetings, incentives,

conferences/conventions and
]

more than face value mehr als der ausge-
Lmo: don fers 'vieljuz] wiesene Preis

ticket tout ['trkit taut] / Schwarzhandler(in}
ticket scalper [kt ,skiclpr] US (von Eintrittskarten)

‘nip o] ifi. eine Abzocke sein
cater for (sb.’s needs) ['keito 151/ auf jmds. Bedarfnisse
cater to (sh.’s needs) ['keiter tu¥] S zugeschnitten sein

grandstand view [grendsteend 'v freier Blick
meet and greet [,mi i Treffen mit

Prominenter
pay over the odds [per ,20va di 'odz] UK

berzogene Preise zah-
len

1ip sb. off [,rip 'f] #ml.
schmooze sb. [fmuiz] US

imdn. abzocken
etwa: sich bei jmam

wine and dine [[wam n 'dam] mdn. farstlich bewir-

ten; furstlich speisen

*Tnis symbol mars standard US pranunciadion hat iffers from standars UK sronuncistion

/2012

mars.
off-site meeting [,nf sart 'mirti]

BOOKS

w Business Travel: Conferences, Incentive Travel, Exhibitions,
Corporate Hospitality and Corporate Travel, Rob Davidson,
Beulah Cope (Pearson Education)

 Events Management, Glenn Bowdin, Johnny Allen, William
OToole et al. (Taylor & Francis)*

® Planning and Managing a Corporate Event, Karen Lindsey
(How To Books)

* These produets are available at wswvcsprachenshop de

WEBSITES

 Event magazine: www.eventmagazine.co.uk

 Eventia (trade body for the event-marketing industry):
www. eventia.org. uk

= Site Global (network of event managers): www.siteglobal.com

Klausurtaging

(] Job vocabulary at www.business-spotiight. detvocabulary

www.business-spotlight.de 85




-

Business Spotlight plus

Business Spotlight

= Reading is not enough — learners have to practise the vocabulary

Der Sprachtrainer fiir Business-Englisch

Business Spotlight

www.busin
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BUSINESS SKILLS BusinessSpoﬂig

The right words for BETTER
difficult discussions CONVERSATIONS {2

The secrets of
success

EVERYDAY LANGUAGE
At a restaurant:
who’s paying this time?

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

CULTURE CORNER

International marketing:
intercultural mistakes

languages and nationalities, standards

at work, illegal immigrants and a progress test

€380 (D)/€4,10 W/ sfr 6,85 (CH
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SINGAPORE SLING

Activity cards based on “The quiet ones?” (Business Spotlight 5/2012, pp. 28-33)

i n t h e c I a ss rn o m Instructions: Copy and cut up the cards.
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Um in Kontakt zu bleiben, tauscht man oft die Telefonnummem aus. Ken TavLor nennt
Ihnen einige Grundregeln, damit die Zahlenfolge auch richtig verstanden wird. [ESH

It’s easy to get confused when giving out your tele-
phone number in English. And it’s often even more
confusing when callers tell you their phone numbers!
Ler’s look at some basic rules:

1. Say each figure separately in groups of two or three.
For example, the number 973-8562 is usually said:
“Nine-seven-three, eight-five, six-two.” Don’t say: “nine
hundred and seventy-three, eighty-five, sixty-two.” This
is never done with telephone numbers in English and
would confuse most of your international callers.

The number “0” is as “zero”, or like the
letter “0”, and the word “oh”. The number 0208 307
160 could be pronounced: “Zero-two, zero-eight, three-
zero-seven, one-six-zero.” Or you could say: “o-two, o-
eight, three-o-seven, one-six-0.” In Britain, some people
use “nought” instead of zero. Don’t use this yourself, as
it can be confusing. Just remember what it means when
your British business counterpart says it to you.

2. If a figure occurs twice in sequence, you can say
“double”. For example, 055 677 8899 is “zero-double
five, six-double seven, double eight, double nine”.

3. If a figure occurs three times in a row, you have two
choices. The number 099 444 2333 can be said: “Zero-
double nine, triple four, two-triple three.” Or say: “Zero-
double nine, four-double four, two-three, double three.”

4. Numbers with several zeros at the end are often said
as whole numbers. For example, 07 2000 is said:
“Zero-seven, two thousand.”

5. Country codes can be said in two ways. For exam-
ple, 0049 (or +49) for Germany is “o0-o, four-nine for
Germany”; or “(plus) forty-nine for Germany”.

Here’s a simple test. Say the following four numbers
aloud. The answers are at the end of the article:

2) 055 876345 ©) 0049 645 3000

b) 013 444 2377 @) 077 515 9990
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Now, how do you make sure that you have under-
stood it when someone gives you their number? First,
make sure you always get the complete telephone num-
ber, including country and area codes.

Here are some useful expressions: “May I have your
number, please?” “Can you give me the country code
for Britain?” “Eighty-one — is that the area code?”
Don’t forget to repeat the number after it is given to
you. This allows you to check that you’ve heard it cor-
rectly. If you have missed part of the number, repeat the
number up to the missing figures like this: “So that’s
plus 44 for Britain, 2088, 61... Can you repeat the
rest?” Your telephone partner will then fill in the miss-
ing numbers for you.

You need to be exact when giving and taking down
telephone numbers — one small mistake can ruin every-
thing. So, be careful, be patient and be correct. ]

ANSWERS
a) Zero-double five, eight-sevensix, three-four-ive; b Zero-one-thiee, triple four (four-dou-
ble fou), two-three-double seven; ¢} Zerozeto (plus) four-nine for Gertrany, Six-four ve,

 five-oneive, nine-ze10)

aloud [a laud]

area code ['earia kaud]

consultancy (ken'saltansi] hrm

counterpart [‘kauntapart] Gegenuber

country code [antri kaud] Landeskennzahl, vorwahl

double {'dnbeI] hier: zwel Mal die (ZahD)

flgure ['figa] Zahi

fill sth. Tn [, ] etw_ausfarlen; fier
erganzen

Ina row [m 5 'rau] hintereinander

In sequence [, 'cizwans] in Folge

nought [io:t] UK nul

oceur [a'kar] ‘geschefien; hier: auffauchen

pronounce sth. (pra'nizvis] etw._aussprechen

take sth. down [,teik ‘daon] etw_notieren

triple ['tripel] iler; drel Mal die (ZahD)

KEN TAYLOR is the director of Taylor Consultancy
Ltd., an international communications consultancy
in London, and the author of 50 Ways to Improve
‘I Your Telephoning and Teleconferencing Skills
WA (Summertown). Contact: KTaylor868@aol com
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DATES AND TIMES

Anfanger und selbst fortgeschrittene Lemer haben
oft Probleme mit Kalenderdaten und Uhrzeiten.
Anna Hocsiener gibt Hilfestellung. | modiom |

here are a number of ways of saying calendar dates

and clock times in English. British and American
English usage also differ. To avoid making mistakes,
choose one way and try to keep to it.

CALENDAR DATES

Dates can be written in several different ways, and there
are also various ways of saying them. Speakers of
British English often say the day first, then the month
and then the year:

m It's the tenth of October, two thousand and twelve.
(10 October 2012)

In American English, the month usually comes first; in
this case, the definite article is dropped:

m President Lincoln was assassinated on April four-
teenth, eighteen sixty-five. (April 14, 1865)

Lincoln died on a Good Friday — the Friday just before
Easter Sunday. Here are the English names of some oth-
er important international holidays:

SAY IT IN STYLE BUSINESS SKILLS B

=

Etcslghata

CLOCK TIMES

Except for timetables or other cases where it is impor-
tant to be precise, the 12-hour clock is preferred to the
24-hour clock. Instead of “The meeting’s at 15.30”, say:

-
m The mesting's at half past three / at three thirty.
m The meeting's at half past three in the afternoon / at
three thirty p.m.

‘The abbreviations a.m. (from Latin ante meridiem, “be-
fore poon”) and p.m. (from post meridiem, “after
noon”) are not used with “o’clock”, “past” and “to”.
So, don’t say “nine o’clock a.m.” or “half past three
p-m.” — say “9 am.” or “three thirty p.m.”. For
“12 o’clock”, say “12 noon” or “12 midnight” to avoid
possible misunderstandings. Learners often find English
clock times confusing, but they are really quite logical.
For example, 2.30 is half an hour later than two o’clock,
and is therefore “half past two”. For the minutes be-
tween 0 and 30, say “past”; between 31 and 59, say “to”:

m New Year's Day (1 January)

® Whit Sunday, Whitsun, Pentecost (the seventh Sunday
after Easter)

m Christmas Eve (24 December)

Normally, no article is used before days of the week
(“See you on Monday!”). Sometimes, however, an arti-
cle is possible:

= Thisyear, the annual general meeting will be held ona
Friday, not a Saturday.

m |t's ten past two by my watch
m The train should arrive at 19 minutes to three.

PREPOSITIONS

Remember to use the correct prepositions: “on” for cal-
endar dates and days of the week, “in” for months and
years, and “at” for clock times:

m Normally, | don't work on Mondays.
m She was born in 1960 — in July, just like me
= Bill wants us to begin the mesting at ten sharp.

abbreviation (s brirvi'e: fn) Abkarzung

[2njual dsenwral mistiy)

The preposition “by” with a clock time or date means
“no later than”:

assassinate sb. [2'szsinert] ein Attentat auf jmdn. m | need your report by Friday the 19th

veruben
by my watch (bai ‘mat wot)) nach meiner Unr [
definlte article [ defanat bestimmter Artiel
drop [drop] hier: weglassen (W) Learn more phrases at www. business-spotiight. de/skills
Good Friday [gud 'fraider] Karfreitag
noon [n Zwalf Uhr miftags
P [eniikod] Fnesten ANNA HOCHSIEDER Is a Munich-based teacher of
timetable ['taif terbel] Stunden English as a Second Language and also writes on lan-

rplan
‘Wihitsun ["witsen] Pfingsten: Pfingstsonntag
Whit Sunday [ w1t sander]

512012

guage issues In Spotlight and Business Spotlight.
Mw Contact: a.hochsieder@googlemail.com
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POSTPONING ARRANGEMENTS

Terminverschiebungen kommen im Geschéaftsleben tagtaglich vor. Anna HOCHSIEDER
prasentiert Beispiele, wie Sie schriftlich um Aufschub bitten kénnen.  modium |

fyou need to change a meeting, you should inform people as
soon as possible, normally by phone or email. Emails, which
may be quite informal when you know the people well, are es-
pecially useful if more than one person is going to be affected.

Hello Nigel

1'm looking forward to talking to you about the details of our proj-
ect. However, I'm afraid I can't make Wednesday after all.
Something has come up, and 1 won't be able to get away all
week. How about the following week? Afternoons are usually best
for me. Please let me know which day would suit you.

Thanks a lot

Duncan

Dear Pauline

Apologies for not letting you know sooner, but 1'm afraid we're go-
ing to have to put off your visit. Things are rather hectic here, with
both Jorge and Yvette on sick leave. Do you think we could leave
it open for the time beina? I'll get back in touch as soon as [
know more.

All the best

Andreas

LT

Hi Megan, Tanya and Harriet

' afraid there’s been a change of plan yet again. Derek has de-
cided to put back the sales meeting until after his trip to Pracue.
Could you please let me know about your availability in the last
week of September?

Hoping to see you all soon

Carla

IKID

ST

affected: be ~ by sth. [s'fektid] von etw. betroffen sein

all the best [,5:1 85 best] herzliche GriBe
‘apologles [5'pbladsiz] ebwa: ich bitte vielmals urmn
avallabllity [5,verls'brlati] hier: freie Termine

for the time belng [fo: 85 tarm bizig] vorerst, einstweilen

Took forward to doing sth. Sich darauf freuen, etw. zu fun
ok forwad ta 'dummy] -
oceur [a'kx] Sich ereignen

phrasal verb [ freizel vab] Grundverb mit prapositionaler oder
adverbaler Erganzung

phrase (freiz] Ausdruck

postpone sth. [pavst paun] &b, verschieben

Prague [praig] Twg. Aussprache]

sales meeting ['serlz miztiy] Besprechung der Vertriebsmitarberter(innen)
sick leave: be on - ['sik I krankgeschrieben sein

softening ['sEnm] abschwachend

5/2012

All three writers use the softening phrase I'm
afraid... This is a very comrmon way of intro-
ducing an unpleasant piece of news.

The expression | can't make Wednesday
means “Wednesday is not possible for me”
(This is British usage. In American English,
you would say, “I can't make it on Wednes-
day”.) To ask about someone else's availabil-
ity, you can write, “Can you make Thursday?”
If you postpone a meeting, it is polite to give
a reason, however vague. Something has
come up means “An important event has oc-
curred (or will oceur) to prevent our meeting”.

Duncan asks which day would suit Nigel —
that is, which day would be convenient for
him and not cause him problerms.

All three emails contain phrasal verbs. These
are very commeon in informal, everyday com-
munication. Many of their one-word syn-
onyms are used only in formal correspon-
dence, for example, “postpone” or “delay”
instead of put off or put back.

Andreas asks Pauline if they can leave it open
when to meet. This means that he would pre-
fer not to make a fixed date yet.

Other informal phrases in the emails include
I'll get back in touch (for “I'll contact you™)
and let me know (for “inform me”),

(D) vou can find exercises relating to this topic in

Business Spotlight plus

wirw) There are more exercises on this topic at

www business-spotlight. defskilfs

ANNA HOCHSIEDER s a Munich-based
teacher of English as a Second Language
and also writes on language issues in
Spotiight and Business Spotlight.
N\ contact: a.hachsieder@googlemail.com
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M LANGUAGE ENGLISH ON THE MOVE

ON THE MOTORWAY

Starting ou

Phyllis: I'm glad we decided to hire a car, Mike. The train
to Birmingham was so crowded last time!
Mike: And | enjoy the driving even when there is a lot of traf-

fic — like now. | thought we were never going to get onto
that

Phyllis: How long will it take us to get to Birmingham, do
you think?

Mike: I'm not sure —an hour and a half? We should be com-
ing up to the M1 intersection soon. Then, it's about 80
miles, | think.

wllis: Look! There's a sign for the M1 turnoff

Mike: Great. I'll move over and get ready to turn onto the slip
road

Phyllis: There's a flyover ahead. That's probably where we go
off onto the M1.

Mike: You're right. We just have to follow the traffic. There
are a lot of cars turning off here

Phyl Probably all going to Birmingham, like us.

Mike: The traffic seems to have thinned out since we passed
Luton airport. | can drive a bit faster now.

Phyllis: What's the speed limit?

Mike: Seventy, Don't worry. | don't intend to get a speeding
ticket. There are lots of speed cameras around,

accelerate [ok selarert] beschleunigen
concourse Eingangsbereich, Halle
consultancy (k= Unfernehmensberatung
flyover [ flar,auval UK Uberfahrung

gap [gzp] Lucke
hard shoulder (5 Seitensfreifen, Bankett

Intersection [mta'sek[n]  hier: Aufobahnkrenz

Kénnen Sie die vielen Dinge bezeichnen, die zu einer Autobahn
gehdren? KeN TavLor geht mit lhnen auf Fahrt.

Phyllis: Would you like to stop for a coffee sometime? There
was a sign back there saying the next services are ten
miles ahead

Mike: Sounds good to me. Let me know when you see the
next sign.

The services

Phyllis: Do we need to buy a parking ticket?

Mike: No, the first two hours are free. But if you stay longer
than that, you need to pay. Otherwise, you could be towed

away.

Phyllis: OK. Before we have a coffee, | just need to find the
toilet

Mike: Yeah, me too. Let's meet back here at the entrance.
Then we can get our coffees.

(A few minutes later)

Mike: So, what do you want?

Phyllis: A cappuccino.

Mike: A cappuccino and a double espresso, please. And two
chocolate muffins.

Phyllis: Oh, dear! I'll get fat. But they do look good. I'll get
us a table so we can look out over the concourse and do
some people watching

On the road again

Mike: These are very narrow parking bays! Can you check for
other cars while | reverse?

Phyllis: OK. Nothing coming in either direction,

Mike: Great. Now where?

Phyllis: There's the exit sign over there — just follow that
minibus.

Mike: Right. Oh, wait a second — they've just turned off. |
don't want to go into the service station. I've got plenty of
petrol.

Phyllis: | think you need to take that service road to the right,
past the petrol station and the motel. Be careful you don't
land on the hard shoulder.

Mike: As long as | don't end up in the lorry park! No, you're
right. Here's the slip road onto the motorway. I'll just
accelerate a bit and have a look for a gap in the traffic.
There, that's it.

lorr rk ['Tori patk] UK Lkw-Parkplaz N .

Wz,: ba[y [‘p;km]be” UK Parkbuch‘t) Phyllis: Well done! It's not easy when everything is travel-
petrol [petral] UK Benzin ling so fast.

reverse [ri'vs] zZuricksetzen Mike: Next stop, Birmingham! B3
roundabout ['raunda bavt] UK Kreisverkehr

service road ['s31vis raud] Zufahrisstrabe

service station [‘ssvis steifon] Tankstelle

Slip read ['slip ravd] UK Autobahnauffanrt

Speeding ticket ['spiidin MEI  Strafzettel wegen Geschwin-

tow away (a can) [ tau a'wei] (ein Auto)
turnoff ['tamef] Abzweigung

82 www business-spotlight.de

KEN TAYLOR is the director of Taylor Consultancy
Ltd., an international communication consultancy
in London, and the author of 50 Ways fo Improve
Your Business English (Summertown). Contact
KTaylor868@aol.com
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W BUSINESS SKILLS GROUP DYNAMICS

WORKING TOGETHER

Vieles lasst sich besser gemeinsam in einer Gruppe erledigen. Doch welche Faktoren garantieren die
erfolgreiche Gruppenarbeit? Boe Dianen geht dieser und weiteren Fragen nach. | nodium |

uch of our working lives takes place in

groups, whether in departmental or project

teams, formal committees or looser peer

networks. The success of organizations de-

pends on the performance of such groups,

and leaders expect team members to create an atmo-

sphere and structure that can deliver high performance.

In this article, we will examine the concept of group

dynamics and identify key success factors. Before you
read on, think about the following questions:

= What exactly is a group?

m What are the key success factors of groups?
® What structures can groups have?

m How do group dynamics typically develop?
= How do successful groups communicate?

1. What is a group?

The term “group dynamics” is usually attributed to the
German-American social psychologist Kurt Lewin
(1890-1947). The concept focuses on the processes,
conscious and unconscious, that shape individual and
collective behaviour in groups. But whar exactly is 2
group? If we focus on the world of work, we find that
groups generally have the following characteristics:

Defined membership. The group is named, and spe-
cific individuals are formally assigned to the group.

Group awareness. The members of the group see
themselves as a group and identify with it.

Shared purpose. There is 2 common set of objectives.

Interdependence. The group members need to coop-
erate to complete their task or reach their objective.

Interaction. Members of the group need to commu-
nicate with each other.

The less pronounced these characteristics are, the
weaker the group identity is likely to be. For example,
imagine a group of people — let’s call them the Global
Marketing Team — who are located in different coun-
tries and are asked to work towards a high-level strate-
gic goal. However, because of a separation of their
tasks, a lack of regular interaction and a strong loyalty
to their local organizations, these individuals do not
connect emotionally to the group. This reduces their
commitment and effort, and weakens the role of global
marketing in the organization.

38 www.business-spotlight.de

2. Success factors

A number of factors can influence the behaviour and
success of groups:

a) History. In new groups, team members will spend time
getting to know each other by asking questions about
work experience, interests and hobbies. In more estab-
lished teams, there is a certain routine, and people have
defined roles. Past experience can provide a positive
sense of identity. But history can also be an obstacle to
success, as a result of bad habits (failing to deliver on
time) or feelings (broken promises and lack of trust).
Ask yourself: What is the history of my group, both in
terms of positive and negative experiences? What could
be done to build a more positive story (looking back
and looking forward) in order to develop a stronger
sense of shared identity and common purpose?

b) Communication. Tn any group, some people talk more
than others. Take a look at the graphic below. It shows
a typical distribution of talking time in a group meet-
ing. The smaller circles indicate the quieter individuals,
and the larger circles represent the noisier ones.

Figure 1: the distribution of communication

assign sb. to sth. ['sam tu] [mdn_einer Sache zuordnen
attribute sth. to sb. (= tribjut tu] Jmdm_ etw. zuschreiben
commitment [ka'mitmant] Engagement.

jepartmer xpas beilun
distribution [ distri'bj Verfellung
g0al [gaul] el
Interdependence [ ini>di'pendans] wechselselige Abhangigkelt
objective (sb'dzekt1v] Ziellvorgabe)
obstacle ['tbstoke]] Hindernis
on time (.o fermingerecht
peer ['pis] ‘gleichgestellte(r)
performance [ps'formans] Leistung
pronounced [pra‘naunst] ‘ausgepragt
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part of modern
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GROUP DYNAMICS

Cut this page out and use it to improve the group dynamics within your organization.

This section provides useful phrases for improving group dynamics within organizations. Remember, how-
ever, that these are just suggestions. You should use only language and approaches that you feel com-
fortable with — and that will work for you and your colleagues in your specific context.

1. Building a group identity

group
= | really like being part of this team because...
= One of our big successes recently as a tearm was to...

Highlighting a common purpose
= Our mission is to...
= Our main tasks are to...

= We need to cooperate in order to...
= We have to work together so that...

Supporting interaction
= Do you need more information from me about... 7
= Can | help you with... ?

2. Establishing positive group dynamics

Developing a sense of history
= | think we have made great progress over the last year.
= | remember at the last team event, when we...

Creating communication patterns

= May | just brief you for 15 minutes, and then we can
have a discussion?

= I'd like this to be interactive, so please comment at any
time.

Fostering cohesion
= | agree with you because...
w That's an interesting view. Can you say a little bit more?

Setting norms
= Should we agree on some rules for punctuality?
= Can we all agree to use only English in meetings?

Clarifying the group structure and roles
= Can we briefly discuss our different expectations?
= | expect aleader to... / | expect team members to...

3. Results-hased communication

a) Initiating
Suggesting ideas: Would it be an idea to,
Proposing solutions: One solution to this is to..

b) Seeking information
Asking for data: Could we have more information about... 7
Checking for accuracy: s it really the case that... 7

©) Giving opinions
Stating your view: For me, the main point is that...
Explaining beliefs: | believe that it's important to...

d) Orienting
Referring to previous aims: We agreed last time to.
Questioning new directions: To what extent does everyone
think that it's now the right time to change our goals?

Showing relationships: These issues are related because...
Pushing for a ion: Can we come to a decision on

4. Relationship-hased communication

approach [a'praut[] Vorgehensweise
brief sb. [bri:f] Jmdn. kurz und gezielt €) Coordinating
informieren
clarify sth. ['klerafa] etw. Kiaren, Klarstellen
cohesion [kou*hizsen]
onclusion [kon'kluzen] Ende; auch: this? Peter, do you agree to... 7
facilitate sth. [fo'silatei] etw_erleichtern; hier: etw.
moderieren
foster sth. [Tostal et fordern
goal [goul] Ziel
ighlight sth. (harlart]

etw.
etvi._beginnen, initileren

Being friendly and warm: Great to see you! How are you?
ing positively: That’s a very important point.

Keeping the discussion going: Let's think more abou...
Bringing in quieter members: Paul, what do you think?

initiate sth. 2
issue ['[u:] Thema,
mission ['mi il Aufgabe, Auftrag
ttern ['peton] Muster
phrase [freiz] Ausdruck, Formulierting
inctuality [ pAnkt[u’ Panktlichkeit
relationship [ri'let nip] Beziehung
Stress sth. [stres] etw. betonen
52012
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It’s your choice

“The characteristic sound of a new breakthrough
in language teaching theory is a scream,
a splash, and a strangled cry, as once again the baby

is thrown out with the bathwater.”
Michael Swan, 1985
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