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Section A  Lead-in
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 Icebreaker

Look at the pictures below and answer the following questions.
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 Reading Aloud
	Management in business and organizations means to coordinate the efforts of people to accomplish goals and objectives using available resources efficiently and effectively. Management operates through various functions, often classified as planning, organizing, staffing, leading/ directing, controlling/ monitoring and motivation.

Planning: Deciding what needs to happen in the future (today, next week, next month, next year, over the next five years, etc.) and generating plans for action.

Organizing: (Implementation) Pattern of relationships among workers, making optimum use of the resources required to enable the successful carrying out of plans.

Staffing: Job analysis, recruitment and hiring for appropriate jobs.

Leading/directing: Determining what must be done in a situation and getting people to do it.

Controlling/monitoring: Checking progress against plans.

Motivation: Motivation is also a kind of basic function of management, because without motivation, employees cannot work effectively. If motivation does not take place in an organization, then employees may not contribute to the other functions (which are usually set by top-level management).

Communicating is giving, receiving, or exchange information.

Creating: Ability to produce original idea thought through the use of imagination.   
(180 words)
	coordinate /'kəʊ'ɔ:dɪneɪt/  v.  调整，整合

optimum  /'ɒptɪməm/  adj. 最适宜的，效果最好的

contribute /kən'trɪbjut/ v. 贡献，出力 


Questions:
(
What does management mean in business?

(
What functions can management operate through as usual? 
(
What does Motivation mean? Explain in your own words.

(
Which function do you think is the most important? And Why?
Section B  Listening Focus
Identifying a Trend (I)
A trend can be defined as a general movement in one direction. When listening to a report on business, you often need to identify the trend, i.e. whether it is an upward movement, a downward movement or just fluctuation.
A. Read the following words and phrases that indicate an upward trend or fluctuation.
	Words or phrases indicating an upward trend

	Verbs or verbal phrases:
rise/increase/ rocket/soar/expand/improve/ recover/climb
go up/pick up from…to…/ grow by…

Nouns:
Increase/raise/rise/growth…

	Words indicating fluctuation

	Verb:
fluctuate  
Noun:
fluctuation


B. Listen to the sentences and fill in the blanks with the missing words or phrases.
1) According to the graph, household appliances sales to South Asia ______ steadily from 7 million dollars in January to 10 million dollars in May. 
2) Then it ______ steadily in July.
3) There was then _______between September and November with a peak of 11 million dollars in November. 
4) During the busy season, our sales _______ by 15%.
5) Prices were volatile（不稳定的）,_______ between $20 and $40.

C. Listen to the description of sales, and choose the correct chart from A，B and C.
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Section C  Work Step by Step

Task 1  Getting Started—Business Planning
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A. Sharpen Your Ears

1. Watch the video about how to develop a successful business strategy and answer the questions briefly.
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	Word Bank

	chart
	v.
	绘制，详细计划
	
	compete
	v.
	竞争

	conveyor belts
	
	传送带
	
	
	
	


1) What does the business strategy serve for?

______________________________________________.  
2) What do you need to develop the business strategy?

______________________________________________.  
3) How many steps are there to develop the business strategy?

______________________________________________.  
2. Listen to the dialogue and decide whether the following statements are true (T) or false (F).
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	Word Bank

	quarter
	n.
	季度
	bottom line
	【口语】（企业的）盈亏

	keen insights
	
	敏锐的洞察力
	outline
	v.
	概括地论述；略述


(  ) 1) The meeting is about last quarter’s sales figures and some new sales strategies.
(  ) 2) Both Kevin and Frank will make some suggestions on improving the bottom line.
(  ) 3) Alan will attend the meeting.
3. Listen to the dialogue and choose the best answer to each of the following questions.
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	Word Bank

	agenda
	n.
	议程
	
	break up into groups
	分组
	

	to date
	
	至今，迄今为止
	
	
	


1) What’s the first order of business?

A. New suggestions.
B. Quick review of last meeting.
C. Marketing ideas.

2) What would Robert like to hear?

A. Some new suggestions.
B. Background on the suggestions.
C. Ideas on marketing.

3) How is the summary information presented?

A. By PowerPoint.
B. Orally.
C. In a summary document.
4. Listen to the dialogue and fill the missing information with proper words.
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	Word Bank

	revise
	v.
	修正
	
	brainstorming session
	集体讨论会

	reach out to
	
	接触
	
	
	


	Parts
	Main information

	Introductions
	Jack Peterson, Margaret Simmons and Bob Hamp are introduced.

	Reviewing Past Business
	They will go over the 1) __________ from the last meeting which was held on June 24th.

	Beginning the Meeting
	If there is nothing else they need to discuss, they will move on to today’s 2) ______________.

	Discussing Items
	The attendees have some discussions on 
3) ____________________.

	Finishing the Meeting
	The next meeting will be held at 9 o’clock, 4) ______________, in two weeks’ time.
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B. Let’s Talk
1. Suppose you are running a meeting in the process of introduction.
Useful Expressions

	Opening the meeting

	Good morning/afternoon, everyone.

If we are all here, let’s ... get started (OR)start the meeting. (OR) ... start.

	Welcoming and introducing participants

	Please join me in welcoming … (name of a participant)

We’re pleased to welcome … (name of a participant)

It’s a pleasure to welcome … (name of a participant)

I’d like to introduce … (name of a participant)

I don’t think you’ve met … (name of a participant)

	Stating the principal objectives of a meeting

	We’re here today to …
Our aim is to ...
I’ve called this meeting in order to ...
By the end of this meeting, I’d like to have ...

	Giving apologies for someone who is absent

	I’m afraid… (name of the participant) can’t be with us today. She is in ...
I have received apologies for the absence of … (name of the participant), who is in… (place).


2. Suppose you are running a meeting in the process of reviewing.
Useful Expressions

	Reading the minutes (notes) of the last meeting

	The exhibition is a display of recent …

It is a showcase for ...

Some of the exhibits are …

	Dealing with recent developments

	Jack, can you tell us how the XYZ project is progressing?
Jack, how is the XYZ project coming along?
John, have you completed the report on the new accounting package?
Has everyone received a copy of the Tate Foundation report on current marketing trends?


Task 2  Going Further—Giving Tasks
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A. Sharpen Your Ears
1. Listen to the passage and fill the blanks with missing words. Then read aloud after the tape.
Delegating is one of the most important aspects of any 1) ________. Very simply delegating is when a 2) ___________ gives a task or a part of a task to a junior person to do. So one would normally find that a manager would take responsibility for a 3) _________ which he or she would then 4) _________ into a number of smaller tasks, each of which would be given to a more junior person in the company to 5) ________. That really is what we mean by delegating.  
2. Listen to the passage and fill the blanks with proper words.
	When to delegate
	a. When you have 1) ____________ yourself to do.

	
	b. When you think that a colleague can perform the task more 2) _________ or more 3) ________ than you can.

	Tips for manager
	c. It is important that you give clear instructions.

	
	d. It’s important that you still 4) ________________ for that task and that you don’t blame the other person if something goes wrong.

	
	e. It’s important that you make sure that the junior persons know where they can 5) ____________ help and for advice when they’re performing that delegated task.


3. Listen to the dialogue about delegating and order the sentences according to tape.
	order
	sentence

	
	I was wondering if you could take responsibility …

	
	I’d like you to start this job …

	
	So really I need you to …

	
	I need to talk about …

	
	And, are you happy with …

	
	What’s your workload like?

	
	Can I have a quick word?

	
	So the deadline for this is …

	
	I’m going to need your help …

	
	If you need anything, you know I’m here.
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B. Let’s Talk
1. Suppose you are running a meeting in the process of beginning.
Useful Expressions

	Moving forward

	So, if there is nothing else we need to discuss, let’s move on to today’s agenda.
Shall we get down to business?
Is there any other business?
If there are no further developments, I’d like to move on to today’s topic.

	Introducing the first item on the agenda

	Have you all received a copy of the agenda?
There are three items on the agenda. First, …
Shall we take the points in this order?
If you don’t mind, I’d like to ... go in order (OR)skip item 1 and move on to item 3.

I suggest we take item 2 last.

	Allocating roles (secretary, participants)

	…(name of a participant) has agreed to take the minutes.
…(name of a participant) has kindly agreed to give us a report on this matter.
…(name of a participant) will lead point 1, …(name of a participant) point 2, and …(name of a participant) point 3.
…(name of a participant), would you mind taking notes today?

	Agreeing on the ground rules for the meeting (contributions, timing, decision-making, etc.)

	We will hear a short report on each point first, followed by a discussion round the table.
I suggest we go round the table first.
The meeting is due to finish at …
We’ll have to keep each item to ten minutes. Otherwise we’ll never get through.
We may need to vote on item 5, if we can’t get a unanimous decision.


2. Suppose you are running a meeting in the process of discussion.
Useful Expressions

	Introducing the first item on the agenda

	So, let’s start with …
Shall we start with?

So, the first item on the agenda is …
Pete, would you like to kick off?
Martin, would you like to introduce this item?

	Closing an item

	I think that covers the first item.
Shall we leave that item?
If nobody has anything else to add, …

	Moving to next item

	Let’s move onto the next item.

The next item on the agenda is …
Now we come to the question of …

	Giving control to the next participant

	I’d like to hand over to Mark, who is going to lead the next point.
Right, Dorothy, over to you.


Task 3  Playing Your Role—Crisis Management
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A. Sharpen Your Ears

Watch the video about crisis management and complete the table below.
	Facts
	1. Each business has the exposure of having a disaster or crisis 
1) ___________________ them.

	
	2. Each business needs an effective and efficient 2) ____________.

	Skills
	1. You have to have the ability to 3) __________________in the face of calamity.

	
	2. You have to be a 4) _______________________.

	
	3. You have to be someone who is 5) _____________________.


B. Role Play

Mr. Wilson, the marketing manager of a cake company, is to run a meeting on the next year’s business plan. Some expressions are listed here for reference.
Useful Expressions

	Summarizing

	Before we close, let me just summarize the main points.
To sum up, …
In brief, …
Shall I go over the main points?

	Finishing up

	Right, it looks as though we’ve covered the main items.

Is there any other business?

	Suggesting and agreeing on time, date and place for the next meeting

	Can we fix the next meeting, please?
So, the next meeting will be on ... (day), the ... (date) of ... (month) at ...
What about the following Wednesday? How is that?
So, see you all then.

	Thanking participants for attending

	I’d like to thank Marianne and Jeremy for coming over from London.
Thank you all for attending.
Thanks for your participation.

	Closing the meeting

	The meeting is closed.
I declare the meeting closed.


Section D  After-class Activities
Be an Active Listener 

1. You are going to learn more about business management. Watch the video about motivation in the work place and decide whether the statements are true (T) or false (F).
(  ) 1) Ms. Colette Ellis is an author, executive coach, and founder of InStep Consulting in New York.

(  ) 2) One unmotivated employee can only impact your team, not your entire organization.

(  ) 3) Ms. Colette Ellis will give some tips to motivate your employees.
2. Watch the video again and complete the table below.
	Five things for you to consider
	a. Do employees feel 1) ______________?

	
	b. Do people feel like their ideas are being 2) ________?

	
	c. Do people feel like they’re being adequately 3) _____ _______ for their work?

	
	d. Do people feel like that there’s a sufficient 4) ______?

	
	e. Do people feel that their work 5) _______________?


Presentation
Motivation is an important force in business. Much of what gets accomplished is driven by a team’s motivation. When employees feel energized about a project, they’re more likely to contribute ideas and work hard toward success. But if they’re not motivated, their commitment and the chances of success diminish. Sometimes, motivation is difficult to achieve. 

Suppose you are the personnel manager and have a brainstorm with your partners to make a motivation plan. And show it to the class.
Enjoy Your English 
Movie Episode:Undercover Boss
Undercover Boss is a television franchise series created by Stephen Lambert and produced in many countries. It originated in 2009 on the British Channel 4. The show’s format features the experiences of senior executives working undercover in their own companies to investigate how their firms really work and to identify how they can be improved, as well as to reward hard-working employees.
In the episode, we will meet Larry O’Donnell, the president of Waste Management INC. 
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Learning Objectives


In this unit, you will 


learn to grasp the skill of identifying a trend in a business reports;


learn to get to know about the business management;


learn to be able to make a business planning;


learn to be able to hold a business meeting.
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Unit





What is the basis of after-sale service？





How does the company see the world?


What’s the company’s business?
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