Examination tasks on Business English

Texts for interpreting 

WELCOMING NEW EMPLOYEES
Companies spend large amounts of money on finding the right person for the job. But all too often this effort is undermined by failing to give new employees an effective induction, which has a direct effect on staff retention.

A common tool for induction is the information pack but according to Natalia Santoro, a human resources consultant, this does not work well. Employees want to meet people, and ask questions and this ‘one size fits all’ approach is becoming old fashioned. It fails to take into account the different concerns of recruits who are changing career, for example, compared with those who have arrived from a similar post.

Allocating an existing member of staff as a workmate or ‘buddy’ is a good way to supplement the standardised package. Presentations from senior managers can be rather hyped up and do not always give recruits an accurate idea of what the day-to-day work in the company will be like. Buddies offer a more matter-of-fact view, although, of course they should still accentuate the positive. Some companies go further by encouraging new employees to support each other. At Morgan Stanley, for example, email groups are set up so that new recruits at different branches can keep in touch.

It goes without saying that one purpose of induction is to make the new member of staff feel welcome. At Google, for example, a welcome balloon is tied to new employees’ desks, something which is not just a fun gesture but also reminds everyone where the new people will sit. Companies may also offer gifts; Google gives their new recruits £100 to spend in the company shop and Innocent Drinks provides them with a hamper of tasty treats.

Natalia Santoro also emphasises the importance of gathering data from new employees. At many companies, such as Fairburn Private Bank, recruits meet with the managing director at the end of the induction. Sometimes this process may plug any remaining gaps in their knowledge. More importantly, their feedback should ensure that the induction package is suitably revised for the next intake, a vital process in today’s rapidly changing world.

ENTREPRENEURS: BORN OR MADE?
A There is a popular idea that it takes a particular type of personality to become an entrepreneur. This is reinforced by certain stereotypes, such as the self-made captain of industry, which derives of course from the time of the industrial revolution. But if entrepreneurs are born, not made, then it seems odd that there are so many courses which aim to teach entrepreneurship. It also suggests that state funding of such courses may be misguided, as they are unlikely to increase the number of start-ups.

B Of course it is possible to teach practical information such as basic bookkeeping. But studies suggest that attending an entrepreneurship course has no effect on one’s ability to increase sales or the number of employees. In addition, many of the world’s most successful entrepreneurs seem to have dropped out of college early, Steve Jobs of Apple and Facebook’s founder Mark Zuckerberg to name but two. This suggests either that education is not giving them what they want or they have a type of personality which resists organised training.

C It is possible that learning to be an entrepreneur works best on an apprenticeship model. The best way may be to take advice from people who have made a success of their own start-up, and then begin, possibly in partnership with someone who is already a successful entrepreneur. That way, the most important skills such as dealing with customers are learnt by listening and imitation and through hard experience.

D It could be argued that formal training can also hone these skills through role plays and simulations. But here again, it seems likely that personality counts for more than training. Studies show that entrepreneurs, whether formally trained or not, behave differently from non-entrepreneurs in such activities. For example, they are much more willing to take risks for potentially larger profi ts. Given that the key quality for entrepreneurs is enthusiasm, perhaps the important thing is that they study a subject that inspires them. The process of applying this to the marketplace is something they will learn as they go along

Tasks for  the second block
For questions 1−8, put the verb in brackets in the correct form. Choose from present simple, past simple, present perfect, past perfect, will or would.
Example: When I have finished (finish) the proposal, I’ll send you a copy.
1 If I had enough money, I …………….(open) my own gardening centre.

2 I haven’t heard from the company since we………………. (send) them the new samples.

3 You can make over 100 cold calls before you……………… (find) someone who is interested.

4 The purchasing manager will call you when he ……………..(read) through the brochure.

5 He only opened the new shop after he ………………….(secure) another bank loan.

6 If anyone …………(have) any questions, I’ll be happy to answer them at the end of the talk.

7 Please let me know as soon as the missing item …………………..(arrive).

8 I ……………(be) grateful if you could send me details of your product range

Tasks for the 3 block

Write Jeff’s reply to Max’s e-mail above.

Thank Max for his e-mail. Say why it is important for you to know about this problem. Explain why you cannot meet Max next week. Say when you will be available. Say what you plan to do in the meantime. Tell Max you value his work. Ask him to be patient. End on an optimistic note

