Management

& I am seeking a challenging position with a progressive company that will offer T
opportunities for professional growth and advancement. | am results arientated, a
self-starter and a team player. I'm a good communicator, and have excellent project
management, interpersonal, people management and negotiation skills. | can also
work unsupervised. | am committed, creative, competitive, ambitious, adaptable and
flexible. | am good at meeting deadlines, solving problems and making decisions.
As you will see from my CV, | scored an average of 91%
in my university examinations (94% at the end of the first
9 year, 87% in my second year, and 92% in my final year
j exams). | stayed on to do a post-graduate degree in finance
and banking, and was encouraged to extend my Master’s
dissertation into a doctorate, which | have done in the past
ten months. | expect to be awarded my PhD in six weeks'’
time.
Notes on CVs/resumes
* European and Asian CVs generally include photos; US resumes do not.
pmy kast * British CVs include personal details such as date of birth, marital status, number of children, etc.; US resumes
travelled do not.
1 T::t - * British CVs usually include outside work interests (sports, travelling); US ones sometimes don’t,
4 * Your CV should be totally honest; you should emphasize your strengths, but not lie about your experience or
- skills. It should not say anything that contradicts what you've put on your Facebook page, or similar!
lrwres, and * Leave out information that is irrelevant or that could give some people a chance to discriminate against you
s CroSs- (personal details such as your height, weight, health, country of origin, religion, etc.).
sigie for a * Limityour CV to a maximum of two pages.
a"dthat, * Lay your CV out neatly.
al to gain : . . :
* Check for grammatical and spelling or typographical errors, and do not rely on an automatic spell checker.
* Get someone to check your CV before you send it.
| @s my
|
it lime and

MANRTE
“Mind if I take this, chief?
1t’s a headhunter who’s been after me for weeks.”
© The New Yorker
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Which of the following extracts from a CV/resume and different application letters
would help the candidate to get an interview, and why?

Dear Sir or Madam, I am writing to express my interest in

| am writing to express my interest in applying for the the pasition of Account Manager that was
position of Community Fundraiser advertised in the Morning advertised on your website on 13 February,
Herald on 13 May, 20--. | am looking for a challenging 20--. I'm extremely interested in this
entry-level position that allows me to contribute my skills pasition, and I would like the dpportunity
and experience to fundraising for a charity. far an inzerview in which I could shaw you
how I can benefit your company.

| play for the university

basketball team. We have My parents are French and Russian, and because they work
won the national university for a multinational company, | grew up in four different
championship for the past countries. | did all my schooling in English, but | speak and
wo years. write fluent French and Russian. | can also read ltalian,
Spanish, Romanian and most Slavic languages.

Employment | have travelled extensively during my last
Saturdays, 2006-8, and full-time July 2008, Right three summer vacations. In 20--, | travelled

Price food store, West End Avenue (shelf-filling). around the Mediterranean (Spain, France,
July 2009, Port Authority Bus Terminal, 8th Avenue Italy, Greece] for ten weeks. In 20--, | went to

(bus cleaner). Florida for a month, and | spent six weeks in
Bali in 20--. | have consequently met a great
many people from many different cultures, and
November 2009-June 2010, tourist guide at St | am absolutely convinced that these cross-
Patrick’s Cathedral, Bth Avenue (Saturdays). cultural experiences make me suitable for a
position in international marketing, and that
your company would have a great deal to gain

from employing me.

August 2009, grape-picking, Napa Valley, California.

Dear Mr/Ms [name],

I am applying for the Sales Associate position which we discussed during the Career Fair at the National
University in [city] on [date]. | believe my varied sales experience and my Bachelor’s degree in Business
Administration are an excellent maich to the qualifications you are seeking.

As you can see from the enclosed resume, | have sold a variely of products in part-time jobs during my
studies and have worked in sales departments during two internship positions. This experience, as well as my
oral and written communication skills, should prove valuable in increasing [company name]'s sales volume. |
am enthusiastic about pursuing a career in sales with [company name] because of your varied product line and
international distribution network,
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VOCABULARY Building up a business

A Complete the story with the words in the box.

competition setup  loss profit ploughed |
broke even  raised floated bid tumoverJ

 About ten years ago, my brother and | decided we'd

had enough of working for other people and that

itwastimeto® ... .......ourown company We
had some savings and with the help of the bank,
Wedn G the rest of the capital we needed.
For the first few Vears weranata? o

but eventually we % .. and before too

_ long we were makmg a heaithy L iaWe

Loehn G all the money back mto the business

and expanded quite quickly. Next, we 7., ]

the company on the stock exchange, but then the
‘economy went into recession and we starting facing

some very stiff ... .\We were the subject
of a hostile takeover®................... and only survived
by merging with a rival firm. It's been a tough ten i
years, but we're still herel We now have an annual !
P O over three million dollars.

B Compare your answers in pairs. Then discuss these
questions.

+ Do you know anyone who runs their own business?
What kind of business is it? How long has it been
going?

+ Do you know how it’s doing?

= Would you like to run your own business?

+ What kind of businesses are doing well at the
moment? What kind are struggling?

+ What do you think are the biggest problems that
small business face in your country?

READING

You are going to read about the traits of successful
people.

A Read the article on the right. Give yourself a score
of 1, 2 or 3 for each characteristic, depending on the
degree to which each describes you. (1 = this doesn’t
sound like me, 3 = this is me!)

) 112 QUTCOMES

E Add up your score (out of 30). Compare your scores
in pairs. Explain your decisions. Then discuss these
questions:

+ Do you agree with the definitions of success in the
article? Why? / Why not?
Are there any other characteristics — or habits — that
you would expect successful people to have?
What does success mean to you personally in terms
of your own life?

C Can you remember the nouns that the words below
were used with in the article? Read it again to check
your ideas.
pushithiemselVes ta the ..,
SeRTEhENR
have a wide ...
MAINTEIN oo,
beonthe ... for new ideas
HEEEP it ininasiess TORYGUTACEONS
stay one ........ccoceeee..... ahead of the crowd
MATEInYeUn e et
IR0 e e st
SE[ZC A TR

. of friends

TEN CHARACTERISTICS OF

i hard and
g5 :O_the Lifnid They
rds and put in thi
4 meel them

everything around the

3 They'ra social animals They
have 4 wide circle offrisads
ang acquair and are 7 They don't waste bime muoaning
always netwarking They are of looking for pecple to Blame
good tstenars and wark harc at - They lsarh from thelr mistakes and

maintaining relationships.
4 They're gerfectionists They are
nevercontent Lo sit back and
relay They're slways tooused oo
improving themselves and thair
Periormance
5 They display & healthy degree
af impatience. They want resulls
i the ber now
They tent net to perform well in
bureatcrasies
B They're creativk and they
innovate Tneyre canstantly on
he lookoul for new ideas, new

8 They're keen observers They
¥

tunitiesand for faster, bettas

rove an Yhey accept responsibility
for thesr aotiens

nouce new frends,

\F‘el V'Q
changes and keep noles They keen
aneeye firmly on the futlire and g
hard fo stay one slep ahead of the
Growd
§ They tend not ta get stressed
The yar‘e patient and well-balanced
¢ maintain their cool and their
sense of hurmour umder gressure
10 Ihey ofiep act befare having
the il piciure. Successiul people
respond immmediately - and acl on
impulse. If they se
they seize it

g an oppertunity




Photocopiable activity

Case study: Fendara SL

Brite Paints

Sector: Manufacturing
Location: West Midlands
Employees: 50

The waiting list is constantly growing of people wanting to join Brite
Paints in Birmingham, attracted by the company’s positive approach
to work-life balance issues. In a very tight labour market, where
recruitment is difficult, Brite is saving on advertising costs - some
£3,000 over the last 12 months - as the reputation for flexible
working spreads. Staff retention is excellent, and many wait to retire
rather than leave to go to another job, again saving valuable
recruitment money.

Chief Executive Tim Barnes is convinced that the company’s
flexible working practices are critical to this high level of staff
retention and recruitment, and offers different packages to meet
individual staff requirements. .

The workforce is ethnically diverse, with many more women than
men, and the worlk-life balance policies reflect this mix. Hours can be
adjusted to fit in with family commitments, and flexible job routines
have been introduced, both within and across departments, to make
sure all work and hours are covered. This has led to an increase in the
skills base and so widened the company pool of resources.

Selby Electronics
Sector: Manufacturing
Location: North-West
Employees: 1,700

Flexible working has had a positive impact on employee loyalty and
improved performance at Selby Electronics (SE). Importantly, a
significant reduction in staff turnover has been seen since the launch
of their flexible working program in 2000. Previously, people who
wanted to work only in term time, for example, would have moved
to a competitor; now they are staying with SE. ‘People are our
greatest asset at SE, and with an estimated £30,000 cost for each
employee who leaves the company, our flexible compensation and
benefits package aims to reinforce a culture of flexibility and
commitment to our company.

Recent initiatives include a standard request process for {lexible
working, paid adoption leave, a childcare and eldercare helpline
service, reduced hours and term-time working for employees, work-
life resources online and a career break pilot scheme,

Employee reaction has been very positive, and the re-packaging
of existing benefits into the work-life framework has shown stafi -
both actual and potential - the benefits of working for the company.

Milton Engineering

~ Sector: Manufacturing

Location: South-East

- Employees: 50

Changing to annualised hours has maximised efficlency at steel
manufacturer Milton Engineering. Its 50 stafl are contracted to work
1,770 hours a year, with a reserve of 160 hours to cover sickness, medical
appointments, rework and peak production.

Working hours are determined by customer demand, with the only

requirement that teams deliver products to the customer on time and to

high quality. As long as the core hours are maintained, operatives can

take an afternoon off to spend with their family. Because of this improved
work-life balance, employees feel valued and trusted, paying dividends
for the company in terms of & more contented workforce.

“The difference in performance has been incredible, says founder
John Smythe, ‘Efficiency leapt up beyond all our expectations. Our teams
are now not only facing in the same direction; they are focused correctly
and all pulling together ... We can now compete with anyone worldwide!

‘Ninety-eight per cent of the most successful organisations in the
world work in teams. They provide an effective framework within which

to introduce flexible working patterns, says Dave Lee, Managing Director.

lalking point

fiting

| Work in groups of three with one student from each of the groups in Exercise 2 above.
' Hold a meeting to discuss changes to Fendara’s working practices. You should:

L each present your findings from Reading Exercise 2 -

discuss the advantages and disadvantages of introducing a flexible work system

produce an action plan for changes to working practices in the company.

Present your action-plan to the whole class, and discuss the pros and cons of each.

ite a proposal, outlining your suggestions for changes to working practices at
mdara SL. If you wish, use the proposal on page 54 in the Student’s Book as a model.

¥ 19 (From Business Benchmark Upper-Intermediate/Vantage by Guy Brook-Hart © Cambridge University Press 2006 [ vy folevIhi:103

117



Case study: Fendara SL

Photocopiable activity

Getting started

Read the following quote and discuss in small groups to what extent you agree or
disagree with Herb Kelleher. Give reasons for your answers.
‘Herb Kelleher, CEO of Southwest Airlines, rejects the conventional notion of putting the

customer first. At Southwest, employees come first, in the belief that a company with
happy and productive workers will have happy, paying customers.” ( Knowledge@Wharton)

Reading

Fendara SL is a medium-sized hi-tech engineering company located near Verona in
northern Italy. The company has 147 employees, of which 86 are shopfloor workers.
Factory work is organised in three shifts, from 6 a.m. to 2 p.m., 2 p.m. to 10 p.m. and
10 p.m. to 6 a.m.

In recent years, they have seen their staff costs spiral due to rising salaries, higher
training costs and the difficulty of recruiting and retaining skilled workers, particularly

for the night shift.

1 You are managers at Fendara. Recently the HR department presented you with the
charts below. Work in pairs, study the charts and answer these questions.

What do they show?

2 How do they illustrate Fendara’s problems?

Chart 2: Fendara SL
Recruitment costs per new worker*
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e o Remn easons given by employees for leaving the company
20% = *includes advertising, staff ti ini
q, ime, training, etc. Other reasons Childcare problems
e 9% 18%
Retired
53 19% Offered better-
59% Offered better il
o f e { elsewhere
i L : L working conditions 8%
2001 2004 last year i
53%

2 You have decided to investigate flexible working practices as a way of

r ; :

“e\iiu(:;r:‘gpztgfi stlg::z‘\rf\zr;‘\;\igr: hm tthl_'\(::te garoups, with each group studying one of
L5 -

e =t. Take notes o complete the table for the

1 Name of company:

2 Sector:
3 No. of employees:

4 : ;
Reasons given for itroducing flexible working:

5 How their flexibility works:

6 Cost savings from flexible working:

7 Other benefits from flexibility:




